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Dmac Pitman,

his first treatise on the art,
In lwthenmmof&mk under

ey U T
aumerous editions of |

lhou;:ity nmmlnc

and of the mtad-nudnptinm

large aumbers of expert writers of the system who
had applied it to work of ion. No other

system of shortband designed for the language
mmﬂwwmuwmmm
30 severe a3 those which Pi the
15 nOw —~hae simce its
mmroduam mwmh Mm most
succossfully adapted to the practical requiremonts of all
o students, axpenonce
Altho a3 & rule, lonce 1o
mundarulgndmgtbmdhuamfcmhof‘
by sound,” it 13 desirable that they should have, at the
g of their study, an imelligent Jupotantht
uconwyedbyt!mum.lhrdm
of the first chapter is
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m‘gul ofpldlallbﬂltynnthemd‘hmm
writing 1 30 universily acknowiedged
Mdﬂ?‘ﬂumuwmmu Ity
obvious, however, that the value of shorthand, whetber
& a wehicle for private communication or for use is
various ways in bustness or professiona] life, wouki be
largely diminishod if the samo system—and that the
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best—were not employed. This important fact is now
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INTRODUCTION

HONOGRAPHY, the name |:’:ﬂmﬂy given fo

Pitman Shortband, has been briefly but accurately

deﬁnadu“themofﬂxnndnglpoknmmdl
by character; 8 system of shorthand; The first
question that will occur to the student will be, what is
the fundamental differeace between the shorthand
characters and the letters in ordinary writing and priot-
ing? To answer this question it is necessary to consider
the alphebet of the R is obvious that the
usual or Romanic alphabet of twenty-six letters cannot
reprosent by distinct characters the thirty-aix typical
sounds of the English language. As a
many of the letters of that alphabet are of necessicy usod
to represent different sounds. It is manifest, therefore,
that any system of shorthand foumded on the common
alphabet would prove a very imperfect and cumbrous
instrument for recording uttersnces with oof-
tainty and tof objecx of shorthand. With
such an alphabet sither a single sign standing for one
of the letiers would be required to do duty for several
sounds, or more than one character would hawe to be
used to t & single sound, & is dooe ip ondi

i the other hand, the three consooants C,
and X are unnecessary, inasmaxch as represent
aoundlprovidndforbyothumm simpls
ﬂlmuouwiﬂﬂomﬂnnthediﬁumbﬂm:the
distinctive foature of Pitman Shorthand.
The first illustration deals with consonants, and i
concerned with the ordinary spelling of the words gaol
ﬂgﬂ.hwbﬁhﬂnnﬂoﬁhﬂﬁmm&:mm
i mt.ﬂlhoughreptucntu‘linbnghmd [
otter. If the common spelling ween l?lb-ad in

v
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shorthand, we should have the same shorthand symbols
for both words  But the initiai sounds in these words are
differont; in the first.the sound 15 jay, in the second gay.
For these dissimilar sounds the Pitman system provides
dissimilar shorthand signs. The second illustration:
deals with vbwels, as, for exampie, in the words 1ub and,
tube. If the shorthand symbols were the equivalents of
the lstters of the commoen alphabet (the final ¢ of tube
being omitted because it is not sounded), the steno-
grapher would be obliged to wnie both words by
precisely the same characters, namely, r-u-b. .Pitmao
Shorthaod, howover, provides for the representation of
the different sounds & and 2 heard in the respective
words, and these are indicated by different symbols.

The phonetic notation of the system of shorthand
developed in the present work has been found, after
widely extended use, to possest important practical
advantages. By the employment of the phonetic
alphabet, which has been termed the “alphabet of
nature,” spoken language can be recorded with one-
sixth of the trouble and time-that longhand requires, by
those who use Pitman Shorthand simply as a substitute
for the ordinary longhand writing. With the adoption
of the systematized methods of abbreviation deveioped
in the more advanced stages, this method of shorthand
can be written legibly with the speed of the most rapid
distinct articulation, and it may be read with the
cortainty and casc of ordinary longhand writing.

An explanation on one point, however, is desirable:
I the study and use of Pitman Shorthand it should
be boroe in mind that although the system is phonetic
it is pot designed to represent or record minute shades
of pronunciation. The Pitmanic alphabet, in the words
of Max-Miiller, “comprehends the thirty-six broad
typical sounds of the Enplish language and assigas to
rach a defioite sign.” It doos not seek to rmark, for
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example, the thirty or more variations of sound which
have been found o exist in the utierance of the twelve
simple vowels. The pronunciation of the vowels, as
Max-Miiller has shown, varies greatly in different
localities and in the various countries of the world in
which the English language is spoken, ang in which
Pitman Shorthand 1 practised. The standard of
pronunciation, as ecxhibited in printed shorthand,
cannot, therefore, be rxpected to coincide minutely with
the pronunciation of English in all parts. Experience
has abundantly proved that the representation of the
broad typical sounds of English as provided for in
Pitnan Shorthand = ample for ail stenographic
purposes. ‘

The presence of r has a modilving effect upon 2
preceding vouel. The student’s attention is, therefore,
directed to the followmny obscrvations with regard to
the consonant r, to vertien vowels when preceding r and
to a class of voweis wimh may be descnibed as more or
fess ohacure

Gar With the excephivn nf wossed {the woollen material) and
& lew goper pames, 3y o ever, wherever the consonant ¢
occurs m a word, m Piuman shoethand it must be eespresented
oy F (Oontpnani.

(b bn such words ax bar. fur, mae, tar, jar, Ihe vowel-sign
for ol s to be uscd, but i sueh words as barrow, Faerow,
murry, carry, td Jarrow, the tirst vowelsound is 10 be repre-
sented by the vowel-sign for 4.

() lo such words as fawr, fore, roar, lore, wore, shore, door,
pour, core, gorc, tore, sore, 1the vowel-sign for o is tu be used.
‘}J] In such words as sorch, morn, Jork, the vowel-sign for &
Iy ly be used.

{¢) In such words as air, fair, lair, bare, the vowel-sign for o
iz ta be uscd,

(/) In such pairs of words as fr, fur; earth, worih; per,
purr; Percy, pursy; tpe vowel-sound in the first word of ihe
pairs is to be represented by the vowel-sign for §; ihe vowel-
sound in the second werd of the pairt is to be repersented by
the vowel-sign for &,
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{g) in words like custody, cnstom, baron, felony, colowr,
Jaciory, the second vowel-sound is represented by the vowel
sign for 4.

(¥ In words like village, cottage, breakage, the second vowel-
sound is represented by the vowel-sign for &.

(/) In words like suppose, the second vowsl-sound is repre-
sented by Lhe vowel-sign for 6; but in words like supposision,.
dispasition, \he second vowel-sound is represented by the
vowet-sign for 4.

With the accurate employment of the phonugraphic
signs, there need be no uncertainty as to what those
employed for a particular word are intended to re
present, and, as Max-Miilkr has testified, “English can
be written rationally and read easily” with the Pitmanic
alphabet. To use Pitman Shorthand successfully, the
rules of the system must be thoroughly mastcred. By
the employment of the various abbrevialing devices,
the most important benefit to be deriveg from shorthand
will be attained, namely, the maximum of speed
combined with legibility.



DIRECTIONS TO THE STUDENT

The system of shorthand set forth in the following
Fages received the name of Phonography (a term derived
rom two Greek words meaning “sound writing”)
*because it affords the means of recording the sounds of
spoken language. From the outset, therefore, the
student should remember that be is fearning to write by
SOUND, L8, to write words as they are pronounced;
that each simple character represents one definite
'sound and no other; and that the ordinary spelling—
with its many irregularities and inconsisiencies—as
exhibited in printing and in Innghand writing, is pot
to be followed or imitated.

When the student has mastered the value of the
phonographic signs, he should use those which re
present the equivalent sounds in forming the characters
for the words he desires to write. For exampie, if he
wishes to write in Phonography the word inee (spelt
with four letters, though made up of only two sounds),
ho uses bui two phonographic signs, namely, that for
the consocant n and that for the vowei £, To spell in
thus fashion, a mental analysis of the sounds of words
must be made, but the ability to do this is very easily
acquired, and is soon exercised without couscious
offort,

For working the exarcises and for ordicary phomo-
graphic writing, 2 pen and culed paper should be used.

og generally, it 19 DOt 80 easy 10 acquire & nest

t ofwmmgbylhcuscol‘apwmlnnubytheun
pen No doubt, the pencil is frequently

in some cases, indeed, it may be found impossidle ‘0

use a pen for note taking. The student would do well,

therefore, to accustom himself to write enthar with a

pea ot & pencil in the more advanced sizpes of b
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progress, though for writing the exercises given in this
book the pen only should be used.

The pea should ba held lightly, and in such a manner
as to permit of the shorthand characters being easily
written. The wrist must not be allowed to rest upon the.
notebook &r desk. In order to secure the groatest
(reedom of movement, the middle of the forearm should
rest on the edge of the desk, The writer should sit ip
front of his work, and should have the paper or note-
book parallel with the edge of the desk or table. For
shorthand writing, the nib empioyed should not be too
stiff, but should have a sufficiently Hne and flexible
point to enabie the thick and thin characters of the
system to be written so as clearly to distinguish the one
from the other. Paper with a fairly smooth surface is
absolutely essential.

The student should thoroughly master the explana-
tions and rules which precede the respective exercises,
and write out several times the illustrative words
appearing in the text, afterwards working the exercises,
As the secret of success in'shorthand ig FRACTICE, it is
advisable that the various exercises should be writien
and re-written until they can be dope with perfect
freedom and accuracy. The perusal of progressive
reading lessons in printed shorthand will also be found
heipful to the studeat in forming a correct stylo of
writing; and the practice of writing the characters, at
first with careful accuracy, afterwards with gradually
accelorated speed, will materially assist him in forming :
a neat style of shorthand writing.

The system is fully explained in the following pages,
and can be acquired from the instruction books alone
by asyone who is prepared to devote ordinacry per-
severance and application to the study., With the
assistance of a teacher, however, more rapid and
satisfactory advance will be made in the mastery of the



; Dearest
teachers of Pitman Shorthand. It should be pointed

out that satisfactory progrom in ascquiring the art of
shosthand wiil only be made if a certain portion of time

is of httle value; but an hour, or a longer period,
devoted daily to the task will give the student a know
ledge of the system in a comparatively short time, and
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CHAPTER 1
THE CONSONANTS

“Consonants ere the result of audible triction or
stop pm; of the breath in some part of the mouth or
throat.” (Prof. Sweet.)

Forms of Consonants. 1. For the representation of all
.the consopaat sounds, {except w, y, and the aspirate 4),
the simplest geometrical forms are used, namely, the
straight line and the shallow curve, as shown in the

following diagrarms---

w @ @

Arrangement of Groups, 2. The order of the arraoge-
ment of each group of consonants, as exhibited in the
Table on a following page, follows the order of the oral
moverpents from the lips inwards in the utteranco of
their respective sounds. The first pair of consonants,
p, b, are pronousced between the lips, and the next
seven pairs at the several barriers further back in the
mouth, in the succession indicated in the phonographic
alphabet.

Classes of Consonaats. 3. The first eight consopants,
represented by straight strokes, are called “explodents,”
becauss, in pronouncing them, the outgoing breath is

in a sydden gust through barniers previously
closed.

4. The next eight, represented by upright or sloping
curves, are called “continuants,” becasse in uttering
these the outgoing breath, instead of being expelied



mouth

escape through the nose. :
6. The. “Liquids” flow into union with other con-
scnants, and thus make double consonanta, as in the
words ofiff, dry, whero the [ or r blends with the pre-

consonant, -

7. The “coalescents™ preceds vowels and coalesco or -
unite with them.

8. The “‘aspirate™ is a breathing upon & following

Pairs of Consonants. 9. The first sigteen consonants
form pairs; thus, pand b; 7and d; chand j; k and g;
fand o; thand th; yand 2; shand zh, The -
tions in these pairs are the same, but the sound is light
in the first consonant of each pair and heavy in the
second. The consonants of ancrgair are reprosented
by the same stroke, but for the second consonant this is

written thick instead of thin; as™. p, b, 1.4, 1 4,
A /. \._5, elc. Wehave, therefore, a &ght sfgn for the
light sound, and a heavy sign for the heavy sound. In
this, as in the fact that cach pair of consonants is re-
ted by kindred signs, a natural relation is
served between tho spoken sound and the written sign.
Throughout this book whatever rclates to the light ‘
strokes applics also to the corresponding heavy strokes
unless the contrary is stated,

She of Strokes. 10. The consonants should be
written about onosixth of an inch long, as in these
pages. It is of the utmost importance that from the
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ootset the student should learn to form the whole of
the strokes uniformly as to length. Whatever size be
adopted, all the strokes should bo made in

Later there will be introduced a priociple for writi
strokes half the normal length, ang later still another
for the making of strokes double the n Jength.
It is thus imperative that the student should obtain a
fixed and strictly uniform leogth from the start. Care
should be taken to form the curved thick Jetters, when

standing alone, thus \.. 5, ) z. Ifmade heavy through-
bout they look clumsy: they should be thick in the
middle only, and should taper off at each end, except
when a joining such as \.__ 0 2 v \_. b g is made,
Thick strokes are pever written upward. As an aid to
remembering the strokes for 7k and s, the student should

note that } 5is the curve on the right side of 2% The
consonants / and r form the /eR and right sides of an

arch f?‘\ The consonant / is most commonly written
upwards; but it may be written downward in certain
cases in accordance with rules which will be explained
later.

Names of Consonants. 1i. ‘Joti! the student is
pesfectly familiar with the names of the consonants and
the characters representing them, ho shonld, in writing
out the exercises, name aloud each shorthand stroke as
he writes it The strokes must atways be crlled by theis

honetic names: thus, “ch” 13 to be named chay: “g"

ay; *'ng” ing. The reason for this 1 that each phonetic
character has a fixed vajue and, therefore, requires to
bo called by & namo which indicates the cound that it
invariably represents.
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1 HXERCTSES ON COMBONANTE 5

Exercise 1

(To be written by the student. The arrow w—v shows the
direction ln which the stroke i3 lo be written, The
curoes m, n and vg and the stralght strokes k and g
are writien on the line.)

(8 - Bt N N N N N N N N N N
o LT L
Lo 0 B0 A 1 Y OO S A SO N O O O Y &

(chay)
K, G »=x »>
{xay}

R N N N N N N S N N
i, 7 AL GG O

5.2 L D e b ) de D)
SH, ZH DAd ddd A A S LA

M.....m....m..m... N AT Tt T e T e AT T e AT e

Py
Jl'
J“\

ShY
NN
~NAN

£§® ®

i

i
~o ]
é ;

3

g

fFx
2



é EXERCISES ON OUNSONANTS 12-13

Chay and Riy. 12. These strokes aro somewhat
similar. They diffor, howeler, in slope and in the
direction in which they are written. It is scarcely
possible, moreover, to tristake ons for the other, inas-
much as chay is slways written DOWN at an angle of
30° from the nerpendicular, and ray is always written
uP at an angle of 30° from the horizoutal; thus I/ chay,

7 ray. If the pupil cannot, at the first trial, produce &
fair copy of the signs in Exercise 1, he should write
them soveral times, and vary the practice by writing the
strokes in irregular order; thus,

NN SUP— S S

Exercise 2
Read, copy, and transcribe as shown in line 1

eSS L
p bt d ch j kK g w y kb h r

2N LN gV bt
NS L)Y e e e TN
& i N C ) AN L)
SN e P2 ) e
6. oo e ld T ]
.8 Y Com o e

Bl we b oINS &Lt Lt

Joined Strokes. 13. Strokes when joioed must bo
written without Ufting the pen, the beginuing of &
following stroke joining the end of a preceding stroka,
as in the following exercise.
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Exercise 3
Read and copy

Pt pd pch ph pk
2\ 3 5 )/ b o T
8f, dth, ds, chs, jm, Jh im.

E WY AN oo okas e # e _}'._
ki, km, kn, kd..

kk, ,

Jr, fri, g, fr, feh, [

thm, th i, thr thorfr, sk, Ik,

6. of e Lol o
< <y L
shp, - shbl, shk, shr, shrl, sh m.

(A PO P PO N &
hd, Ao, ko, My kb, hch.

Exercise 4
Read, copy, and transcribe

3.L's..._.f z_x“%/'-_ A“?A \/? I
 Fy Sy B S
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The student will sea the correct angles for the upright
and sloping characters if he will copy and practise the
following forms n combination—

e NEL L W

Summary

1. Pitman Shorthand is phonetic, words being written
according to their sound,

2. Thu strokes are twenty-sin in number, and cach
stroke has a distinet name and valve,

3. To represent the consonants there are mainly two
clements, a straight stroke and a shallow curvs.

4. The strokes {straight and curved) are thin and thick
for the repicscotation o pairs of similar sounds.

5. Thin strokes arc wrilten sometmes upward, some-
times downward; thick strokcs are never written
upward.

6. Strokes must be of a umform lengdh, about one
sixth of an inch.

1. Strokes arc written by one impicysion, and the thick
curves taper af each end.

8. The stroke representing chay is writen downward,
the siroke representing ray is written upward.,

9. Strokes when joined must be writlen without Iifting
the pen.



CHAFPTER I
THE VOWELS

“If the mouth-passape is Jefi 30 open as not to cause
audiblo friction, and voiced breath is sent through it,
we have & vowel.” (Prof. Sweet.) *

Vowel-sounds, 14. There are six simple long vowel-
sounds it the English language, namely—
ah, a, £: aw, é, 00;
as heard in the words
baht dle, each; 4ll, oeak, ocoze.

iS. There are six corresponding short vowel-sounds
in the Janguage, namely-—
éag & @ o, & o0
as heard in the words
at, é&ch, it; 8dd, tiab, book.

The long vowels may be remembered by repeating
the sentence “*Pa may we all go 100 7™ The short vowels
may be remembered >y repeating the sentence “7Thay
pen is not much good."”

Vowelsigns, 16. The long vowels are represented
by a heavy dot and a heavy dash, The short vowels are
represented by a light dot and a light dash.

Vowel-piaces. 17, There are three points on a stroke
close to which a vowei-sign may be placed, namely, at
the beginning, the middle, and the end. The vowels are
accordingly called first-place, second-place, and third-
place voweis respectively.

The places of tho vowels are counted from the poini
where the stroke begins. In the case of downstrokes,

9



-
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-
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-

Value of Yowel-signs. 18. The vowel-signs are put
the places which correspond with their number.
heavy dot in the first-place represents<he long vowel
in the second-place it represents the jong vowel 4;
tho third-place it represeats the long vowel & A
the long vowel

i 12 third place it represents the long vowel oo.
19. The light vowel-aigns for the short vowels are

t in the same places as the heavy vowel-signs for the
g vowels; thus,

—T et

calm, Cam, bait, bet, eel, il »
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Sy Sp U RZ 1 IO, = o
[fade, fed, raid, red, dome, dumb,
Vowels preceding and following Strokes, 20, When a
vowel-siga is placed on the left-hand side of an upstroks
or downstroke, it is read before the stroke, as 7. ale,
A earth, . ape, o/ age .. eat. -

When a vowel-sign is placed on the right-hand side
of an upstroke or downstroke, it is read affer the stroke,

as (. lay, .. ray, ... pay, | jay, . J.. shoe.

When a vowelsign is placed above & horizontal
stroke it is read before the stroke, as ... ache, ..z eke,
e, OWRL

When a vowelsign is placed below a horizontal

stroke it is read after the stroke, as . Kay, __ key,
- ho.

PRECEDING VOWELS
- T foo N
ebb, aid, etch,  edge. off, oath.

2. .. R - ot e AV

ache, egp, aim, imn, owm, awl, ore,

FoLLowmNGg YoweLs
CR -SSP U S S
fow, row, woe,  ye, bow, day.
ax..¢ i e S Nt
foe. they, Kay, gay, mow, Iknee:
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PreceoNG AND FoLrowmic YVOWELS
5. N e : L. <‘T /‘
ebony, Italy, aftack, ashore, allay.
6. il ™~ — \\ N

e T -

academy, arrow, agony, afar, anatomy.
Exercise 5

Read, copy, and transcribe

Write the owtline of the word first; then put in the
vowel-sign. . . .
Vowel ah ... N Sy

3
- W™ @
-
e

L

& =

i

i

b

J
<
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Exercise 7
Write in shorthand

. Pay, bay, bait, Tay,
- Say, aay, Fik, ’iowm.

Show, showed, fos, foam, may, make

. Weigh, weighed, eight, Etna, nay,name

Summary

. There are six Jong vowels, represeated by a heavy

dot and dash, and six corresponding short vowels,
reprmtedbyahghtdotanddashg

.Thovowekmmlledﬂ:stplam.saoond—plam.and

third-place vowels, respectivoly.

. The vowel-places are called first-, second-~, and third-

places respectively, and vowd-signs aro put io the
Pplaces which correspond with their numbers.

- Vowel-places are counted from the point at which

the stroke

, The order of readin vowel-signs with their strokes

is: with downstrokes and upstrokes, from left to
right; with horizontal sirokes, from {op to bottom.
Thus:

2 §ix ot before
4:-%"‘ s 'A. afiar

. In writing a word, the word-form is written first and

then the vowel-sign.



CHAPTER Il
INTERVENING VOWELS AND POSITION

Vowels. 21. FIRsT- and SECOND-PLACE
vowol-signs when occurring between two strokes are
written after the first stroke: thus, - _ talk, 7. gate.
THRD-PLACE vowel-signs are written be’ore the second
stroke at the end, because themwel-stgnhmorecon-
veniently written in that place; thus, Lﬂdeem. L\‘dfm,

A read, 4. rid, N2 pool, NZ-. pull. The vowel-
fign i.s atill in the ihird place, as indicated in the follow-
ing disgram—

INTERVENING VOWEL-PLACES

1
1 [ 9 3
s PN (T2
Words. 22. In compound words the
vowel-sign is genemlly placed to the separats words;
8 Do 0ar-ache

Podition of Outlines, 23 Just as thero are three
places in which to put the vowel-signs, so there arc
- three positions in which to write the outlines of words.
Theﬁl:;u ition is above the line; the second
is on the line; and the third position is through the Une.
Tbeﬁmwwdsdwmlinthewordddmmthe

ition of the outline.

When the first sounded vowel in a word is & first
pbz’v\nwel, ﬂwLoutlim is_l written (xln the ﬁ?]r position;
| e palm, = talk, ..} rod, wroight.

Whenthoﬁrﬂmmdedwﬁinlwordham
pbuvowd.ﬂnouﬂmeiswﬂttenmthencoudqu

code.

a8, X bake, .<alur¢ £l. toad, A. road,

"
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=F H

24. Tho first or downstroke id’ the outline

indicates the position, -as shown in the foregoing
Jes.

It = not to write & horizontal stroke

the ; therefore, when an outline consists

irely of horizontal strokes, it is written in the firss
if the first sounded vowel is a first-place vowol,

and in the secomd position if the first vowel s

cither a second- or & third-place vowel; as, <=7
mocking, .o~ making, .o meek, ____ ) cook.
Exercise 8

) ) Read and copy

A A A 4 ,
Paul, Polly, tall, Dolly, bought, body.

R D S N T

+

Coal,

O e B e e
Keyed,  kid, giddy, leak, lick,  Kkill.
\_l L' A LV A A
Fode,  fed, laid, ld,  rad, red
Peel, pill, piliow, pillowed, bully, bullied.
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Exercise 9
Redd, copy, and transcribe

DI =7

-\_\ -‘\,-\ b b -‘\' -

I ’-7_.‘/\ P AU ,

Exercisc 10
Write in shorthand

ghu_dhww

Grammalogues. 25, qunmﬂy-oommngw:ﬂsm
mptmtedinlhorthandbyadnglemu\forbe
These wards are called gremmalogues or letter-words,
and the shorthand characters that represent them are’
called logograms, or word-ieitors. At tho head of the
following Exercises somo logograms are given, which
ot bo committed to memoty. These characters aro

written above, on, or throigh the linc, as, “!,-L.{,.,

Punctuation, 26, The period, or full is repre-
scoted by & small cross; thus, » ; the thue,~;
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the note of interrogation and the aoto of exclamatioo
?and | respectively. Other punctuation marks are
written as usual. Two short lines underncath an outline
indicate an initial capital.

GRAMMALOGUES
o a, an, . the: O. all, n. 1wo, too; >. of, . t0;
2 on 1 but; L (down) awe, ought, aught,
—z.._ {down) who:  (up) and, .. (up) should.
Exercise 11
Read, ccpy, and transcribe

1. . ( J _..l/ ﬁd.‘ e T

2. )—‘ ‘: 2 N S .r:,--.._.J:r_(_ e
.'.\"_—...! . N 75.,......,..«.*. S _

A NN ) K™ T S

AT <:VT NLIER LY

*

A G ""“‘“1*
4 (L o :

5. 4, :.{../ ~ ‘\/l/? __,}_\r‘__
Exerclse 12

Write in shorthand

{THE WORDS FRINTED [N [TALIC TYPR ARE
ORAMMALOCUEy
L mzmmmumq&mwdup
the date.
2. Wbm:&pcdhckoﬁﬁ:pucprm1
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3. Up to the date of the party sthe looked both rich and

4. The Doad of the bank may kave on Monday.

5. They ought fo chaigs the dato on the ne fo the
fourth of the month. 3

Sommary

1, FIRST-PLACE and SBOOND-PLACE vowel4igns wheo
occurring between two strokes are written after
tho first stroke; THIRD-PLACE vowel-signs are
written before the second stroke.

2 The position of an outline is governed by the first
sounded vowe! in the word. >

|

LA gr ue is a ueotly-occurring  word
represented by a singﬁ:qaign. The sjgn for a
logue is called a

4. The full stop is indicated by & small cross,x ; the
dash by«—+; mark of interrogation and mark of
exclanyation by 7 and } respectively.

5. Two short lines undemeath an outline indicate an
lnitial capital.



CHAPIER IV
ALTERNATIVE SIGNS FOR R AND H

Cosscnant R. 27. The consonant r is provided
mﬁhtfmhmmmmm‘f

strokes together, and also for the purposs
an initial or a final vowehsonnd. o
28. Imt:alrswnttan-dmwd when preceded by

vowelsound; as, .. oar, .. array, L\ Arab. In

othumthcgenuﬂmbutowﬁhimhnlorﬁmlr

upward when it is followed by a vowel-sound, and down-

ward whea it is not followed by & vowel-sound; as,

raybut 2\ air; \“/pa.'rybut\\ par: W tarry bt
. tur; _E7_ sherry but __< share.

29. Downward r is always written initially before m
bacause of the easier joining,

Cousonant H. 30. Tho upward form of & is most
commonly used; but the dowoward form is written
whea the letter stands alone or is immediately followad

OY e K OF em. £ 35, b hay, Lhake. L.Ha;g

Exercise 13
Read, copy, and transcribe

\_\\, l\ o \\\_/ S

1,

% /\\/.Z..\//i /1/
4. ..x?/‘"/l _,_,/0
NN U e k-




S put; D be, N 1o be; b ou; I | had, | do,
i d]'erm, differens; | much, |. which.
Exercise 15
Read, copy, and transcribe
LAY e St i [.x

N :s.,..l £x 'y 4...\\ N, UV O,
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4. If they pet the monoy it should tnako much difference
fo the Grm.

5. Thoy hcd o heavy mail on Monday.

6. Tom saw the head of the firm leave at four ot so.

Semmary
1. Tho consonant r initially is written dowoward if a
vowel precedes, and upward if a vowel does not

2. The consonant r finally is writter: upward if 8 vowel
follows. and downward if no vowal follows.

3. Downward r is written before m.

4. The consonant 4 standing ailone, or followed by X
or g, is written downward; ip other cases the
upward form is written.



CHAPTER V
DIFHTHONGS
"Adnﬁhthg' is & union of two vowel-sounds in one
syliabla. (Prg'.Skeat.)
'31. There are four common
namely, f, ow, o, and 4, as heard in the sentence 7 now
enjoy music,
They ars representod as follows—

Ilow Jor i G}
32. The signs for 7 and of arc written in the first
place; the signs for ow and & are written in the third

cow, 1. cowed; ' duty, .../ mule.

Joined Diphthongs. 33, The diphthong-signs may
be joined to the consopaut in many words; thus,

.‘.,.:.. iste, . 1 am, 7V nigh, ..o now, N, bow,

’_E'_‘.__ avow, | dew, _;t- Matthew, 1 issue, . sz owl,
34. Tho semicircle representing # may be written
« for convenience in joining; thus, .. cue,-\“ argue,

. IEW, e, m,.\:’fmlue The sign for is abbre-
viated when prefixed to { and m, and the sign for ow is
abbreviated when affixed o n, as shown in the examples

in paragraph 33.

35. A small tick attached to a diphthong-
sign represcnts any vowel immediately following the
z .



36-31 DIPITINGNGS Y
dipbtboog; thus, & diry, & lyel, 12 towet, by,

These are called friphones because o=
prmth:zuwmmomugn. they

Ablwerlated W. 36. The initial sound of w, bofore
k, g. m, r is represented by a right sefnicircle; thos,
a2t wake, 2_: wig, 0 womanish, 2\ wear, 22 wary.

37. When w is precedod by a vowel, the stroke .

must be written; 2s, 5 awake, ©<__. awoke, 12,
m‘
Exercise 17
' Read, copy, and transcribe

gy Lo

g AL

71\ <4 4
hit
SEx
(D
R 2y
4

N
_}P'
.
[
J




DIPETEONGS k 7}

Ll o

View, roview, , mtle,

. Wear, wary, weary, woks, awoke, war, warm,
GRAMMALOGUES

A how, = ':hy .. beyond, .o, you; A large; T can,

o COME; . g0, . glven; Mo for; .. have.

o

Exercise 19
Read, copy, and transcribe
l ‘n\?‘l(lx -\’\ )-,f;‘:'\-.__!.‘..g...
2 . a ] kY ! LA ..k - a..._.xf:-\.g
- WA -
E S P A v WP
T Wit ’<f"’ N
5. AT \f SN SIS
& L ()“"". <‘,‘“’\ R
Exercise 20
' Write in shorthand

1. How can you attach the wire to the high chimney?

2. They wero due fo arrive at five, bus were delayed ¢
Jong time at Wick.

3. You should verify each item on the bill,

A, Do you Vike the new vyve yor have had put on the car?

5. Few of the party knew why you had to go 1o Wewquny
on the tenth of July.

6. A woek ago I saw Doyle, dut ho kad no time to give
to my work; be had to burry for the boat.



n DIPHTHONGS p o

Semmary

1. The four diphthongs are /, ow, oi, &.

2. The diphthongs { and of are put in the first vowel
place;, and ow and @ m the third vowel-place.

3. A diphthong may be joined to a Mroke where
convenient. )

4. A small tick attached to a diphthong-sign indicates
tho addition of a vowel to tho diphthong,

5. Initial w before &, g, m, r, is ropresented by a right
sernicircle.



CHAFTER Vi
PHRASEOGRAPHY

Phrasing. 38-Phraseograpby is the writing of two
or more words to withgut lfting thog the
resulting outline being called a phraseogram. best
phrascograms are those which combine the qualities
of facility, lineality, und legibility. A phraseogram
should be easy to write; it should not ascend too far
above, nor descend too far below, the line; and it
must be legible when written. Subject to the observance
of these conditions, the practice of phrase writing will
greatly increase the writer's fluency and specd.

(0) The first word-form of a phrascogram must
occupy the position in which it would be written if it
stood zlone. Thus, the phrase how can they would be
represented by the outline A__(, commencing ox the line,

bocause how, if it stood alone, woutd be written on the

line. Similarly, \.. / have commences abooe the fine,
because I, standing slone, would be written above the
line.

(B) A fist-position word-form may be slightly
raised or lowered, however, to permit of a following
stroke being written above, on or through the line, as,

- 4 thank you (and using the logogram ... with),

T with much, L with which, §. with each.
26



PHRASSOGRAPHY ?

)Whtn tok, m 1 M be
(c ‘ﬁ""!mn (up).fyngn. may

{d) With rare exceptions it is unnecessary to vocalize
phraseco, The word Ae standing alone, or at the
beginniog of a phrase, is written .J.; butin the middle

of a phrase the word is represented by the logogram .1_;
thus, 7. . ke may, —_— if ke may, _bkz should know,
S if ke should know. For the sake of an easier
joining the word muck is sometimes written in full io
phrases; as, 1o much, N—?bow much, and were is

written either ;// or . ; thus, {,/!bey )verf,_n\

you were, V if they were, ... if he were. In

phrases, the word him should have the dot vowel in-
serted; thus, .. of him, e fo him.

Tick the. 39. The word the may be by a
light slanting fick, joinec to a preceding m

written either downward (from right fo left) or upward
(from left to right).

(@) DownwarD: 2. of the, 7. and the, 4. thould
the, 5. with the, . by the, S I the, Sy, have the.

(b) Upwarp: . beyond the, 2. what the, n. how

the, .\ at the, L .. which the, ... was the.
This tick for tAe must never be usod initially,

NotE—.° on the and . but the should slope a litle
to secure & better angle.



8 PHRARROGRAPHY

PrRASES
‘,(.’_‘., I thank you N\ why huve you
Iv\l thmk you should £ with you
A, [ havo the )‘—7 so much
1 have had ? . with much
2 isawthe ... with which
9. Leee 7. with each
T Tam Ra when they
T § may be . what dg you
. Lwill 3 .. what was
YN Twilbe "7\ what can be
... you should L. it would bo
aen, YoU should be L. it should bo
A YOU Cam YN it will be
.. you will | 5 . it was
£ you will be | (. which was
army YOU T3 be i f\?,.. which were
~ you were \ ‘]_\;;. he shouid be
\’Rif you were N\ he Wil be
{ " they wers .. ifhe
how can they l Y 1 if he werg
. why do vou ( v‘? too much



k' PHRASEOGRAPRY plJ

GRAMMALOGUES
(h thank-ed, £ think; .S._. though, . then.; ) was,
Y. whose; L. shall, ...J... wish; 5. with, c.. when;
D what, _a_would; ' O, ok owe, . 1. he.
Exercise 21
Read, copy, and transcribe
LTSNE T L N T

) -
2 o\ Ao ¥ . { AN B ’/‘ E

R Vs M LIPS S D

™ [

a
1
b

A

N\

> 8 f
_,P
8
»
i
|
i
|

e
i
)

» if-’-
Y '
EA
Al
B
A
i<

In




PHRASBOGRAPHY %

Exercise 22
Write m shorthand

(Phraseograms in the following letterpress exercises are

1.
2.
3.
4.

3‘

mdicated by the hyphen.)

Why-do-you think he-was aware af-the hikely failure
of-the firm?

I -you for-the tube of coiour, which 1-think
should-be all-nght.

They depy they-were at-rhe Tower at-the time of-ihe
fire.

I-think-you owe the Head an apology for-the way
you hurned away on-Monday.

H-he-were aware of-the date, he-would, 1-thunk,
have come with us

Kenneith Doyle, whose view all of vs sharg, wrote fo
say he-would arnve at five

Lethink too-much time was-green to-the topic  What-
do-you hink ?

Summary

Phraseagraphy 1 the pame given to the principle of
joumng word-forms together The outhne thus
obtamed 15 called a phraseogram

The following nyust be carefully noted—

(o) Awkward joimngs must be avoided

(5) The first word-form 1p a phraseogram must
occupy s owp postion. A first-possion word-
form may, however, be rased or lowered to
pernut of a followmg stroke being written above,
oo or through the buoe.

The word rhe may be expressed by a light slanting
tick jowed to a proceding character and written
ersther downward or upwazd The tick for rhe v
oever used initislly.



CHAPTER V1i
CIRCLE § AND X

Circle S amd Z. 40. The consonanis S and Z sre
represented not only by the strokes ). and } but alo
by a small circlo o.. Initially the circle represents t:
light sound of £ only; inedially and finally it represents
the sound of 5 or z. The sound of 7 initially must be
represeated by the stroke ) as, ),' seal, Nz sere,
2_.( zenith,

Left and Rizht Mation. 40, In t!: chapter, and
in the folivwing pages, the weem Left Motion means
the motion of the hand in writing the longhaud

letter 0 ), the opposite motion being termed the
Right Motien (3 . The circle 5, when standing alone,

is written with the fzft motion.

42. The circle § is wrilten {#) invide curves, (b)
outside ungles formed by two straight sirokes, and
{c) with the /eft motion when joined 10 siraight strokes
not forming an angle; thus,

(@) X safes, C soothes, essays, “? sashes, o=
SCEMS, o SCNSL, QP SiNTS, & slays, :’}..!'ource, >-
fossil, (. thistle, Y. Ceeil, .~ muscle, T nestles,

Kl

Lo, deé'r:?’ﬂ.i‘, N Tsps. .
h T gasp, 2N rasp, S risk, J‘ . task, N

g
=

Biscuy, . . jesiice, N hasp.
(e} % space, { secds, £ sages, a1 e snaks,¥< sorrows,
\\ Bushy, b tacht, . cask, ».. razor, ... wiser,
PR 4
3



2 orciy “s” AND “Z" 43-46
43, Initial circls 5 is always read firs2; final circle s is
always read last; andwwul-ngmmplmdandmd
in relation to the stroke comsonant, and not to the
cnmh.asmtheforegomgmplu.

44. The circle s may L. added 1o a stroke logogram,

as, __ come, o romes, N PRE N puls.

Stroke L and Circle. 45. When the stroke { immedi-
ately precedes or follows a circle which is attached to a
curve, it is written in the same direction as the circle;

thus, £, lesson, .. '_ cancel, A vessel, /s loser.

46. A lightly-sounded vowel may be omiyed, as in
==, poison, />a refusal, = answer, 4\ desire.

Exercise 23

Read, copy, and transcribe
B A -
2 PP dr Lo Y\’“ /v\’ —f

R A n..n <2 i i WP

6 fof . /

1
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Exercise 24
Write in shorthand

. usually; .. . as, has, .o is, Ms; .. because;
o dtsElf; (’ those, thyself, G this, - thus.

Exercise 25
Read, cooy, and transcribe
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Exercise 26
Write i shorthand

If Miss Nelson wishes 10 see-the works, she can come
to-this office on Tuesday or Wednesday of-this week,
and-V-shall-be, happy 1o show all-the details she may
desire fo see. I-think-ft-is but fair fo say thiz is-the
busy season wirh us, and I-shali-have but a few miputes
fo spare ro Miss Neison. My deputy can take charge
of-the Iady. L-will thank-you if-you-will put-the facts
to-the lady as nicely as you-can, because she may think
[-am an idle fellow with-much ume at-my disposal.
I-know you-will excuse this appeal, and-l hope you-
will-do what 1 ask, as | should-be sorry fo upset Miss
Nsison, or to appear to be rude whea she comes,

Summary

t. A small circle used iniually represents s only
mediafly and Jinally it represeots s or 2,

1. The circle 5 is written outside angles, inside curves,
and with the lfl motion to straight strokes not
forming an anglc.

3. An witial circle ts always read first, a final ciccle s
always read fusi.

4. The stroke /, immediately proceding or foliowing a
circle attached to a curve, is written in the same
direction as the circle.

5. The circle s may be added to stroke logograms.



CHAPTER VIIi
STROKE S AND Z

Stroke S and Z. 47. Wherever thero is an initial or a
fina) powel-sound, there must be a stroke consonant, to
provide a place for the vowel-sign. Therefore, the stroke
s must be written when a vowel precedes initial s, of

when a vowel follows final 5 or z; thus, 3. ace, .); say;

) ooze, _)_ z00; .A..asp, but f_‘_ sag; L ask, but °_.

£

sack; A) racy, but 2 race; s) busy, but N bees.

48, Where the siroke s is writtes initially in the root
word, it is retained in compounds and in derivatives

formed by means of a prefix; thus, ) .. Saw, 2\% Sane

N H
bench, )”l assailed, Y} unassalled, Y- ease, ‘5 disease.

-

The stroke is also writien—

(@) In words like l;’.... sgience, ). sewer, Where a
triphone immediately follows initial E

() In-words like =) cease, R saucer, where initial »
is immediately followed by a vowel and anolber s or z.

() In words like S simuous, %., fortuous,
A" Joyous, whero the final syllablo ous is immedi-

ately preceded by a diphthong.
s
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Exercise 28

o mey con him; T2 myself, cou. himself; M. apeciakly,
A speak; M subjecied; S severl.



Exercise 30
Write in shorthand

For several cialmsomlshouldhke)unm
fo sce me on Wednesday as carly ay yow-cax ‘g
desire you to-write out-the names of all-the ﬁms wi
which-you have-had business dealings since yox came
to us. I-shall discuss a new policy with-you, and-the
names for-which I ask may-be of use. 1-am a bit u
at-the vefusal of Askew and Bemson to-take &
Eskimo rugs, and-l should like to know-the reasons
Jur-the refusal. Y-Rave several subjects besides these
of-which 1-wish to speak to-you when I-sov-you on
Wodnesday. Ask (o sec me as 3001 as you arrive.
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Sammary

[ 1. When a vowel precedes initial s ot
follows final s or z
2. When mmtial 5 s immediately
followed by a vowel and another
sorz
3 When wmutial s is immediately
The stroke s or foliowed by a triphone.
rmustbe < 4. When the final syllable -ous is
written: preceded by a diphthong.
5. When the word 1s a compound like
sea-mew, saw-bench
6. Whea the word is a derivative Itke
wnceasing, unassailed, where the
stroke would be wrilsn 0 the
root word,

v



HAPTER 1X
LARGE Clii:s ' FS SW AND 55 OR SZ

SW Circle. 49. A icrpe INMAL circle, written with
the same motion as the circle s, represents the double
consonant sw, thus, . seat, £ sweet, /. surm, o, swam.
As 8 vowel cannot be written to a circle, the stroke w
must be written in words like _of sway, _.R. . suasive.
The 5w circle is used initially only.

SS Circle. 50. A large MEDIAL o1 FINAL circle,
written with the same motion as circic s, represents s-3,
having a light or heavy sound, with the intervening
vowel &; thus, ‘,f’.. (ses) mecessity; \9 (se2) passes:
\JQ (ze3) possessi.e} i, (ze2) causey, When & vowel
other than & intorvenes, it s indicated by placing the
vowel-sign within the circle; thus, . exist, _'.-P
exhaust, . zf exercised. Fioal s is added thus, . ;&

exercises. The large circle is also used to express the
sounds of two s's in consecutive syllables, as in 7o 2.
mis-spell.

Pluraly end Possessives. 5l. As /7). Lucy,
\(-) licy, F<). jealousy, etc., are written with the

policy _ Y

stroke s, the stroke s is retained in the derived words
oy Lucy's, \{/D policies, M . Jealousies. (See
also pars. 47 and 48.)

52. A few words ending in 55 are written with the
circle and stroks, or the stroke and circle, in order to
distinguish them from other words containing similar
tonsonants, and in which the large circle is employed;

»
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thus, .05, possess, but o, paiises; :.’.. , but
= axis; _A) recess, but _X. races.

Large Circles in Phrascography. 33. The sw circle
isusedfor!hewordsaswcinphmhbg_amm
Qﬁ.mwmmdfmax»mimwzﬂm; and the s
cirgle for the two #'s in phrases like :{a in this city,

.. this is, .__0 as fs, or as kas, 0. is as or is kls.

Exerclss 31
Read, copy, and transcribe
QP r’ o Q\ -3
2. N0 Sk & o B
3- . \’L‘ ?b - .‘...t’,, I"“-_D - \_'.}.. ' roe.
. 2 a' Iy ] f )
4o o wo 2000 P T

-
.

- - -t . —
- -— .

5. . ‘.’_":’. "\“ Jﬁ‘w I ‘:'r) SR .'"\U,
6. NI NI F PR RA r o rT
~ N ‘-\ Y )
7. )} f) P Sy ..&:‘...4. d i
Exercise 32
Write in shorthand

1. Sweetly, sweetness, swig, swain, swing, swimmer.

2. Entices, reduces, revises, ounces, minces, laces.

3. Roses, poruses, terraces, essences, fences, romances,

4. Dazes, decisive, races, resist, misses, M.tssrsslpp

5. Fa.llacy fallacics, Momsscy Morrissoy’s, curacy,
curacies.

6. Thesis, emphasis, paralysis, Genesis, Nemesis, axis.



53 LARGE CIRCLER “3W” AND “83”" OR Y52 4)
GRAMMALOGURS
= in, any, oy OV ). your, =y~ year: 2. are,
ol OUT, hOUP; ..?9_, ourselves, &, themselves,
Exercise 33°
Read, copy, and transcribe
-..........}y‘...“n .,...sﬂ..,..\nt‘:m.,.;.‘...g;.. J\ ?" o \-\ei f

0.0 L 0 XTI

\‘,—\ -\?’MN\,«\\Q\\L Tin

Exercise 34

Write in shorthand

The invoices and bills of lading for-the valances and
toes are mdy Jor dispatch, and-the cases themselves

re to-leave by-the “Swiss Valley,” sailing on Wed-
nesday. The advm should-be with ouwr customers
by-the teath of-March, and-they-will-do all-they cun
to-make g success of-the deal. They know-the business
thoroughly, and you-may safely leave it to-them.

Ir-is scarcely neoessary fo emphasize what they them-
selves know already, P 7
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Semmary

i. A large witial circle represents sw.

Z,Agnndhlmﬁnﬂdmbrepmumelightm
heavy sound of s-s with an intervening vowel.

3. Where a root word ends with stroke s, the
possessive, or third person ungular is formed by
the addition of the circle s,

4.Whmarootwordendswilhacircle:,the'phm!,
possessive, or the third person singula is formed
by the use of the large circle ses.

5. A fow words ending in 5-5 are written with the circle
and stroke, or with the stroke and circle, o
distinguish them from words i which the large
circle is employed.

6. The sw circle is usod in phrases like as well &3, as we
know; and the ss circle in phrases like it is said
in this city



CHAPTER X
LOOP ST AND STR

ST. 54. The combination 57, as in steam, mist,
(paxt) is represented by a loop made half the
h of the stroke to which it is aitacued; tbus,

A, SEEM, ox-p Steam, ut. SOWR, <l stone, - sake,

i, Stake, n. MUSS, oz mist, A5 lace, (5. laced,
<

Like the circle s, the st loop is written with the Left
motion to straight strokes and inside curves, as shown
above. Like the circle s, too, the sf loop is always read
first at the beginning of the stroke and last at the end.

55. Since a final vowel-sound requires a final stroke,
in order to provide a place for the vowel-sign (par. 47),
it follows that the s¢ ioop cannot be employed finally

when a vowe! follows ¢; thus, ™. dest, but \T bestow;
e ™.

R rust, out L. rusty; 72 honest, but ,,Lf; honasty.

56. The st loop may slso be empioyed finally for
the heavy sound of zd, as in the words ..\ .. fused,

—

cigused is written ©_{ _ to distinguish it from 7= cost.

STR. 57. A largo loop, extending two-thirds
ofltia.?hngth of the stroke to which it is attached,
represents str. This str (ster) loop is never written ot the
beginning of an outline. Like the circle s and the sz
loop, the str loop is written with the Left motion to

4
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straight strokes, and inside curves; thus, .:.\:;... pass,
>, past, 2. pastor, _"'3,_ Jast, 5. Jaster.

38. The st and str loops may bo used medially
where & good joining results; thus, .JQ,_ Justify.
12 elastic, 3‘_ masterpiece. .

59. The st loop cannot be employed when & vowel
occurs between 5 and 7, nor can the str loop be written
when a strongly sounded vowel occurs between s and
r, because where there is a vowel-sound theve must bea
stroke consonant 1o provide a place for the vowel-sign

(par. 47). Compare . best and \T beset, % rest

and A receipt, D, pasror,}{) pasture, S8 poster,
Y. posture,

60. The circle s is added to a final loop as follows-
b taste, X rastes: (2 lustre, X2 _ lustres.
Exercise 35
Read, copy, and transcribe

PR A Y SO A
R

... R I N
AN R L TN TR he s
TR S S N G
I T S U S
RPN P g W S S



:
{
;
{
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Exercise 38
Write in shorthand

The longuage of-the young barrister in-the caso was
most stately, and it-musthm influenced both

and jury. It aimost Yooked as-if-the case was lost &
first, because of-the calm way in-which-the i
counsel set out fo state-the facts for-his side.

young barrister faced rhe test fairly, and-his languape
and style, though different, showed him to be a mastor
of-law and logic. We-shall watch his career at-the bar,
and we-think he-must succeed because of-kis abilities.

Revisionary Exercise (A)
Write in shorthand

H-you-can put me up for a week in August, i-shall-be
ready fogo und stay with-vou. You-can-have av much
walking as yow-like. l-shall-be at-your disposai at
almost any hour, and-as I-am a rare waiker m)::’z.
L-think 1-can say you-will-have all-the oxorcise you wish.
You oughi-to be a diffcren: fellow when I-leave, if-you
will-be influenced by-me. 1-think l-can give-you a mile
in 8ix and beat you. 1-have-had some talk with young
Lord Robson several-times in-the past woek, and he
says you-can-do five miles an hour. Those-who saw you
last auumn ond-know what yow-can-do, all say-the
same thing. This-is all 1-know as to-your form. But-
we-shall-see for ourselves. Y-think-youw-will own l-am
far beyond you in spoed. Ir-wili-be a casd of-each for-
Kimself and-the race to-the faster of-the two. Oh,
I-know 1-shall beat you, unless yow-are faster this year.
Those-who think poorly of-themaeives only mduce rhose-
who know them io-think-the sarne. 1 speak for-myself,
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becanze 1-know myself. 1-com say a deal on-this

and-] usually do-so. Ymukn\yl-ﬁmﬂyndlmy
so-long. The apswer iy business keops me away. Fen
wonld-you like me to-come? The bemt of hck to-you
and to-the rest of-the family! MK-will-be nice to so0
them all, though 1-saw most of-them a month or-fwo
g0, ‘Y283 words)

Sammary

)1, A small loop represents 22, & large inop reprosents
sir.

y %: st Joop may be b:aad mually.mmedmlly or finally.

3 5t loop may be emp) lly 10 ropressnt
the sound of zd. o7 ¢

4. The str loop may be used medially or finally, but
oot initially,

5. The st loop cannot be employed whea a vowal
occurs between £ and 1. nor can the loop be
written immediately before a final vowel.

6. The str loop cannot be written when a stroogly
sounded vowel occurs betwoen st and



CHAFPTER XJ

INITIAL HOOKS TO STRAIGHT STROKES
AND CURVES

Double Consorants. 61, The liquids r and / fre-

MMMMWmuwMI

cm;ymnt,uhthowog’ammy,ﬂow,m

, Of axo separated 2 preceding con-

mant an obscure vowel only, a3 in , Tonker,

hbk, bubel. Theso consonant i aro

seprosonted by & hook to the simple shorthand
charactess to indicate umonmthra.nd!

R Hook to Straight Strokes. 62. A small initial
hoaok, written with the Right motion, adds R to straight
strokes; thus,

NALKR TP ?g._{:__.
P M br, te, dr, chr, jrn kr, -

L Hook to Straight Strokes. 63. A small initial
hook, written with the Left motion, adds L to straight
strokes; thus,

p P b A di, cohl, Ji M, £t

R Hook to Carved Strokes, 64. A small imitic]
book, written inside the curve, adds r to a curved
stroks; thus,

UL SR L T S A

f’ ﬁ’ o, 'b! THs, *' *. o, .
L




. ¢ r}(upwud) ......
A R ) e

mmmn-l..mmmmmmh,«.m
tiws characters .27 and .22 are employed for w and y.
SHR snd SHL. 67. The doublo consonant ..Z.. s
& always written dowsward, and the double consonant
£l skl is always writton upwand.
Small Hook #o NG. 68. The hooked form ...
ropresents Ag-kr or ng-gr, as heard in the words basker,
§9. Tho hooked forms should bo called by their

syliabic names: as, *\. per, S_pel S_fer, S fel, eic,
Vowels and Dowble Consomants. 70. Yowels aro
plwadmdmdm&»hookadformuthoymphoed

and read to the simple forns; thus, - ple, = _ ply,
. apply: . leod, (). leader, mm

\T_;m‘;_;,I :sI_pmry. ;Tﬁa:a- _\Qy_kmko. T e,

._ é’\_mﬂa

& Extended Use of L Hook. 7I. In order to obtain
mmmtbalhmksnmd:udmmb:
W, mmh mhg

and pot to the strole to which it ia atiached; thm,

..... deeply, briefly, = briefless,
rk%ly. f‘.’\v‘t—‘ '\Q‘puﬁn\b L

3




0 INITIAL HOOES n

Exercise 39
Read, copy, and transcribe
Lo Y T e
2. F:.‘E:—r.c"—“ N e rrrac L }“"_ /\ i:\_
NI SIS VL S 2 T

4
6 N e, LTI L
[ N .
R TN fﬁv
Exervise 40 a
Write in shorivow

f. Pry, pride, preach, preacher, bray, break, breaker.

2. Crow, croak, cricket, grew, pcoup, grape, bigper.

1.Ply, pliod, piayed, plun. place, replace, replaces.

4. Problem, saclose, enclosure, blow, blows, Gluster.

5. Double, pedal, fiddle, model, Sciue, glow, gloat,

. Fred, afraid, tougher, other, otherwise, wvery, usher,
pressure, innet.

7. Honour, honourabls, fovour, flowar, Flicher
faitifui, privilege, Marshall, specialize.

GRAMMALOGUEY
N principle, principal-ly; “‘ iiberty, O\ member,
remember-cd, . nuwmbcr-cd; ﬂl . trath; 1 Dr.,
doetor, .\ . dear, LY duringy /... chair, oo hicers

Aarger;  e—, care.



Exercise 41
Read, copy, and tronscribe
B . !\t‘- ;P { '\f ........
Rt 1&1» --‘\«.\-«\’ '\:}!’-A“_,E_
7L‘”\:u\/~ f“u__(
PPN Y 4....&,“,”,_.&1;"_‘-\7 g \.1' s

\ —-- .....;“‘;:_
-,'. \ ( 1 = 7_. -4 :.'"/ [E..,n_m_. 1 4i 5 -
™~
i{-ﬁ_‘h'" ,{\ ST N \_.M“E?...&N.._.'q [ .\.._\.\..!L
ke S -
PR - e e e 4 e deemen )“?.u“.ﬂ ‘“"\“F. ,‘*‘.‘.;7 L -
. . “a
Exercise 42
iWrite in shorthand
Dear.3ir,

Thank-you for-yours ofthe first of Aprit, omd-for
dljuling me your prico-lists and sa:rples uf L ard
black inks and glue in-the scoeral sizes of botties. I-
think-she labels are betier and brighter vow. I-chal!
Zive-the samples a fair trial during-the next few woeks,
and, if suilabie, 1-mny-be able fo stock a larpe umber
of-the smaller sizon, As I-think-you know, ty privcipal
m&m%loﬁmm“mmuam =iy
essential 10 offer them only firss-class inks

Yours-truly,
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Swamary
1. A small initial hook writien with the Right motion
adds - to simple straight strokes except /...
2. A soal! fnitial written with the Left motion

adds ! to simple straight strokes except _<”...
S.Mhm!nd.ia.};ashong“boulhdbytheirlylhbic

names.

4. A small initial hook to curves adds #; a large initial
hook to curves adds /

5. Shr is always written downward, and shl is always
writton upward.

G.A@'“withamﬂinlﬁalhookuprmtsthomunds

7. Hooked forms may be considered as representing
syliables.



CHAPTER X1l
ALTERNATIVE FORMS

Additional Signs for FR, VR, etc. 72. The strokes

.7 ... 2, are not hooked for the addition of r or .
They are, however, hooked to provide altsrnative forme
forﬁﬂrﬂ,ﬂ.fk.mm

N N0 (2 _CS_ S5
M or, thr, ™, A ol

The first form of each pair is callod a /ef? curve,
because it is made with the Lot motion; the second
form of each pair is called » curve, becanse it is
mado with the Right motion. is only one form

fww,ﬁ_mnﬂymldtm

7.

i, v, G, are and £ & Yomel proceden a0q.the rgh
curves if a vowel does Dot proceds; thus, < affray,
i 9 j‘my.. ctlwr,_'k. three,
(b)ﬂm]dmdw:mdumkqtheformhud
which gives the easier joining, preference being given
:o:hengmrom,:hm.ﬁ,&my mw.':ie.-a

{-mwwm £, leather,

K\er Gmllyitmilbofomdthﬂﬂu

botter with strokes writton towards the

kﬂ. ripht curves with strokes writion towards
the righ.

#Lsed VL. 74. The right curves 3/, .S\ siare
used only after straipht spatrokes and the horizrontals
SN Y P D Mﬂuﬂ.ﬂaﬁ

53



] ALTERNATIVE FORMS 75
£ i, £, weenll. Tnall other cases the ket curves
S A S olareused; thus, S flow, . affow,

.S flake, -G oma- flicker, d . joyful, 1 arrival,
Vowels. 75. (4} in order to obiain &
briefer or an essier outline, an initially booke? form
may be used even whest a4 vowel separates { or r.{romo
the stroko consonant. Where necossary, an intervening
dot vowe| between a stroke and ap initial hook may be
indicated by writing & small circls, instead of a dot,

ejtber afler or berves the stroke; thus, i\":. barley,
k_t:;, challenge, ..\ rarraic, {é:&ﬂrﬂy; are an inter-
vening dash vowel or diphthopg may be indicated by
striking tho sign through the stroke consonant, thus,
‘h‘.ﬁw Burma, o+ coarsely, T mallify, 7 A lecture.

(# I the vowel-sign cannot casily be written through
the stroke, it may be placed at the beginning or ihe end
for & forsteplace or a third-place vowel respectively;
bus, © . comer, 5 tolerable, 1 captures.

(¢ In words like \K ercelve, L"'C. telegravhy,
P mereery, o ?"a:,“'?f-'m{}", the heoked form
sulliciently represents the Sust syllabls of the word.

o

With the excoption of . aurse, _ﬂ’;. Tk, .__1__—__ dark,

and a few other words, the initially hocked atrokes aro
oot wsed in monosylablee where tho comsonants are

separated by a vowel, Such words a3 .',.\'.\pmr,‘%(:_
pdc,_tﬁ_rare,_l%.roremmkunwiththompamo
mrokes, 80 as 10 indicaie the Mtervening vowel.
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Exercise 43
Read, copy, and transcribe

- ve & -
TR .:,o\ e VS i
X N e AT YN s
R S il °>(L g
N S NI A g
3. q‘-c\'f"\‘ \1\ \J“ JEd PR T AL
P * ~ .
— A c Nt Lo .
"- - ..:l \’ \ %— \‘ﬁ\‘- bl r—...\-— ‘*\- c7.{":n
C e E T e
A N o M L N S )
~ al — e - ‘\:‘\ - I‘-\ ru" k;_'
£ T 1 (omd
T BV N G2 O
e b T . -
1, el L
S+ LI . S
5 ““:, S . S

Frupryise 44
Lvite v shorthoond
i. Fray, three, Friday, rank, diff;, enjegvour.
2. Free, freely, thrifly, recover, waver, Waverley.
3

Hood, flask, flock, playful, gratefal, efectively
4, Baffle, trifle, shovel, rerooval, inflame,
. Rival, rougbly, hovel, cavalry, gravel,
6. Charming, courage, ancourage, furnace, Norwich,
GRAMMALOGUES
X people: S belief, believed: _{__ tell, p_ull:
LMy; .[_, larpely: o call, o cqualdy;
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Swmmary
1. (a) When standing alone, the left carves .. f,
K. or, C thr, € 1ur are used if a vowel pre-
cedes, and the right curves ™ fi ) or, ). thr,
)..mr,ifav?wuldoanotpmde.
(b) When joined to anoiher stroke either carve is
used in order to secure an casier joining.

2. Theright curves =) f, <\ of are used after straight
upstrokes, and after the horizontals __ k, — g,

and .. n; in all other cuses the loft curves <. /1,
S vl are used.

3. (@} An intervening dot vcwel between a stroke and
an initis} hook is shown by writing a smalil
circle for the dot vowel, cither sfter or before
the stroks,

{5) An intervening dash vowel, or a diphthong,
shown by interzecting the sign for the vowel or
diphthong,



CHAMITR XIII
CIRCLE OR LOOP PRECEDING INITTAL. HOOK

S Sefore Struight Strokes Hooked for R. 76, Jritial
$, Or 3w, or %, preceding a straight stroke hooked for r,
is exprossed by writing the circle or loop on the same
side as the.r hook, that is, with the Right motion;

1
a=., SCTEW) " earer, ci ecfer) ',1. retter, -ﬂ_ stutser]
iz, ochre, <k stoker,

S before other Hooked :-ukos. 77, In other cascs
5 it writlen inside the ipitiul Look, so thateloih circle

and hook are cleasiy showi; t?“,us.’s: offer, . suffer,
& sever, . L decciver, - soother, . sinner,
N prisoncr, T plies, : f supplies, \Q\ possible,
b .' }redesm!, f setile, *f soichel, .. sich a‘t‘,"‘\;::ii. bivyte,
Arie, - exclalm, L‘L_ecil, {;c:’a’:‘f, i\ pr\a.rjrch.'-.’f.‘.‘.,‘\,\.;:>
offspring, J.‘, destray, 1 extra, <™. myst eyt L
nestrur, 5y lisper, A reciter, A wiscacre.

(a) Where § hook czanot be clearly shown in the
naddle of a word, the stroke [ is writien; thus, \r._ :
Jorcible, 8 unsaddle, ., . 1~ musical.

(b} When skr or gr follows ¢ or d, the cirgle is
writtes with the Left motion; thus, l—:_ tacker,

L:" Tasker; k—, degree, |,.. disagree; | . digress,
- ™ . T
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i disgrace. When skr oceurs after g or b, the hook »

may be omitted; tl1us,‘\r\pr¢-scr1be '\—t\subm'ibcr

Exercisc 47
Read, copy, and transcribe

w’ v o n -
i. N l\\ LT .:\.'\1 i. W A e Lol i
- -
w P -
SRS r ¢ \ S s P 4 ! !
. o - s .-(/ T q; s L‘; - . -
v - [
* 3 f. oo N €3 1
! \__ AR T TN E T L
3 ! w.e e -\ -7 ! Ve /ﬁq-
P ‘ N T e e Y 3
-
' T how o Tt T s, f
i ~ - -
i....‘. H M - S

Exercise 48
ity im shorthord

1. Sct, seltor, scitie, stady, stabier, sable, sweel, swoeter,

sweetly, scek, seeker, sivkie
2. Supreme, sublimie, cider, sidle, sacred, seclude.
3. Traceable, disciosere, »lawsible, classical, distressed,
extrernily, Tasker, task.
4. Suflers, simopers, sinners, peacefully, explosive,

cipels, ristble, rasper,
7. Thsgraces, discloses, prescribes, crossways,

{SHAMMALOGUES
. } . ., £
SO fromy TN verys L there, their; S0 more,
'r.umn‘k-ed. o>, hWicre, Mr} . nor, ... near;
@ [
. strprised; .. sure] A, pleasure.

. Surprise, 3.
PHRASE
), thry are.



Exercise 50
Write in shorthand

We-are swprised to know from-your f{avour of-the
sixth of August of-the extremely long delay in-the
delivery of-the Surrey and Gloucestershire books. So
far as-we-can discover, there-is-no very clear rcasen
for-tbc delay. We-have looked into-the case, as you-
, and it-is still a mystery. Mr. Strong, our
dupntch clerk, expressly disclaims any blame, bat, if-
possible, be-will 1ake mwre care with-the hooks still
{o-come. Be-will porsonally supetvise tie addressing
af- ;marmh By-the way, we hope lo-have-the new
book ready very soon. I-will-be in-the

ame slyh ax our classical library.
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Sumvmary

1. The circles r and sw and the loop s¢ are prefixed to
the straight sirokes hooked for r by writing the
circle or loop with the Right motion.

2. The circle s is prefixed to al} o.her initially hooked
strokes by writing the circle inside, the hook, so
that both the circle and hook are clearly shown.

3. The circlo in words like tsker and disgrace is
written with the Left motion; but whea sir
follows p or &, the r is omitted.



CHAPTER X1V
N AND ¥ HOOKS

N Hook. 78. A small final hook, struck by tho Right
motionw.s adds » to all straight strokes; thus, M. Ben,
_.l-_m,‘ A chatn, T2 cotn, L. raln, £ hone..
it S, and that i repeesents roas e,
aro both struck by the Right motion; thus, °X. brain,
.ﬂf. raif, oo, Crame.

20, A small final hook, writien inside the curve, adds
n to alt curved sirokes; thus, ‘s, fain, 'Q“- thin, _-1' assign,
..,‘.’..,:.. Shine, e MOON, (% lean.

F-V Hook.. 8[. A small fioal hook, struck by the
Left motion\ 4, adds for ¢ to all straight strokes; thus,

\'é; buff, i tough, £ chafe, _ = cave, v rave, 1{_ hipe.

#2. The hook which xeprescots / at the beginniny of a
straight stroke, and that which represonts f or v at the
end, are both struck by the Left motion; thus, 55 blqff;
e, Cliff, e plove.

83, There is no f or » hook fo curves; thereflure the
streke § or ¢ must always be employed if /' or ¢ foliows
4 curved stroke.  The following pairs of words itlusiraic

thist Ns_ Jne, Sr\;ﬁne; ﬂ": line, E\- live; = nine,,
...... knife; 7. MOOR, 2 miove.

84. A final hook cannot be émployed when the word
ends with a vowcl sound, because a final vowc regniiz:.

62
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a final stioke (par. 47). Compate & pem avd Ny
penny; S puff and \’\l pufly: N fun and N furay:

e R A0E o vy,

YN and SH N, 85, The hooked forms 7 aod 54 »
when joincd to another sfroke may be writica vpward

o Jdownward; tham, ".T.f: allon, -~ melos; :" Failin,
,“{?IIHH(}IE‘; P, situation, ‘"f_,"i extcnuation.

A S

Hooks used Mediallv. 25, The » and f books may
e mployed nuedialiy when they join casily and clearly
~ith the foliowing stroke, ths, F(,, plestew, _j:", agres,

[ R - . . . l' "
L sud beninesy, .»}l pans iy S paintfad, Koo dfene,

s s . : .
Lodivnde, 7 vefer, =T proapdies U ihese cutiines are
¥
crmpared with the frllowins, (L will be observed that &
strokes olten Lsed madiaily in prefesonie to a hook in
vrder to seture e Toes otiines, or S0 pumposes of

distinction: r:‘f“_-—_*; hreonly, .l”J agency, if saehlonly

r . 3 ' .
et proncuce, Vi, painless, ANl reviewse,
. -]

¢"-"'\_I N
Satrar iy,

Syllable -MER. 87, The houk a and downward r aic
wed for the representation of :he final sylabie -n-r
when following a siraight upsiroke, in all other cases,
the syilable is represented by the swn <. 3 this,

S operur, < 7 joimer L Seever, T limer} bal

BN runner, | _/d\_ iy, = N jawnaer,
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N sad F Hooks in Plrsseography. §8. The » hook
is sometimes used in phraseography for the words
been, than, on, and own, and the f-e hook for the words

have and of; tlms,‘\..‘_.fhmbnn...!__ I kad been,
xa,,bmeuim,v—'ﬂ carried om, ). their own, 7. our
own, [ which have, 1. out of;

Exercise 51
Read, copy, and transcribe

T S I . S

P U S S o 3 N
3. 8 Rxa DN L
boagNb Y b 2 Y

5. mgobie b b b el

Exercise 52
Write in shorthand
1 Open, opening, tune, tuning, dins, dining, strain.
Begin, beginning, run, runner, win, winpet, join,
3 Fan, fancy, fin, finish, vain, vanish, mean, meanness,
T
4. Pave, paving, prove, provide, provoke, chaf,.
tefer, refecring, presetve,
3. Pen, penny, deal, defy, tun, funny, s, wany. .
GRAMMALOGUES

.. been; _J. . general-ly; - within; .. southern;
. morthern; .. behalf; L. adoanrage, (. diffcat.




B8 “N" AND “F" HOOXS 63

Exercive 53
Read, copy, end transcribe
o2 S LS

_-4,11‘_”1%.»-"\,%“”:‘\ Lk
NI AL /\_“}:\
Bt
\J’ﬁ"'\“ R n e ’\\:r""
\/'] &A((\a’“ﬁ;_ Y
—f A, . b2
Ll \._"/ﬂ Jr‘,u:?f
g0 8 A CT e, il Ss AN S
"‘3\‘1"'\_/‘“/&-— NL\L _“‘.ﬁh:-\.:ﬁ
..l‘...."!\-,..,...... » ‘m "'-;g - o Fary r % )-ll ).
\‘\;;‘{.-\1, a2 I e |
A N

Exercise 54
Write in shorthand
Local authorities, ar borough and wban councils,
ally derive thelr main revenue from-the rates they
» of-courss, receive profits from any
business carried-on them within-the horough. Over
ond soove oll-this teodve Alowanies fromethe
mBithumorwommig tmluﬂlm'
ties, “they thini they-kave-
been unfauly umd. Bw!:-wtlll;btw °""“”'
fo obtain unless thoy-are able fo-prove
Mnﬁ:ﬁdba&mﬁuamawﬁmm

P )
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Smpmary

1. A small final hook struck by the Right motion adds
n to straight strokes.

2. A small final hook struck by the Left moticn adds
Jor v t& stra.ght strokes.

3. A small final hook adds 2 t¢ curves,

4. There is no £ or v hook to curves,

5. When a word ends with a vowel a {ina! stroke must
be used.

6. When joined to other strokes, i and sh n may he
written either upward or downward,

7. Hooks », f or v may be used miedisliy where an sy
and legblo joining is secured.

8 The final syllable -per is represenisd by T when
following any stroke except thr straight upsirokes.

9. In phraseography, the 7 bock - sometimes used to
represent the words been, o+ i wn, and oam, and
the fip hook for the words Agre and of,



CHAPTER XV
CIRCLES AND LOOPS TO FINAL HOOKS

Straight Strokes followed by KS, etz, 89. The sound
of 5 0t ses, 31 Or 51 is added to the hook m attached to a
straight stroke by writiog the circle or loop on the same
side as the hook, that is. with the Right motion, as

- T . " N
J Dun, ¢ dunce, F}_ danes, i daneced, =i‘ Dunster;

oopen, D opens, Ty expense, .| G expenses;

WS apip, _“i,l_l $3Ins, S spimaler, % spinsters;

.

i -
e, glen, o glens, T glaaces, 7. glanced;
_}‘, dispense, L dispen s, | dispernad.
-] ~ B

S th

Curves followed by NS, ete. 90, (a) The smail circle
{representing the sound o o) is added 1o the hook 2
attached to curves by writing the circle inside the hook;

Ys

¢ . ) N
thus, .22 fine, ...Ef.._ﬁm's: D= vines, Ay SrOnns, by
thrones, £ shines, . bailoons, 7Y carns, 37 zomes,

- L
% ines, =7 nines, - __lawns, Theetfect of the pre-

rweding rule is that the hook n and tho smali circle
attached to 2 curve represcat in all cases the deavy sound
ol nz, as in the words fery (nz), vans (02), Sthens (n2),
zones {nz), shines (nz), shrines (nz), mocns (nd), nouns
{nz), loans (nz), earns (nz).
vl
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{b) Where the light sound of ns follows a curve, as in
the word fence, it is expressed by _»; thus,\_, fence,

. f-“") .
M evince, . . lunce, .—_s mince, ‘_. rhence,

tion of outlines is regular i all related words of this
class, so that tho transcription of the forms is facilitated;

thus, o fence, \__o ferices. Moo fenced, Mo
Jencing: — v mince, ~ > minces, ~_ninced, 7.
mincer, . _a_. mincing; M_o erince,A__o~ ervinces,
Mz evinced, \_.a_. erincing.

Circle S added to F-V Hooks, 51. The circle v is
added to the hook for v by writing the circle inside the
hook; thus, Ny puff, e puffs, ._» caces, o' waves,

. ’l("(lf‘(’&',l\\'_/l" ﬂperaﬂ‘vcs,l_‘.\fi, Observcs,r_}-_", archives,

*. sheriffs.

Medial NS or NZ. 92, When ns or nz occur medially
both fetters must be shown, as in the words \&
prnsive, Lf density, [.f, chancel, L:-"’ Johnson, -*'*j:

cancer, . " cleanser, s o fencer, T{ immensity,

< rancid, <. ransack. o < wincen /7 lone-

, .
wome, 5 _ . ransom, ‘/.*"'* winsome, ¢ . lnnson.
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Exercise 55
Read, copy, and transcribe
N, \n\p‘b.‘\u] d..d.d
248 Sl bt
3. ,__.,;,0&.,,“"'0 = AL t(” f
a1 R TR NS N B0
5. a8 LS Yo Yo R AT
6.0 g N2 NE N P o

Lroa [
- a2 ‘;r
Exercise 56
Weite in shorthand

1. Pence, expense, sixpence, sixponces, dispenso,
- dispenses, dispensed.
2, Button, buttons, tmip, trains, entrance, entrances,
, disappearance, disappearances,

3, Shun, shuns, ocean, oceans, mean, means, linen,
lineos, saloon, saloons.

4. Ropricve, reprieves, native, natives, chicf, chiels,
observe, observes.

5. Fence, offence, offences, immense, immensity,
allowance, ailowances, prominence.

GRAMMALOGUES
\b . balance; .4.. circumstance; _J._ deMseramce;

. Sipnify-ied-icant; ‘0. 5 b, Opinion.
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Exercise 57
Read, copy, and transcribe
\-%'“-‘Mcj.7r.ﬂ
RN, [ / _3 S
>J4f~-“w' [ J—s

Exercise 58

#rite in shorthand

If L anpoy you in-the deliverance of-ty opinion, as-the |
chances cre kmay, puf ir down {0 a reading man’s
reverence for books, and-his diligonco in-the pursuit
of a coursc which lightens many an hour for-him.
fhink of-ihese significant facts, and vour frowns may
vaaish. " If-you Aave a Jove of books, you-will feel no
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Soneliness if and when men forge yos  Yewcun dispenws
with-them in-the circurmsiances: § - wowwill-have within
yourself, through-the drains « jowr authors, oany
better men lo-replace them. The balance of advantape
sin-the change i likely fo be in-your favour. Youw-will
grasp-the sierdficance of-this remark, I-am-nire; for-the
mae who denves plraserg from neading books makes

‘or-Mimself rescoves of strencih fo-callupon against the
time of troubis or stiese

Sumssary

1. The sound of : or ros. st o7 str &8 added In hook n
aitached to straight siroxes by writing the circle
or Joup 0o the same side as the hook,

2. Circle = is sdded 1o straight strokes hooked {or
forr, and to curves heoked jor #, by writing the
circle insido the hook.

3. The light sonnd of ns after a curve is expussed by
the 8igy . < A5

4. The heavy sowd of nz wfter & surve is sxpressed by
the circle s writien inside the hook n

5. When as or pr occur medially both lefiers 1005t be
ghown.



CHAPTER XYVI
THE SHUN HOOK

The Termimation -SHUN. 93. The tenination sham
ot zhun, variously spelt -tiom, «siom, -cian, -tian, -sian,
eic., is represonted by a large hook, to which circle s
mybeaddadunquired.n.*‘zmmmg_mm,

94, The yhum hook is written inside curves; thus,
5.:?... askion, s Jashions, .. motion, . . nation,
2. Wations,

95. (a) When added 10 & straight stroke with an
initia] ateachment (circle, Joop, or hook) the hook is
written on the side opposite 1o the initial sttachment, in
order to presarve the straightvess of the stroke; thus,

!‘wtctldﬁan._.;# miam,'?”opprum .;Q Greciun,
(5) Tho shun hook is written with the Right motion
after the form \__, light or heavy, and with the Left
motion after the forms </, in order that the k
or g may be kept straight; thus, 2. affection, %2
owcation, K= selection, £ selections; snd
96. (a) On the siie opposite 1o the last vowel when

following a straight stroke withowt an initial attachment,
n order to indicate whexe the last vowel occurs; thus,

D passion, > optiom, T2_ action, T2 centions,

l’.‘?..m: but
b



i3
8
i
1
;éﬁ'
:
ki
B
i

Exercise 60
Wrise in shorthand
. Erasion, invasions, division, clovation, mansion.
lﬁnq;tion. : celobration, recitation, die-
. mm
s Mml oblige-

tion, lobwication.
6. Deputation, adaptation, imitation, presentation.
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Skex following Circdes § apd NS, 97. When shew
Taitows ehe circle 5 or dgcle ns, sttae:pmsedb a small
hook writiea on the oppositz side to thcczrclcand with

the sam:. motion: thus % decision, ..}\: dispenrarion.

{a) A tRird-place vowel between the circle and the
shun haok i expressed bv ﬂw vnwcl-wsigu being written
cutiide the hook; thus, .. positios, Ny, fhysician,

“ _ transition, The ci.rcle s may be sdded thus, .
Sasirions, l trimsitiony.

(h) When a second-piace ver2iis 1o he gead betweem
the circle apd shun i ~weed 1ot e indicated; thaus,

S possession, S acteision, u e sensation. First-placs
vowels da not ocour etaven toe Gncly and shear.

Shun Hook Medudly. . The sk hook may be
Rl
used medially: lhll:’\_:f | ondiiomi, f L acrionable,
| . devotiona’ . 4.'ct';'u'im;.?i j* .. iransitional,

N {r'

Weordy ending i -uation nnd -gition. 99, Whea &
diptaliong and 8 vowel occur immediately befoce s,
.wstrmshand z:nhookumuubcwnumm

“E_7 extenuation, ot Lo extension; =1 intwition,
but. 'l motation. This does not apply (0 such words

[ R

as _ U~ accentuation, \/\U.perpﬂuwim. whore,
croet to avoid a leagthy ouline, the farge hook is used.
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Exercise 61
Read, copy, and transcribe

R I N N LR
\" - : -
"q—ﬂ ‘l"
2. -—-e aty... - w o .-'?
4 Wl
1 AL A o o __z-,.~" -
- P
(5186 T N p h s
ChE P I T
A s L
Exercise &3
Weite in shortiand
i. Propusition, propositions, precision, procession,
processions.
2. Disposition, indisposition, accusation, accusations,
voxation.

I, Mission, missions, misda wy, commissicn, Come-

missions, commissionaire, sxeeption, excepticnal,

4. Discreting, discrezfonary, offoction, aflectionate,
GRAMMALOUGLES

o subjective, q:’ . .Sr's?)j(’c. oy L ﬁgmﬁmrr‘m:

information; £ . satisfaction, e Justification,

e Leneralization,

Exercise 63
Read, copy, and (ranscribe

oasse )y T {f._._.-:o

,'n. ‘.:,... 2. A Frsriaies B i l ‘) L—D’
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Summary

The hook -shun is written—
To curves Inside the curve.
To straight
strokes with [ On the sidc opposite to the initial
initiat attachment.
attachment
Tokandg
following the

| With the Left or Right motion as
curves \. M\ required to kocp the k or g straight,

L. {up)

To straight
strokes other
than ¢, dor f | On the side opposite to the last
without vowel,

initial
attachrment )
To f, dand J

without ] On the right sids.

4

initial
attachment

Fi the .
m"} On the side oppasite to the circle.

HAoally } In punctuation and a fow similarly long
Medially Like the other hooks.



CHAPTER XVII
THE ASPIRATE

U H. 100, The upward form of & is employed
in great majority of cases, bocause it joins more
readily with other strokes and abbreviations; as,

&N hope, . A_head, 1 _batch, «f . hedge, .. hush,

& honey, #7 humg, ‘/Zherrr.éhmﬂk. &% hose,
&7 husk, 9. hisses, . haste, 2. heve, &7 hen,
/Henry. /-“ kackle, [— hawker, f} hammer,
Yo upheave, '} behesd, LA adijesive, fj&..khauaf:,
7 oreriuul, wi” erhance, /ﬁ rehearse.
Dowaward H. 101. The downward form of A is used
(a} When standing aloaz, as in [ hay, /. high, and
in cumpmmJ:; and derivatives ke Bavsiaek. Z\

kigher, _’.' highty, e

(6) When fs felowed by . kof o g us, I :

hawk, A hog;
(¢} When h follows upward [ or a horizontal stroke;

f'# S Lahore, VT cn\’:crt'rrcr,f_-zf-_-m mahogany.
"Z__. mn’mcs!
Following S, ete. 102, (0) In a few words Rke
Soho and _ . Sheely, the circle of h is written insido tho
curve; and in such words as ... Fitzhugh, and

% racehorse, where s and k occur medially, the
circle is enlargcd for the rcpresentation of s.

8
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&) When & follows another stroke, it muost be
wﬁttensomlti!cmnm be misread for 5 ¢k or a;
thus, "/7% cohere, but L exchequer; \:’{abhr.
butv ohzeroer,

Tick H. 103 {a) When preceding strokes .o m,
L & TN 1, initial & is represented by a short tick,
wrilten in the direc}i.on of downward 4; thus, sh..

peae, 3L healthy, <> harm.
" () The tick h oay be emploved medially in phrasing,
hut aot in words; thus, \‘-—w’ Jor whom, .2\ of her,

w10 Ber b0t d o induman, {‘:{. overfiaul.

Dot H. 104. Where a stroke form of / is not con-
venient in the middle of a word, A is represeatsd by
placing a light dot before the vowel which is to be

aspiratod; fhus, Y 28 app:ehemwe, '\ perhaps,
., nehicle, ,"—f hagshead, ™7 uphill, . L . dowwhili,

‘“—--S

A manhood,
Exercisc 65
Read, ecopy, and ranseribe

1. N N L) _-‘»"rf_ ﬂ_f; -



J.\.. Dear Sir, _q,-yonrs truly, 'ST'" every circumstance,
.J_ all circumstances, £2\ you will remember,
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.,,..f}. -~
P AN g S ‘:\ - T
. . -
(V s b)'r )
Exercise 68
Wrire in shorthand

" Dear-Sir,—The heavy mahogany iable for-your new
home, *“Hillside,” Woodhouse Lane, is ready for
delivery at any-tinw when-we hear from-you. We hope
to-have-the hangings fixed romorrow, and-the curtains
hung by Wednesday next. The new hammocks and
bassocks are almcsi ready, and-they-will-be delivered
next week. Our van may-be in-your neighbourhood
on-Monday, in-which-case you shall-have-the hall chairs
and-the whole of-the smail houschold rhings then. Bur
Jfor a mishap at our Harley Works, you would-hare hud-
the hair cushions for-the sctice before this. We hope,
however, to-receive them on-Friday, and to-deliver them
wirft-the other things on-Monday. Yowrs-truly,

Sumnpiary

1, The upward form of h i3 most commonly used.

?_,il'ho downward form is written when 4 is the only
stroke in the word and in compounds and
2crivativcs like kavrick, hgh-flown, abo before

or g,

3. The tici h is written iritially to _~— 7 ). The
word HoOMELER forms a useful mpemonic,

4. The dot A is used as an aiternative 10 the stroke in
tho middic of a word,



CHAPTER XVII
UPWARD AND DOWNWARD R

In order to present & complete statement of the rules
for the writing of the alternative forms of 7, the direc-
tions given to the student in pac. 27 are repeated here.

Vowel preceding R, 105, When initiel r is preceded
by a vowel, the downward form is used; thus, >\ _ air,
e airy, 5. erase, | ire, v) Irish, "\ orb.

Vowel follewing R. 106. In other cases, the general
rule is to write initial or final r upward when it s
followed by s vowel, and dowoward when it is pot

followed by a vowel: thus, < mb R borrow;
dHl'lil)‘ " marrow; tarry, Y car; LA
Jarro, \% fur. ¥ sorry, ™ _soar; 3 story, S
" store; 7 wary, N\, ware: C siren, "y stern.
-107. Initial » followed by m is always written down-
ward, because of ihe oasier outline thus obtained; as,
:‘.;-—,. roam, -\""\ rine,

108. Facility of outline is of the utmost importance,
however, and accordingly either form of r is written,

and vowel indication ignored, in order to secure a
facile form. The upward form is written, therefore, in

A irate, 1. arch, A. urge, A earth,"<. orace,
and similar words where 7 is immediately followed by

L, Vd Lok L] Cthorer ki, e gl o w.
109. Generally, the upward form is preferable after

wo dowmtrokes: as, _xgpepnn. va trampler,
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_to o Shakespeare, because the hand is therby zarsied

b
back to the line of writing. Rut the downward 1orm %

better in .., ... pinafore, o~ shuffler, g™ _ per
e F f R‘ o ‘“ﬂl’ 4 \“““ e
) :
severe, efC., because o the casier joining wi'h the
preceding f or v.

110, After a singlestraight upst:oke, the upward form
s

is casier, because it avoids an angle; thus, . o roar,
7 -~
¥ aware, 5 jore; but the suffix -er must be

T o
written with downward r in < 'voarer. 2. raver,
because & treble-length steaight ugstzake would not be

casily readable.
111. The upward form is obviously befter in’:\"/

officer, =l nicer, g closer, /’y rarer, where ¢

immediately follows a cuive and circle like \\o or .0,
or a straight horizontal or upstroke circled for 5.

R Finally Hooked. 112. When 7 follows another
stroke and is hooked finally, it is generally wrilten
upward; thus, %52 sparn, ./ fern, 2.2 portion.

Medial R, 113. Medial r is generally written wp-
waard; asin .. park, oy parsnlp, I3, terrify,
“‘/ﬁ mark, ,j_s_':l_“ roared; but the downward form
is retained in some derivative words, as, N _ . powerfil,
N barely, ). disarrange; and the use of the

alternative forms provides a distipction in pairs of
wards such as "\ clerk, ./ cleric.
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Exercise 69
Read, copy, and transcribe

A \\— NN
. /A\. s v /Q’».-..f 1/\3 4»:4_,-

N o o 8 AW
/\ /IJ— \'/1 73 -

’T:&

,\.4-.-;\_,,\
Jy o Nz / / /"\ /!

6. v’ \f\”/tﬂ b o 0
N SR S e

V IU

R N Ny iy,

P ae . \'_ .-_-/

Exercise 70
Write in shorthand
). Ear, era, crase, argue, otal, Eric, early,
2, Petire, retrace, revicw, reviewing, rose, £oses, rank.
3, Paris, diary, gallery, victory, assurance, memory.
4. Answer, censor, Cruiser, origin, turn, Lucerne.
5. Perth, veracity, parade, terrible, forty, firm.

m:h-uu

PHRASES AND CONTRACTIONS
S 'y all, N » by all means; f .atall, [P .at all costs;
T, 77 inour opinion; .. everything,

A e SOMELHIE: T QUYRINE, e, HOtAINg.
ny



113 UPWARD AND DOWNWARD “R"” 85

Exercise 71
Read, copy, and transcribe
........... ST N e A Al

4 .
L - NP b
.«:-\/ ,r\]’ /1“_. e d L R T, Y
L X S . S—
- -, "\,‘ ‘_b,-/u / \._ AV .
PR o A N
Exercise 72
Write in shorthand

The food eaten by man bears something like-the same
relation fo-his power of working as-fhe coal thrown
into-the furnace bears fo-the engine which drives ke
TOtary press, or draws rhe train. The power im-owr Arms
or in-our brains ir rightly said fo be produced im-our
stomach, amd it-is from-the same organ we sierive the
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force pecessary fo-rouse us fo sovere exettion Jn-the
eaming of-the wage or salary we receive for owr
services. Something of-the value of-our work rests upon-
the strength producing value of-our food. At-all-costs,
and by-all-treans, we should take measures fo ensure-
the food value of everything we cat,

Summary

Wriiten downward when preceded
Initial r { by a vowel, and initialty before

m; as A erase, g FOOM.

Written upward when followed by

a vowel, and downward when
Initial or niot followed by a vowel, as
Final r i A race, 7. parry, .. air,

‘.:T:‘\ Pﬂ?’-

: Generally written upward, but
Modial - { downwazd in some derivatives.
and following e:) y wniten upward, - as,
another stroks XA buarty s 0T,

Written either upward or down-
. ward invespective of vowels; as,
Fot an casier :

cutline L earth, *—;“’/ answer, l, > deplor..,

1\/ debar.



CHAPTER XIX
UFWARD AND DOWNWARD L AND SH
Upmml I. 114, Thestroke !, whether in'tial or final,

8 spelt, £V load, . I de-’ay, 17 ] allcye, v F:’{y,
— !akc,.,_{ enal, £ \..!oaﬂ N fellow, i Joas the,
‘/ Orhfffo, 7). Lacey, *7 assail, 3. safe,

i C <
L stuie, f) feisure, 5~ . sholluw.
L preeeding or followiug Curve and Circw. 115, Wheo

! immediately precedes or follows a circh: which i
attached to a curve, i is writlen in the same direclion as

e circle; thus, £5. lesson, 7 nmal, 6 elusive,
‘).,. vessel, o dosing, o ~F ingsley, o lissoon
L after N and NG. 116, Alwerthestrokes - 7 and

i« Mg, firal £ is written downward so 23 10 aveid a

u,’f L= ’,-"“’(
change of motion; usin L enly, - wreagly, | L
manfy; apd the downward foun is rerained in deri-

vatives: as, S paplines ., " Cendistine,

\,.'

1, and Vowdl Indication. LI7. For the puipose of
vowel indication, initial [ is written downward when
Efed by a vowe! and followed immediately by a

ontal, mot hooked or ciurcled initially;  thus,

..G'_-alikebul{-‘.. like; = alonebut (. lown; f‘fi. N

alony but -...... long; F— rimbut f/ﬂ... lame,
87



as UPWARD AMD DOWNWARD ‘L~ 118-120

118. Abo for the parpose of vowel indication, final

Iis written downward afver M. f, M v, o sk, ora
straight npetroke when no vowel follows, and upward

when followed by a vowel; thus, } fm’! put S5
Jollow; N\, . vale but W . valley; 7. scale but
ol acaly; .. rule but S rly.

-

Medial L. 119. Medial / is generally written up-
ward; but cither form is used for an easier joining,

thus, .., smload but 5. unlock; N, vulgar but
%_, overiook; . . Sacilisy bt film.

Upward and Dowawsrd Sh. 120, (a) The curve
./ .. sh, joined to another curve, generally foliows the
motion of that curve; thus, 7 fish, f) . #mash,
n/:) lash; but it is written downward after the Curve
.. 7} thus, 7 gnash. When joined to a straight
stroke, sk is geverally written downward; thus, \,)
push, M cherish, /.. shake, 4 sherry; but it is
written upward after the heavy stroke | d, as in

Y. dash.

@) After a straight downstroke with an initial
attachment, 2k is geperslly written on the opposite
side to such attachment; thus, . b spacious, } blush,
™. brush. In other cases the form is used which
gives the easier joining; s in . supar, /.. shackle,
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Exercise 73
Read, copy, and transcribe

VY

AN G s A_./'{'; N
v : ~ .
e %, NE Y

o wn afa
7o
j,r\g {
g },'“‘f
L
i
(\!
& .-
7O
2 _
[ .. }

N g !
. ﬂt/“— 0}\ F Q:/'q
Exercise 74
Write in shorthand

Lie, lies, sly, slice, slices, steel, stolen, swallow.

. Alps, Alaska, loth, loafer, lore, locker, laich.

. Alack, lack, ailocation, Jocation, license, Allison.
. Bale, billow, towel, Filoy, veal, villay dwell,

. Canals, denial, frowningly, vessel, profusely.

. Uniucky, lucky, pulling, speiling, sculling.

. Plush, splash, crush, atrocious, waspish.

=3 O WA B B

PHRASES
.......... asis; .G isas; o this is; 'ﬁ last year;
Y at firsti 4 just now.

Exercioe 75
Read, copy, and transcribe

("\_ > f;i a /_\' ;’7)& ..... “"‘]{" \).
6N ., ‘L,__L\,W Ne
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&f”\ﬁ(?/—iv'?\cffr\f\

N

.0

G e o K ey e
/"' \' . _,’}-r_vA]T : fﬂ\‘ ,.2 \_,"‘
.ﬂ“c\_ni UIEES 1_' e "/\* (f ) f'ﬂ A

L | £ . - . I )
y L " I’J .‘i , J ...‘)',.., . :L.q.r "s\.n R R B,

- -t

1 A ' b
1 N 2, ¢ e \."_.“ o
- > s ? K- (

'\‘-\.. \.-_ Sl I Y
oy N

Exercise 76
Write in shorthand
Dear-Sir,

The volumes of-the Fremch Revolution for-which-
you ask in- i)'om' favour of-the first July shall-be delivered
to-you eal-? tomorrow, We-are Juat-now out-of stock
of- rha “Life of Lord Lumley,” last-year's best scher,
and we-are unable to say when-we-shall receive copies.
We-have a daily delivery from-the wholesalers, however,
and you-may-rely upon our mailing-the volume fo-you
as-soon-as it reaclm us. We-are teking-the liberty of
enclosing for<your approval “Naval Lessons ay‘lﬂu
War,” by Philip Bailey. Please return shis with-the
next parcel if-i makea no appeal zo-you. Yours-truly,
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Sommary

1. The vpward form of / is most commonly written.

2. When immediately preceding or following a circle
which i¢ attached to a curve, ! follows the direction
of the circle,

3. Final / is written downward alter n aud ng, and
derivatives of words similar to mumndy.

4. When preceded by a vowet and fullowed immediately
by & horizontal, initial [ is wrilten downward.

T After M\ f, N 0, a_.. 5k, OT 2 siraight upstroke,
final 1 is written upward when followed by a
vowel, and dowaward when not followed by a
vowel

&, Media! { is venerally writlon upward.

?. Stroke sk, following a straight downséroke having an
in:tial attachment, is written opposite to the initial
gitachment. In ather cases the form is used which
sives the better joining,



CHAPTER XX
COMPOUND CONSONANTS

Initia} W. 121. A large initial hook adds w to
~—kand —. g/ thus, __ keen, c_ queen, c_, Gwynn.

Initial W and WH. 122, A small initial hook to {
represents w, and a large ivital hook to [ represents

wh; thus, 77 ell, i well, L. whale.

Strokes L and R Thickened. 123. Downward [ is
thickened for the addition of » precedesd by any lightly
sounded vowel, and downward r is thickened for the

afdlliou of -er ounly; thus, ‘;. uale, \? valour;
" v hire, ﬁ hirer.

Addition of P or B to M. 124, The curve -~ mis
thickened for the additior of p or b; thus, . hem,
i Remp, T moss, o emboss,

Aspirated W. 123, The aspirate ss added to o why
enlarging the hook: thus, 95 weasef, U,Bf whisile,

-

ot aware, o5 where,

Vowel preceding W. 126. The initial hooks in wi
and whi are read frsr. Therefore, if a vowe! precedes
w, the stroke form of w or wh must be writien, and not

the huok; thus, YO while, _!;( awhile.

Stroke L after KW. 127, Aflter c_. kw, [ is written
upward when followed by 2 vowel, and downward

when not followed by a vowel; thus, ol squally,
' squall.
92
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Use of LR and RR Signs. 128. The form of [or r
which is used in the root word is retained in the deri-
vative; thus, - boil, ) boiter, _ . mill, .
miller; > full, ... fuller; ST snare,” f‘l snarer,

The use of D). rer is strictly confined to derivatives of
words written with downward ».

Vowel after Final R. 129, The thickened forms
L Ir, ). rr must not be written ﬁnally if a vowel

ralour with '\J ua!omu.s'

Hooked Form of MP. 130. An initial or final hook
may be attached to the sign — ; asin 7 scamper,

s, hempen, 772, ambition. Thesign . is not used
when pr, br, pl or & immediately follows m. Compate
-

- . - . . .
TN empress with aucT emperor; TN embrace with
——— . . . —
oy embower; 27 imply with |~ impel; oo

emblem with =y’ emboldin,

Fxercme 77

Reud, vopy, and nansoribe

- R v
[P S Coeiv o M N A
2 S L 4|’_4..a &’ r/ z l’ 1 ) i - 1. K -
f- J/f ? \\ “\ “\ L M
\,....,, \“""‘ —— s }, e L . \ﬁ -
K ~ Y
5 "_—‘\3 e esrans ,.\;_\ Ju| 1 % R
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Exeg:ise 73
“Write in skorthand

i. Quakc, caﬂhquake, square, liquid, liquidation,
require, Magnire.
2. Wall, walilower, welfare, will, willing, unwilling,

\]vhile, rwhile, jump, romp. ‘ _
3. Fairer, scorer, scalor, nowheie, whisper, whimper.
4, hnprison, umbrella, tafler, sumilar, fuilure,
GraMMALOGURS
o whether; P impossible; . importour-ance,

. improve-d-ment.

Exervise 79
Read, copy, end transeribe

B e -l o “"( - \\_
R o e .ty
- [ S -~
s s \.7 \ \1: / [ ~ J -~
: T I W " f-.u L) Tm
o e \) ) ["’ /f R qk],_x. '\Jl )
TN - . = ,//
I \"""‘,“'[’j ~ )}iﬂi{ e

Ve Ty P U AT

—3 Yo e+ e \* Sy P . TZ’

N e, _i ~ T ﬁ\\:\\} P
II\:\M‘_"? M‘{;_L‘:f.s . L ﬁ‘-"i"(t‘/:wl

B e
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Exercise 80
Write in shorthand

I-have-no wish to imposo my views upon-the am-
bmador.mtomkbnhyam Impossible
improvements; but it-ls important 1 ifgpress upon
him the chancellor’s opinion in-the caso of-those tamber
vessels.  You-will-soo how imperative if-iv 1 should see-
the ambassador, if-we-are fo-huoe any improvemens
in-our relations just-now. I-<desire fo discover whether-
the whaler's story ir true, or-the idio tale of a wilful
impostor. T-shail occupy only a quarter of an Aowr,
and-T-am-rure the ambassador will agree the Importance

of-the case is well worth-the time.

Summary
1. Table of compound consonants—
Character | Name | elters As in
o kwi QU quick, roquest
L gwa GU guava, lingeal
£ {up) wel WL wail, utwell
G..€ap) | hwel | WHL whale, meanwhile
A (down)! ler LR fecler, scholurly
. (down)| rer RR poores, sharer
emp ’
.y {c@b MP, MB | camp, cmbalm
s hwi | WH where, everywisre
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2. After . kw stroke ! is written upward when
followed by a vowel, and downward when not
followed by a vowel.

3, The initial hooks to / are always read first.

4, When the downward forms of [ or r are written in
root words, the thickened forms (7 kr, 1) rr are
written in the derived worda,

5. The thickened forms /. Ir, ). rr must not be used
when a vowel follows r.

6. The sign .~ is pot used when m is immediztely
fotlowed by pr, br, pl or &l



CHAPTER XXi
YOWEL INDICATION

Vewels Inplied. 131. A carcful reading of the rules

g the use of the circles, loopa, and hooks will

have lod the student to realize (a) that when 2 word
begins or ends with a comsonant, that consonant is to
be written with the briefest form; a3, & soup, .
place, R spinsters, ...d.,. dances, —=. craves, unicss
thﬂuiaarulatotheoontm-y as in the words L Stam
. Joyous; md(b)thatwhmawordbegimor

cndswsth 2 vowel sound, the first or iast consooant, as
the case may be, must bo represcated by a stroke in

order 1o accommodate the vowel-sign.
It will be seen from the foregoing that in many
words an initial or a final vowel may be by the

outhneofthowowd.mthommemofthevwel-dgu.
The following illustraticns will serve as additional
examples of the implication of initial or final vowels.

INITTAL YOWEL IMPLIED

Ky ke e N .LC

asleep, assume, arising, arrives, along.
LS «f L
alike, aware, awake, awhile, awoke,

INITIAL CONSONANT IMPLIED

cEN P A4 £
sleep, sum, rising, raues, long.
© e - ot

ﬁke, wear, wake, wluk, woke.
a1




"% VOWEL INDICATION 131

PINAL VOWEL IMPLIED
3 N | N

£
lessee, thty, penny, d&y. robbery.
»
sorry,

g O
wOITY, Jollov, scaly, yellow,

FINAL CONSONANT IMPLIED

£ k N k D5
less, taste, pen, deaf, vzpal’).
> I e Ve A
ore, wore, Jall, scale, yell.

In many of the words given in the folowing exercises
an initial or a final vowel is supgested by the outline
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>

Mt
e .t I,> e

¢ “-‘v...,\‘q PO N ST AP, R aran

I- A"

[ — '\ L

Exercise 82
Write in shorthand

' The judge in-his charge fo-the jury said: Thiy poor
boy's injuxy is very severe, and-if what-he states Iy right,
is-was due 1o-the absence of @ booter ow-the car which
Robinson drove along-the arcade at o very fast rate,
#is speed, if-we-can take-the story of-the police as
correct, being at-least forty milks an howr, far 100 fast
in so busy a thoroughfare. The boy says tke car camo
op with ¢ rush, no alarm was given, bho-was strock and-
throwns with a force so terific ar to-break Al right leg.
\f-you think his story fs right, you-will glve kim damages.
If-you assumwe hir story is wrong, and-if & o
you the injury was :avsed by hls oww lack of vigilance,
you-will refurse hint the damages for-which be asks, Your
must carefully weigh both-the boy's canso and-the case a3
set out by Robinson and decide on-the facts as-they
Appear fo-yos,

Revisionary Exerclee (B)
Dear Dr. Fry,

travels during-the pplym three years. Tbelieve

difficult for<you all-tywy-wilk-tell-you, becanse-
s almost be belief.
al m-:h i,.,:wJ; e very
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truth. U-you-leave your call till next month, there-may-
be more to-tell-you, and-the news items may-be equal (o
anything you have read. Every-day brings before-me
circumstances unknown fo-me before, and cvery
circumstance is singular in itself. It-is very difficult for-
me to be surprised at anything now. V-am-swprised at
nothing ai-all, nor do I-think there-is anything to surprise
me, because my-life during-the past few years has
brought me so-many surprises frem all quarters. [-have.
been delivered from troubles when deliverance would
Bppeal fo-have-been impossible, and when an improve-
ment of-circumstances Yooked foo difficuit to be possible.
You-will-see-the significance of-this when-you know
something of what 1-have-been through, though-the tale
can-be vo-more-than o mere generalization or general
review. Still, it-will-be as near-the facts as possible
in-the cwrcumstances. I-will-tell-you and Mr. Oliver
more when I-see-you, and it-will-be an advantage and an
immense satisfaction to-me fo-ieli-pou both. You-will-
then be at liberty to ask for any number of details, and,
as-far-as l-am-able fo-remember them, 1-will grive them
to-you. l-can see myself in-your easy-chair in-the icrger
of-your two rooms at home, with my journal on-roy knee
and-the cheerful listeners facing me while I-tatk of-rhe
days of-my subjectton and-of-the dreary subjective
examinations I gave myself in justification of-my
actions. [fu-my opinion, you-will say-the tale is signift-
cant, opd, in sigrification of-the happeniogs in-rhe
northern and southern climes, far beyond anything yc,
know. I-must leave-the balance of the tale, howerer, til
I-can go over it with-you. l-hupe some information,
largely personal to-you, which 1-must tell-you at-all-
costs before long. I-trust the information will give-you
as-tuch-pleasure as 1-think-12-wiil, Anyway it-will
enablo you fo-set a right safuation upor-rke rest of-my
story. Please remember me to-the children at home,
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and to-the oldec amd larger children also. I-shali-be
home 2pain wirkin six months. 1-shall hope fo see-the
principal members of-the local litecary club within a few
days of-my return. Ever yours, Arshur Clyde.

(468 words)

Semmary

| An mhai vowel requires the use of an initiai stroke,
18 order to give a place for the vowel-sign: 2 fina)
vowel requires the use of a final stroke, for the
same reason.

4. An inttizl or a final vowel may frequently be indi-
cated by the forin wnitten for the imstial or final
consonant

3. Words begianing with the sound of a consonant
have that consonant represented m the briefest
form uniess there 1s a rule to the contrary, as in
the case of the word Swam.

4. Surularly, words eading with the sound of a con-
sonent, or group of consonants, have the conso-
oant or group represeated 1 the briefest form.



CHAPTER XXII
THE HALVING PRINCIPLE (Section 1)

Genernl Rule. - 132, Halving a stroke in length
indicates the eddition of ¢ or d. In words of one
syllable, he wever, unless the stroke is finally hooked,
or has a joined diphthong, a light stroke is haived for
¢ only, and a heavy stroke for 4 only.

Halving for either T or D. 133. {a) In words of more
than one syllable, a stroke may bo hatved for citha.r !

(b) A stroke havmg 8 fmal hook ot a juined diph-
thong may be halved for either ¢ or d: thus, Nu. pave,
N paved J ten, . tent ot tend; .. MER, .o MEQN
or mend; .. few, o feud; s, . prow, . proud.

for T ouly, or for D only. 134 (4) in words
of one syllable, light strokes, withont 2 final hook or a

jomod diphthong, are halved for ¢ only; thus, X. play,
s.... plate, but \ Played; ( ..... thaw, ... thought, but
.. thawed,

(b) In words of one syliable, heavy sirokes, without
& final hook or a joined diphthong, ere halved for
donly; thus, . bray, % . brayed, but ‘\\ bright;
=, gray, ez grade, but = greel.

Vocalizing Half-length Forms. 135, Vowel-signs
to half-length forms are read ncxt to the primary
strokes; thus, = fie, . fieht; "N of, 1S o
o, Se2k, .. SECT; act. SeCker, . - :ecrer

102
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Circle 8 § Half-leagth Forms. 136, Circlo s
at the end of a half-length form is read after the ¢ or d

indicated by the balving; thus, .__.. ooas, _a_ coats;
5 MOUNI, oy MOUDS] 2 VERL, £. FenlS; _zri;? 2 n’ﬁf.

Haulf-dength H. 137. Halflengthb.when
to another stroke, is alway: writien u ‘BS,

Principle not Employed. 138, The halving

cnplc is not em ?!oyod-—
(a) In words of more than one syllable when a
vowel follows fizal 7 or 4, because a final vowel requires

a final stroke; as, \. pit, but m\r pity; = greed, bt
. greedy:
(b) When a triphone imrediately precodcs ¢t or d&;
as, % fight, but 3. fiat; ¥ died, bt L. dadem;
{¢) Where a more distinctive gutline is obtained by
the use of tho stroke f or d; as, o= secref, but _. | sacred;

% tnavoidable, but :*\1 inevitable; %, hotly,
Yt LY hotel; '

(d) Where the half-length r [.<] would stand alone,
or with final circle s only (2] added; therefore, in such
wmﬂmﬁrg:{hgm,mm:mum

this is to clashing betwoen r¢

Mﬂhﬂpmdwmwmmdh

31‘«0&&. -Such words a8 2 remts, 2 rifts, aro
ely written with a haif-Jongth form.
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Position of Half-leagth Forms. 139. Upward or
downward half-length characters must not be written
through the line for the indication of vowels. Where
the first upstroke or tho first downstroke in an outline
is a balf-length, the outline is written so that the half-
length stroke appears over the line for the indication
of a first-place vowel, and ox the line for the indication

of a second or a third-place vowet; thus,”*=. optical,
8. vertical, (r lightly, r/— lately, =2 witness,
,—_,/: .mz‘filary; Bt 18 nerted,‘w artificial, \l.. unt,
Exercise 83
Read, copy, and transcribe
EANESS Sl Seen YL
e NETA ST S W XU NGNS NP
Lo ae SN T g 2T
L e e IR SN B0 N —

=2
¥ A
1
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GRAMMALOGUES

= greas; = called, ... equalled, cold; <. gold; . that,
K. without, /. wished.

Exercise 85
Read, copy, and transcribe
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Exercise 86
Write in shorthand

l-has-been maintained that certainty does-nol admit
of degrees of any kind; that-there-can-be no shade of
difference "n-the intensity of-vur certainty. Hut let us
scc, A man may-be certain that-he sottied his debt
with-his tailor on-the 10th of October, and-in cash, o
that-he paid his local rates os demand. But is-this
certainty equalled by-the certainty with-which he koows
that three and four make seven, or that beat will mek
butter? Is there not a great difference ?

Summary

1. Halving a stroke indicaies the addition of 1 or d.

2. Unless it is finally hooked, or has an attachad diph-
thong, a light stroke in words of one syllabic is
halved for ¢ only, and a heavy stroke for 4 only.

3. Vowel-signs to halved forms are cead next to the
primary stroke.

4. Half-length 4, when not joined 1o another stroke, is
always written upward; half-length upward r
must net be wrilten alone, or with a final circle s
only added.

5. The halving principle is not appiied whea a word
ends with a vowel, when ¢ or 4 is immediately

by a tnphone, and in a few other case
where tho fuiler form is necessary to securd
distinction of outline,

6. Half-iength forms should not be written through the
line for vowel indication.



CHAPTER XXIH
THE HALVING PRINCIPLE (Section 2)
S‘I'OKGSNI,N,LR- 140, (ﬂ) The four strokes .—._.

ot o\, winch are halved to express the addition of
¢, are also halved and thickened to indicate the addition
of d; thus, .. md, . nd, r. I4 (down), 2. rd, as in the

words . male, - made; %, aimed, _h.limid,‘ e NEAl,
~. Reed, . emf. - old, . aired. ’

(b} The balf-leagth form ./, /d, standing alone, is
used only for words beginning with a vowel; as,

ﬁ._ ho!ed, mast be written with the full strokes,

{c)} When a vowel occurs between J/-d or between
-4, both consonants must be written in full. Compare

N pattid with ... pated; = married with T
marred: ‘/l sorrowed with = sword; 450 hurried
with 5, hoard.

() The signs ¢ 7). cannot be halved to represent
the syllables -lerd, -rerd respeciively, because the forms
L. are used for representing I/d, rd, as explained

bove.

(c)'rhoslrokes.mmi_: ng cannot be
halved for the addition euherlord,mlessthoy

mhooked initially or finally; thus, :} impute,
Imbued, N1, belonged: but £ hampered,
mﬁ-’-ﬁw‘:«w
!
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RT and LT. 141. (a)‘l‘hesngns for rt and it are

generally written upward; thus, .. part, N pelt,
M. fort, SL. fault; but . It is written downwa:d
after-._.. pand ~. g asin T inlet, . o ring

and it is written downward after .2 w if no vowel

follows I; thus, L. dwelt,but 4. twiligh.
{b) The llght stgn < may b used for rd when it is

coloured, i1 corduge, ‘\( preferrea'
{c) After the shum hook, .1. st may be written
downward or upward; thus, .~ Protectionisi,

... progressionist. ?

Johing of Strokes of Unequal Length. 142. (a) The
halving principle may be applied 10 words like <.
afford, . - named, wheo the difference of thickness
shows the inequality of length; but in other cases two
strokes of unequal length must not be joined unless
there is an angle at the point of junction. Words like
—| cooked, /—] looked, . . propped, <=1 minute,
....%} Jact, must, therefore, be written with fulk-length
strokes.

(b) Halfsizod ¢ or d is always disjoined when
immediately following the strokes ¢ or d; thus, s
attitude, | treated, lj dreaded, |, credited. The haif-
mdmokomahodujomzdmaomeothercases,as
32, aptness, 3 vightmess, .d‘f hesitatingly.

Past Temses. 143. In past teoses -ted or ~ded is
slwaysmdmwdbyhk-h:gthrordrupacuvdy

....... pwm! - braided, 1), coated, <71, graded.,
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The Halving Principle in Phraseograplry. 144. The
halving principle.is empioyed in phraseography as

follows—
{a) Forlheword it,as in A, i # N lffu‘s

?mes, | P able to make.

Exercise 87
Read, copy, amd transcribe

lf\j\d‘\d‘\\d,L\qu_‘rg"\Qa-ﬂ

= w\q"h } X
3 A’a- o 17 /L"L‘.i o N
4 k)¢ /IL, T“',’L 7.‘.
T e / £ “’"1
6. '!' 1i 1, '“'I" bl S S 1 S
| Exercise 88

Write in shorthand

. Amid, signed, dole, dazzled, sailed, heard.

. Collide, colt, borrowed, bored, thronged.

Impede, dreamed, scampered, conquered.

. Quilt, guilled, sunhght answered, plared.
Chattag pathetic, fiared, deadness.

6. Liken, lxkemd. expertod shunted, trended.
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GRAMMALOGUES

T cannot, V. pentlenun, A, gentlemen; °. particular,

S opportunity, 'L child: K build-ing; L. told:

1 fried, :1 trade, towasd, s tovwards; "7 hand, ... wder.
Exercise 89

Read, copy, und iranscribe

Excrcise 90
Write in shorthond

Quite curly 1 man's attempt ¢ penctrate nto-the
secrets of-the carth, tried tw-iind its

i trensures of peld and diamonds for-the
of -trade, be loarnad one Important tact, oamely, that-it



hand of-man seoms weak indeod when-we-think of-the
Hondrous power of-thess mighty forces.

Summary

1. The four strokes .~ . ... >\ ars halved and
thickened for tha addition of 4.

2. The thickened forms ¢ ~y_ are not used if a vowel
comes betwoen: bd, rd.

3. Ler and rer are nover halved; mp and ng may be
halved when initially or finally hooked.

4. Rtis generu.ﬂywnt!en upward; Jfis written upward,

ewao;‘esu aiter w, It is written down.
W i!’novow;followsl
5. The upward form .« may be used nedially and

finally for rd,
6. The half-length .} #¢ may be written downward or
upward aftee shun.

7. Two strokes of unequai length must not be joined
mlaathuuismangbatthopomtd::gjmc&on.
onmha,mthoanufmrvm.tho erence of

i clauzshomthomqmmyofhnglh.

8. Half-sized ¢
aulyfouowmgﬂumuhuord.

Q.hpaum-tdqr-ddhdway:indmtedby

half-lmgthtud
10. The balving Fnaph 2 phraseography to



CHAPTER XXIV
THE DOUBLING PRINCIPLE

The Gemeral Rule. 145. With the few exceptions
named belaw, the addition of the syllable «tr or -dr, or
~THr, or, in common wotds -fure, it indicated by
goubling the length of the precediog stroke; thus,

Y o L . P——
= fie, _&ﬁgﬁrer; & ten, | tender; nigh, ™"
neither; rL' track, L" tractor; .- seek, ... sector;
2
J;; Dow, L doubter; < wen, ./~  wonde; — prave,
# g . -
s o GRAftOr; e impigm, | e impounder;
T ' A .
a_ . centre, 1 cemtral! __.enter, ___.Tenteric;
N ik, .. picture; . few, \ Suture;
o —r T
ot PAYy ot mature; .. ‘. patural.

Doubling of Struight Strokes. 146, The doubling
principle must not be applied to a straight stroke unless
it follows a circle or stroke consonant, or has a final
hook, or an attached final diphthong. Compare

o skater with | cater; ... captor with \]
potter; / wonder with ). wader; .| - doubter with
..l| davghter; i tutor with l) lether,

Strokes MP and NG. 147, The character .-, mp-mb,
when not initiaily or finally heoked, is doubled for the
addition of -¢r, and the -haracter ... Ag for the addition

of -kr,-gr; thus, . bump, Xz, bumper; G vamp,

mmmr: e iker, olinger, \::f Ingersoll.
12
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Alerontives for MPR, MBR. [48. There are thero-
fore alternative forms for mpr, mbr, the double-

length form _.—-_ and the hooked form .—.. The
hooked form is used when mpr, mbr immediately
follows an upstroke or . k; in all otheu cases the

. slumber; = tamper, but . <. . hamper;
,,.L-—-=-... chamber, but __c— cumber.

Alternatives for NG-KR, NG-GR. 149, There are
alternative forms for mg-kr, ng-gr, the doublo-length

e a0d the hooked form <. . The double-length
form is used initially and when following a circle or an
upstr_oko. In all other cases, the hooked form is written;

thus, ... ] anchorage, but™x ___ bunkering: « . sinker,
but §.. drinker; <77 hunger, bul .\ . pinker;
S rancour, but T canker.

Stroke L, 150. The stroke /, standing alon., or with
only a final circle attached, is doubled for -tr ouly;

thus, ./- letter, /° fetters; f alter, ‘.(‘.‘after:;

wet A Jleader, () leather.
Circle S and Double-length Strokes. 151. Circle s at

the end of a double-length form is read after the syllable
indicated by doubling; thus, \‘\. voters, o~ renders,

5
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Past Tenses. 152. When the present tense of & verb
of more than one syliable is written with either a dcuble-
length character or a hooked form, the past tense is

weitten with the halving principle; thus, N ponder,
N _pondeczd: "7 canter, N cantered; L winter,

Co L wintered; v matter, ). mattered,
P . P

... malinger, _ mafingered; 7 conquer,

L7 cunguered.

Doubling Principle not employed. 153. The doubling
principle is not employed—

() When a vowel follows final -ir, -dr, etc., because a
final vowel requires a final stroks for the vowel sign;

as, Q fatter, but Vo flattery: 7 winter, but
" wmfr}, \\‘ feafher, but -._4) feathery,
auger, hut a:{gry

(&) In words jike ™ ). puniher, \') .. Arthur, where
the 7hr is a hight sound. “

Position of Double-length Strokes. 154, (a) Al
double-length downstrokes are wrilten through the
line; as, .. painter, \ . fetver, j tender.

(6) Double-length horizontals are written either
above the line or on the line, according to the first
vowel heard in the word; thus, 7 ... matter, .
mother, . .. enter, T neither.

(¢) Double-length upstrokes are written above, of
on, or through the line, according to the first vowel

beard in the word; thus, 5. loiter, .5 render,
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The Doubling Principle in Plhrascography. 155. The
doubling principic is employed in phraseography for

the indication of the words their, there; thus, “.. in,

~—intheir; "7 Lknow, "= L know thereTs; \_. take,

there; R, .. has to be, .\.!mto be there; ... upom,
;i\ upon their,

Exercise 91
Read, copy, and trunscribe

277 T TN e ST
AN N LR N AT e TR
ST ,r-—//f“); ST
& /—\/"V »—w/" L“_..,I \— ﬁL__a -
I R ] Ly }
Exercise 92
Write in shorthand

1. Fiatter, thither, aster, voters, enters, neuter.
2, Fender, lavender, shedder, feeders, godfathers.
3. Central, ceatralization, dysenteric, eccentric,
4. Bidder, spider, plotter, sector, painter, winter.
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5. Louder, 1:;:1:! builder, cylinder, chambermaid,
sinker, .hmguod.whxmpc conquer.

6. Mutter, ﬁ‘:ed. wander, wandered, tomper,
tempered, alter, altered, shatter, ahattered

7. Pander, nantry, seconder, secondary, voter, votary,
cinder, cindery, enter, entry.

GRAMMALOGUES
! chaired, 1. cheered; °. semt; N. third; 2. short;
°\. spirit; . yard, N\ word; / rather, writer;
a/.f wonderful-ly; ') therefore; o . school, o frhooled,
Exercise 93
Read, copy, amd transcribe
H -"b/ ..,.Q_..P ' (L_

w,‘\m‘)_/|n_,,,.,;l ;'Ljf.
/) 1, g 1 —T ‘) Ra” \QJ
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Exercise 94
Write in shorthand

We-have to hand today, under last Wednesday’s date,
another copy of-the wonderful catalogue issued by
Crowder and Sanderson. Their motor cycle ment
rather appeals ro-the boys jn-this school, we-have,
therefore, sent word that-we should like several extra
copies of-the catalogue. The new leather belt, just over
B «rd in length, for use with a waterproof coat, seems

wonderfully cheap. There-is, also, a rather atiractive
lamp, with silvered reflector, suitable for uny holder,
and-this should take well with-the boys. These peaple
are enterprising. They-are inventors as-well-as dealers,
and-therefore  we  should-be-able-to  1ely  upon-their
motor fittings being absolutely up fo date.

Summary

-y, -dr or -THr,
or, in common { by doubling the length of the pre-
words, -fure is ceding stroke.
added J

*r is added to |

CULYe .,
2l -kror-gris by doubling the length of the curve.
added to the

CUIve ..

there or their ]
in a phras e;: | by doubling the kngth of the pre-

ceding stroke.
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Past tenses of

verbs of more | are writfen with the halving

than one syl- principle.

labile

The Doubling ; - . .

Principle is not H)?l?:::v sa'r:u'n-;lr :;)cwei immediately

applied s

m";‘:ﬁ' is written {q) initially; (5) after 1
circle or loop; (c) after a dowr."

J

The hooked

form o~ -mpr ¢ is written in all other cases.

or -mbr

The double- )

length form is written initially and when follow-

e NgKP OF } ing a circle or an upstroke.

5T

The hooked

form <. ng-kr ¢ is written in all other cases,

or nggr



CHAPTER XXV
DIPFHONIC OR TWO-VOWEL SIGNS

In many words two vowels occur consecutiyely, each
being scparately pronounced. To represent these,
special signs have been provided, called diphones (from
the Gireek di = double, and phoné = a sound).

Use of Diphones. 156. In most instances, the first of
B¢ two consecutive vowels is the more important, and
therefore the diphonic sign is written in the vowel-
place which the first vowei would take if this occurred
alone. The method of using the diphones is explained
iu the following rules.

157. The diphkone ». is written as {ollows—

(2) In the first vowel-piace to represent the vowel
alt or @ and any vowel immediately following; thus,

.f‘\_ sahib,
() In the second vowel-place to represent & or &,
and any vowel immeodiately following; thus, 7)., layer,

£l.. laity, ‘:""V'“ betrayal, Q’k_\ surveyor.

(c) In the third vowel-place to represent ¢ or T, and
"y, vowel immediately fo].lowing; thus, - redl,
aﬂ:reality, P re-enter, S\ amiable, < Meander,
.L;.\ geography, M;Eeographical, ._é" ch;mpion.
Lstheaviest N/ burying, =L glotious, <=1 creator,
=3. creution, g sesial, .. seriows. Noto 2
healthier, S~ Junior.
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158. The dij 4. is written as follows—
{2) In the vowel-place to represent aw and any
vowel imzpedimly following; thus, _Q‘ flawy, L..
drawer, ..=". drawings, 7.7 cawing,.

any vowel immediately folldwing; thus, ../%. showy,

\V bestowat, ﬁ poet, \’J_ poetical, 7 coercion,

7o coincide, 752, cafncidmt, /— hezoic.
(c) In the third vowel-place o represent 60 and any

vowel immediately following; thbus, «f,. bruin,
8K brewery, ... Louisa, .. Lewis, . D truant,
L. Druid, 3. Druidical, . /.. shoeing, 7. hallooing.

Extended Use of Anpular Sign. 159. The angular
sign ». is also used to represent the consecutive vowels
in the small class of words like q‘}‘ Spam‘ard, .,wf‘f'z

million, % buliion, = question. -

Exercise 95
Read, copy, and rranscribe

DN S T e B
b

2.,(;;....(/*... (e e -‘;3.» _ /«;,—{*.,.‘

-

PV I A
5. ,.\\\,?Qih\, > ..........................
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Exercise 96
Write in shorthand
1. Slay, slayer, bay, bayonet, air, aerometer.

2, Pay, payable, betray, betrayer, obey, abeyance.
3. Re, really, reinforce, readdress, readmission,
4. Billow, billowy, blow, blower, co, coincide,

5. Hero, heroic, snow, sndwy, slow, sloweat,

6. Cruel, brewing, jowel, ruinous, ruination.

Exercise 97
Read, copy, and transcribe

\7 Y - .
Exercise 98
an? Write In shorthand -
Dear Mr, Brower,

Its 1o be Tegreited that-the arrangement with-the
band of-the Cleopatra has fallen through, but I-shall-
be-able-to 1 ke programme and is-will-not
affect-the %&d :,m members of-the Lyceum on-
Mondsy. Wi .fo-reappoint fthe late manager



12 DIPRONIC OR ‘TWO-VOWEL RGNS 19

of-the Jocal theatre as Mastex of Ceremonies, becatse-he
knows the ceremonial fo be observed, and-we-shall-have
1o reassemble-the members of-the chorus, and readmit
those-who retired last June. I-am worrying-the decora-
tors, and, doing my utmost to-make these slowest of

slow people finish their work.
Very-truly-yours,
Summary
8 Value of the : Yalue of the
B Diphone 4. & | Difhone 4.
1 | ahora+ anyvowel | 1 | aw + any vowel
2 {doré ditto 219 ditto
3 |éori ditto 3 |oo ditto

The angular sign & is also used to represent the
consecutive vowels in such words as miliion.



CHAPTER XXVi
MEDIAL SEMICIRCLE

As explained in a previous chaptel, a right semi.
circle is used initially as an abbreviation for w before
the strokes &, g, m (and mp) and the two fofms of r.
The mediai vse of a semicircle is cvplained in the
prescat chapter. :

Left and Righi Semicircles. 1t (0} A lefl senw-
Pcle is written in the middio of a word to represent
the sounds wah, wd, wé, or their correspoinding short
sounds.

(5) A right semicircle is written in the middie of
word to represent ihe sounds wew, wd, wio, or their
corresponding short sounds.

161, The following diagram shows the places of the
semicircies, and the sounds they represent.

g ]! Left Semicircle .. _:3; Right Semicircle .
B

t represeats w + ahrord| 1 jrepresents w + uwor 6
2 v wrda 62 ” N |
3 LA} »E + é ” E’ 3 »¥ 1 + o_u tl‘"‘"

Y6l The medial semicircle is, therefore, simply
#Jbbreviation for w followed by a vowel. The
arl is usefully written in words like boudoir,

& =¥
2 assuage, , ? sea-weed; _),. seaward, (. Words-

£ 3
worth, < lamb's-wool,

Note: &—I . qmmy,m:} qualify.

123
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Exercise 99
Read, copy, and transcribe

M\) z/k “\ \z_n “'\1,/ q\z;x V
y I V\.. ‘r %‘j NP B iy :7

—
—

/ -

) £
3. g T D, 2R ST e
mfﬂ%ﬁfﬁﬁ%&ﬁiﬁﬁ%ﬂ;

Exercise 100
Write in shorthand

1. Sealing-wax, tweaty, twentieth, Cromwell, Bothweil,

2. Dwindle, dwindied, wbcremth therewith, bewilder,
bewildered.

3. Breakwator, blameworthy, seawasthy, Wandsworth,
Cornwallis,

4. Wick, wicked, wickedly, weaken, weakness
Exercise 101
Read, copy, and transcribe

" /’ x/,f..f‘“w““\- r \‘/ 3::....::«\,(.:\

/711f¥J‘~Lf e 2]

:.....’-\\!L.. }? ; e l;._/i‘h ............. L\ﬁ",, ). '3
\‘*\/’-}’n,‘(" \/ $»




Exercise 102
Write in shorihand

Dear-Sirs,

We-thank-you for-your-letter of-last week and we-are
asking Messrs. Cromwell and Warbeck, of Wentworth,
to-look imo-the matter forthwith. We hope rhat-
the flow of-water into-t*e workings may dwindle away
with-the advent oj“the Ly weather, and-that-ihe trouble
Ay ceaso of-itseilf. In-any-case, yow-may-rely upon-us
to-do all-that-we-cem to stop-the nuisance in-question.
We-hove already told our enginesr, Mr, Walter Welson,
to-make close enquiry Imto-the maiter, and-we-thank-
Jou again for-the Kindly way in-which-you have warned
us of-the possible loss both to-ourselves and to~you.

Yours-truly,

Summary
1. A semicircle is emmployed medially as an alternative
to the stroke w.
2. A medial /eft semicirclo represents wak, wi, wé, or
the i sounds,



CHAPTER XXVII
PREFIXES
Initial Com- cr Con~ 163, Initial com- (or comm-) or
con- (or conn-) is expressed by a light dot written at the
beginning of the following stroke; thus, ... combine,
. COMmence, (5. congratulate, ... connection. Ina
few words clearer outlines are, obtained by writing the
prefixes (ully; thus, i COMMOtiON, . commission,

e commiserate, ! T consuly ... .. comnote.

In words beginning with the preﬁx com- ot con-,
represented by a dot, the position of the gutlioe is
governed by the first vowel afier the prefix.

Medial Com-, etc. 164, Medial com-, con-, cum-, or
cog-, either in a8 word or in & phrase, is indicated by
disjoining the form immediately following the com-,

elc.; thus, .. becomingly, [ welcoming, “ﬁ“ in-
conmpetens, }-E... uncontrolled, A/' circumference,
A récognize, % in complionce, Nua by censeri,

\? 1 am compelled. This method may be used after a
dash logogram when this is written upward, but not
when it is wntlen downward; compare I_ on the
committee, ”..}.. of the committee; r.ashould commence

and « .z fo commence.

Accom-. 165. Accom- (or accommo-) is. represonted
by« &, joined or disjoined, thus, ,..—...t{_ accommodation,
N accompany.

Intro-. 166. Intro- is expressed by w_.c ntr; thus,
=), introduce, \-:5,,__’ introzpection.
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Magna-, etc. 167, Magna-, magne- or magni- is
axpreasedbyadn;omed = thus, "j magna-
Aimity, t magnetize, ... m‘%’m’ﬁ’

Trans-. 168. Trans- may be contractod b omitting the
r; thus, k fransfer, . 3‘* . transmit, rL‘j tramgre.g:l’on.

but sometimes the full outline is preferable, as, ..~ i
transcend, 'Lf fransit.

Seif- and Self-con- or Self-com-. 169. () Self- 1
represonted by a disjoined circle s written close to the
following stroke in the second vowel-place; thus, -

. self-defence, . A.... self-made.

(5) Self-com- or self-c' n- is indicated by a disjoined
cierclc s written in the position cf the con- dot; thus,

N self~control, 1} self-confident,

In- before Str, Skr, and H (up). 170, Ir- before the
circled- strokes ). o-- 47, is expressed by a smali hook
written in the same direction as the ciicle; thus, EF_:

nstrument, 1N inseriber, A inhabit.
lf ,
Negative Words. 171. (@) The small hock for in- is

pover used in negative words, that is, where in- signifies
not. I such cases in- must be written with the stroke a;

thus, <X hospitable, __, L’ Inhospitable; *5). humo-

aity, :'z_,‘a-hhummry
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(b) Words which have the prefix ik, im-, in-, i, un-,
are written in accordance With the following rules, so
as to provide the necessary distinction between positive
and negative words, and other pairs of words whero
distinction is required—

() By whiting the downward r or / whea the rules
for writing initial r or / permit of this being done;
thus, /ﬁ resolute, e irresolute; _{ resistible,

ﬁi\ irresistible; 7N, limitable, _._ illimitable.

(d) By repeating the /, m, n or r in cases
where a distinction cannot otherwise be eobtained;

thus, 7= legal, f,/:— illegal; <71 mortal,
xieef immortal; 7o/~ noxious, s, innoxious;

%..,\}rredeemab!e; L. radiance, N irradiance.

Logograms. 172. Logograms, joined or disjoined,
may be used as prefixes or suffixes; thus, 7 almost,

Exercise 103
Read, copy, and transcribe
L N R

—

2...L| {1 AI“:’ P N e N D
e B _ LV
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ﬁfw,*c.,'rl'r}'ﬂﬂ;;,-&_fy'fd

) Exercise 104
Write in shorthand

1. Competent, combat, common, compensate, com-
pound, compact, compare. .

2. Conductor, conflict, constant, convulsion, conserve,
copscientious, contanpo.

3. Commissioners, incomplete, recogunized, uncon-

geaial, reconsider, incumbent.
4. We-were compelied, accompanying, accomplices,
introducing, introduces,
5. Magnificent, mguifpr, magnificence, transmission,
6. Self-possession, self-congratulation, instrucior, £
~congratulation, , D
berent, inhumanly, :asuperable.

7. Illiberal, immaterial, innocuous, unknown, repar-
able, irreparable, reclaimable, irreclaimable,
understood, undersell, trade-mark.

GRAMMALOGUES
2. selfishness; . imscribed; >7. inscription;




Exercise 106

Write'in shorthand
We-thank-you for-your communication and instruc-
tion regarding-the lightning conductors for-the new
Conservative Club in Conway Roed, The slight mis-
ion has-now been removed, and your recome
mendations shall-be carefully considered: We-are
having-the cormer-stones inscribed this week, and-we-
have-no-doubt rhat-you-will-find-the inscription W,
satisfy you. We suggest for-yowr consideration i}
tl-mld{bo: insiructive upeful fo-have a translation
of-the Latin inscription printed and circulated beforo-
opening ceremony.  Yow-will-not consider uvs
selfisk if-we arrange for a photograph of-the ceremony
showing our name as contractors for-the work.
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PREFTY
Initial con-, com-

Medial con-, com-
Accom-

Intro-
lﬂg}la-. elc.

Trans-
Self-

Self-con-
In- before certain

circled straight
strokes

Ik, ir-

im-, in-, un-

PREFLES 131

Sommary

REPRESENTED BY
A light dot.
{ Disjoining the form irmnmedi-
ately following the.aon-. ete,
The stroke ... & joined or
disioiged.
The double-length .z ner.
Disjoined e, ML

The sign for ¢rs, or by the full
form.
{ A disjoned circle » written in
the second vowel-place.

I A disjoined circle s written in
L the piace of the con- dot.

; A mall hook written with the
Right motion.

repetition of the initial con-

¢
i
L
{ Downward { or r, or by the
1\ sopant.

Repeating the —n mor e n.

Logograms

May be used as prefixes or
{ M. P



CHAPTER XXVII

SUFFIXES AND TERMINATIONS

-Ing. 173. The stroke ... is gencrally employed in
the representation of -ing. Where this stroke caanot

be written, or, where, il written, an awkward joining
would result, a light dot is used to represent the suffix
-lq{ The dot -ing i3 writtép-—

a) After light straight downstrokes and downward

r, as, X, paying, l': tying, r’ eiching, Z" hoeiry..
.- hearing, X spluttering.

(&) After circle ny, after k and g hooked for for o,
and after an upstroke finaily hooked; as, \’pmucf.vg,
T coughing, .« waning.

(¢) After a half-length or g double-length siroke
where no angle would be obtained by the use of the

#roko .., a8, S brooding, . x.7 fidgeting, . matting,
\', . fielding, —-.. mutiering.

(@) Generally after a contracted logogram:; as,
.. remembering, .. coming, < . thanking: but the
stroke ._.. is employed in . /.. wishing, _ calling,
'b-..nhwbg.“:?—’ surprising. r

(¢) The dot -ing cannot be used medially; therefore
the stroke ng is written in ~ingly; thus, .lr,\‘adnum;g,

.!E:f:g:adrmrfrg{y, ..Jff_....damtrg but J"\...r

132
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(/) Wherover -ing would be represented by a dot,
-ings is indicated by a dash; thus, . erchings, T\
scrapings, R,_ plottings, . < windings, _ & rinsings.

-Ality, ete. 174. -Ality, -ility, -arity, -ority, -elty,
and similar terminations are expressed by disjoining
the stroke immediately preceding the termination;

thus, S formality, S/ barbariy, .. novelty,
.9\..._ Srivolity, e . feastbility, ’ . majority.
-Iogiml-ly. 175. -Logical and -logically are ex-
pressed by a disjoined /. j; thus, .£f genealogical-ly,
. £ mythological-ly.
-Ment. 176. -Ment is, as a rule, expressod by

sty thus, ol sentiment, <77 . agreement. If this
sign does not join eas’'y, however, the coptracted form

~c may be used; thuy, SO - IMPTISORIERY, e 2 o
commencemens, S refinement, N preferment.

-Mentally-ity. 177. -Mental, -mentally, and -menta-
lity are expressed by & disjoined .~ mmt; thus,
Soca. fundamental-ly, .3, instrumental-ly-ity.

-Ly. 178. -Ly is expressed by £ I, joined or dis-
joined; thus, /. chiefly, 5.7 friendly; or the hook /is
employed; thus, |. deeply, / . positively.

-Ship. 179. -Ship is expressed by a joined or dis-
Joined /... sh; thus, 55 friendship, .@ citirenship,
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Fuloess and -lessness or -Jousness. 180, (1) -Fulness
is expressed by 2 disjoined ... /5, thus, 2 usefiuiness,
ey, Carefulness, 1 grarefilness, )

(b) -Lessnesy and -Iousness are expressed by a dis-
joined KA. T thus,,.g(}‘.r}: heedlessness, .K\/v hope-
lessnesy, f\/" sedulousness.,

-Ward, -wart, -wort; -yard, (8. -Ward, -wart or
-wart, and -yard are expressed by a ha'f-sized w and y

o
respectively, as in the words,,\_,‘ ~ backward, >7 ... stal

wart, &\ ... brickyard.

Compound Words, 182. Comprunds of here, there,
where, etc., are written as follows—

in on al 10 of with
Herg A\ ... f\\. ......... e ‘\1 ........... e - :.-k. ..'.?,..#.,.,

Exercise 107
Read, copy, and transcribe
O 3 /‘\ D=l o

2_/ ” N 4 ' ’K'--f
2- :‘.;-’ /"4' ».;..-.1-—/[ b_..t.{:‘m—/‘..‘?um;ﬂ-.-m
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SI\W\WQ\ \G':..

“\’\‘\'f I N ’K,HM-
N e A O

8. \‘/\r/ T 11\ g/ -
\\

.A.A,._-&*,“:./o S L—"

Exercise 108
Write in shorthand

1. Sapping, tying, teaching, (earing, webbing, wading,
lodging, shaking, flogging, loving, scathing, sowing,
rushing, slaying, roaring.

2. Dispensing, enhancing, craving, swrounding,
ballooning, opposing, menacing, puffing, dis-
joining, caning, concerning.

3. Pleating, obtruding permitting, scaffolding, Ritting,
smothering, dissecting, smelting, sauntering,
speaking, castings.

4. Solubi!ity,.singulagr?ty, fatality, novolties, etymolo-
gical, accompaniment, effacement, sentimentally,
vainly, frankly, exhaustively.

5. Chairmanship, clerkship, playfulaess, crodulousness,
indifference, hereby, thereabout, whereunto,

PHRASES
,,,,,, you will be able 1o,  _.c7...._. we are able to;
L" . at the same time, ..l"“ at some time,
N or some tfme. L2 this wa, !f: that was;

.. according 1o the
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Exercise 109
Read, copy, and transcribe
<"‘\(."*/)\\ /A\ ")(

A

P\ r"‘\;‘t-(\/‘ . “‘::“"'

:9 /« 2 N2l /r'\ eL
- //"—l VB “\
h. w? { \/-/'n "y M‘]
\\ P t ~ L-Lfv & "_"'_J
n J‘)/'V\ = { l hd E.x
oy
Exercise 110
Write in shorthand

I-amrsorry fo interfere with-the arranpemeats for-the
announcement of-the concert season, buf at-the-same-

time I-am compclled so say that I-think-the form: pro-
posed is-not likely fo-have-the effect of introducing new
members to-the society. 1-fear-the effect
of-the wonding of-the circular, more like o
command or instruction than an mmluon. Y-think
itwill provoke a feeling of resentment in-the-minds
of-those whom you-gre addressing, and at-rhe-samo-time

.....
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convey a false impression. l-am conscious of no
selfishness in communicating with-you on-the matter,
because~it-is quite immaterial io-me whether-the member-
ship fs large or small, but, as-the ipstructor and
conductor of-the choir, I-must, in self-defence, warn
the commutteo against @ possible misconsauction of
their circular. 1-think-you-will-be-able-to induce them
{0 cbange i. 1-have-been wanting 1o see-you for-some-
time, and-if-yow-wili call some-time diring-the coming
week J-shall-be-glad of a little conversation with-you.

Revisionary Exercise (C)

I-cannot quite understand how you-came fo ect as
you did in-the court today, nor how you could pul-the
case against thar child with-such particular force,
missing no opporiunity tha-you-were able-to seize fo-
make-the poor child appear guilty of-the thoft. You-
may say that, without-the evidence of-the gemtieman
whose purse was-taken, and withour-the statements
of-the other gentiemer who said they saw-the child put
her hand imo-rhe old gentleman’s pocket, rhere-would
certainly have-been no case for-the jury. But, surely,
aecording-to-the evidence of-the giard calfed by-the
defence, there-was more-than g doubt rhar-the prisoner
was-the child scen by-the gentlemen who testified. The
gruard 1old a straightforward tale, and, though-you tried
to shako Ais evidence, you failed ro do-so, except
‘owards-the end, when-he admitted he-saw a gold coin
drop appareotly from-the child's hands to-the ground.
l-rhink-you-were a bitle shorr with-the guard, and 1-was
glad when-the people in-the court cheered his final reply.
They chaired him, too, at-the end of-the ease, under
protest by-him and-his friends. l-do-not believe-the
poor child came out-of-the yard, as stated by-one-of
your witnesses, and-indoed I-did-not believe a word of-
that witness’s evidence. lt-was given in a bad spirit, in o
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tone which sent a shiver throlgh everyone In-the court.
Yknow that st-least a third of-his story about-the
school and-the weonderful insiruction he had rveceived
there was untrue. I-know this becouse T-went to-the
school myself and you-will-ind my name inscribed on-
the rolt of Lonour hanging in-the large hall. It-is-not
wonderfidd, therefore, that 1-have ¢ doubt of-that man’s
word. ft-would-be rather more wonderful if L-believed
kis story. 1-think that-he-Is a selfish, vindictive fellow,
and it-will-be instructive to follow his {uture. Anyway,
E-shad set about an appeal for-the child, whom I-believe
to be absolutely innocont of-the crime alleged against

het. {371 words)
Summary
SUFRAX REPRESENTED BY
The stroke: ... where con-
~Ingr venient; otherwise by a

] light dou.
{'I‘ho stroke . where con~

-inps venient; otherwise by a
light dash.
Disjoining the stroke imme-
-afity, etc. diately preceding the ter-
niination,
-logical-ly Disjoining the stroke ./_J.
The sign ~ mnt, where con-
~ment venient; otherwise by ... nf.
~mental-ly-ity Disjoined . mnt,

& {'Ihﬂrokoh.ﬁ:l.orbyafm
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~ship The stroke /.. sh.
“lesimess of { Disjoined (7. Is.
~fulness Disjoined .\, fF.,
-ward, etc., and Half-sized w and y
-yard respectively.

the outlines for the sepurate

words,

Generally formed by joining
Compounds



CHAPTER XXIX
CONTRACTIONS
Omission of Consonants. 183. (a) Where p is very
slightly sourided, it may be omitted, as in '{’t prompt,
L. tempt, )‘3 assumption, ..¢=x exemption; butthep is

representod in words like hT frumpef, T'—vl trumpeter,
where ii is clearly sounded.

{(8) K or G is omitted between ny and f, or between
ng and sh, when no vowel occurs lmmedxafely after

k or g: thus, L’l aajun(c)r ,,,,, . extin(c)tion. In
L_rrinketf&" ~ blanket, and similar words, in which
a vowel follows the consonant, the & or g is retained,
The k is also retained in past tenses, as .- inked,
o winked, \-’" bunked, =77 linked.

() Medial 1, immediately following circle s, may be
omitted inmany words; thus, e posrman,\:.( honestly,
& tasteful, ~u= mistake, s mistaken, .5, instilute;

and in phrases like 7" most important, 'l—-_\ there -

must be, .. your last letter. In some words,
however, the fuil form is quilc as facile as the con-
tracted form; thus, I

plastic.
190
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Exercise 111
Read, copy, and transcribe

IW\YALLA ...... LI e P O -

2 SN L H%L\LL
3\5..._9"9 :7~"f“7/‘7°"17

5. \’_V"f \_.1 \.)LL’H e
6. "Son ey )\ R \I L m‘%.
U . \ LJ‘MJ}\—(

Exercise 112
Write in shorthand

1. Prosume, presumptive, bump, bumped, tempt,
tempter.

2. Temptation, contempt, contemptible, cramp,
cramped, thump, thumped.

1 Coosumption, consumptive, stamp, stamped,
swamped, resumptive.

4. Indistinct, distinction, extinct, manifest, manifestly,
adjustments,

5. Rst. restiess, list, listloss, dishonest, dishonestly,

6 T
%t&::g:ox.mmm postoard, Post
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Exercise 113
Read, copy, and transcribe

e eSS el 2T

€ S P T L

L]

St S U SO S
:’"‘““){J’ L AL T . SO0 S

EIAN - -

----- g
- )

:}.pu}. = e /../‘J A2 mh.,ﬁ.—x (‘_‘
d/‘)— \’ becosth, I "\_,c"\\q‘-»...nx}..o’“?’_

Ed

\/”h Sy S e Dy

Exercise 114
Write in shorthand

We-are-much-obliged for-your-letter and estimate
for-the clastic web. But surely there-must-be some
mistake in-your figures. Pleaserefer to-your-last-
letter 0 us, dated 26th October, in-which-you-gave us a
distinctly better price. Munifestly, the poment
of-the-order for a week cannot possibly mdo 50
great a difference by-the-prico. We realize that-the web
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is-the best-flnish, ar-li-ir most-imporiant li-should-be,
but-you-must-iry to-improve upon your estimate, or
yau-mot hopo to-receive-the order.  You-must-be

we-think, on-the assumption that-the web
is 10 bc finished. That-Is-not so, as you-will-see on
referring fo-our lasi-lotter, If-there-is-to be & yesump-
tion of business between-us, your estimate will-have o
be reconsidered. All-we ask for ls a web with-the best-
finish, bur not silk, and of a tasteful design. What-con
§ou offer o tempt us fo pass the order to-you?

Other General Contractions. 184 Coutractions for a
sumber of words ip common use ave formed by the
omission of a medial or final consonam or syllable.
These contracted words, together with the classes of
words contracted on “he principles explained in the
present  chapter, coustitute what may be termed
Genperal Contractions. A prefix or suffix may be
attached to a contracted outline, and y this way the
list of contractions may easily be extended; thus,

N respeer, EN disrespect, }"h disrespectful,
Ao respective, '/\Q“ respeciively. The halving
principle may be applied to contracted forms for
past tenses; thus, \'} endanger, h:]; endangered;
but in many cases the same form may safely be em-
ployed for both present and past tenses; thus, A
respect-zd, ‘lv suspeci-ed, Contracted outlines are
genorally written oun the fine.



....} danper

.}. ........ .. dangerous
J.ly.. contingency
]/ . emergency

el EXIGENCY

-.-1.;.. stringency

Omission of R
...lr'T demonstrate
e, [emonstrate

—eroa, TEmMODstrance
T e

Omission of oot
.. Sxpect-od

SR ioapecteadidon

- roteospect

..... los.. attainment
wubm.n., Contentment
- assipnment
1. entertainment
Q’L* enlightenment
1, abandonment

r\fh{,, irommounger
/\“ oneseli

~7557 Manuscript
&3« henceforward

L,,\V thenceforward

.. imperfect-ion-ly -

n_l)... object-ed
~=-— Project-ed

D—r-uehlm-umu

184



184 COONTRACTIONS 145
Omission of kt before -ive

N AN perspective | .. destructive
"\ - prospective ’ é.. destructively
\.’... productive L. retrospective
\i} -. obstructive ", . irrespeciive
.. Objective "W . irrespectively
Omission of K before -shun
‘I production i destructicn

I
\L' obstruction i .{ jurisdiction
7 . Objection L introduction

?’\/ objectionable < 4. retrospection
Exercise 115
Write in shorthand

The appointment of a siranger as Passenger Super-
intendent iz @ disap{ab:rm‘;gjo-rhe local,wcandidg;
Jor-the position. There-is a ramour of a demonstration
of-protest apainst what-have-been cailed the monstrous
methods of-the administration in-this-matter. There-
Is, howeover, great danger in a form of remonstrance
that-may provoks a dangerous outburst in-place of-the-
present contentment, and, with great respect lo-the
leaders, we-fail fo see any prospect of-their attawing
their obfect if-they demonstrate in-the way suggesied.
ﬁ;is always the unexpected and unsuspected contingency

1-is likely to happen, and-we expect-the present
emergency will prove no exception fo-the rule. The
Introduction of a policy of obsiruction or destre+tion, or
even of interference with reasonable jurisdiction, may-be

oductive of discoptentment all-ound. Iris 1o be

ofithe cbjecyive® Wiibe sought Jorthe attaiment
6
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Exercise 116
Write in shorthand

We-fear there-is-no prospect of success for-those-who
raise objection to-the appuiniment, and, quite irrespective
of-the merits of-the respective parties, we-would urge-
the abarlonment of obstructive mweasurcs and-the
entertainment of-the supggested tesort so-threats.
Further enlightenment i peccssary if matters are ro
prooeed smoothly henceforward. It-is pleasant fo-
turn from shis-subject to-the artractions of-the country-
side, where there-are numerous objects of entertainment
and instruction for all who care t0-look for-them. The
jerry builder has-not-yet begun hfs destructive work,
and-the monstrous things which he calis arBhitecture, but
which cause disappoiniment and-grief to-the genuine
architect, have-not-yet appearsd fo-ruin-the prospect.
The unspoifed beauty of Nature stili remains ro compel
our respectlul admiration, and .10 remonsirate in silence
against rkose whose object fs to-make money, even
though u involves the destruction of-the-most glorious

prospect.

Exercise 117
Write in shorthand

(a) Please-send a messenger to-the passenger office
and ask if-there-is any danger of-the train betng jate at
Macclesfield. The present emergency has avisen
through-the death of-the man in-charge ofothe powy
office, and-the abandonment of-the stranger’s claim
might bring-about-the very contingency we-are striving
to-avord. We-had-thd same emergency on-the appoint-
ment of-the postmaster three-pears-ago, and-the enter-
tainmens then arranged had to be abandoved because-
it-was felt that-it-would-be dangerous to proceed. The
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abandonment caused disappointment, sf-course, but
contentment foliowed enlightenment as-to-the cause and
eventually the artainment of-the original object was
secured.

(b} The demoustration against the admibistration
of-the local funds was, in-our-opinion, a monstrous
mistake, and-we-shall remonstrate as vigorously as-
we-can. The monstrosity in-the shape of an effigy of-

e chairman of-the adminisirative committee was
of-the-most objectionuble nature, und-only served (o

monstrate the poor taste of-those-who designed it.
1 should-have to-write a long manuscript if 1 desired
to-express my resentment properly, and-evet then my
remonstrance would-not-be foo strong. 1 should like to
assist im-the administration of-personal puoishment
upot-the men at-rhe head of-this monstrous business.
It-is pleasant fo know that no-one from-the minisiry
was concerned in-the-matter.

{c) As-to-the architect’s project for-the alteraticn
of-the club premuses, [ rather suspect that-his idea of-the
architectural possibilities is imperfect and-incorrect.
Witk great respect to-him, because of-the imperfection
of-my acquaintance with architecture, } respectfully
suggest rhat-he-should take counsel with someone whvse
architectural ability wouid entitle him ro-express an
opinion. 1 uru‘re expect-the architect will consider me
disrespectful, and-l-am upset at-the prospect of a

t with him. My object is to secure an
inspection of-the premises as they-are, and I-believe-
that unexpected and, indeed, unsuspecred passibilitics
may develop as a result. There-can-be no disrespect
in sugpesting that a retrospective view of-the case,
$0-as-t0 secure a proper perspective, should-be under-
taken. This-is exactly whar | sugpested some-tume-ago,
but tt-was considered an interference with-the adminis-
tration. aad po steps were taken,
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Exercise 118
Write in shorthand

Irrespective eptirely of-the different views of-the
respective partiea to-the discussion, I-am compelled fo
considet-the possible results of-the obstructive course
taken by-the council. There-can-be no-doubt that-
the objective would-be more easily sttained if-these
merely destructive methods were abandoved. They
can only be productive of-mischicf in-the case of pros-’
pective candidates for admission ro-the society, and-
this whether we consider-the matier prospectively or
retrospectively A retrospective examipation will
show whar-has occurred in-the past, e similar circum-
stances, and a prospective consideration will show
what-is likely fo occur in-the future, if-the respective
parties are allowed to follow their-own merely obstruc
tive ideas. Each will-be destructive of-the other,
and-will cestainly act destructively, Do matier whar
each may say. They should-be instructed ro consider,
respectively ond coliectively, the effects of-the present
mothods and advised ro-refuse them.

Exercise 119
Write in shorthand

The objection to-the obstruction in-the new bil) is-not
simply a personal matter. The obstruction is obfec
tinnable om-several grounds. First, because it-will
cenawmly lead fo a destruction of-the opposition which-
has-been %o carefully arranged, and, secondly, because-
the-matter is one which falls under another jurisdiction.
The introduction of various methods of-production
and reproduction has no bearing on-fhe question, ay- .
the least retrospection would-have shown beyond
doulx. lr-may sound diwespecriul, but my-own view
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Is that-the architect and-his friends, who-are, I-suspect,
the authors of-the bill, are simply unaware of-the real
circumstances of-the case, and-have-not given-the profect
the consideration it deserves.

Summary
General contructions are formed by the omission of
P in words where the p is only lightly sounded.
korg between ng-f and between ng-si.
t between circle 5 and a following consonant.
n in words like w passenger, _/{.. emer-
Fency, elc. 4

in words like \\’? remonsirate,
“H demonstrate.

~zct in words like T\ expect-ed, elc,

okt in wotds like .\ productive, ete.
Derivatives are formed from coatracted outlines by

attaching a prefix or a suffix, as in, .. respect,

PN disrespect, /’t respectively.



CHAPTER XXX

FIGURES, ETC.

Figures. « IB5. Figures one to seven, and the figure
nine are represented by shorthand outlines. All other
numbers, except round nunibers, are represented in
the ordinary way by the Arabic numerals. In dealing
with round numbers, the following abbreviations are
used:

e, Mindred or hundredth, as in 4 400;

L. or & thousand or thousandsh, as in 3(* 3,000;

sy Jundred thousand, as in 4 _. 400,000;
B "(

e illion, or miflionth, as in 3. 3,000,000,

e hundred million, as in ,? 700,000,000,

... billion, s in 42\ four billion.
The principal monetary units are expressed as

follows: . pounds, as in Q_Zﬂ £200, .ﬁ.&. £6,000.

A £5:000,000; ). dottar, b dottars, as i .15.{.
$15,000; \.. francs, asin ‘1,\‘400 fr.; 2. rupees, as
in . 2_7.. Rs. 2,000,000, ,

™\ written close after a figure represents per cent, as

in 3\ 3.
Accent, etc. 186. (a) Accent may be shown by
writing a small cross close to the vowel of the accented

syllable; thus, r}, ar’rows, \‘t‘.. arose’,
1%
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(5) Emphasis 15 marked by drawing one or more
lines underneath; a single line under a single word
must be made wave-like, ..., to distinguish it from
— ke

(c) The sign 3. indicates that the preceding remark
is to be taken humorously.

Proper Names, etc. 187, In the few cases where it is
necessary to indicate exactly the vowel following a
diphthong, the scparate signs should be used and not
the triphone as explained in paragraph 35; thus

% Bryan.\ Bryon, q Myatt, . ’j Myott, ‘41 Wyatt,
Slmtlarly, if it is necessary to indicate exsclly the
second of two consecutive vowels, the separale signs

should be used and not the diphone; thus, . /% Leah,

but @ . Leo; L” gendi, — muiclei, Ay radii. The

necessity for the use of these separate vowel-signs will
be found to arise but seldom.

Scottish, Welsh, and Irish Consonanis and Vowels.
188. The Scotch guttural ch, and the Irish gh are

written thus, .. ch, as in /<. loch, ; ... Loughrea,
£ Clagher. The Welsh by ¥ I1; thus, /. Lian.

Forcign Consonants and Vowels. 189. The German
,'ultural ch is written thus, .. ch, as in .. ich,
L& Dach; French nasal .-, a3 in 1\167 soupcon;

French and German vowels /. jeunc, Y. Goethe,
| da.
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Exercise 120
Write in shorthand
The Chairman, in ing-the of-the
S e e o
;E;: local holding company, said i-would-be noted
-the amount paid up on-the shares was increasod
by F.42,560, or £3,546; this-was to-keep pace with-the
incremse in capital costs af-the , includiog
extensions during recent pears. creditors
£3,507 c;'ncluded £2,583 for Java income-tax reserve
(of-whick £1,666 appearing fo-the debit of-profit and"
Io{l account was addmgml for-rhs-)mg'), besides
bonus due to-the staff anilsome frade items. The
outlay on capital account £3,714, included £2,746 for
ing installation, smoke bhouse, etc., the
balmu being for upkeep of-the immature afea. Thoy-
had pow a monthly capacity of 15,0001b. sheet, the
policy of-rhe board being to increase their output of-
this quality ro 50 por-cent of-the estate’s whole output.
Their cash assets in-London and Java amounted fo
£16,712, an increase of nearly £5,000. The crop was
449,000 Ib,, as compared with-the restricied crop of
230,473 Ib. in-the preceding year, and againat aw
estimate of 394,000 1b., despite the fact that for-the
last rwo-months aftke-)unr they-were on a restricted
basis. The average net selling price war a fraction
under 1s. 1d., against 1s. 435d. last-year. Thamks,
however, to a reduction from le. 1:80d. 10 8:92d,
inthe total coats, the net profit per pound was 4:024.,
or 1}d. above-the provious year. It-was luge{y owbg
to-this reduction in costs rhat-
profit of £8,843, over 1 lz—cent on-the lsmed caplnl.
He thought-the shareho) would agree that-this-war

o pleasing resylt.



CHAPTER XXXi
NOTE-TAKING, TRANSCRIPTION, ETC.,

Note-Taking. 190. The inexperienced writer may
sometimes find difficulty in turning over the Jeaves
of his notebook, The following method may be use-
fully adopted—While writing on the half of the
'{E introduce the second fGinger of the left hand
between it and the next leaf, keeping the leaf which is
being written on steady by the first finger and thumb.
While writiog op the lower part of the page shift the
ieaf by degrees, till it is about half-way up the book, and,
at a convenient moment, lift up the first finger and
thumb, when the leaf will turo over almost of itseif.
This is the best plan when writing on a desk or table.
When writing with the book on the knee, the first
finger should be introduced instead of the second, and
the leaf be moved up only about two inches. The
finger should be introduccd at the first pause the
speaker makes, or at any other convehnient oppor-
funity that presents itseif. Another method is to
take hold of the bottom left-hand corner of the leaf
with the finger and thumb, and on the bottom line being
reached the leaf is lifted and turmed over. Some
reporters prefer a reporting book the leaves of which
turn over like those of a printed book. When such a
bodX is used there is less difficulty in tumning over the
lcaves with the left hand. Whichever form of book is
used, the writer should confine himself to one side of

" the paper till the end of the book is reached, and then
tumn the book round and write on the blank side of
the paper, proceeding as before.

Unvocalized Quilines. 191. The sssenttals of accu-
rate pote-taking aré rapid writing and facile reading,

153
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and it is to these objects that the following chapters
are directed, special methods being developed for the
formatiop of brief and legibie outlines. The student
is already familiar with a method of forming con-
tracted outlines. He will find in succeeding pages
further applications of that method, and aiso a method
of abbreviation hy Intersection, which gives dis-
tinctive forms of well-known combinations of word.
Phrascography is also greatly extended, and compac
outhnes are provided for many technical and general
phrases. Vocalization being a great hipdrance 1o
speed, Phonography from its bepinning is so con-
structed that the oecessity for the insertion of vowels is
reduced to a minimum. By means of the principle of
writing words in position, unvocalized outhnes which
are commun 1o two or more words are as readily
distinguished as are musical notes by means of the
difference of place assigned to them on the stave.

Position-writing, 192. In speed practice, which
should, of course, be pursued concurrently with the
careful study of the advanced style as hereafier de-
veloped, the rules of position-writing shouid be care-
fully observed. After a short time this will become
automatic. Even unique outiines that may appear to
be independent of position are readered still more
legible by being written in accordance with the pos op-
writing rules. At first a few vowels may be inseried,
in order to promote clearness and to enable the writer
to acquire the power of vocalizing quickly when
aecessary. But efforts should be made from the outset
to write the outlines clearly and in position, and 10 make
these, rather than vocalization, the factors on which
reliance is placed for accurate reading. When a fair
speed in writing has been reached the student should
avail himself of opportunities of reporting public
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speakers, vocalizing but little even when there is ample
time, so0 that the ability to dispense with vowels may
be cuitivated.

Practising the Rules. 193. Since perfect familiarity
with the rules is essential to rapid writing, the aspirant
for speed is advised to vary his dictation practice by
writing from dictation the exercises whi¢h appear in
ordinary type in the pages of the Manual or first part
of the Instructor. Pitman Shorthand is a connected
system, and the most elemeotary rules have been formu-
lated with the needs of the fast writer in view all the
time, There is an crderly development throughout the
whole system, so that the advanced principles of ab-
breviation cannot be properly understood and in-
stantancously applied uniess the elementary tles are
understood and can be applied without besitation.
Practice in the writing of the exercises which iliusirate
the various rules has upon the shorthand student much
the same effect as Fractisiug the scaies has upon the
advanced student of music. The more thoroughly the
scales are studied and practised, (he more easily will
the musician play the most intricate passages in aoy
musical compositiop. Similarly, the more familiar the
speed writer is with the exercises given in illustration
of the fundamental rules of the system, by means of
vepeated practice in writing exercises from dictation.
the more easily and ?uickly will he become a fast
and accurate writer of any matter he may be called
upon to fake in shorthand. It is well known that
the most accomplished piamsts are the most persistent
and regular in their practice of difficult scales. The
shorthand writer cannot do better than follow their
example and apply their methods to his awa subject.

Knowledge of Outlines. 194. The reading of prioted
shorthand in the advanced style is as importaut as
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writing practice, and ahould be practised daily. 1t
gradually gives an extensive knowledge of outlines,
and the power of reading unvocalized shorthand, as
well as trains the st in the selection of the best
outlines, and also considerably expedites the arrival
of the time when the omission of practically all vowels
may be ventured upon. When unvecalized shorthand
can be read with facility, speed aod self-reliance will
be greatly increased. The student in readiog his notes
should observe whether he has omitted essential vowels
or inserted unnecessary ones. The latfer is as important
as the former, because the loss of time occasioned by
the insertion of unnecessary voweis may repder the
writer unable to keep pace with the speaker An
outline which  has caused difficulty in writing or
reading shouid be written in position several times,
the word being repeated aloud simultaneSusly with
the writing.

Knowledge of Contracted Forms. 195, It is im-
possible to iay too much stress upon the importance
of an absolutely perfect knowledge of the gramma-
logues and contractions. It will be found that any
ordinary piece of matier consists of about sixty per
cent—and sometimes more—of words which are
included in the lists of grammalogues and contrac-
tions given in this book. Easily written signs have
been given to those words for the very reason that
they are words in common use, and the student.
should know them with such thoroughness that he.
can write them at almost any speed at which they
can be dictated. This familiar knowledge can only
be obtained by repeated practice in writing from
dictation the exercises which have been compiled
for the purpose The student cannot know these
special word-forms ton well. Fluency in writing and
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ncatness o the formation of the forms will increase
in proportion as his knowledge grows, and the general
style of hix shorthand notes will be mmproved as a
result. '

Method of Practice. 196. To a great cxtent the
student rnust judge for humself as to his method of
practice, but the following s recommenaed—-Begin
by taking dows from dictation, well wiuhin your
powers, for pertods of five minutes, and with the
msertion of none but oecessary vowels. After hali-
an-hows’s practice, read back to the dictator a passage
chosen by yourself, and also one other, the chowe of
which should be feft to him. Resume pracuce ar 2n
micreased speed of ten words per minute. the same
method of reading being pursued at the end of each
haif-hour. Coatinue the same speeds each ecvening
unti! the higher becomes moderately easy. both in
writing and reading. Then begin at the higher speed.
and at the end of half-an-hour increase u by ten words
a minute. Read a portion of the notes which were
taken a day or two previously, to test your powers
unaided by memory. Aim at keeping not more than
two or three words behind the reader. After a time
you should occasionally practise writing teo or a
dozen words behind the reader, 30 as to acquire the
powet of doing so in emergencies. Ear and band
should work practically simmultaneously in order to
secure the best results, When a wrong outline has been
pwritien; ignore the fact and go on. You may correct
it afterwards at yowr leisure. i .veral outlines are
wrongly written, reduco the speed. The polcy of
hastening slowly was never more justified than it is in
learmng 0 take a note.

Regular Practice. 197 At first, partcalar attention
should be given io the outhines, but mmperceptibly the
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whnting will become instinctive by ice, which
should be regular and, systematic. ice of an
houradayisbetterthg:two,oreventhree.hom

every second day. Practice in writing, and practice
in reading both printed shorthand and yowr ownm
aotes will quickly give you coufidence, which has its
root ip conscious ability to do the work required.

Varied Dictation. 198, The subject-matter taken
down should be as varied as possible so that the
writer’s vocabulary may be extended, but special,
regard should be had to the object for which the ant
is being acquired. As to the size of the shorthand,
that which is natural to the individual is the best
for him; but the writing should not be cramped. A
free style 15 necessary and should be cuftivated. It
wiil add greatly to the legibility of the ootes if the
large circles, loops and hooks are exaggerated in
size, The pen should be held with only moderate
pressure, and the whole hand, -poised lightly on the
httle finger, should move with it. The common
tendency to write sprawling outlines when writing
at a high speed is distinctly bad. The immediate
cause is mental stress, partly induced by anxiety
lest a word should be omitted. It s obviously pre-
ferable to omit a few outlines rather than to risk the
fegibility of many, If the possibility of an occasional
omission i3 not a source of fear, and if there is con-
fidence in the ability 1o record, at all events the essential
words of the speaker, the best chance is secured ot
recording everything. Even if something important
has been left out, confidence must be mawmntained, or
the rest of the note will suffer.

Concentration. 199. Conceatration upon the work
in hand is necessary even when the art of note-takiog
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has been acquired, foi unless the gencral trend of the
discourse is followed, together with the grammatica)
construction of the sentences, the transcript, owing to
looseness of speech met with everywhere, will some-
times be indifferent and possibly misleading. Speciat
attention shouid be paid to the speaker's t8nc of voice
and any peculiarities of gpeech or manner which tnay
render his meaning ciear, though he may not exjpress
himself properly. Any habit persevered in becomes
automatic, and the mechanical writing of the shorthand
characters is fortunately no exception to the rule.
When experience has been pained, atiention van
be concentrated almost entirely on the matter, but as
in wriling av important letter io longhand some
portion of the attention, slight, but nevertheless
valuable, is devoted to the caliigraphy and punctua-
tion, so should this be the case o writing shorthand.

Punctuation in Note-taking, 200. Full stops should
always be wriiten if at all possible because of the
great assistance it gives the pote-taker io the tran-
scription of his notes. Dashes should also be inserted
where possible in order to indicate where the speaker
drops the pnncipai sentence and goes off at a tangent,
aod where he resumes it if ever. The commas at
the begianing and end of a parenthetical observa-
tion should be shown by a short space, the principal
instance bemg where the noun and verb are sepa-
rated as in the followang senteoce: “The soidier,
being tired after the fong day's march. quickly fell
asleep.”” In such a simple case as this 1t is hardly
necessary, but with long and involved segtences, it is
of great assistance in analysing their construction to be
able at once to locate the verb, which will very often be
the second or third word after the second space. The
following arcexamples. “The speaker, having discussed
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at length the arguments'advanced by his opponent
in the various speeches hé had delivered during the
week, earnestly urged his hearers not to be influenced
by specious promises™; and “We, acting on behaif of
the executive. who were of one opinion as to the
necessity ofrprompt action in the matter, immediately
issued a writ against the offender and succeeded in
gaining substantial * As a corollary, it is
obvious that a space shouid be left only where it
has a definite meaning—a small space for s paren-
thesis or important comma, and a somewhat farger one
for a full stop, if the stop cannot be written.

Reporting Technical Matier. 201. Wherg an en-
gagement i1s cxpected for the reporting of hughly
techaical addresses, or for 3 meeting at which speoches
or discussions on highly technical matter have to be
reported, it is obviously advisable that the shorthand
writer should prepare himscif beforehand as well as
possible: ) he does not already possess a fairly good
knowledge of the subject-matiet of the lecture or subject
of discussion dealt with at which he s to exercise hig
professional skill, he should icad up the subject so as
to become more or less familiar with the terms which
are likely to be used in connection with the cngagemcent
he has taken. Unless some such meaos are taken, it is
likely that the shorthand writer's work will be unsats-
factory, both to himself and his clients. Piiman
Sharthand Writers' Phrase Booky and Guides have been
compiled with the object of furnishing assistance in the
application of shorthand to technical matters, and
Technical Reporting gives valuable advice and sugges-
tions for those wishing to be successful 1 this special
hranch of the shorthand-writing profession.
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11.

12,

AM’-I write in position.

- Enlarge your knowledge of outlines by reading

shorthand.

. Read at least a portion of every note you take.
. Vary your dictation matter as tmuch as possible.
. Pay attention to the subjoct-matter dictated or

spoken.
. Always indicate the end of a sentence.
, Acquire 8 perfect knowledpe of the contracted

forms.

Read up the subject before undertaking a report of
technical matter.

Practise note-taking every day.



CHAPTER X3XX1I
ESSENTIAL YOWELS

Voull‘zed Outlines. 202, There are certain word-
outlines which should be vocalized to some extent.
The following directions, therefore, should be carefully
noted—

{(4) In single stroke outlines having an initial anY'
a final vowel, the final vowel shou!d be ioserted; thus,

e €CHO, X _arrow, . area, - era.

{6) An outline should be writien in position not-
withstanding that it has an initially or a finally joined

diphthong-sign; thus, ?:‘ Isaac, L“ item, 2\ review,

R, institute, \v future, . ague, L "renew.

{c) Where an upward or & downward r or / does not
indicate a preceding or a following vowel, the vowel-

sign should be inserted; thus, /j_ aright, 21 erode,
..,'%. irritable, ‘{_A__ oracle, }_’,‘: aroma; r Jolly,

(d) Generally speaking, vowels should be inserted—
(1) Where words of the same part of speech have
similar outlines and the same position;
{2) Where a word is unfamiliar, or unfamiliar in the
special sense in which it is used; and
162
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ug)%mmwﬁmmbmwﬂmmhmwﬂym
Iy, or in the wrong position, in case
lnur’t'un of a vowel is the quickest way of making the
outline legible.

(e} i’ is also advisablo (0 vocalize as fully as pos-
sipie-—

(1) Where the subject-matter is unknown; and

(2) Where the language is poetical, unusual, or
florid, because in these instances the context is not as
hclpful as in other cases.

The following lists contain some of the more common
words in which the vowels indicated by italic should
be inserted in order to facilitate transcription; but
after a little experience in shorthand writing the
student will instinctively recognize other outlines in
which distinguishing vowels should be inserted.

(1) Insertion of an initial vowel

f..... apposite \r . opposite
.......... apathetic wn - { . pathetic
ok approximate “Nrmb-proximate
X absoluts X obsolete
b auditor b daghter
X acoept .78 exeept
ST across e ae CPOSS
- T S .. far
. affect R i
wdea . effaced s, faced
3. eimotion ... OtiON
A 1% latitude
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(2) Insertion of a medial vowel

L .. adapt

T4 . extricate
T commissionaire
1. cxaltation
\/\ voluble

77~ amazing

.M\ innovation
. ’f" - lost

s layman
£ 5. sulphite

£7x7.. humanly

L adopt

——/?S commissioner
—{ i exultation

'\/\_ valuable
7, amusing
-4, , invasion
7o last

/"-1

I L, Iaymeﬂ
&7 sulphate

ST humanely

(3} Inserion of a final vowel

et e+ Chilly
w3, IOnArchy
ﬁ*\ amicably
e TRODKEY
e manly
T, COEIIY
..‘/?{ anomaly
i snow
N Tiberally
Ze rdicatly

e chill
- tonarch

"N amicable
e monk
.~z DIAME
-~/ animal
R SUR

| " N liberal
Wi;:"raﬁﬁﬂ
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Exercise 122

Write in shorchand

{In this and In ihe following exercize the vowels marked in ltalic
should be Inserted. Morked in divigions of thirty words each.)

We should-neither occept any theories nor adept any views,
‘however voluble the advocatea of-such-may-be, except we-are
convindod that-they-are autborized, and-have-beea tested | and
attested by-those upon whose voracity we-can rely, OF unicss sur
reason approves ofthess and-wo-have 2 :ple proof that-
though they-may-have some defocts, | th.ir adeption will-bo
valuable to us in-the-main, that-we-may employ them to-the
benefit of-ourselves and others, and-thut-they-will-be readily
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recalied oo | occasions of necessity. No matter how apposits
the arguments may appear which-are adduced to-move us from
AR apposite opinion, we should-be as odamant in-the face of |
any demand upon-the fyelings, which-our ‘reason does-not
sanction. Thus, any attempt to-tempt us to foolish actiops will-
only end in-the failure of-ihc tenipter. We- | have-been en-
dowed with mental faculiies iar und away above thase with-
which-the lower gnimals are thuwed, in order tha-we-moay
protect oyrselver from-our znemies, and may | add to-our
bappiness. It-is & fact, however, that-auch-is-the offect of-
persuasion upon some persons of weak will thet-they become
a3 mere wax in-the | hands of-those-who-would lure them to ruin.
With-such people it-seems only pecetsary {or & Aueat rogue to
advance ap alluring prospect of an affuent position at- | Iitpc
cost, and-they fall at-once, without » defence, into-the irap

forhem. ls-pot-this-the secret of almost every successful fravo
we-have-beard or | read of in-any-pation? {275 words)

Exercise 123

Write in shorthand

Thore-are, alus, tog-many persons who-make-it their vocation
or gvocation in lifo to dupe others less able than themselves.
They-have-no feslings of honour, or elsc | would-not prey on-
the fuilings of-those acound. They despise veracity, and-lheir
groed for gold amounts almost to veracity. ln order to obtain
wealth thoy-make light of- [ every obgtacle, and are slow to
odmit themselves boaten. They-are gverse to honest labour,
and-yet they spare no pains to become versed in-the cuaning
arts necossary io | extract moncy from-theit victims, and to
extricate themselves from-the consequences of-their illcgal
actions, They devise a plot, and, underthe semblance of
advice, they operate on-the | greed and-credulity of ignorans
persons, and-having thrown them off their guard, lead them inin
foolish adventures. Truly “A fool and-his moncy are eas,
parted™ We should-nol | attach too-much importance to™a
schome because-it-is introduced wilh a Sourish of fair words, nor
should-we touch any speculative affeir without first subjecting
it 10 an | accurte examination. kf-we could only examine the
aumual returns of failures and analyse their-causes, we shouid-
find that many are atuributable to an ster absence of judgment
in- | the conduct of busiosss, and sp over confidence in-the
nicety and bonesty of-others. (223 worda
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Summary

Yowels should be inserted—

(a} In single stroke outlines where a2 vowel is not
indicated by position;

(6) In cases where a vowel is not wndicated by an
initial or a final stroke;

(¢) In pairs of words occupying the same position
wt having a varying vowel;

(d} Where the language is of an unusual character.



CHAPTER XXX
SPECIAL CONTRACTIONS

Forsmtion of Costractions, 203, In the Special
Contractiolis dealt with in this chapter, the student is
introduced to further methods of contracting outlines.
The importance of having such contractions is shows
by the fact that in ordinary Janguage only a very
limited number of words are used. Of these words at
least GO to 70 per cent are of frequent occurrence, and
are, thereforz, included in the grammalogues and
contractions of Piiman Shorthand. An e¢ssential
point in forming contracted outlines is to choese forms
that are digtinctive and legible at sight. With this end

in view the special contractions are formed aceording
to the followiag rules—

(a) By employing the first two or three strokes of
the full outlioe, as in\., perform, { advertisement,
:ﬁ- expediency, /... regular, 77 umanimity,
& henceforth. (Sec sections 1-3)

(6) By medial omission, as in . d i ntellipence,
,——

........... sympathetic, e satisfaciory, "“)_ influential,
<o amalgamation. (See section 4.)

{(¢) By using logograms, as in & thankful, gme some-
thing, ZX\ remarkable. (Soe section 5.)

{d) By intersection, as in S enlarge, "X, neverthe-

less, 1. notwithstanding. (See section 5.)
168
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mﬁfm 204. As a rule the
same orm represent cither an adjective
oranadvarb,butwh::’udmindionisnmrytho
adverb should be represented cither by writing a joined
or disjoined /, or by writing the form for the adverd in

full; thus, .. brregular, D irregularly;o e . mubs
stantial, :t;j' substantially.

Contractions and -ing. 205. Dot -ing is y
ased after contractions. In a few words such as

hdk‘m‘?ﬂr ndﬁ.._-.refblqukhiqg, and _t‘._‘

extinguishing, where ihe stroke is clearly better, the
stroke is used.

Arranpement of Lists. 206. The lists of contractions
which foliow are arranged according to the principles
explaiped above, and the siudent should make himself
thoroughly familiar with them. The portion of a
word which is not represented in the contracted out-
line is shown in parentheses. This arrangement will
help the student to memorize the contracted forms,

Thus, X pec is the contraction for peculiar-ity,
‘. perf for performeed,\/\s perfs for performance,
.,§\ Feb. for February,\o.— fam for familiar-ity, and

80 on. The exercises which follow each Jist should be
written from dictation until they can be taken down
with case and rapidity, and read back from the shart-
band notes without hesitation.
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SPECIAL CONTRACTIONS: SECTION 1

. pec(uliar-ity) M M.’Tprelim(inaxy)
M. perflomm-ed) O\~ Probable-ly-ility)
mpﬂf(orms-an)ce \/ profici{ent-cy-ly)
..:\/\ ﬁﬂ‘:nﬂz:ilar ) p\ prop(ortion-cd)
... public) " ,\/_propor(tionate)
/\ repub(lic) S~ .. subsc(ribe-d)
. republiva)n 5-2.. subsc{rip)tion
~ pub(lish-ed) ,."\t substan(tial-ly)
. pub(li)sher L/ 7. defici(ent-cy-ly)
. \\') pub(lica)tion _b—_.. descrilption)
N pracitice) - A - GifBc(ulty)
e, practised) | - /L disch(arge-d)
" . prac{tic)able ... disting(uish-ed)
-“) pr?;il_cli)(,;oe-d- \’\_ admtti)se-d.
Exercise 124

Read, copy, and trunscribe

BV AIRND I Wit A AN
-L'v\f\/’ )\;/ g g\_.?
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ot N Dk i
‘“”'\-/.}.,,y%/“f P“;{/(L_Apﬁ
S W NIV R r:
G DTN — Y KL L
S e [‘\\Zy N
\@t N ,, 1-~nv*— \,,

..... )’_‘\_\ /\ r/_ z .“‘“" .\/\n‘/
<°" Y

.\;/ <> “"‘\ /l A/’ b

Exercise 125

Write in shorthand

Inthe prelimimary announcemont published on-Thursday
the pwblic were mado nware of-the deficiency in-the jncome
of-thohd’arm:smetywhichnforwnpodwrtina

| procticable manner. The offices of-the-society are
%uhauﬂdﬂtwm-hunnammphofmmm
diculer architecture, but is in a stats of decay, Lately thero |
has-botny & discumion among-the-members on-the powers of-
the committes, and many divergent viows were expressed by-
the-chairman and other members, As s tribunal the committec |

Amsomt&.om&u.mm“umly
strong in tone, of-projudiced views,
in Mrm]lpeun:”'m
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Exercise 126
Read, copy, and trarscribe

VO A &% U,/wff e
. \_MGTJ\:-'D P q_-( e i W
\.JL ...... \\\h ..... —rp .‘.2 ...... et \___ L‘) }),
T X ioN
1 /L” 1\} Pt x/ \ q/k
.R,\__,, . ‘L\ &
LA vt DN e m

:::\‘:‘( LS RN \\./L wac"’ b
‘ 61 PA i i S . 0\_-’/

QL L\“ﬁ l e
yorlens - \./“\( /'Jk \\L \ag T
(' *L/ N O 5 IO
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to-the news, which-is very dsficlent, and-we marvel at-the
prosperity of-the publication and-the confidence of-the publishers.
It-has often subscribed subsiantial amounts to | public funds,
opened its columns for national subsoriptions, and given dir-
tingrished services to-the canse of charity.

"The performar who performed ut-the theatre is ‘h Russian,
and-his artistic | performance of-the play brought out all-ihe
peculiarities of-the Slav race, shhough-there-was 8 disproportion
in-his scting which-would render a long engagement impractic-

able. (148 words)
SrBCIAL. CONTRACTIONS: SECTION 2

_.J_,..._ Jan(uary) .. govi{ern-ed)

... cap(able) N> gov(er)nment

... charac(ter) S\ fam(iliar-ity)

‘-‘—*— charac(ten)is(tlic | \__.” fam(ilia)rize
7. commer(cial-ly) Meem, fam(iliar)iza-
ton

(amino-d—anon) \.\_ Feb(ruary)

'T exch(ange-d) s finan(cial-ly)

- 1 exped(iency) AL effici{ent-cy-ly)
... expend(iture) A4 suffici(ent-cy-ly)
wxdon esplocially) s ““;}‘f;(m““"
2. esq(uire) ,...’.1 math(ematic)s
e C8tED{lish-ed- ’1_ math(emmati-

ment) cian
wven. immedGate) | 7T Enamﬁwk o
:.._"f impertur(bable) e ':';"'
------- maglogtic-ism) | . mechan(ical-fy)
30 manuflactured) | .\ metrop(olitan)

L. eatiogubhedy | <. mortiglage<)
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Exercise 128
Read, copy, and transcribe

e B !L;x..mﬂ’ =
?;IL i H(ﬁi\/
.._“\_,?“\/.& .

y\u\; t.(n'}/a"‘"

\M/“/\ b N e (3\_(;"‘*‘"-..1
{:L,\e\\_, t\h/xm
P L°-J\_l

\Lh 7 %, &z\b o
Loals _"\«}c “{Ja\"/\v—-’
LY '
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Exercise 129

Write in shorthand

At-the mecting of-the-directors todsy it-was sisted that-the
ntuof-cxchmhlmmud-hbrmmumuhlhm
Regarding-tho-matter

manyfacturers of
expediency, to-discoss which Cw meeting was primacily
it-wag thought plan suggeted might provy very ex-

Irtic which compels the admiration of all. He-is possessed of-
great personsl magmetism, and | t-is-dus, undoubtedly to-bia
ability that-the company has an almost waassailable position
which-has surprised those-who-are engaged in a similar sane-
Jacoure, {176 words)

Ezxercice 130
Read, copy, end transcribe
'\,a‘(%i,*\ /’L““‘ Tl
‘—»{ (oA A b “"‘1 L\\
) \_,? y»._,_xﬂ_,\, .......... .
a. 'f A \3 “hot ST L e

.._..:' k _}____.“\‘-‘PL_I. iy




~ |y o o~ -
. “t o idin0 T A SN
N L r AN T
2L

o \_.)x . \./( ° N k‘\-_pk/b\“’\“_o

4 [P

Exercise 131

Write in shorthand

The pew book of essays by &2 member of-the-Gosernment
containg some very worthy sayings: “A persen of-character is
incapable of & msan action, sod-is ableto- | govers himsell
under all-circumstances. We-cannat-be wise-men unless we
Samilinrize qumelves, and sympathize, with bumap-nature.
Our(ammm'rithwm and new peoples shows u
the | insxficieacy of-our education” Intho-immediote future
we-expect to seo-the nuthor at-the bead of-the cabinet.

In dealing-with-the charge against the prisoner tho metro-
politan | magistrate passed the maximum sentence after a close
cross-exammingtion ofthe offender, and-after several-witnesses
had-been cross-examined, and despite the fact that-the-prisoncg’s
action bad-| been governed by fimancial troubles over-which he
had pe control. The magistrate is 8 man of-wide tastes, and-is
one ofthe prime movers in-our Agricultural Show, | and he-is

a3 an auihority on-most-mattess rolating to-the fand.
His modd farm is a splendid example of scieatific farming, and
jtsis a 3ource of-] amazement to-the farmere in-the district, who-
are mostly satisfied with seeking for-the best-results by empirical
methods. (200



X .. enthus(iastic~ \-a.. irrecov{erabls)
—a .. ref{ormved)
J‘ P ™ N T -
e | 2N
2 e . regtulan)
—... indispens(able- ™. irveg(ular)
19 A_... teling{uish-ed)
incﬂvid(ual-ly) b
e . rep(resent-cd)
- nflorm-od) 0N replresenta)-
.. interest ... rep(resentat)ive
S ity | e
T pegect-ed) . itrespons(ible-
T negl(iglence }\‘ Jhgr)
.,.‘;{.. {mv(gt) . organ(ize-d)
Nov(ember) o orga(ni)zer
S sﬂll;;b(le-lhty " M. organ{ization
L., elec(tric) .. certif{icate)
L elec(triXcal <77 uni(form-ity-ly)
. unand. mity)
-~ clec{tri)city S unan(amozs-ly)
L. recovierable) L. yest(erday)
Exercise 132
Read, copy. and transcribe
I & i v o™

[‘1‘173 L. [“"/::n_-/t—“]lx



178 SPECIAL CONTRACTIONS 206

/fa-//b'_f(s'....m._‘\n cj._,\
............ LDALG‘\\R“% B W R, .

; .7 °\ Y‘*"\ GOSN A
.............. /—11’\(&, 1, Lyl | s
'...’“ bep “’/m—( (O k“, (k
‘""‘_ N, ) 4 Y D Nt

Exercise 133
Read, copy, and transcribe

AL AT L Al

‘\ “‘ff\} Ly aesd L\_
LY e o V\T*—’L_‘H
"N 2 SR O

\\_,)\_;—’ U‘u{-\a H\,’un
IR ERD) - N, ’~L .. 9
2 o~
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Wf el GRSV AR
e e 2.5, -/—’L\
)*\lf""-—’ul'/‘-L_ et

Kq A R R "/‘b.‘“','_‘”\-

5 AT ,Q"’ -
L__g '\}L“\/’Hs /_1\%”
Cf, g . R (’“ L’ .

L2 Nl C,_;‘% A

N,

=

Exercise 134

Write on shorthand

Great-interese 13 manifested in-tho electric apparatus nt-
the local exhibition, the capable organizer of-which is very
enthusiastic in following-the developmect of electricity and-ali
electrical nppliances,

Our represeniarive ou-the council iy responsible for-tho
nepligence of-the reform, and our committes is of-the unanimous
opinion that in-the future its support cannot-be given | to-one
who-has shown so-much meplect of-his duties, and it purposes
tminaﬂng another nnd a better candidate for-the November

medcy!bummwunmanod by-| those ineresred

In-the improvement of-tha-associstion, and it-was hoped thxi-

fis proviows position would soon be recoserably, When-the

association becoites incorpomited, its cerrificats should vo

rocognived by-u.wurmmm:‘of-m have

shown opposition towards-it, displayed an
Rexcaable commities refused
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Exerclie 135
Read, copy, and transcribe

..\r ,...e ........... k...._nK:,/ L......
“’“‘-‘“"’L”"’”‘“ DeReSn “;”“,%
L_rlj,.. Ry et Cr PN T et I WY

NN A0 et S i
Exercise 136
Write in shorthand

‘Theto-was & ananimity of opinion by-all-the reformers prosent
that organized playgrounds wore indispencable in-tho education
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matter, and-probably he represemred-itho circomsiances to be
mose | serious than they really aro, The msignation ofthe
secretary, however, will-be demanded, ss-his attitode amounnts
to insubordination, and-this will cause-the regret of ali, no
matior | what their sensibility may-be. The agenda of-the nent
Board meeting will-be far from uninreresring, and an apparently
irrecoverable position may-be turned to-the Rdvantsge of.
tie | institution, {181 words}

SeECIAL CONTRACTIONS: SECTION 4

‘\// Pariiament)ary = defec(t)ive

2., pros(plec(tius o7 execu(t)ive
L. tel(egraphjic el Exe(cuOr
.. telegam i, EXE{CULDX

& satis(factyory _7... En(gljsh
1./ adm{inistratjor L. . En(gl)shman
Lo adm(inistratr)ix | .7 .. En(g)land
S-AL.. ques(tion)ab(le-ly) | - ... legGslat)ive

. fals(ific)ation q .. lep(isla)ture
%=, amal{ga)mation - g AT(DI)trate
e, 8mal{ga)mate . . ar(bitrator
oo, M(iBim)um ‘\b_ ar(bi)tration

onm. symplathetdic X ... ar(bi)aery
TNe. inves(tiglation % wheresoev(er)

7. insu(ran)ce S whersinsoev(es)
.. know(ledge g R Whithersosv(er)

1. acknow(ledge .03 ulni)verss
. _ in(conmidesate &0 u(niversal
= in(foeopially | Y uloi)versality
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Exercive 137
Read, copy, and transcribe

;&(*L..:},.\S)M?:.L-_{. K».V.\ [

TR \“p__n:'o/ D
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whereingorver wmends mey-be-maade. It-is thought by-some
that a wmipersal Ianguage would foster the spitit of arbitrarien
thronghout-the | universe, but as yet the atiompts made to
formuleta such & method of intercommmnication haye-not-been
very-satisfactory. Thero-capbe npo-doubt that relepraphic
:?muniutmns. by-felegram and | wiceless, work for-tho-canse

peace.

The fecestigation by-the parliamentary committes was el
versaily ackmowledged to be jnstified, and al fahfﬁu-
tion of the reports was established, there-weres] many

pa‘hetic remarks, reflecting adversely on-tha npposed fdlin.u
of-mmbcn of-the !egl.rhm by infloentiz]l end uninfluential
newspapers, Al Englishmen, however, should-be proud of-the
fegistutive bodies of | .Englmd and should-be sympathetic
towsards 2l endeavours to effect any Intellipent progressive
reformns. {154 words)

Exercise 139
Read, copy, and iranscribe

\L_o‘\n qz,lﬂc)\-—-“ /I’““‘*—
by DA A TE
'-"\-" “1\719_‘)\5* ~y 4N €

LY A
j\.,{ ya' \"!}..““'“VL“V,-
e
\...1'391‘3\ /.._..-.._.Q)\J’!)—\o
~ [ — + = ~—
\\I.. N \V



i‘/o. “—;Cn /_p - -
AN “““'“”‘j’ :37/1'-
f/\_ﬁg/(a:\“_r,lxtx:>b’_.
‘3‘93"‘\0\_-“} ]t\:_ H{\/u\tﬁ:

Exercise 140
Write in shorthand

At g quarienly gathering of-ony scienXific socevy T wrourdity
facturer said an inteiligidie reason could-be pven for-hi theory
of economica, but-the universaliry of-ita scceptance by | scono-
mists was-pot-to-be cxpecied 1n-our present state-of knowledpe.
Oa a future occasion bo-is to-larture on-the-subject of 8 mintmum
wage for workers. He-] m acknowledged to be & eqpabls econo-

mist &nd & most t lecturer and writer on-the-wubject
h‘l’bommhh ricrb-youf rded pesterday, in | acknow-
», Ol [34)
dpaent o4 Joat Monday, is unguestionably very
coocerns iy vy -
ml

R of fnsuring under their tables. In-our
p period for-ench n policy of teswance s
i | guesitonable if-you-can securs better
hor _ Joaglisk offics. From-the-snclosod
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SPRCIAL CONTRACTIONS: SECTION 5

o al{to)ge(ther) .. unprincipled
wSverm.. fope(ther) St n(oM(withstand-

-L‘J' ¢ tial . = dea?ﬁn‘)nntion-

(ah)

n\f:.. enlarge

. ‘?’ enlarger
o i
T anything X, in{con)ven(ient-

X . whatev(er) LXK n{e)v(ertheless)
et Whenev(er) ... irrem{oviable
."’Q\' misf{ortune) ;:\-\ rem{ov)able

Eaercise 141
Read, copy, and transcribe

> oAt AN b T S =N
i :.”\_\:._eg" s AT N ) o Y G B

—ry U P i
Nl I I T N
AT O B, - 20 e '\,/ﬂ.




Exercise 142

Write in shorthand
Doar-Sir,
My commitiee have-considered your communication of-the
IXth-inst., drawing atieation to-soveral matters relating to-the
danomingrional schools in-your district,

As4he whole of-the lighting of:the schools requires over-
hauling, my commitice heve mrranged for s report on-the
matter, and-sa-tho incondescence | of-the manties in-the officos
here §s very-satizfactory, t-is probabie that similar incamdescent
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Exercise 143
Read, copy, and transcribe

B . oy, % ‘) J{ J ‘-—\L’,‘f..‘-—-.,“

Exercise 144
Write in shorthand
Dear-Sir,
Y-thank-you for-your circimstantial xoccount of-ths centenary
¢elebrations in-your town, the reporting and of-which

show much consideration on-your part. Whesevsr I-| can belp
you in similar circomatances, I-sbali-be only to-

Tt-is remarkoble that-such sn insignificant matier as-the one

a8 waprincipled ¥nd unmannedy. It-is & migforrune that-such &
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quibbie shouid-he raised and-I- that sveryrhing will-be-done
to-save any | inconvenience to'those inreresred  in-tho-press.
Nevertheless, 1-do-not-tbimk-the cause iz irremopable, but rather
altogether removabie, apd-Ishall-be thankful wharever is done
to-bring-} the parties regerher again. .

Yours-trily, {136 words)

Summary

. Speciat Contractions are formed as follows—

{(¢) By employing the first two or three strokes of
the full cutline. ’

(5) By medial omission.

{¢) By using logograms.

{d) By intersecuon.

4. As 2 general tule Yo samt tatieasied Lok ey
represent ether an adjective ot an advetn, but
where distincion o pecessary toe adverd shoald
be represented by a joined or disjoined 7 or by
wniting the fulf form for the adverb,

i. Dot -ing iy generally used after conmtractions, but
the stroke is used in a few cases.



CHAPTER XXXV

ADVANCED PHRASEQGRAPHY

Principles of Phrasing. 207. Bearing in mind the
most important rules of phraseography, that all
p must be recognizable al sight, easily
written, and not too long, the various abbreviating
devices are made to do “service [or words, or the
forms of words are chanped, o1 words are omitted
altogether, with the result that an unlimited number of
facile and legible phrascograms may thus be formed.
The pnnc:ples of phrasing are considered under tbe

following beads—
(1) Circles, YLoops and Hooks, (2) Halving,
{3} Doubling, (4) Omissions.

Circles. 208. (a) The small circle, besides being nsed
for as, has, is, s, as in .L__ it has been, k.. ir is not, may

be used to represent us, as in ) from us, <. please
let us know. 7 E_/

(5) The initial large circle may be used to represent
the following—

(1) aswe, asin_C_ avrwe think;
N asandw, ,, ,, b as well as:

(3 asandys, ,, ., _Q:f_ as soon as.

(¢) The medial and finaf large circle may be ssed to
mpmmtthetolbwmg—
(1] _hmd:. as o _L_itissald;

() hisand s, ,, ,, NOu-_ for his sake;
159
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(3) sand s, asini‘.f:. in thlx city:
(4) sand M’: » » Q.. this has been;
(5) sand is, ,,, G thisis.

Loops, 209, (a) The st loop is used for first, as in
52 at first cost, =h. Wednesday first; (8) tho nst
loop for next, as in .«/"d... Wednesday next,

Hooks. 210. {a) The r and / hooks are vsed in
representing 2 few miscelianeous words, asin SA_ in
okr view, ‘\;" if"ﬁppears, N by all means, L..J.,_M_
it is only necessary, T in the ecrly part.

{5} The n hook may be used for the following—

(1) than, as in ). older than;
@) own, ,, \, 2. our own;
@) been, ,, ,, .3 1 had been;
@ on, =3 carried on.
(¢) The for v hook may be used for the following. ~
(1) huave, as in _ L. who have;
@ o, .. /‘“-‘f rate of interest;
(3) after, » s, . "\z Monday afternoon;
) even, ,, ,, ’:’L_/ Monday evening;

(5) in such phrases as L" at all events, Y. into
effect.
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(d) The circle s and shun hook may be used for

azsociation, a8 10 ... medical association, s, tical
ion, ey %...F"”

Halving. 211. Tho halving principle is,used for
indicating the following—

M, asin .. ﬁ'fr,-

{2 10, w » 5. able to;

() not, ,, o2 you will not;

() would, ,, ,, G this would be;

() word, ,, ,, .Soc. this word;

(6) in such phrases as D~ from time to time.

. 212, Besides strokes being doubled for
there, their, in a few casex they may be doubled for other

and dear, a8 in o= Some other, T__\, my dear sir.

Omissions. 213, These are arranged under (a) Con-
sonants, () Syllables, (c) Logograms. :

(d) Consonants may be omitted as indicated in the
following phrases—

..’.-..\ mos(t) probably, Z7_ in{fact,
X in this (mm.‘::.f.'..':':\_ animal (Nife,
T in (reply. A
{(b) Tho sylimbile cos may be omitfed, asin .. Twill
(con)sider, A.'ﬂ Aave (com)cluded.
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(¢) The signs omitted sre chiefly logograny—

(1) a, as in ,ﬁﬁ.. Jor (a) time;
Q) the, . a .. X ... all(the) way;
GYoh ] o difference (of ) opimion;
(@) 6f 1he, 1 Yoo fict (of the) matter;
5) 18, 1 sy ek e (Peply (t0);
& and, .y qrain (and) again;
Dot v "“C' more (or) less;

(8) With, .y » 2. in commection (with);

Dby, . F ........ side (by) side;

(10) iﬂ. T, S bear (l.ﬂ) miﬂd,‘

(1i) have, ., ., .t ... Vhere mus(t) (have)
)—\ been,

The student sbould seck to understand thoroughly

tbcpmﬁ on which the phraseograms in the
following m[omedwithogtuekingnma:ﬂy
to commit the lists to memory. The lists are by no
means complets. As stated above, the examples given
merely show the gencral lines on which the phrases aro
mmmcmmﬁnthomofhispmim
many opportunities of phrasing if he will
keep in mi themzlprmu"',piuasdhmm' tod
sbove, aod in the papes which follow. The exercises
which follow sach list should be written from dictation
until they can be taken down with ease and rapidity.
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ADVANCED PHRASMOGRAPHY: SeCTRON 1

.. 87ree with the
-d...... all circumnstances
o 8nd in alt
X bility proba-
,”‘3 ..... as fast ag
...L\ a3 it were
k‘:\ as much 23 were
Jif . a3 the matter
{ "¢ brought forward
.. by and by
- by the by
by

-

é,;:cthon which we
are now

...ﬁ::_. those who are

i _ those who were

;<L through the world
s £0 brIDG the matter

‘_a,ﬁ.,. very satisfactorily

a2 you will probably
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Exercise 145
Reexd, copy, and transcribe
MRS Wit WIS P T Wk
e

-2y IIT Hf;l - N—.‘x.._\\.m
%HMH‘\(W\,_‘_\/_.\\:vr|,/
}_\l/\‘/.\n.ﬂjd\-—-ﬂ‘/\at‘ul .
v—‘\./‘l; Lrv—s’\j\ﬂ[v}%[\u
~ Aex !)&r(\r"‘“/“/"/ 3
J\Lr_fo% -‘\‘I 3\_‘;7\/)14

Exercise 146
Frite in shorthand
DearSir,
I-am-very-giad to potice-that by you-are hoping
to-have-the bronght-forward at-the-nmt mecting
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Exercise 147
Read, copy, and transcribe
N \\m SV U Zndet
—r7\ 6:... e ,/\:5\_’4 ad

zoCbx ,If e a2 2\__,.
:fhk.._ﬁ"’ . &N ?)c . )\—-]
5\1\3..,4, P D s
b W n\,\ T
N - AR N Wheotod e O
N “L/"‘tx/:\v\\
-3\.‘&; lo\fW‘ ‘v’“‘”’
3NN "lﬁ\/l..
‘\“\ux “-”*ML_:L JL/_\
_%t:__,__;.——au\bx

Exercise 148
Write in shorthand

Dut-Sir.

you-arsnot fully convensant with-the.
!mlu.ormwould-nnt urpe those-who-wore present on-these-
occasions to-bring-the question | to-the notico of-the meeting,
On-cithar-side there.-ars those-who-are always ready to hurry
business u'-ran-u they cam, mmmundrun-thn then-!ls-no-
sdvantage | gained by unnecessary haste. By-and-by, l-am-
Mmmmkmyyou-wiﬂwwhh me on-this-matter,
and-thea you-will regret that-you unduly hastened-| the pasting
of-the roles with-which-we-are-now | dealing. Ymmﬁ ;
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ADVANCED PHRASPOORAPRY: SECTION 2
(Circles, Loops and Hooks)
ot from us 4o/t is only pecessary

... ...please inform us ,Lc,_\.it can oaly be
a0 US Az it May only be
-8 ..as we have Y5\ they will only be
& aswecan f:__:’...longcr than
.2 .. as we cannot . <7>...more than
P . aswedo e any longer
..L....as we think . .. no longer than
—n? . .88 Wo shall T.Cj/rather than
_.C...as we may <~ smaller than
&) . as well as usuat =7 poing on
67\ as well as can be Y. ... at all our own
Q.+ "as s00n as we can \a—x_have been expected
- X as 500n as they ‘uswa, . hitve been informed
—~ t; ~-dt is said )2 have been returned
\a-... for his sake wrdns....WHO bave not
:'E"Vh this century .. b 400t of doors
,:F..h__,in this city Z1_grate of interest
:Ek...._in this subject | L. ..5tate of affairs
f..-...of this statoment 4.3 Thursday afteroon
s & this has been L Thursday evening
........... at first cost it 8 a1l events
3 Wednesday pext | to effect
A, A0 our view 2* 2 incorporated
A in our statement association
~whz-it appeRrs g TORGiCAL assOCH.

- Lvnm that S Political assocn.
S _by all means X teaders’ assocn.
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Exercise 149
Read, copy, and transeribe

{ e L T ~ < 3
] . Q‘ R !-..! . 4 \p.. . :.‘", RO D/.’

\(4 —~ N RETEE S A~
SN NN ’__(’,_'llfb "-\'f ?’%
g y

N 7D E\H_E N {_L \.:.....
S A AN e W

e G PP U

- = =
‘L =" I,- : fr‘l /.....- i L/ .‘M\ S
"i‘ - ’ -
N~ ! A R N N
= [ . — -
- -y _{-:" i o _.\.. [ “0 -

Pl W - R, 7

-]

T R

Exercise 150

Brite in shorthand

We-have-been-informed  of-the-proposed meeting ol-yout
county-association on-Wednesday-next, and to-us it-appears-
that as-soon-as-the membors realize the state-of-| affzirs they-
will-bo only too-giad 10 postpone & definite decision. We-aro

opinion thal-thero-are many who-have-pot aprvod -with-
the attitude of-the | executive, and who do-not-wish the pro-
posals to be carried into-effect. At-all-evenus, at-all-our-own
recent county gatherings, which-have-beea rather smeini than
usual, | there-has-been much objection to-severa] proposals o0~
thi and 21-500n-As-¥e-can, wo-are having o postal vote
s-woctmnot decide certain matters  without |
opinion of-members who-have-not-been in aftendance to-
wprs ARy views on-the-questions. (138 words)
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Exbrelse 151
Read, copy, and transcribe
9 © | ) 'ln SN

.

M&L‘o"\/nwﬁ gy
1 q ¢ ./“fLJ//SJ ~.
\.&Ji‘l\ v\f/‘\ ..... }“""7
\l":h/’;\)mM’\G//l o(y..
= "D ,,//’Sg._,, ..........
T'( Lf/‘h /L‘\ ‘/I ‘/1 '\
/:\( \_I)\’[‘\q,’._<"””/_

T XN

_B \_ foat (' 205 i . L’\’
Exercise 152

Write in shorthand

It-willdake longer-than we-expectad to-fnish the premises
for-the political-association, but-we-shall-be-able-to get all-the
out-of-doors work finished before-] the winter sets in: and-then
it-can-only-be = mateer o{l.::eks for-the completion lo;:ll;n
interior. Anyway, we-sha no-longer-than  we=can
mwm hishul the building will-be one or-tholhmhmm
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Excxrcise 153
Read, copy, and transcribe

‘/’)),_/qv.'?’q’/\

.S

Q_/*‘Al{g\'\ _../HL_JL“ { i
eAS ALl LN N T

c'h- —d"r.‘/’_-t’)l'/'l'.‘l
p ’ ~
Exercise 154

Write in shorthand

In-our-statement at-the Traders™Associstion on-Thursday-
evening it-will-only-be necessary to-memtion briefly the high-
rate-of-interest to be chargod for-the loan on-| the new buildings,
ws-weshall-have a full discussion of-thw whole matior at-the-
next medting.  Ail-the voting cards bave-been-retumed and-in
ofiirly all-cases ! the voto is in-favour of-the-present president
continuing in

We-shall-bo-sble-to purchase the matstials at-firat-cost, end

to incrense our stocks at-
all-our-| own depdts, and s>-wo-may slso require » now depdt
at Acton, order. In-

we-shall-bo-obliged to incresso-the imiet
view of-this we-shall-expoct prioms | io be much Jower-than-the
old e, (158 wonds)
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ADVANCED PHRASPOGRAPHY: SECTION 3
(Holving Principl)

2 mifitwees trust not
N bywhichitwas | _2.__Xwasnot
e S 1t is not e, YOU CAODOL
—Ag—il it bo ROt } et YOU mAY Dot
__~—1.__in which it is ....AM\...)F,O& should not .
Ao which it bas | . you wers not
ofmm 70U @10 D1
"’“2‘ """ T would
of which it must |\ ... ifit would be
b .
able to make e iy WoUId
thin} 0, WP S they woulkl be
- mnblo o %,\u\ they would not
::S( ..... .Jam able to N b);
think L2 we would
_"..:?}....I am unable to T——
think oAy o TEW Words
e arc able to == in our words
-/\"yotuo will be able L atenymte
.:\ ] cannot bo LB atall times
_.‘j ....... I cannot say _.at some time
n....‘.Tj.,..-I cannot see L‘“"’"‘ At the same time
ez 1 hope you will | ﬁ‘.‘..’.’?i:..far some timo
not e from time to
"'\‘_ 1 may not be i N t::” Hne
_Z\__J shall not br o~ S0me time 2g0
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Exercise 155
Read, copy, and transcribe

L T A_J_n,.cr > = >\c. /:\...,..1..‘.
(1\'—3“\’% 1' \‘YLH"&
.20 ‘ZP NN N,
= An. tr/ﬁ NS ,.n_l
nPhhg,j‘h—}k\#)\"/-—_ /\g

——,1 z'{.
) IS WP x?‘ '/L\LS l\_.,.
s on L A [ = L7
Jo 2 TN TN M e TN

O Sem ) L

Write in shorthand

melmmm«wﬁuwu
l-hnnduﬁdmdm!wmnbdmwbnyomhn



Browp ever-since-the day you left. Indeed, you-were-not gone
en hour when 1-had to-send for-the physician, I-do-not-know

! camse of-my iliness; I-canpot-say that I-wm-
aware Mhlch-i!-mny—h due. I-know of nmhln.
to-which-it-can-bo traced.  At-] allevents, it-has-beon
severe, sod, for-some-time, my recovery was considerod hopo-
fess. Of-course, I.am-not yet out-of-the wood, and-J-must-pnt
boast, but I-think T.am fairly on-the road to enmplatnm
You-will-be-sorry to-learn that [-am-not yet strong enough to-
jeave my room, | but-you-must-not suppose that I-am in danger.
Itrust I-shalf-be-ablo-to-make an effort to visit you some-tine
during-the coming month. Ai-| any-rate, I hoping s0. I
must leave off for-the-present, but will write VEIy-500n.

Very-truly-yours,
Twosmas Maxin. (264 words)

Exercise 157
Read, copy, and transcribe
i', t\__lbl, /\\) .
“\\&‘___”M ATV P A
2. A S, et N = S
b~ o 3 3 “"‘"’““"\0"\




perioliically and deliver important speeches on-such
questions as party-government, party-organization, the
relative strength of-the several parliamentary- | parties,
etc. The rivalry between-the political-parties serves
to-maintain & high standard of excellence among-them
all.

Our Professor-of-Commerce is giving a garden-party
in-a~ | month's-time, and several well-knon
are expected to be-present. | There-will-be Professor-
Morgan, our Professor-of-Chemistry, Professor-
“ackson, our Professor-of-Music, a fareous Chancery- |
judge, Colonel-Jackson and Colonel-Anflerson, pro-
minent members of-the Conservative-party, and Major-
Jomes, the prospective candidate of-the Liberal-party.

(142)




Exercise 186

. ‘The Bank-of-England was founded in 1694, and
it-is-the most-important national-bank in-the-workd.
It issues bank-bills, drawn on itself | for any amount
between £10 and £1,000, and its directors fix-the
“bank-rate.” To encourage persons of limited mmeans
tn-save, UMre-are savings-banks and | penny-banks.
Bankruptcy disqualifes-the bankrupt from membership
of a Town-Coyncil, Sanitary-Authority, Education-
Authority, or vestry. These disqualifications may conso
if-the bankrupt can prove that-his baakrupicy | was
due to misfortune,

The embankment knows as-the Thamgs-Embank-
ment is, next 10-some sea-embankments, the finest
in-the-worid. I should like to-call-attention-to-the- |
fact that special-atiention must now be given by book-
keepers to-the-system which enables-the merchant 0
ascertaic whether, say, the - silk-department, the
shipping-department, or-the | forcign-department of-his
business is making a profit or a loss. A larpe-number
of éxcellent positions in-the electrical-department, the
paving-department, or-the cleansing-department of- |
our corporations are open to-those-who-have a good
knowledge of book-keeping. My-attention-has-been~
called to a youth who-gave’special-atiention to book~
keeping when | at-school, and who-is-now reaping the
reward of-his zeal. Advertiscments appear regularly
in-the “Accountant's-Journal,” the “Journal-of-
Commerce,” and other weckly-journals for persons
qualified | to act as book-keepers. {245)

Exercise 187

e o b R p e o

AN sk A
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Exercise 193

S U Wi S L,L;tfmg

(Nt 2R A
- It /’

CX e LD Y Y >N

INES ANG ~olen LL\\,:__,_;_::

. 106
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Exercise 195
N/ v{ T b, Z o \’I’,/ :
C-\...
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Exercise 197
- TS
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Exercise 199

DN R AT \—,f o
Wc,\ (om0 :)-'_
"\t!w""’}-:h“”"“"\n "‘"5"/

AN L NN ;, LAY
Ii\. \i"‘"’ /-r“' -\‘tx —et L‘-L

-1
&(;J aﬁgﬁ\..ﬂ m‘_a\l I\Ey \1n
Esercise 200

—k lr e e . 2end
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Exercise 202
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Exercise 211

- L tt, ':_:E’\.a. ermes oram e areense
T.Bof s )_k

J\ »«.—3\53&.\1,. sq \/

= 41

116



Exercise 212
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Exercise 213
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Exercise 214
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Exercise 216

- Compatible, compatibility, incompatibility.

Pity, pmable pitiless, pitilessly, piteous, piteously.

Petrify, petrified, action.

Putrefy, putrefied, putrefaction.

Patron, patrous, patroness, fatronage.

Passion, passionate, imypassioned.

. Patient, patience, patiently, impatience, impatient,
impatiently.

Poor, peorness, poorer, pocrest,

. Pure, purer, pul;gst, ptfr‘i)toy. purify, purification,

impure.
I0. Purpose,  purposed,  purposeful,  purposes,

Sl

10 0o

PUrposing
11. Perhaps.
12. Propose, proposed, proposition, proposal, proposer.
13. Prepare, prepared, preparation, preparatory,

1" I-s » Y‘
'+ Pwper pwpety improper, improper}

16, , impropriety.
17, Appropmte, appropriated, appropriation, appro-

pristor,
18. Protect, prohacled, protection, protectionist,
protector, protective.
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Exarcios 218

1. Opulh.whd.opnw operation, operative,
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Excreise 220

1. Abundant, abundance, abundanily, supcrabund-
ance,

2. Abandon, abandoned, abandoner, abandonment,

3. Tuition, tutor, tutorial, tuteiage.

4. Temporal, temporary, temporarily, ternporize.

5. Temper, terapecats, , ternperance.

6. Anegdu. attended, attentive, attentively,
aftention.

7. Continve, continued, continuant, continvation,
continuance.

8. Continent, coutinental.

9. Travel, travelled, travelling, traveller.
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10, Trivial, triviafity.

11. Tterate, iteration, reiteration, reiterated, reiterating.

12. Debt, debtor, indebted, indeStedness.

13. Doubt, doubted, doubter, doubtiul, doubtfulness.

14. Audit, auditor, audited, auditorium.

15. Edit, edited, editor, editorial, editorship.

16. Detriment, detrimental.

17, Determine, determined, determinatior,  inde-
lerminate.

18. Differ, differed, differentiak: differentiate, indifferent.

19. Defer, deferred, defetring, deference, deferential,

0. Adverse, adversity, adversely.

Exercise 221
- H_( — \3__;, ‘31\“}&;’3'}% ?/\

A ,\La*"_.,\m,/ﬁ \.x‘
g \f’\‘/' V2 rNL ‘1{0\%“'
N e N b s




v e
P T OV
LT U2 L g
ho e

——
& ’"‘J\/‘/L S,

\f_r—i - . 'l\ ‘~-'f ",_Q..-p R

O T




6. Act, actual, actuaily, active, actively, actuate, actor.
7 Cause, caused, cansation, caisality.
8. Access, accession, accessible, accessibility, inac-
cessible,
9. Excise, excised, excisable,
i0. Exercise, axercised, exerciser, exercising,
11. Cultivate, cultivated, culnvation, cultivator.
12. Column, columnar,
13. Culminate, culminated, crimination.,
14, Calumny, calumniate, calurmniation, calumniator.
§5. Create, created, creation, creator, creative,
' creature.
16. Carry, carried, carriage.
17. Cr;dfyence.ued!n ial, credible, credibility, credulous,
credutity,
18. Credit, credited, creditor, discredit,
19. Accord, accorded, accordance, accordingly.
20. Guide, guider, guidance, guiding, guided.

Exercise 223
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Exercise 224

1. Good, goodness, goodly.
2. Guard, guarded, guarding, guardian, guardianship.
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Exercise 158
Write in shorthand
Dear Mr. Scolt,

Since [ wroto-you last Lhavo-heard thst-you-were injured
slightly in a railwny sccident. Is-this true? L-trust-not. 1f-it-is,
you-| are-pot likely to be improved by-my-letter. If-it-is-not
you-will pardon my mentioning the report. In-any-case, you-
might send me word, and-if-] you-can spare-the time, perhaps
you-wil coma over on-Monday, Ifvou-cannot amange this,
please inform me from-time-to-time how you-are getting on
mho now business, to-which-it-appears you-are devoting

If-it-be ar succeasful as inclined-to-think
you-will-bs very fortunate, lnd-lﬁt- boaot quite so profitable
a3 you hoped, it-~will stil! have an interasting experiment.

Atall-ovonts, it-was well worth & trial. At-thesame-tims, you-|

should-not work too hard. If-you do you-musi-not-be

to-find your health giving way. I-bave-ho-donbt ofthe uttimate

succets  of-your patent, § and-if-it-were-necessary, I could

lm to iavest a amount in-the business. J-
cranot-do anything in-tbo-tagter of-the shares you spoke about.
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antil | Fhave-seen-you again, Jcannot-sce that-there-is any
hurry about-the sffair. 1f-it-does happen that-the shares ars all
taken-up before I-make | application I-shallnot mind very-
much, l-am-trusting, however, that.you-will-be-able-to pay me
& visit on-Monday and expizic matters. I-have sizying with }
mo an ofd friend who-has-been out 10 South-America for three-
years or. business matters, and-{-am-sure you-will-be delighted
with-bis conversations on-the | custorns and manners of-the
natives,
Yours-truly,
THOMAS Maxin, {310 words)

ADVANCED PHRASEOGRAPHY: SECTION 4

(Doubling Principle)
v N BOVE their v—%" 1 knaw there wilt
: be
—over their (or w
e there) w7} ¥ ses there s
e, before there 4. 7 ....1think there will
. VAN be
e, DefOre there is . I'wish there ware

._'\ ° from their \i _if there

_.m\ ..has to be there _ \‘ if there is
\has beenthere | _\_ .. _if thersistobe

~howcantherebe | ... \ f it bo there
-7} .lamsurethereis | === ...in their case

NG . Ibeleve there | ~77-.in their opini?;:
will be £ in their state- *

_'_“\ I have bean thepe |« it which there is

2’ Tknow there ie | “‘3;‘“8‘

Vo

e oo . 1 KBROWP there is wm their
oot way
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.. < . more than their | . —__some other
.._\_._lpendmg their &7 L. 50me other way

dﬁ:m e=e_sOme other
enn. .. 802N be there respects
R
(‘/ ...... \_then there are T _or soms other
e .‘..._Lhzﬂ;h:ve been | .>=..in other words
e’
e in order
......... —though thereis | L st
_\,...,.upon their e : ord; o
.......... .. we have thelr eI OF )
~ wo have been TN my dear sir

g aninins st g

“Ne \ T - A
o~ .
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Exerrise 160
Write in shorthand

T-know-there-hat-been a great-deal said, as-well-ss wiiiten,
sbout-tbe interest attaching to-the study of phrase and-fable,
but J-know-there-has-not-] been sufficlent said, in-view of-the
importance of-the-matter, and-I-know-there-wijii-be & greas-
deal-more both said and written beforo-the is exhausted. |

be, and-the-resnits | made known in-the very shortest tims pos-
sible, This-is a great convenience to-most of-ua, as-we-have-not-
time to dovote to-rescarch lo-thesosubjects. (149 wonds)

Exercise 161
Read, copy, and transcribe
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Exercise 162

Write in shorthand
i-think-there-is room, indeed, I-am-sure-there-is room for-

something-more I-have-memtioned before it-cane
wwpuﬂnhltﬁdoiﬁ. ‘Thero-are-some-poople,

me-means of-bringing
llmdylpubhsbedon-thﬁ-cubjact. (94 words)

Exercise 163
Read, copy, and transcribe

t‘/lsl.“ﬁ\/" -}
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Exercise 164
Write in shorthand

Ikonow-there-is & vaniety of opinion, however, on almost all-
questions, and-if-there-be any of-my-readers who doubt-the
benefit to bo desived from such | & study as E-have refesred to,
and-if-they sssert that, ia-their-opinica, it-would-be & waste of-
time as-well-as money to-procure such booh.ll-uk—th«n.
l‘or-thelr-oﬂmuktud-l‘m-tht of-other-people in-their-position,
who-may Jock st-the matter from-their own view, to-weigh-the
followings | points as carefully and ss-soon-as-they can. How
mhwmmmm““md-ﬂw.““w‘d

* otiz., and-though-their mesning, from-their positic 1 |
in-thoseatence, may-be protty clear, should-wo-not-have soms
thmﬁqmmmmtmm
tion? Have-we-not all accasionally read some | phrase, or heard
soms allinion which-we-did-vot-understand, and-bave-we-not
sometimes lost the besuty of & passage through sur want of
knowledge? I-think-there-will- | be few who-will dissont from
this. (187 wonrds)
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ADVANCED PHRASEOGRAPHY: SECTION 3
(Omirsions: Consonants and Syliables)

A I have (received
% in other (espects
TS in (eply

-\g . we have (r)eceived
77 almos(t) certain
J\__ jus(®) been
4% . jus(t) received

" . las(t) week
7 ‘_\3.. las(t) month
. mos(t) probably

i mus(t) be
s, DEX(L) week
')—\ there mus(t) be
g You mus(t) be
S Taa YOU mus(t) not be
oy " plased
T in(fact

.>77.... in (point of fact
L\‘ telegra(ph) office
. worfth) while

%~ in the (m)anner
]

——

— and in like
{m)annecs

~~¥~x.- and in the same
(m)a.n.ner

*v.r and in the same

(m)anner
Lﬁlt?:l!(m)l;ﬂ
et BEX(t mom)th
% _ this {mon)th
as far as posa(ible)
_...\i?.‘lsmnc:bn
e uﬁ'z?o-ﬁm

|
jumm
A betwee(n) them
.;ed... foundatio(n) stone
L a(n)e another

o towards o{n)e
another

"}Vkmdustnal Dife
> 1 (hjope
1 (h)ope you are
24 satiiged
... and the (con)trary
... CANNOL be (con)-

sidersd
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for (con)sideration

_I_E;‘_ fully (con)sidered

e further {con)-
sidered

Ao further (con)-
sideration
s, have(con)luded*

e im (con)clusion

2. into {(con)ksideration

213

4772, satisfactory (con)-
clusion
/... shall be (con)-
sidered
shall be (taken
into con)sidera-
tion
ren SHOUNd be {con)-
A‘\\ SE

A some (con)siderd.

tion

.. take (or taken)
by it is (con)sidered (into con)sider-
ation
L_\\‘ it may be (con)- % that {con)clusion
sidered . % tisfactor}r
(.,..‘.'..J m‘:ﬁ n(oou)s:dera R m&n}cluﬁon
/—\ mus(t) be (con)- i | wec}::lv;(wn)-
sidered \ were (con)sidered
472 necessary (con)-
clusion 4. which will be
....... necessary {con)- (con)sidersd
sequence F2 . which will be
,\ ..... ought to be (con)- (taken into
sidered cop)sideration
Exercise 165

Read, copy, and transeribe
N— m.«x L-f \ 1 ok kv_-bh.w

i,_L:.

J— Lﬁ &qwff




Exexrcise 166

Write tn shorthand

Deax Mr. Brown,
Thave-recaived your communication of-the IZth-inst., and-
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Exercise 167
Read, copy, and transcribe

(‘]P‘ \’, A w/-\hr\d‘) C:r )./].l.i

j,m.ﬂ,t\r/ q_./ltx. ey y L o iq
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Exercise 168

Write in shorthand

My-dear-Sir,

I-hope-you-will-think-it worth-white to-conliﬁr, as far-ay
possible, the alteration of-the date of-the laying of-the founda-
tion-stone, and- | l-am-sure &' ittle-considaration will laad you
to a decision that will materislly sahance the chances of 8 success-
ful gathering. Is-it worth-while ignormg-the wishes of | & smalt

ybut influential section of-your supporters in-this-noanaer when
1 shight alteration would-be of advantage? In-other-respects
l-think no-fankt can-be-found with- | the arrangements.

Very sincerely yours, {95 words)

Exercise 169

Write in shorrhand

Dear-5irs,

Wao-have-received  your-letter of-the 9th-inst., respecting
consignments, and your-requests abzll-be-considered in-the-
ame-mENDer-2s  youl previoul  communicationt  on-such-
matters. | Our Mr. Burton is sway at-present in-the-north of-
Scotland. We-expect him back tomorrow, however, when-the
whole-question  shall-be-taken-into-consideration, and an |
vitly-reply forwarded to-you. Doubtless a satisfectory-con-
clusion can-be arrived a1 which-will-be-considcred agresable to
all concerned.

Y ours-truly, {33 words)

Exercise 170

Write in shorthand

In concludmg my repori, I-wonld pomi-out ibat-there-are
many-circumstances which-will-be-teken-into-considerstion on a
future occasion, but of-which it-is.considersd unwise | to-apeak
noW. One necossary-conclusion, Bowever, is-that only in-ihe-
manoer I-have indicated is-it possible to arrive st anything like a
tmnﬂimauol‘&o—mottvu} of-these raen towards-oue-anot
snd miudnimauy of-the lotters whiehpmm
them. The incideat at-the felograpb-office is-the-mon-ia-
PoTtaat. ay words)
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ADVANCED PHRASEOGRAPHY: SECTION 6
(Omissions: Logograms)

L _as (a) rule v O (the) (cORMrary
Y . atfa)loss 77 on(the) ofn)e hand

~mAgim@ fewdays | A on (the) subject
=} in (a) great (mjeasure) f i (the) circur-
.. in such (a) stances
) (m)anoer as T what is (the)
...... » for (a) moment matter
~>ep... 10 (a) great extent {4 T<TTas (a) matter (of)
S about (the) matter COUrse
7. all over (the) world |~ 88 (3‘3;”‘““ (oD
.. all (the) circum- :
stances I:Mxml‘:: (o)
_l‘.‘,l.... at (the) present day | «a in (gon)sequence
~h - at (the) present ;.o\‘ (of)
: timo .. i (Despect of
Y. by {the) way g
"‘h‘,-\ for (the) first time | ~on (the) part (of)
A1 wilt ()con)sider {c out (of) place
{the) matter 2,3 short s (of)
=21 in (tho) first %\ e
instance Lj do you mean {to)
.. in (the) first p(Dace © sy
SPSein(the) secfond) | - NA. expect (o) receive’
place “\‘Q.;' face (to) face
ko i1 (the) thiird) place
" ‘} in (tlhe) la.s(t) P‘m .m-_. fﬂ)m ﬁrﬂ (tO) hst
>4 in (the) nex(f) phace | s having(regard (to)
=] 0t (the) matter e, in (D)ef{eren)oe (10)
X .. hotwithstandin ....T\r_.., in (r)ef(eren)ce (to)
(the) (f)act g which
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L. in(relation (to)
5. in (eply (t0)
A\ in (r)espect (to)
..L,‘._..\.,. it sppears (to) me
I N to
Nt gppcans (o)
dum. it seems (to) mo
A ought (to) have
been

&2 ought (to) have
known
.2.:3.;. regret (to) say

ADVANCED PHRASEOGRAFPHY

215
./_];. regret (to) state

N, Wilth) (Del(eren)cs
(to)

/»a.. wi(th) (r)ef(eren)ce
(ta) which

... wilth) {t)cgard (to)

vt wiEth) {r)clation
to)
. wilth) (Fespect (to)

Exercise 171
Read, copy, and transcribe
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Exercise 172

Wrire in shorthand

In-consequence-of the short-space-of-time st ourown dis-
pomd, and-baving-regard-to ali-the-circumstasces under-which-
the order was-given, we-are at-a-Joss | to understand-tbe reasos
farthe deicy inbe delivery of-the-machine which ought-to-
have-been here & woek ago. We-shall-expect-to-recelve it in-a- |
few-days witbout fail We-are face-to-face with s difficulty
which-appears-to-have-been in-s-great-messure and to-g-great-
extent brought about by-those | who ought-to-have-known
batter, and-weshall-be-glad if-you-will Jook into-the-matter
for-us, potwithstanding-the-fact thai-you-are so busy yoursell,
The | cocloscd-statement gives you our position io-refatence-toe

fMeulty, and-weshall-be-glad-to-have your expression-of-
ppinion en-the-matter at an early date, (149 words)

Exercise 173
Read, copy, and iranscrite
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Excrcise 174
Wrire in shorthand

Dear-Sirs,

In-teply-to-yours of-the 1ith-inst, wo-regrei-io-slate that
onder-the-circumstances .wecannot-accepi-the mers apology
en-the-part-of your-client. | This conduct of-yotw-climt has-
been & source of armoyance for a congiderzble time, and-in-
wite-of our requests that-such conduct should ceass, and not-
withstanding-tho-fact | tbat  legal proceedings have-been
reatencd, the statements of-which-we complain have cantinved.
Froorfirst-to-last wo-havo-been face-to-face with inconvenience

uenos-of your | client's attitude. Undethe-citcums
stences, and having-regurd-o what-has happensd an apaiogy it
out of the question. On-tbe-contrary, we-ghall-be compelied
to-seck redress in- | the law-counts in-respect-of your-client's
statemamts, and shall instruct our solicitors to-tmke =action
forthwith, unless your-client is prepared to pay-the amount of
damages claimed. |
Yours-truly, {152 words)
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Exércise 175
Write in shorthand

The lecturer said: It-appears-to-me that at-the-present-time
meny of-the changes taking-place sil-overthe-worid are-the
outcomé of Inviolable laws working for- | the-progress of-
mankind. Asa-rule, man is apt 1o owrlook-ﬂ\g silent working
of-the laws oi-the universo in-reference-to-which he-appears,
as-a-matter- | of-fact, verylittle concerned, or his interest lasts
but for-a-moment when gome striking incident compels his
attention. Generally speaking, bo takes things as-s-mstter-of=
course, | and, as & necessary-consequence-of this attitude, at-
the-present-day the beaotics of nature are a closed-book to a
vast majority of-the iphabitants of-the globe, |

I-will-consider-tho-matier and deal-with-the subject as briefly
as-postibie. In-the-Grst-place, it-seems-to-me that in-relation-
to-the authorship there-is- | oo-ground for suppding it to be
doubtful. In-tho-second-place, the statements in-the book are
supported by contemporery accounts. In-the-third-place, sll-
the other knawn [ works of-the suthor ars of unimpeachable
accucacy. Therelore, from-firsi-to-tast, I-think-the criticisms are
entirely out-of-place, and-f-capnot-understand what-is-the-
matter | with-the reviewer that-he-should make such a violent
atiack, on-the-one-hand, upon-the probity of-our author, and-
on-the-other, upon-the accuracy of-his | statements.

(241 words)

Exercise 176
Read, copy, and transcribe

N N Ty
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Fxexcise 177

Write in shorthand
For<he-first-time in-tho history of-the company, said-the
speaker, we-have to-report an advorse balagce, In-the-first-
m“hﬂﬂlmsmlﬂmwmb. but-you-

last-place, our annual furnover bas-nu’ been up to expecintions,
thou;h.lby—thomy it slightly excecds-the Sgures of-last-year.
You-will-be-glad-to-hear that our new menager has introduced
several excellent reforms which-will bear fruit | in-the-near-

future.
It-would-be out-of-piace for-me in-the Mn

at-my disposal to-try w fully imo-tho lho-

socounts. Moreover, wo-expect-in-

further report from-the suditors. mea-un
-affairs,

e:mk:hnn,wl
think-it to-hman
lnvestigation, and-the anditors have-been asked to-give & frank
xpression-o| fn-referenco-to-the affairs of- | the Come
pany., The 1s & difficult one. On-the-oni:hind weare-
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ADVANCED PHRASEOGRAPHY: SECTION 7
(Omissions Logograms)

—mor>..again (and) again

el - Goclper) and)

72\ hlghfer;‘;l(-and) higher
( Y Mower (and) lower
h -rQ fast{er) (and) faster
/‘” less (and) less
~. more¢ {and} more
-.,, Mr. (and) Mrs.
L_A_.—\] near{er) (and)
nearer
.. %€ nor(th){and) south

k" east and west

\GL over (and) over

K\) over (and) above
‘\) .. here (and) there
Mg e quifcker) {and)
quicker
... rates (and) taxes
. time (and) space
2% ways (and) means
F . sido (by) sids
.. bear (in) mind
rne (in} mind

.............. a]l parts (of the)
world

fact (of the) matter

i facts (of the) case

213
Mfor (the) purpose (of)
- B4 history (of the)
world
] ..out (of the)
+S¢  question
\'—(f.o peculiar circum-
stances (of thc)
ey

..... more {or) jess
/‘ one {(or) two
‘m.right (o® wrong
g0 SIX OF Seven

... sooner (or) later
LY thres or four

. \ two (or) three

\’\., up (to the) present

\tjﬂup (to the) present
time

... in accordance
{with)
7 in accordance
{with) the

o 7 in accordance

{with) the matter
. in connection
(with)
o in connection
{with) the
> in connection
{with) their
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Exerclee 178
Read, copy, and transcribe
‘L:' "v > -
——vad ne e e PRI S - ). EI, Caw ”"F(““.\f‘“"“ P
kﬂ_ N :

Exercise 179
Write in shorthand

Ships of immense proportions are nowadays found io-all-
dits-of thoworld, and docks have-to-bo-made deeper-and-
deepor in-order40 accommodsate the huge vessels which- | are
constructed to-carry more-and-more and tD-travel faster-and-
laster as timo advances. Distance between-us and-fgreign party
is becoming less-and-less, and porth-and- | south, and east-and-
west ate being brought nearer-spd-nearer, so-that-the desiro
long-since expressad has almost-becn sccomplished, and-time-
ind-space have-been practically annihilated | by-the progress
of sciense and-the ingenuity of-man, {100 words)
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weies 180
Write in shorthand
(e procedary

Purther,
you-panet endenvour 10 secure Mr.-and-Mrs. n-ilnua:
as their ovidenco b abeolutely-nocessary. The fact-of-the-

lons viodictive spirit, which, in-our-opinioa, prefus
dicial to-the success of-your clalm. {113 words}
Exercise 181
Read, copy, and transcribe

S| e~= « \,‘/’\{.‘__({;

et WK 4 e PP

“ s, l:\1/1}./"’“%_' e L

y > Dl
J_j>{~_cl~./ oy 15

.
ISR YL

. oy R, \"‘l 3 \ N ‘\___ TN }...‘xl
N, < * N

) }&\_1”\:1‘4 a2
‘:__‘L ” L//’l/"" ( N — R
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Exerclse 182
Write in shorthand

Over-and-overagain of-the mates-and.
taxes in-connection-with our concern, and sooner-or-later we-
mmmuuw
for-beir reduction. wery
heavily in-this-respect, joiging trom<he
outlook our resources Witl-be- | more-aad-
mote future, to obtain.
the reliof we-think-we-are entitied to, during-
m&- or-seven yesrs ouicrics ageinst the

ofthese Jocal levies,
their collection many that-the facts-of-tho-case |

has aiways-been a sore point with peopls of-every- | climes and
patlon, and-whother right-or-wrong, It-is & fact that & great-
many have suffered imprisonmeat ratherthan pay what they-
bave deemed vnjust impositions. {178 words)

Exercise 183
Read, copy, and transcribe

e T, L o e
Sl S e T N

(N AN L T2 NAN e

' l%“"\q’\ o TN, oYl

N AL T S VI, N
- I \g/'_") i

\ei P..__n‘ < - \-1\15“'\5. I’ [Q'/ .

R \§f_1 (el H- \‘VO ,.4(' ) ;

e

TNy 2 T, RN KA
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2

Summary

. Abbreviations are utilized in advanced phraseo-
, a3 follows-—

{a) The small circle for as, is, us.

(») The large circle initially for as we, as and w, as
and ¢; medially for is and s, his and s, 5 and
s; finally for 5 and /as, s and is.

() The luop st for first, the loop nst for next.

{d) Therand !/ hooks for a few miscellaneous words.

{e} The n hook for than, been, on, and own.

/) The for v hook for have, of, after, even, and in
a few common phrases.

) The circle # and sfum hook for association.

(%) The halving principle for it, 10, not, would, word,
and in a few commen phrases,

({) The doubling principle irr there, their, other.
dear,

. The following may be omitted —

{a) Consonants not essential to phraseograms.
{L) The syllable con-, and a few other common
sytlables.

{c) Any logogram or logograms providing the
phraseogram is legibie.



CHAPTER XXXV
INTERSECTIONS

The LUse of Intersoctions, 214. The method of intes-
secting, or writing one stroke through another, is
utilized for the brief, distinctive, and rapid indication
ofoﬂimnltltles,ofpusomormuomofvmom
kinds, and of frequently -occumng colloguial phrases,
etc. Where intersection is impracticable, the method

ﬁ writing ons stroke in close proximity to another is

ndoptod instead; thus, S political party, ?I party

question, (—\ Labour Party, s Party Bill. When the
word to be indicated by an alphabetic stroke is to be

read first, the stroke is struck first, and the rest of the

outline is cut through, or written in close proximity to

it. The examples which follow illustrate the manner in

which similar phrases may be dealt with.

P is employed to represent party, as in

\/&\ birthday party \(X parliamestary

party

wf children’s party e\ party government
....... <. garden party ~Ngn political party

¥ is employed to represent professor, as in

“t“ “. Professor Jackson i} Professor of

N S  Chemisuy
> Professor Morgan | 5. . Professor of

., Professor Peaks | Sy~ Professorof Music
ol
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Ph to ¢ the followi

(aMinw e

2. bank bills — - City Bank

¢ Bank of England | o)X Mercantile Baok

. beak pass book | s Ponny Bank

—]... bank rate %3¢~ savings baok

(2) -bankment, as in

- Jug- %2 embankment | L~ Thames Embank-
meat

(c) bim, as in

st Finance Bill | i Educstion Bl

T is employed to represeat attemtion, 83 in

¥o...... best attention
carcful artention
AT early attention
Y

2vE— early atteation 10
the matter

D is employed to represeat
.,tLDmtof
ture
.C.+,ehcuialdopt
-4, engioeering dept.
AA” . foreign dept,

.%ﬂ. mym has
attention

b special attention

D your attention

department, as in

N Govamment

A3 uromn

CH is employed to represent Chancery, as in

_&Gmneeryappul
B Cpemyprocst

.__f/,.._ Chancery Judge
—>f... into Chancery




214

27

J is employed 1o represent Jowrnal, as in

_.._i * o Jourmal of

_I 5. Journal of
Bducation
W R Medical Journal

—f.. School Journal
..Lw... Textile Journal
gyt~ Weekly Journal

K is employed to represent the following—

@ Company, a8 in

7 County Council
() Capital, as in
5% authorized capital
—F1.__ capital chargo
==& capital
expenditure
(d) Captain, as in
st Captain Cook
%= captain in the
Amy

_=2/"_Gas Co., Ltd.
an Iron
Co., Lid,

_ AL Weaving Co,
AL Weaving

&= Parish Councll
A Party Councils
.. Privy Council
__Ef, Town Council
~iN... capital
i clpitalreceip:I
_é_._. tlnreupiln.l
captain of the ship
- el?‘::dtht
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Kr is empioyed $o représent the following—
(a) Colonsl, 83 in
<~ Colonel Anderson | 2, Colonel Jackson
(5) Corporation, as in
investment | .s7}.... Corporation of

corporation A Leeds
G is employed to represent government, as in
..__;._.____British Govern- | __ X/ .. povernment

ment official
e French Govern- | =8 p< municipal

ment government
F is employed to represent form, as in
SAl entryform | US form of Govern~
e ment
— foﬁm ow- YO\ form of the repor
2 formofagresment g medical form
5., formof bequest | .._0X.. necessary form
V is employed to represerit valuation, as in
.25 low valuation _kf;__. valuvation of tha

. site

301" valuetion of the f_____ sito valuation

property

TH is employed to represent the following—

(a) Awuthority, as in
et anthority of the
mana,
A authorigr“ of the

. lutho?‘:yw
LE_ toal authority

=X wilitary

authorities
et SAMitary authority

£ weknown
<z written authority
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(5) Month, as in
for a month

.

‘E; in a month's time

29

caonfoe., TIADY months ago
~ap. . sSome months ago

§ is employed to represent society, as in

. ). dramatic society

>} Hearts of Oak
Society
e medical society

.\)‘“L Socctty of
mpositors
... Society of
Musicians
A3 Temperance
Society

M is employed to represent the {ollowing—

) {g) Mark, as in

. j\ high-water mark

A~ low-water mark

-7, mark of respect
{5) Major, as in

T3 Major Anson

M Major General

Nis employed to represent
">y national affaic
_2X... nationa! bank
1+ national defence
4. national desire

-3}~ ... national disaster

.x7 " official mark

‘\;i_,~ private mark
.25 .. save the mark]

o tO mark time

A Major Jones
">, Sergeant Major

H

Jones
national, as in
.. national dividend
i, . Dational finance
............. national reserve

wA__ aational revenue

-2¥... mational society



2% INTERSECTIONS 214
Lis to repiesent the following——
(a) as in
Libersl Club liberal discount
_ZS... Liberal Party ﬁ ) liberal payment
X0, Liberal policy Koo~ liberal view
(b) limited, as in

Pears’ Limited
R {(down) is employed to

| N Lupin Limited
regmt arrange-d-ment 'n

colloguial phrases like the following—

—..botter
arrangement

_:?,...Iahallamngn

a—df YOU canl
sy arraoge

_..pfeaso make

arrangements
h.we will armange
the matter

R (up) is employed to represcnt the following—

(a) raflway, a3 in
2% Metropolitan Ry.
~Z5... railway company -
2%} raitway facilities
2%/ raitway officials

... railway rates
el TBilway ticket
_.’.E‘_ railway time tabl

(5) require, required, requirement, as in
requirements if be required

Sr (up) Is employed to represent conservative, &3 in

.. Conservative
Chob

a2, Conservative
Government

—o2%. Consarvative

..e?.‘i.q__m
policy




214 TERSICTIONS 1
Exercise 184
Read, copy, and transcribe
,_..ﬂ.kfs_,,%_:ﬁ_/ LN 8
N f"“-\ e V4 J_,,,"’”‘"\r-

ff‘w fﬁ!’zf *\_\_‘,_.%._11
’S._..M?..Q, Ao ;Y\/" L‘qmz

sy ?J: _(-._,o (s

....... Y sj"fn e SO SV S S
Sl R ')’\9‘-“/-1, ,f._..i‘:;l,_
1‘-’,/ ')'n-—- ; \/-,f et"—’,cu't
‘“’“-""\’JK T P, ’“‘1"?{:._

Exerciselss

Write in shorthand
Messrs. Barber-and-Co., tho New Carriage-Company, md-
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Exercise 186

Read, copy, and transcribe
§1 Yol e, L b TN

0. . l(s 'LH_DK,.»“M*” ‘*_?
C N e S b ( 7N e N
\v\"_\\ I S L@: DAY x’)
'L"\ ')\,J
TIPS - L‘H\ By Lt Ty .)*’,.

}f'f“*‘a N "‘/\ Y ’/_"—'- A Qr P N

AR NN Nt e, )
- "'!‘" - -\" \’/t i a .
’ ‘“ ? {’ N » e
'\'\ /oau K.-.{’\g.ud.‘f_,_‘*_,.

Ny Voape VLT LN 9' ‘“7*

S e e 0 t:'.;.
—419 _’_r‘n - (J,:_/t . \\J‘-—.\“ \.i...
NG X -
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Exerclse 187

W#rite in shorthand

We give & liberal-discount on all cashrorders. The committes
treated him in a libaral-manner and allowed him 4 mgst liberal-
paymant for-his services atthe Liberal- | Club.” On-the-

-the-ropresentative  we-are-bound-to-say  that-the
valustion-of-theits is & very unsatisfactory-one in-view of-the
yoasly-valuation which- | has-been made for-the Iast twelve years,

nationalsocicty i3 very-much interestad in national-

irs, and it-is desirous of sectming the strengthening of-our
-defence. | The other svening Masjor-Jones opened &

debate on capital-pumishment, and-after an interesting discussion
in-which Captain-Dizon, Colonel-Beach and Professor-Peake
took-part, we-rogret-to- | say that a majority voted for-its
rotention. (128 words)

Summary
An intersection is fonmed by allocating a definite
word or words to an alphabetic stroke when inter.
i or written in close proximity to, another
stroke, as follows—

P = party { 5 = form

Pr = professor = pafuation
bank TH = {autkoriry
B = {-bankment month
bill 5 = soclety
T = attention M — [mark
& = department major
= Chancery N = pational
} = journal L o { liberal
company limited.
K = councll Ruwowm= arrange-d-
capital ment
aplain railway
Ky =] cOlonel Rwpy = require-d
corporation requirement

G = povernment Stem = conservative



CHAPTER XXXVI
BUSINESS PHRASES
in Dusiness. 215. When the require-
ments of parti businesses have to be met, the
of and
apphuﬁonmdingtothe

may be
Ym_m
aenr

requn'ed. 'I‘hus,whiloinagmual
k.pinﬁumedmdmmthowordmy,

used to represen

office, and the word pump in
allocation of 1
and a further a
aet out in the fol

t the word

in an ee
an s office. This

special meenin) toannlphabeﬂcmoh
ﬁmﬁmdfb@ml&of
owing lists. The following are intended

to sugpest similar phrases to bo met with in various

branches of business.

GENERAL -BUSINESS

account sales
_Lr‘:_ additional cost

siapa

. declare a dividend
3-'\ - directors® report

%... .. discount for cash
-2 NG early convenisnce
—f enclose-d herewith
oy faithfully yours
AN five per cent
A\ five per cent per

'.X_{:/fromthchst

not to hand

qr\}mwto

Q’IW”
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Jam in receipt of
your esteemed
favour

| i int of
“’1 o v

.............. J am in receipt of
your letter
““1_ . am instructed
J am instructed
A .. 1o inform you
_‘,_.1 am instructed
to state
am ested to
inf?r?n“ you
.4 beg to acknow-
ledge receipt of
your favour
beg to acknow-
ledgereceipt of
your Jetter

gl
Dyt opie e

\—“(I beg to enclose
herewith

V Ihavetoacknow-
ledgereceipt of
your letter

\._'a I have to cail
attention

. 1 regard
........ X regret
..:L-‘JII reply to your
favour

235

v&ﬂm reply to your

avour

" invoice
referring to our
" Jetter
referring to your
= favour
refecring to your
T letter
et TefeTTIDG tO FOUTS
wne ... xOgiStered letter
respectfully
AR
b under bill of sale
ety WO beg to quote
we respectfully
- est

req
your esteemed
oy favour

...your favour

DAL T ool
| . 2T....yours sincarely
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Exercise 188
Write in Shorthand
Dear-Sir,
in-rep'y-10-your-favour of-the 16th-inst., we-regret that-we-
cannot undertake-the responsibility of adopting your suggems-
tiony with-regard-to-the maghine. We-are | willing to-axacute
the repairs §o-the best-of-our-sbility, and-on-the lowest-terms
possible, but as we stated in-our last-lefter, the methods you-
propose would- | bo sttended with great risk to-the risder.
li-you decide to-leave-the-mattor to~us you-might inform-us
by-return-of-post, and-we-will put-the | work in-band xt-ouce,
so-as-to-be-able-to  dispatch-the machine by-goods-train on-
Saturday. Weo-need hardly-say thai-we payghe best-price for |
sll-the-materials wo uso, and-we gusrantes them to be of-the
best-quality obtainable. Referring-to-your-letter of-the th-inst.,
we-have-done our best 1o § induce-the carriers to-quote special-
rates for-the-goods consigned to-you, but-they decline to-make
any reduction on-the ordinary-ratea uniess-the traffic is consider-
ibly increased. § With-referente-to-our ststement-of-account
for last guarter, we-beg-to-call-stteption to-the facr that-the
balance due has.uot-vet-been received, snd- | we-will-thank-
you for a chequz or a postal-order for-the-amount at-your-
oarliest-convenience. We-shall-give early-consideration to-yowr
inquiries Tor-the special randem, and-will- | forward-the specifi-
cation desired as-soon-a23-convenient.
Yours-fuithfully, (250 words)

Exercise 189
Write in shorthand

Dear-Sir,
l-am-in-receipt-of-your-leties of-the '24th, and I-rogrel-to-
stato that I-am-unable-to give-you-the information you-roguire,
[~ { can-assure-you I should-be-pleased to-do-so  if-it-were-
possidle. J-sam-surprised to-bear from-you that-the funds of-
your-society are in-such { a bad-way. I-regard-the objects of
y &s most praiseworthy, and [-cannot-understand how
it-is that public aupport should-be withhald, T-ancloso-cheque
for | ten-pounds as s subscription, and shall-be-glad to-give-the
ssme-amount next year, beme-much-obliged-to-you for-the

copy of-the report.
Yours-faithfully, | {120 words)
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Exerciee 190
Wrire in shorthamnd

Deur-Sir,
I-brought your-lette before-the Board-of-Directos at-their-
mzeting yesterday, but afler some discuszion they-wete-obliged
{0 postpone furiher-consideratiop of-the-matter until | the oaxt

would-
’youwﬂdkindlyut—foﬂhm | proposals more fully than
dope in-your-lottear. The first-cost of-tho-material is very-low,
but-ihe qoestion of-the sdditonul-cost of-preparing it for-sale, |
wd-the additional-expense which-will-probably be incurred
in advertising it is sure 10 bo takep-imo-consideration by-the
Directors, and-if' thoy-had your edtimate of whai- | the tot
expenditure is likely to smount to, it-would-no-doubt belp them
ip coming to a decision. IFyou-will make-an-appointment
for-some day next-week § I-shall-bo-glad to see-you, and it-is-
just-possible that I-may-be-able-to give-you some furiher-
particulars, Meanwhile, I-have-the-plessars to enclose | copy
of-tiw-Directors’-Bepont published lest-month.
Yours-faithfully, (190 words)

Exercise 191

Write in shorthand

Dear-Sirs,

1o=tepiy-10-your-jetier of-yosteyday, we-bog-to-state that-the
bill-ol-jadiag and-the bill-of-exchange were forwarded to-you
by-first-post | on  Tuesday-morning last, in registered-jotter,

sddreised as-usuad, and-wo-sre-surprised thal-they-bave-not
Wachod you. Wo-will muke inquiries bere, and-in-tbe-moantime,
if- | you-rective-ths lettet kindly inform-us by wite at-oncs,
Referring-to-oar-jette ol'-the Inh uiL, and your-reply to-same,
wo-have writtei-the  works | pressing-themn  to-piys  carly-
itiention-{o-the-matter and (0-make-the pocousary-arrangosents
for forwamrding-the goods to-the flniaher as-soou-as-resdy.
We-have-insirucsod th-!htur towgive-the-matariat the best-
Qnish, We-have-also
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-‘H\é’tme:mnmm ... First Lord
__¥ at the first roading £ the
iy attlwmd R reedom

o freedom of trade
M at the third e~
i 4==2%.. Home Rule Party
....?.... British Consti-
tution 0. hon, u;i:leamod
:_:\;. Cabinet meeting wni?.... hon. gentleman
J_. Chatrman of hon. member
i Committee =\ mom
~r— @m"fﬂ” hon. member for
Preston
-—d¢ Colonial 2. Houso of Com-
preforence mons
mwa e Houso of Lords
—aS... Conservative _ 8 Houses of
Party Puarliament
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oG Imperial
Parliament
i ... in committeo of

supp'l‘{
1. in the House of
\—'}w Commons
:'"S,r.. in the House of
Lords
.. Labour Party
). Leader of the

House
.,dko Leader of the
Opposition
..,{“q.\._., Leader of the
Party
5. Liberal Party
.52 Liberal Unionist

... Liberal Unionist

Party
ment Board
sl Lord of the

../...,!,_ Lord of the
Treasury
&vc member of

Parliament
T my hon. and

t friend
2223 my hon, friend
222 National Insar-

_2‘.5‘...‘_ a_neeAnt "‘of
.. naval estimates

POLITECAL PHRASES

NT.... Parliamen

3] party loaders
-~ Plenipotentiary
.....,}... Postmaster-

N2 Prime Minister
s _President of the
Board of Agri-
culture
President of the
Board of Trade
NCEN President of the
Local Govern-
ment Board

,%_ proportional

... THIOPBYCTS
23 _ right honourable

..., right hon. gentle-
man

... Secretary of State

1., Secretary of Stats
for the Colonies

.=t} Secretary of State
for tho Home

Sevc-atwf of Stato
ar
.—V.KSemryor for War

>t United Kingdosn
w2 . United States
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Exercise 192

Write in shorthand

The right-hon.-gentieman, the member-for-Preston. speaking
in-the-House-of-Commons, on Tuesday-evening, on-the-pro-
posal to increase-the numerical strength of-the Army-ang
Navy, } referred to-the extraordinary growth of-the British-
Empire during-the-last fifty years. He asserted wilth-much
vigour that [freedom-of-trade, freedom-of-the-people, mrnd
freedom-of- | the-Press, were-the rule in everv-part of-Hn-
Majesty’s domunlons, and he deciured thaggevery free-trader was
bound to-give-the measure his support. His Majesty’s-Govern-
ment | had given most careful-corsideration to-this-matter, and
Migisters in both Houses-ol-Parliament were guite unanimous
in-the comviction that-such a measure was-necessary {or-lhe
safe-guarding | of-the vast interests committed to-their care
His right-honourable-friend, the Secrctary-for-War, had shown
exactly how-the proposed increase would-be distributed, and-the
Chancellor-of- | the-Excheguoer, the First-Lord-of-the-Treasury,
and-the First-Lord-of-the-Admirally had rach advanced weighty
reasons for-the adaption of-the-proposal. lt-was.not 2 | party-
question, and he trusted thai-ihe right-honourable-genticman,
the [eader-oi-the-Opposttion, would-pot allemp  to-make
paniy-capitat out-of-il. It-was true, as-the | President-of-the-
Board-of-Trade and-the Sccretary-of-State-fosr-the-Home-De-
partment had both candidly admuted, there-werc several minor
details of-the-measure open to amendment, | but-they-would,
oo-doubit, be ameaded in-commitice, when-the Chairman-of-
Comnitiee would-give honourable-avembers, and especially *
honourable-and-learned-tnember for Bath an opportunily . |
debating these-points  The Leader-of-the-Opposition 100k
exception  to-the-manner in-which-the propossl had-been
brought belore-the House, and dectared that sound reasons had-
not- | been advanced for-its adoption. As Leader-of-the-Parsy
in Opposition he ¢laimed that fuller discussion should-be given
to-the-measute beforche Governmenl pressed it forward 1o |
a division. The Secretary-of-Staie-for-War replied Tor-ihe-
Government, and-the-motion was carried by a very large
majority. (352 words)
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Exercise 193

Write in shorthand

Topics of-considerable interest were discussed at-the district
conference of-the Labour-Piurty. There-was much praite fortbe
National-Tosurance-Act. The question of-the natiopaliration-
of-railways | in-the United-Kingdom raised a lengthy and-
mmlu discussion. With-regard-to proportionsl-representa-

tion it-was asserted thateit-was_opposed by party-organizers
beuuu it-would open-the [ way to-govemnment by groupe
which-wonld-bo contrary to-the traditions of-the-British-Con-
gution. Much objection was-taken to-the increase in-the
timsates for-the- | current year, and-some speakors
averred that our plenipolentiaries abroad might do more to-
check-the desire for increased armaments. The condition of-the
working-classes in-the United-States | and-Germany was-given
as an sigument against tanff-reform, while it-was argued that-
tbe whole guestion of colonial-preference could-oanly-be satis-
factorily settied by an Jmpenial-Parliament. | {150 woeds)

Exercise 194
Write in shorthand

The Treasury had consented to enfarge-the land-department.
There-would-be one additional Sub-Commissioner and-four
Assistant Sub-Commistioners. The Trossury had also sanctioned
an additional clerical staff to-the § number of cleven persons. A
miatier of-great importance and diiculty a-the beginoing of-this
work had-been-the obtuining of-euitable land. A great-deal
of-land was | eapressly excluded by-the Act. In-some-places
there-was-not enough suitable Jand for ail-the applicants, aod-
there-were cases in-which-the odly remady for congestion was- |
the migrution of-some of-the applicants to other-parts of-
_Sit;and. Therc-were various causes which-made rapid progress

ssible in-tho-first year, but-these-would diminish as | time
-t on, He hoped the Board would-be-able-to bring into use
for small-holders jard which now was cither not cultivated or
aot being used to-the | hest-sdvantage. During-the past century
@ farge area of arable cultivation had.passed into perimavent
pasture, and he hoped it-would-be possibie to-place many small
iandholders on | land of-that kind—a process which-would
incresso-the pumber of-men maiptaingd on-the soil. Asto deer
forents, there-ware two-cases inwwhich owners bad offersd | to

9



242 POLIVICAL PHRAARS 216

pegotinte for a settlement, and-there-ware several othor
in-which negotiations weve going on. The question of
pensation might ma¥e-the taking of a small piece of- | land in-
the-middle of a deer forest an extrewely costly business. The
Birst report showed that by-the end of-the-year, subject to-the
decision of-the land | Court, arrspgemonts had-been made 1o~
provide for 500 applicants, and-since-then & great-deal of work
had-been-cone. Many hundreds of-cases were in variom
stages | of development. The Board were anxious, not-oaly to-
find land for small holdings, tut also to sssist their vuccessiu)
cullivation by giving the holders opportunities of-practical
instruction and § demonstration, of-learning the beat-methods of-
cultivation, of keeping up-the quality of-their stock, and-bv
tocouraging poultry and everything which-would-make-the
small holdings profitable. Co-operation | amongst small-
holders was-roaking satisfactory progress, end-the-Board were
at-present in communication with-the Scottish-banks for-the-
purpose-of seseing whether-they could offer better credit |
facilities. (191 words)



CHAPTER XXXV

BANKING AND STOCKBROKING
PHRASES

Phrascography in Banking and Stockbroking. 217.
mshorthmdwnterengngedhbanhngorstock-
broking will meet with many terms pecubar to these
branches of business, and he shounld equip himself
prith suitable and casily written phraseograms for
their rapid representation. It will not be sufficient,
bowever, for him to know the shorthand outlines for
these phrases. He should make himself master of the
of the terms and their correct use. A study
of the following lists will enable him to frame similar

contractions for any phrase not included in the lists.

BaNKING
-~ accepted for the | . 7). clearing house
honour of
_Q\_ accepted payable - country :heque
¢  in London R c.oglrls:no ex-
&f‘” wival stamp |y date ofg;lo
advmce against a maturity of the
life policy kill

‘*f arbitration of e b, deed of transfer

Se < exchange 4. & draft on demand

| e baok note . \b\ form of indemity
Dy bank post bill 21 10 case of noed

British Govern-
>h“ ment Securities { Joigt Stock Bank

. cable remittance /‘J,' Inst indorser
j..m:hcchoqm ww
o“Z7. circular pote 77 long exchange

M3




244 BANKING AND STOCKBROKING PHRASES 217

. memorandum of | Dw ... per procuration
deposit acoeptance
. metropolitan /Lr—; rate of exchange
- onequs refer to dra
-1 negotiable instru- k\ o wer
ment ¢ h.. vestrictive in-
: ~  dorsement
2-. negotiable 2
security ~F. .. short exchange .
>, nominal ¥|) specially indorsed

consideration 1. . telegraphic trans-
ZJ not negotiable fer

cheque .4 . Yown chequs
orders to retire .. &2 without recourse
acceplances < {; .. written authority
N\~ paying-inslip . V" of the drawer
Exercise 195

Write in shorthand

My-brother and-! are in JYoint-Sicck-Banks in-Loundon.
He-is in-the foreign-department and comsequently Fe-is specially
acquainted with-such expreasions as arbitration-of-exchange, |
course-pf-exchange, rate-of-ezchings, long-exchange, short-
exchange, cablo-remittance and telepraphic-transfers, and a
draft-on-demand. The phraseclogy uwsed in-connection-with
bills ia very interesting § to-him, and-in dealing-with s bill br
ks, ofcourss, to note the dale-o l‘-lhe-mxumr—ol‘-tb&bff
whether it-is specially-indorsed, or has a | restrictive-indor
merit, or has on it the words without-recourse, or in-case-oi-
peed. Bills are sometimes accepted-forthe-honour-of any party
thereon, or accepied-payable-in- | London, or they-have 1 per-
procarstion-acceptanca. A benk may-roceive orders-to-retire-
scceptance. I-am spocially concerned with choques which-may-
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Exerciee 196

Write in shorthand

J-andersiand-the significance of a uominal-comidersticon,
which-is given for-ithe-parpose-of avoiding paying sd-valovem-
staprp duty, a deed-of-teansfer, a ¢, 80l & §
negoliable-socurity, smong-which last Britsh-Goverument-
Socuritioe take & promier place. A ferm-olindemauity is used in-
consectionwith-the loss of documents, and-in other matters,
Sometimes | I-havs to-write on & cheque “refer-to-drawer,” and
pccasiomally a cheque is-not bonoured without-the wrilten-
suthority-of-the-drawer, or-the advice to “cancel-tho- | cheque™
u received. I-bave to pay particilar attantion 0 & “pot-nogo-
tiable”-cheque. Without-the Clsaring-House the London~
cleering-bankers would-be unable fo-cope with-the huge |
namber of cheques which pass daily through-their banks, the
daily sverage being about £50,000,000. The amount of-labour,
both physical and mental, represeoted by-this vast sum, | is
indeod wonderful There-are four clearings cech day: Metto-
pelitan, Town. {(morning), Country, Town (afternson), at-cach
of-which-tbe are cleared. The busiest days
arc-the fourth | of-the-month whon so-many bills are payable,

and-the Stock-Exchange settlement days. (195 words)
STOCKBRGKING
_. bearer shares b CUTR dividend

‘E blank transfer _5. cumulative pre(w-

Y~ buyingforcontrol | )~ day to daymey
S~ capital lisbilitis | |~ 4emoralized

Y
e ¥ m - P directors’
PR S (i perton
-ﬂ—‘t consolidated

annuities -

.L.‘__omvuhbhgold g finst mortgage
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_,_L‘I funded debt 1. prospectors’
rights
=%} guaranteed .43 reduction plant
_Preference second prel'ercnce
e .. inferim dividend “‘iy
LV tetter of regret Rty smkmg fund
/“" o a2 sinkingoperations
AL..... low yielding . .
seouritios wep.... Special settlement!
money a drug on | 7227 stock and share
R the market market
"_‘1‘7 non-curnulative 9 _ stocks and shares
P reference 7. Stock Exchange
\\H professwnai bear | ... subscribed capital
a8 &?mlmlid bal ./\t surplus profits
. professio:
account \'\ﬂ up:;:? move-
ropartion of .
~\Apropartion XA yield per cent
liabilities XA .. yield per ton
Exercise 197

Write in shorthand

The young investor is apt to be noaplussed by-the businesr
yocabulary of-the stockbroker. 1f-he reads the fingncial articley
on-the stock-and-share-markets he-will comas | across suc

expressions as buoying-for-control, jties, day-to-
; moncy-a-drug-oa-the-market, demoralized-
-bear-account, ional-bull-account,

markets, profess:
uulnpnld Imovment. ln-lho-mmiumrketmtionhe-wm
n'-rights, concentrating-plast, redoction-plant,
ﬁnﬂn;-opeutionl.md report of & year's working will
mention dwis.-per-ton, | yidd-per-ton, and yield-per-cont. He
wrotably knows little of-directors’-qualifieations, and-is tiable
to be miged into buying w-yisldingsecurities. Among-the
varivas isvestments thero- | are  comsolidatod-sunnitis ar
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consols, & funded-debt of-the-government, cumulative-prefer-
ence-shares, pob-cumulative-preference-shares, first-mottgage-
debentures, second-prefereace-shares, and s0 on. He-may come |
across blank-transfers and bearer-shares, and-have to study the
subscribed-capital, the capital-liabilities, the proportion-of-
reserve-to-liabilities and-the surplus-profits ol going concerps.
{179 words)

Exercise 198

Write in shorihand

He-will-have to pay special-atteotion to-the sinking-fugd, an
knount which-is annually set aside out-of revepue and-invested
with-the interest accroing (o-provide, at | a {utere date, for-the
redemption of & loan or . series of debentures, or for recouping
the gradual shrinkege in value by exhausting ihe known profit-
bearing resources of | @ mins or similsr undertaking. When
taking-up stocks-and-shares he-will, of-course, be influenced by
interim-dividends, and-whether-the stocks-and-shares are cume-
dividend of ex- | dividend, and-in-some-cases alter much
irouble and-some worrty he-may-receive a letter-of-regret. lo-
the<case-of companies being floated he-must notice if-the |
Stock-Exchange is giving a special-settlement. Certainly the
investment of~-moncy so-as-to produce a satisfactory return is-no
easy-matter, and-whether convertible-gold-bonds or guarap-
toed- | preference-shares are held, it-is-necessary to-caercise
the preatest caution. Even-the most astuic investor may-be
deceived at-times by prospectuses, and balance-sheets may fail
10- | reveal the true state-of-affairs of a company. (189 words)



about with the terms be will
called to write in shorthand and with their
His value to his employers and his chances

of promotion will depend largely upqnhxsmoelhgent
understanding of the terms employed and his un-
ceasing efforts to extend his knowledge of the business.

INSURANCE
f... Accident Tnsur- | L*\_,b damage to
ance Co. Lt) premises
el gpproximate rate | ... damage to tyres
ofpremium | | *  4ate and term
*m*ﬁ‘“"om > of insurance
sprinklers e ... dislocation of the
.. bonus year of the wrist
—e comalemploy | . immedint beneit
ey claim for com- N infull discharge of
pensation vk—’" all claims
v O combined accident o T moombqsnblo
and diseaso materials
policy el Insurance Co,
.l&‘..., damage by fire gz interim bonus
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- lifo poticy .X.... quinquennial
2%.... Joan on the policy valuation
. Medical examina- | <A .. regist&rednumbu'
tion . A\— of the car
ez Motor-car pOIIC)-' N
T, negligence of the | < - "esponsibiity of
chaef engineer .. pany
2 #\ ordinary accident | «fa.... situation of the
policy crane
.~ Personal Accident | - [~ .. sitvation of the Hft
Insurance
“w g personal injury L up Third Party o
L7 . policy is declared demnity Ineur-
N vod ' Ance
... policies are ag- ’T\.;g\ . Workmen's Com-
clared void T pensation Act
Lxercise 199
Write in shorihand

The operations of insurance-companics DOW COVEr & very
:xtended ficld and arc continually growing consequeznt upon
legisiative cnactments and improved metheds of-locomotion.
Therc-is-tho Workmen's-Compensation-Act § which deals with
accidents arising out-of and-in-the-cou smpltoyment, and-
claims-for-compensation are made for minot-accidcnls such-as-
the disiocation-of-the-wrist and | unhappily ala for fatat
nccidents. Often this compensation is paid in a Yerap-sum in-full-
fischarge-of-afl-claims. Evidence of 2 definits contract or
areangenient must-be shown | in-the-case-of casnalauployment
before compensation can-be claimed. Third-Pasty-Indemnity-
Insurance is concerned wit:l-mc lia;)i!itz ﬁm to-third-
parties in-respect-of persusial-mjury | and dumage-to-propesty.

{124 words}
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Exercise 200

ﬁ'rite in shorthand

The ralc-of-premium depends on-the morafe-of-the-risk. In-
the-matter of-motor-car josurance there-are-considerntions of
damage-by-fie and damage-to-tyres, and- |in-all-cases the
registered-number-of-thecar must-be given. Then there-is
indenmity for necidents in-connection-with lifts, cranes and hoista
in-which-the situation-of- | the-cfanes, agd-the situution-of-the-
lifts are of-moch importance. Personal-Accident-fnsurance
may-be covered by an ordinary-accident-policy or a2 combined-
accident-and-discase-policy. | Fire-insurance covers damages-1o-
premises by fire, and among other precautions automatic-
sprinkiers are insisted upon where there-are other-than incom-
bustible-materials. Life-insurance is oflen associated with | a
medical-cxamination and policies-are-deciared-void  and-the
responsibility-of-the-company ceases il matgrial fucis s1¢ hidden
by-the insured. {143 words}

Exercise 201

Write in shorthand

Most insurance-companies have what-is termed-the bonus-
year-of-the-company, and-some declare an ioterim-bonus. A
quinquenoial-valuation is taken by life-offices when bonuses
are | declared and-provisions made for shareholders™dividends
where-the office is a proprictary one. It-is-true that-the holders
of-life-policies payable with boaus pay a higher premium | than-
the holders of life-insurance-policics payable without bonus,
but it-iz-0ot correct to assume that-the holders of bonus-policies
merely receive back in-the form of | bonus the excess premiume
paid to-the Life-Insurance-Company. If s life-office couls
predict exactly its future mortality experience, ratcs of lntere'\
realizable, and rates of-expense, it | could fix its premiums 5o
that it~would show neither probt nor loss. One-ofthe-most
attractive features of-life<ipsurance is-its simplicity, There-arc-
no legal cosis | or charges to be faced, thers-are-no trying and
complicated investigations to be-made, requiting the okill and
sxperionce on-the-part-of-the principal pmonllly of by degnty, |
sod-the busines of oh}anhb;o: fife-poticy can-be commpisted -
wim-courso-of a very-Tow s, without incucring a sioghe
tarthing of unproductive expenss. (207 words)
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)
e advances against | .o w10 O board
- shipment R {f0.b.)
L—Q-% advances on .. London office of
acoceptances the bank
)‘J.Kbﬂlofladinginset 7> Marinc Insurance
of four Act

:—)fl. for documents
.. case of total loss
of lading
f—___ Chamber ot Com-
charter party
constructive total
Xa consular invoice
_'L'“ . Cost, insurance
documents of title
- indorsed and
errors and omis-
sions cxcepted
{\ foreign gencral
averago
G

- cable axchange
Tate
captain’s receipt
:‘""L cash agaiost bill
Y
" loss of cargo
Lf andfrel t{c.if)
confirmed
(r. &0 2)
- free of gr.nu-al
=i Beeonrail{for)

\

=% marine insurance

i s MPer(::hant Ship-
ping Act
“—F- nature and cause
al of damage
... notresponsiblefor
the damage
Port of London
'”{ Authority
ey, remit draft on
Paris

\ﬁ\&/renut proceeds of
bill
%S

salvage charges

£ shi

2z~ shipping docu-
ments eaclosed

ﬁ telegraphic codes

N, /P

to be approved by
theunderwriters
\5\“ . .. value to be
\:‘" deciared
ey VOyage policy
R_.oweight subject to
correction

2% York-Amtwerp
Rules
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Exercise 202
Write in shorthand

The Port-of-Loadon-Authority extends its sway over-the
greatest and richest highway of-commerce ever-known o history,
and it-is continualiy improving the conditions of shipping on- |
the Thames. In matters relating to shipping the Board-of-
Trade-regulations Jhave-to-be carried-out, while-the various
chambers-of-~commerce soek to-improve and modify aoy
coactments | affecting the interests of-their-membors.  The
Merchami-3hipping-Act, the Jork-Aatwerp-Rules, and-the
Marine-Insurance-Act have an imporiant bearing on-the
importation and exportation of-produce. | When goods are
exported various documents are used according-to-circumstances,
Among-these documents may-be a bili-of-lading-io-set-of-four,
an invoice, marked e-&-o.-}e., A cossular-invoice, and @

maring- insurance-policy, which-may-be a voyage-policy.
(135 words)

Exercise 203
Write in shorthand

These documents, which-are frequently accompanied with »
bill-of-exchange, form-the documenis-of-title. 1f an advance-
against-shipment is required, the documems-of-title, inclading-
the Consulas-invoice, | are forwarded 1o-the Loadon-office-of-
the-bank. The advice should-he marked “shipping-documents-
enclosed.” 1 a bill-of-exchange is sent through-the bank for-
collection, any | special-instrnctions as to-the progoeds shouid-be
given; for-insiance, remit-proceeds-ol-bili to-London; or,
remit-draft-on-Paris. Sometimes & charter-party is employed,
and for | all-these a capiain’s-receipi-for-docwments is given.
A shippecs prices may-be f.-0.-b., f.-p.-r., 01 c-i<f., apd insurance
may-be frec-ofrgeneral-average, or according-te foreign- .
gencral-average. In-ailcases risks must-be approved-by-thi: .
urdeywriters or they-will-not-be  responsible-for-the-damage
which-may occur. Io making & claim the natute- | apd-canse.
of-damage must-be given, and-there-may-be & case-of-total-loss
or constructive-total-loss. If salvage is-pnecessary the ship,
fraight, and cargo mast | each pay its-owa share of-the salvage-
charges. Consignecs may-be written to by post with shipping-
documents-enclosed. . (207 words)
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Exercise 204
Write in shorthand

Arrasngements are often made for bankers to-make advances-
against-shipments, or advances-on-acceptances. The banker
forwards the documents to-his agent abroad who presents-ihe
-bill-of-exchange | for acceptanze or payment* uypon-which-the
agent will surrender the shipping-documents. The .Loadon-
offce-of-the-bank will-be advised and-the shipper will-be
credited with-the | margin, or difference between-ihe advance
made and-the amount-ol-the-bill. Instructions are ofien given
to rermit-draft-on-Paris, to remil-procecds-of-bil by ielegraphic-
wranafer, | or to cable-exchange-rate, and telegraphic-codes are

ployed. These usvally consist of key-words or figures, each

ord or group of figures rcpresenting 8 complete sentence.
{118 words)



CHAPTER XL
TECHNICAL, AND RAILWAY PHRASES

in Engineeriog and Raflway Offices.
219. There is no more difficult form of note-taking
than that to be met with in the offices of clectrical
and mechanical engineers or certain depariments of
railway work. Special care is, therefore, nocessary
on the part of the shorthand writer undertaking such
work. It is not, of course, to be expected that he
should have a great 'eal of technical knowledge:
but it is sery desirable that he should endeavour tc
acquire at Jeast a peneral knowledge of the differency
in meaning of terms which are more or less similar ir
sound. He will find that the terms used are d™ tated
at a fairly rapid r: te, and that his Sutlines for them
must be clear’y and easily written. Very much more
extensive lists of phrases are given in the publishers’
series of Shorthand Writers' Phrase Books, to which
the shot;hanu writer entering for the first time the
office of an engineering concern or a milway is
referved. & y

EL¥CTRICAL AND ENGINEERING

-% alternatingcurrent | __ |, . discharge resist-
—tl..... automatic _ance
auappm /‘7 discharpechamber
g #<- Zesserner steel .%o earth currents
e "’_c‘kw ... eddy currents
-&_1_ civil engineer s electr I
-_)u..‘ mm - electrical engi

....‘tf,_ current density -—F_ enexgy current
54
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=P encegy resistance | /. primary coil
X exhaust valve N7 primary currents
wTh free charge *7... railway enginocr
.. heating apparatus | 47 residual charge

. high resistance ..X resistace board
¥ - high voltage ,, Tesistance of
. induction coil copper circuits
. lever and weight | /A7) rotary converter
safety valvo LK., rotary
- lo‘gyg’m transformer
A low voltago oo s.econdary col
1 1 7. Secondary current
i ¥ i
stokers \..... sight feed
7-7¥-. monophase lubricator
generator B SPring balance
..... no voltage attach- safety valve
- on\;znt & “\-_\.:S vacuum brake
. Pressure gavge s watec cooling
. primary Hattery plant
Exercise 205
Write in shorthand

mmmorummhammmmmm
the remains of-rer.ole antiquity, as exemplified in-the

testity ! ‘o-the
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Exercise 206

Write in shorthand

The railway-engineer is concerned, more-or-less, with block-
signals, heating-apparatus, Bessemer-steel, and vacuume-brakes,
while-the mechanical-engineer pays special-attention to auto-
matic-apparatus, combustion-chambers, | exhaust-valves, low-
pressurecylinders and  high-pressyre-cylinders, mechanical-
stokers, sight-feed-lubricators and water-cooling-plants. He-has
to-conrider-the advantages and disadvantages of-the lever-
and- | weight-safety-valve and-the spring-balence-safety-valve,
and also of-the surface-condenser, which-is & device employed
for condensing exhaust-sicam withoul mixing-it with cold-
water. | The method is-now universalty used i marine eogines,

(49 words)

Exercise 207

Write in shorthand

Among other things, the electrwal-engineer should-know-that
power dolivered {rom-the monophase-generaton » pulsating,
that {rom-the multiphase-generator is constant; that current-
density 1s-the amount | of current per unit of wrea of a cross-
section of a conductor; sthat ap induction-coil is an apparatus
used for obtgining a very-smail-current at a very | high-voltage
from a battery-cureent of low-voltage, and hence really a trans-
former especially adapted to woerk a coutinuous-current from a
few cells; that & primary-coil is- | that coil of an induction-coil,
traml{urmer, elc., through which flows a primary-current, with-
the original-curremt, whose fluctuations are to be utikized in:
order-to induce another or | secondary-current in-the secondury-
coil of-the apparutus: and-thal coppet-loss 15-the waste of
energy through-the resistance-of-copper-circuils in clectric-plant,
the energy being | dissipated in-the form of heat. The dyname
i & reversible machine, that-is-10-s8y, it-may-be used eithet as 2
dynamo or as a.motor. [n-the- [ first-case, the machine is
driven by & stcum-¢ngine or gas-cagine ofr turbine, and gives out
electrical-energy, In-the-second-case, eloctrical-enorgy it im-
parted 1o-the | machine. " €211 wonds)
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RADLWAY
N broak down plant | .£.7... locomotive
..5¢" ... British Railways _/‘L—r loss in transit
V‘f‘r Chering Cross niain line
Station ¢ Paddi
chief mechanical "~} sgl:ilgtnOﬂ
. enginect passenger brake
o defective signal e £°
. . diesel engine n . passenper traffic
L ae committee
... { . district traffic ¢ 1 passengers’
i‘- manager luggage
E ... driver’s report “.\.r-x..(/T permanent way
X . . committee
t eogine driver _X.... railway directors
% ... fast passenger o railway executive
. train .
o first class . 7., railway manager
* compartment | .«i%y. railway receiving
. 4.0 general manager station
g b\ﬁf St. Pancras
. -qt goods h'?.ﬂiC Station
l\)l hictt:mmmw oL sleeping saloon
§t$ sure 0 .. [ .. Station Master
—arf.. King's Cross ... superintendent of
Station the line
f........"ZI locomotive and Jee... telegraph
engineering superintendent
committee e, third class
.{.....!.“ locomotive compartment
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Exercise 208

Write in shorthand

We loit King's-Cross-Station on time, but owing-to a defective
sigoal near Grantham we suffered 1 delay of fifteen minutes
memwwmlmmm and-
the engire-driver, who had-the Chisf-Mechanical-Engineer in-
tha cab with him, made up most of-the time before-the train
reached Berwick. Hit | spend, si-times, was well over 70 miles-
an-hour. For a heavy pamonger-tmuin this-was & fine perform-
ance. On-our anmival at Bdinburgh 1-had a chat with- | the
engine-driver, and be toid-me that-the locomotive was capable-
of a much higher speed, but he had to-reduce speed farly
frequoatly becanse-of permapent-way “siows.” | The Station
Master, and-the Locomotive-Superintendent, who then came
forward, showod groat intercst io-tbe drivegs's and-the Chwef
Machasical-Engineer's account of-the performence of-the
Wwcomotive. {149 words)

Exercise 209
Write in shorthand
administration the work of a nilway i

and' 10 on; while such-as-the goode-
the Aton,
the B

(121 words)
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Exercise 210
Write in shoﬂlmnd_

¢ To copt with-thess and other-matiers, such-as-the rating of-
the raitway by public bodies, & stafl of fully-gealified solicitors
is employed by-each-compazy. The very- | important and com-
phicated work of-the equitabls division of-recwipts for-the
casinge of passengers and goods, demurtage on wagons, etc., i
paformod at-the Railway-Clearing-Hoose. Long-distance
-trains muay-have steeping-salocns and dining-cers,

Mmmiu bave discontinued eecond-clast-comparnments
po all-trains. Nearly all pessonger-truins bave a passonger-brake-
wan {o7 | passengers™loggage and merchnodise and perishabley
Rnick tranyit. (99 words)



CHAPTER XLI
LEGAL PHRASES

Plraseography . Legal Work. 220. The law has,
to a Jarge extent, & vorabulary and terminology of
its own, and the shorthand writer engaged upon jegal
work, whether in taking nofes of correspondence and
of documents, or as note-taker in courts, must have
& fairly wide acquaintance with the peculiar style of

employed. The court reporter must also be
familiar with quite 2 number of leading cases, because
reference to these is of everyday occurrencs, ard
ignorance of them would make his work difficulr, if not,
indeed, impossible. Neatness of outline formation in
legal note-taking of any description is of the utmost
importance, and absolute accuracy®of transcription
is cssential. No pains, therefore, should be spared by
the writer to make himself thoroughly efficient, both
in geoeral knowledge of the matter he will be sure to
meet with in the course of his work, and in regard to
the actual writing of his shorthand notes.

LEGAL
>y . affidavit i " 1..o. counsel for the
2o Articles of | defence
Association !~y _ counsel for the
RN bankrupt } defendant
N\, . bankruptcy TN... covnsel for the
\\J) ... breach of promise plaintiff
Nt of marTiage . Counsel for the
a._ < Central Criminal prisoper .
Ly . Cout ¥ counsel for the
2" ... Chancery Division prosecution
+=2 circumstantiat < Court of Criminal
evidence Appeal

260
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e Court of
t . deed of settlement
IL deed of trust
& deed of assignment
/r_ Divisional Court
L\u documentary
- evidence
"1 Ecclesiastical
Court
TRl employers

hability
%f i equity of redemp-

tion
i examination in
¥ chief

g EXECUTOT
e, EXSCRLEIX
1y

. & . [aise pretences

’}.—\J Habeas Corpus
“amﬁ hoirs, execulors,
_

admiaistrators
and ass’zns

3—1;«_» heirs, excoutors,
administrators
or assigns

?f ... High Court of .
Justice

. j. judgment
- summons
o
-

jurisprudence
Justice of the peace
,...( {earned counsel
/ i slearned counsel
;’1 '] fge:’he defence
....... .. Jea
1. legal ﬁéutgge

LEGAIL PHRASES

261

/.. legal personal
resentative
A.... Lord Chancellor
f;\........ Lord Chicf Justico
~/J, mariage settle-
ment
. . TAY it picase your
" honour ¢ 0
smvre, memorandum of
association
R my learned friend
3‘} official receiver
LX) official writer
_ uriginating
SUMnons
s 4~ power of attorney
. Probate, Divorce,
147  and Admiralty

Division
Queen’s Bench
.c_gt, ". Quecn’s Bench
Division
e, Queen's Counsel

A= rea} estate
Y 7.7 recognisance
Do rOVErsionary
bonus

fL‘ .. trust fuads

* . verdict for the
defendant
... verdict for the

>  plaintiff
N voluntary

conveyance
B will and testament

. your wonhlp
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Exercise 211
‘Write in shorthand
Re SwiTd, @ Bankrupt
T. B. G, Esq.
Dear-Sir,

The action brought by-the Official-Receiver to-test the
validity of-the Bili-of-Sale given 10-you by | Mr.-Smith, came
on for tral today in-tbe Quoen's-Bench-Division of-the High-
Court-of-Justice, before Mr. Justice Bright. I-regret-to-say
that-the learsed-judge, | afte- hearing the arguments on both-
sides, decided against you on-the ground thal-the document is-
not in-accordance-with-the form prescribed by-the Act-of-
Parliament reiatiog { to Bills-of-Sale. You-will-remember-th.
I-bave many-times pointed out to-you that-the Bills-of-Sale Act
is 50 obscurely worded 1hat great-numbers of | Bills-of-Sale pre-
pared by-the-most emioept conveyancers have-been sel aside
on-the-same-ground. It-is open to-you teecarry-the matter to-
the Court-of- | Appeal, but I-do-not advise that covrse.

Yours-truly, {160 words)

Exercise 212

Write in shorthand

Mr. Walter Morton’s progress ai-the Bar has-boen unusually
rapid. He-was called in 1947. Before he had-been two-yean
at-the Bar | he had-been counsel-for-tha-plaintiff in an action for
breach-ol-promise-of-mastiage, and counsel-for-the-defendant
in actions in-the Probate,-Divorce,-and-Admiraity-Division; |
he Lhiad appeared in-the Bcclesiastical-Court and twice before-the
Lord-Chiel-Justice in Habeas-Corpus cases. In every-instance
he-was successful, If-he represeqted-tho plaintiff the | resalt was
a verdict-for-the-plaintiff, apd-if-he represented-the defendant
the result was a verdict-for-the-defendant. He-is regpected jn-
the High-Court-of-Justice ) for-his thorough-knowledge of-%e
Common-Law, and-is alweys heard with marked atiemtion in-
the Divisional-Court. He argued with grest ability 2 novel point
mised on & | commercinkaummons in-the Queen's-Bench last-
woek, He-bas-heen retaiped in an important action on a bill-of
ading. and tlso in-everal atoestment appesls arising out-of- )
the receat quinquencial-valuation. He-is ap authority cn-the
veied question of employers'-lxbility. (1935 words)
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Exercise 213

Welte in shorthand

Those-who heard his argumeots the other-day as-to-the
differcnce between-the monning of-the two phrases, *heirs,.
executors,-administrators,-and-assigns,” and “‘heirs,-executors,-
administrators,-or-assigns,” | will-not soon forget his §eenness,
He-was equally brilliant lately when & notary-public was sued in
an uction for negligence. As-be refuted the arguments ol-the
lcarned- | counsel-for-the-defendant, “my-learned-friend™ must-
have {elt overwhelroed. In-rconsequence-of the death of-hijs-
faffer, under 'whose will-and-testament he inberits considerable
personal-estate and | real-estate be-is-not dependent upon his
profession. People arc alrsady speculating as-to when-he-will-
be-made 3 Queen's-Counsel. He-has-been nominated as 2
Justice- | of-the~Peace for Surrey, his father's county. He-is-the
prospective candidate for » very large constiuency in-the-North
of England and he-is in great demand as | a political speaker.
There-is-no~doubt that at-the first opportunity he-will-be elected
io-represeni-the copstituency ip-Parliament. His inlimate
fricnds are hopeful that in-due | time he-will fit! the highest
judicial position in-the land, and-they feel sure he-would-be an
ornament to-the office. {03 words)



CHAPTER XLIl
THEOLOGICAL PHRASES

221, Very many students of
m q of practising the art

by notesofthemomdelimdm!hom
places of worship in their neighbourhood. There are
peculiar dificulties in this kind of note-taking, because
of the necessity for taking notes without & firm rest for
the notebook. A piece of stiff cardboard, or of tvin
wood, atiached to the back of the notebook will be
found to answer the purpose of & knee-rest very well,
and practice will make the note-taking under these
conditions & fairly easy task. The writer must puard
against allowing the neatness of his notes to be affected
by the unusual conditions under which they are taken.

THEOLOGICAYL

.. Admaighty God A covenant
h/(‘ . archbishop . ... ecclesiastic-al
k.. atonement \.7 Episcopal Church
..‘..N“ baplim'd‘st“m . \)____ Eplmpa]m
S Calvinism .7 Epistle to the
........ . Catholic faith . ?%tli,nthlana{;
Y - Children of Isracl 7 ﬁséhmh B
L. Chiist Jesus ~Aees. evangelical
wpoonun Clirch and State %’ everlasting life
...... — Church of Ay . Foast of Taber-

England nacles




.~ Holy Scripture
Er"“ Holy Word

. ‘15 Houss of Isracl
“L-... in Jesus Christ
. in the presence of

God
4. in tho providence
T

of God
.. inthesightof God
“Ta- in the words of
the text

. Jowish dispensa-
tion
.. kingdom of Christ

.. kingdom of God
"‘\ kingdom of

.. Lord and Saviour |

Jesus Christ
Z1... Lord Jesus

DS MiNister of the

Nonconfonmty
< i, .. Old Testament

s PASSED Of
Scriptura
\\ .- Presbyterian
. resurrection of
Christ
Revised Version

/V\-D Right Reverend

. V\ Right Rev. Bishop
Sem. Roman Catholic

'.?k.-LJ} Roman Catholic
. Sabbath dny

J\ transubstant.ation
United Frec
w2y, Church of
Scotland
kL/ _ Virgin Mary
Methodist

_%... world without end
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Exercise 214

Write in shorthand

Humanity owes much to-the Church-of-Christ, in-which-the
true children-of-God have-been apimated by-the Holy-Spirit to
Christino-faith and-practice, and to-the | advocacy ol-the gospel-
of-peace. and-the promotion of a love of-our fellow-creatures in
every chitd-of-God. Though-the rdations of Church-and-State
in variout | lands have-oot--sen always what could-be desired,
yot in-the-providenco-of-God the fruits-gl-the-Spirit have-been
revealed, so-that in-the-Church the knowiedge- § of-Christ by
increased, and-in-the-world in-the-providence-of-God therck jas-
been an extension of-the kingdo +  ~Christ. The blessing of-1he
divin® Head-of- | the- Church, ' * <he outpouring of-the Holy-
Spirit, have-boen often asked on forcign-missions and home-
migsions, as-well-a3 on Sunday-school work, and other methods
in- { which Christian activity bas manifested igcll to-bring into-
the kingdom-oi-God the ignorant and indifferent, by taking to-
them a knowledpe-of-Christ and-of-the Holy-Ward, | by bringing
to-them the glad-tidings of-the goodness-of-God and a know.
tedge oi-the kingdom-of-heaven, and of-Him who-is at-the-right
havd-of- | God.

‘The minister-of-the-Gospe! sclected a passage in-the-word-
of-God from-the Revised-Version, and-said that in-the-words-
of-tho-text, or ir my- | text, takent from St.-Peul's-Epistle to-the
Collossians, they-would-find authority for-his addressing-them
oot &8 my-beloved-brethren, my-brethren, orf my-dear-friends,
but as- | he proposed to-do in-the-sight-of-God, and feeling that-
they-were in-the-presence-of~God, as faithful brethren in-Christ,
accepting the Catholic-faith, looking to- | the-tame Heavenly-
F_ther, having-the-samo trust in Almighty-God, and believing
in an everlasting-God, world-witbout-end, the ruler over heaven-
and-carth for-ever-and-cver, | {330 words)

Exercise 215

Write ir shorthand

Christiapity &3 represented jo-the-Christian-Church is-the
treligion of-the Eurnpean tace, the principal bodies engaged in-its
maintenance of diksemination being-the Roman-Catholiz-
Church, the Gresk- | Church, ibe various astional Established.
Chwurches, the Pres-Churches, and many other organizations
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which flad iheir faith aod-practice in-the New-Testament.
Scriptures, There-are, at-the-same-time, | scattersd amoag-the
satiogs-of-the-sarth, descendants of-the Children-of-Israsl who
obey the Mosaic-law, observe-the Sabbath-day, the Feast-of-
Tabernacles, and-the Festival of- | the Psssover. and-find
spiritusl guidance in-the Old-Testament.

Out-Lord-Jesus-Christ was-born under-the Jewish-dispensa-
tion, and-with-his parents visited Jprusalem in-his twelfth year. |
Here he-was found by Joseph and-bis mother, the Yirgin-Mary,
among-the great-cnes of-the MHouse-of-Isracl, John the Baptist

testimony that-the Lord-Jesus- | Christ was-the Lamb-of.

, and at-the first call of-the disciples, testimony was-borne
thai-the Lord-Jesus was-the Son-of-God. At-the second call, |
the first four in-the Apostolic College were chosen.  Among-the-
words of-the Lord-and-Saviour recorded in-the Gospels, the
Lord's-Prayer is-the-most widely known and | used; and-of our-
Saviour's 1saching, the Sermon-on-the-Mount is perhaps most
generally quoted. The institution of-the Lord's-Supper is
recorded by three of-the Evangehists, and- | the-last discourses of-
the Lord-and-Saviour-Jesus-Christ by St.-John, {253 words)



CHAPTER XLII
SPECIAL LIST OF WORDS

222, (a) The fact that the English language contains
very many words which have a similar consonantal
structure was early rocogpized by the Inventor of
Pitman Shorthand, and provision was
made in the system for the casy diferentiation of these
words by distinguishing outhnes, so that the wnter
would have no difficulty either in the writing or in the
transcription of these similarly copstructed words. It
is, indeed, mainly this inhereat power of readily dis-
tinguishing similar words that makes Pitman Short-
haod at once legible and capabic of being written with
extreme rapidity.

(® It will be found that the application of the
ordinary rules of the system provides distinguishing
outlines in the great majority of cases, but where
this is not so, distinction is obtained by the insertion
of a vowel or, in & few cases, bylplncmg the outline
out of position, or by writing a full outline instead
of applying an abbreviating principle. In studying
the following list of outlines, tbe student should
seck to appreciate fully the reasons for the various
forms and positions. Where a line contains more
than one word, the first word is the root word, *
others being derivatives. The list of words -.ure
given 8 not, of course, exhaustive. The student
may easily compile further lists for himself and,

roceeding the method here illustrated, he may
Et one audft,l?:m time test his vocabulary aond

it by starting with a few root words and from
them building hmofwordsformed from them
by the addition 3 prefizes and suffixes.
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Exercise 216
Read, copy, and transcribe

P

1. Compatidle. X....3.. \ ,,,,,

e U TN \ry

3. Petrify

, Putrefy . e
5. Patron \k \J\j} \L ’ “ -
6. Passion 5 \[-t ‘p e e e

7. Patient \f’ NS \,r/ S AR SR
g, Poor. N -

9. Pure \>\/ \/ \/1 \,}M '\/\__,/-—”-'-N---

10. Purpose .S 0N, \/\Q
t1. Perhaps . \ e e s et
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Exercise 217

Write in shorthand

Is-it compatible with falrness to-call-the trader s useless
member of society, one that stands between producers and takes
toll of-the-goods that are exchanged? That-is | a proper g
tion, for-we-have-seen-thal, although mopey intervenes inr-orr
to facilitate exchange, the appropriate fact is-that commodities
sre exchanged for commodities, the pure wheat of | Canada for-
the railway-material of Warwickshire, the besfl of-the Argenting
for-the woollens made and-prepared in Bggdford. The farmer
of-the far-stretching fields beyond Winaipeg works, | perbaps,
for-the-purpose-of feediug-the operatives in an engine-shop sl
Birmingham. Men tend caitle on-the great plaios of-South-
America so-that British workers may-be- | the bettar fod. Aad-
the poorest worker bere toils forthose separated from-hime by
wide arcas of sea and land. 1t-is-not improper or insccursts Vo
say that- | we-are all exchanging services. We-may ask with
perfect proprioty, is @ middlemean, a trader, nocessary? We-are-
preparad Lo say that-be-is; it noods Jittle thought or| eonpurhu
of argament to-bring home to-onneives how indispensable the
trader's work is. The proposition is almost sell-evident. When,
as happened ovcasionally during-the pitiable days of-the war, |
the Government felt construined w-take into its~own-hands the
distribution of-some commodity-—petro!, or meat, or acoom-
modation on-board steamers—it-was pbliged 10 appoint armies
ol'] officials who did, after a certain amount of-preparation and-
iraming, what tradery had dooe cheaply and smoothly befors.
The work was, of-courss, incompatible with their intentions in |
early-life, but it-was important, and required patience to-ca 3y it
through. There-is-no cssential difference between-the work of-
the-trader and-the work of another mapn. | The trader is helping

to-move products—and to-move things is-tha only act that-man
s capable of; the trader hd;n-thecnmmod:tyubuiulﬂmhy
Journey from- | its production to-its consumption. The trader
socks to-place commoditios where-they shall-be of-most service
for-men. That is-his parpose or business in lifs. He-must- |
know where-the best sod choapest commodities are to b had;
Se-must-know also where-thess commoditics will satisfy-the
kecnast domnnd. {383 worda)}
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Exercise 218

Read, copy, and transcribe
1. Operate N NN N DA,
2, Porter )\ '\/1 —~— At :"Q._f-/
3. Proffer \} Sy \\3/
s Prefor SN N SC N NS
& Provide ™Dy ™ '\\m\j |
t\n
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Exercise 219

Write in shorthond

We-are all sellors and buyers. Parson ot layman, prince o
poasant, wo-are all sither providers or comaumers of things. Wi
profec scrvices or offer goods to others and- | il-we-ure keeg we
prosecute a person who illegatly tries to-prevent us fmmun'yms
on our legilimate business. Wa live by exchanging, by
gaining; and-for our-own | eakes it behoves us to acquire tonjn
skill in-the operation or making of bargains. This-is trw

e~ars exporters of importers, manufacturers or merely
dealers. lo-any-event, wo | scll our services and s buy money
This money we changs into those-thimgs wo-desire most—ant
which-are provided by-othern—into-the necessarics and comfiort:
of-existence, | a beavtiful houss, so extensive library of por
maoent value, or whatever we-may prefer to add to-oar reason
abie enjoyment of-fife. In sgriculture itseif, people are ceasing
te-produce- { the things they consume; the farnmer salls his milk
and-cream and buys butter, or contents bimaself with-the sub
stitute that tropical Africa has latcly added to-our tabies; he
sclls hiz cattle and buys beef of-the butcher who carves an ox fec
on-the pampas of-South-America; be vo-longer makes even his
own flour. Tha essentiel, | wll-pervading fact of-our sconomi
fife is exchange. Aparl from agriculiure, we should-be unable-ts
produce sufficiont to sustain-the siraplest lifo, and-we shoulc
perish. By-means- | of excharge and-the co-operation it brings
abowt, we-are-ecahled to-peoduce enough to satisly a ven
complex life. We go to-the-markes with our guods, perishabh
imperishable. Our goeds may-not-be embodied in com
ities that can-be weighad or measured; they-may-be, az:
usuaily are, merely proffered services. But-whetherwe oﬂ#
sepvices | for-the permanent of temporary accommodati
others—or whether-we-bave visible and tangible commodities—
pairs of boots, or ponads of bacon, or attractive ties, of succuien
fruits—makes | oo difference, Ht-is-our supply, and-this-is-th
course Lo pursue if-we-would-be & soller of what we-have. In
our minds we attach & mirimam | price to-it, what-the apctionee
calls a reserve price. Unlesy we get that-price we-shall wishdrav
ﬁom-themarkel.nd—uohdiu'mw-mulomﬂ
below that-prics, (393 words
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Exercise 220
Read, copy, and transcribe

ZAbandcn 3 ™S B

n

3. Tmtion..,J

4, Temporal ?, L—LJL{

6 Atend S ) L 4 4. Lo
[ 9

7. Continue . . L4.

8. Continent .. L

9. Travel (. d Jr doo § e
‘ A4
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Exercise 221

Write in shorthand

Unless a busiaess-man has an abundantl knowledge of-the
fundamental art of-calculatinp he-will-be hopelessly outclassed
in-the keen competition of-moderv-times, and might even
have | to abandon a business-life. An spparently trivisl amount,
# tiny fraction rmay-rmake-the difference between profit-and-
and turn a favourable smount into an adverse balance. la | no-
branch of commerce is-this more evident than in transactions
with-the continent and other-pans-of-the-world. So-many
faclors have-lo-be-taken-into-consideration that-the | middle-
man, by whose offices such transaction® are settled, musi cal-
culate to a nicety. He-cannot afford to-make » rough sstimate,
or leave-lhe-maiter to an incfficient man or | woman. Men or
women inexperienced ip figures would-boe useless in-such offices.
He carvies on-his business of bill-broking—of buying from those-
who-have credii abroad and sefiing | to-those-that seek credit—
largely on borrowed money for-which he pays interest. Ho-
cannot charge very high for-his services for two-reasons. Other
brokers are aveilable; and- | there-are other-ways of scttling
debis than-the buving of a draft to-send abroad. The debior
may procure gold and himse)f dispatch it, or he-may send s
security 10-his foreigs credilor——a railway-debenture, a muni-
cipal bond, = morigage on-land, though he-would-not-ba
indifferent as-to-the chioice. For in & sense we- | can, in-thess
days, 50 closely identified is property with-the legal title to-it,
export our fields and-factories, our railroads and cxnals,-to pay
for our imports, However, | a debtor resorts to-the export of-
gold or securities only an & temporary measure, when-the bills:.
of-exchange are at-a-price he judges exorbitant. What-is th ¢
exorbitant price which determines his choice? It-is a prffe’
beyond that-which be-would-be-required to pay for gold and-
for-the-expenses of-scnding it to-his | creditors, or for-the
security that-would in-the foreigo-country command enough
credit to cancel the detrt. When-we-are guided, as normally we-
atre, by economic considetations, we | elect the cherper instry-
ment for performing & necessary operation; we-go-not Rive
good-money when poorer will suffice. That-would-be detri-
mental to-our business, as-the audited secounts | would after-
wards show. 391
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[ 14

I
18,
19,
20,

Exercise 222
Read, copy, and transcribe
. Inverse . {r °.. ,_g b& l
Decease |
. Disease . %
oy

1 ¥l

275

At T 0L e I
Cawse .72V 7 Y

, Excise " 9 . 7Y ;)\
. Exercise . .07 . .4 & &
. Cultivate SN\, T \

0

. Column _f:(r -

T

. Culminate . .. 71 STl e -l

- Calumuy 7*-—’ S R R 4

1

.t,(;reate LB e __._.:i . i' ‘_.._] o
oYy o T Y

R I

Credence c} Y """{ TR

Credit =3 |}y —} ey
A@col‘d _.' ‘_'“] ) c'-\,_.f’

Guide 7. \"‘l 1 ““-’__ B RO
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Exercise 223

Write in shorthand

The view taken of-the very diverse changes and chances of-
life vasies with different poople, and-with-the same peopls ai
different times. Some thers-ars who-would perform- | the same
journey, work at-the-samo desk, have lunch ai-tiic-eame table
day after day, yoar in and yesr out. They-ars, apparcatdy,
merely mochanicat agents, and-nothing | zhont of sikkness,
culminating in chronic diseass, would alter their habits, They
wultivate a disinclination to-exercise their undoubted right to
change. They prefer routine to-risk, and are appalled | when-
they consider-the uncertaintivs they dog their paths from one
cause or another. They carry-oo, accordingly, in-the-same-way,
yoar afier year, until their decease, Our modern | trade facilities
have, indeod, remeved from tolerably civilized societies many of-
the risks of famine or scarcity or sudden death or min that-meo
ran in rader tises. 'Wa-have | a security of-person »nd-property
ruch-as was-pot enjoyed ig-tho best days of-the Roman peace;
and-the cheapness and sass of-transport enable-the surplus of- |
one area to-supply-the deficiency of another. Modera conditions
Lave created a different atmosphere, and-we-are, in & sense, very
different creatures. We-are freed from-the drawback | of-which
Mill speaks: “in poor and backward societion, as in-the-Bast,
and~in Europe during-the Middlc-Apes, extraondinary differences
w-the-price of-the-same commodit might | exist in-places not
vory distant from cach-other, because-the want ol-roads and
canals, the imperfoction of-marine navigation, and-the insecurity
of communicationa geoerally, prevented things from | being
trapsponted from-the places where-they-were cheap to-th-*l
where-thay-wers dear. The things most liable to Suctuations, ;!
value, those directly influenced by-ihe seasons, wore | sef
camried to any great-distances. Each locality dependod. as-a-
geaeralrule, on is-own produce and-that of-ita immediate
ooighbourhoad. In-most years, accordingly, there-was, in- |
some part or-other of any largs country, a roal dearth. .
modern-timen there-is~only doarth where thers fomuﬂy lmulﬁ-
huve-becn famine, and sufciency everywhers whea suciently |
there-would-have-boan scarcity in-sonse-places and superfiuity in
others.” (372 words)
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Exarcies 224
Read, copy, and transcribe

1. Good S
3.0mde oo oS BV
Gmant . ST e T

Guarantes = 3 _—/ —™

Ravour_ N N N Ne

Fall \r“\,-“\, T

RN A w s

ooy
, Felon A L7 NCZ NI AT

lO.Fortune\-f‘"\-/“’\"‘?’ ""\._/?’ Ao

1. Four. b A \/I( A
12 Far 5o N N

e

13. Further .5 )

14. Fresh °/\ °} ';\ /:2 N f}

15, Form o oy g S

M. Farm N o e — e
L Y,

17. Firm Mo\ \

P e g

18. Bvident . A .. M s...) S Sy S

19. Confide .y i1 S

2, Avoid _ - \j '\:Ld ~—
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Exercise 228

Write in shorthand

li-is evident that-we-shall hardly succeed in-our business-
telations unless we-understang something of-the iaw that guards
and guscantees our legal rights, gud-in-the-las1 | resort eaforces
the performance of bargains. We-must in-our duties as ordinary-
citizens have-some degree of knowledge in-the-laws in-ordgr-
that-we-may protect ourselves against | the felonious acts of
felons or would-be felons. In matters of business we-need to-
have a keener appreciation of-our rights-and-obligatioos, or we-
shall-probably fall | into serious mistakes and, possibly, lose our
whole fortone., Certainly we-are-not to-suppose thal-mea act
honourably in bosiness merely because they-are constrained by-
the law. Merchants, | factors, agents andsowners of factories
perform their contracts without thinking about-the possibility of
& law-suit, even as-lhey respect-the property of-their neighbours
from-other motives | than a dread of punishment for thieving.
Confidence in-the honesty ol others there-mnust-be, or business
would-be-impossible.  Contragts were performed [oag-before
there-was a law | of contracts; apd pumberless bargains are
eflected that-the Jaw would-not-think of enforcing. Much of-our
mercantile law 15, in-fact, simply the custom of-merchants made
authoritative | and applicable 10 afl-grades of business. Whst
men have-found convenient to-do, what-has conduced to-ihe
smooth working of buying and selling, bas-been adopted and
made | effective, and few seek to-avoid their obligations. The
merchants enjoyed spocial privileges and-were subject Lo 3pocial
duties; and-their usages were binding only upon them. These
usages were [ a body of customs by-which trade was facilitated
and-they-were more firmly established as time passed. Re |,
nized as binding by-the merchants this body of customs Yous
gradually | incorporated into-the law that-everyone, whether
merchant or farmer, factor or agent, is constrained 10 ohzerve,
Such law is, as-was declared by u jGdge of & case in | 1875,
“neither more-nordess thanthe usages of-merchasts and-
traders. They-bave-been ratified by-the decision of-couris-of-
law, which, upon such usage being | proved before thom, have
agopted them as settled law.” In-the-present tendency 10 con-
solidate the Jaw, most of-the vsages are contained in-the Sales-
of-Grogds-Act of | 1893, (393 words)
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Exercise 226

Read, copy, and transcribe

. Inevitable .~ e
Value \L\/} \f\..‘,-»v\\f“

>zz—,

1

2

3.A

4 Con

3. Evolution \.77. \/? Z, Z
6. Violent . 7. N _\(,.‘_p
7. Converse . % L O N
8. Support .S D o _\Hd\\;&,\
9. Separate M ..Ty. '\ b\/\
10, Sitnate . I’ [‘V I’

11. Station J1 ... d’.‘._L"’

12. Structure . 'L___ '1._ e
13. Consider . 1 4 { l [/ “fx .
14, Secret o . /. ) .
‘Sccretarya—/c—/f e T
(ETSecrete o . oD Ve o e

18, Consist .9... "sz_,, ‘1_,)/ “L)

mshm??é'




280 SPECIAL LISY OF WORDS 222
Exerchee 227

Write in shorthand

The alsuming of riska, the shouldering of responsibulity for
bearing losscs that-may arise, is incident to all business wod it-is
inevitable. However fur one’pushes the invaluable practics | of
insurance, this-will-aot avail eutirely, and something must neods
be left to chance. Nor, on-the whole, would it-be good for-man
if chance were altogether eliminated | from-life and separited
from business. Uncertainty addy considerable piquancy to &
diab existence though, of-courss, pobody desiros convulsive or
violent changes for-thoseko-of wvatioty. Though-we- | are,
takiog-us all-round, & very cautious race there-are-never wanting
among-us those willing to-1ake-tho chanoos inscpemble from
businens. And taking ono with another risk-takers profit
because, since more are ready to devolve from themscives
than are ready to assume it, they can put a premivm upon-their
services, Thosc services are | roal. What people call “romunsra-
tion for risk™ is really earned. Unleas plans were made for o
more-or-less distant future, no progress would-be possible; but
ss-s00n-a | fulnrity comes into-the sccount, chance sters t0o.
The Time Eleracnt--"the changes and chances of-this mortal
life,” as-it-it expressed—implies uncertainty. A natural instinet
prompts us | toconsider enjoyments now as more eligible thar
cnjoyments that are to-cotae. Few future events are quite frwe
from uncertninty; gilt-sdged securitios of-the-most unblemished
reputation Buctuate in- | value, as anyons with secrctarisl ex-
perience will-know. Tho man that sinks & mine, even though-he
gcts upon-the advice of a geological expert, rum risks: for
gooloxy itsclf | is-not-yet infallible. The emigrant frequeatly
tisks a good-deal. The rubber planter in Ceylon takes risks of-
political upheavals that-might conceivably sweep awaywhis
property rights, | takes some risk thet-the secret rescarches of
scientists may devise » suitable substitute, takes risks of-market,
of-weather, of any aumbet-of factors that oo foresight can
predict. | Evon whan-we-take seats in-the luncheon car, ignily-
ing by-the act that-we accept-the offer of-the railway-company
to-pravide & good meal for Aveshiltings, | we run risk of mot
wetting the meal we anticipsts. The company, too, runs some
risk; for-we-may-be shorl of-monty, or we-may-have-no monsy
to | pay, or having it, may evade payment. {397 worda)
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Exercise 228
Read, copy, and transcribe

llmmigrate.r-w e AP e
2. Murder o€ T TN T T
3DeﬁneLJL.,l7LgL~LL_8 1*&4
A Brd o e

5. Need ... 3] TV ‘"V‘

6. Ingcmous %L vzf “{

7. lngenuous . ‘"L) ....... C e e e
V‘\ ) N f'\/(

8. Labour .. N 7 N

9, Elahorate r"\/ Ve \/‘ \/ N\

10. Lean .. 17 ,r"“__ i

1. Write 21 7~ v o

2.Ret .. N A A A
i3, Regret /_i A /r'}\ ‘?\
14, Regard , VA /P_/

f e a
15. Refer .. /{ / / 4

16. Rnugh e .(;\ /\_. .'}.K‘- a eae e e e e e
17. Revere /\ /\h‘ AL N \K
18, Human e s LTy , e

20. ﬁ\"
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Exercise 229
Wriie in shorthand

By-na-means the least of-the busmess-man’s many duties 15-
that ofinding such an outlet tor-his goods as will enable bim to
continue at work Indeed | this-is somelimes bns hardest task,
The weekly payments of-wages w-the factory are dependent
upon-the prohtable sale of-the calico or cutlery made 1a-the
taciory; the { regular salanics of-clerks and-trdvellers, of ware-
house workers, labourers, and-transport workers cease if-the, e-13
a prolonged difhculty 1n hoding customers  Certainly the
factory owner. whose overboad eapepses | are-not much less
when-ilie factory 15 wie then when-1t-18 working at [ul pressure,
will work Jor stouk even of sales full off for awhile But he- |
cannol lay up stock mdefinitely Aon end must come to-that,
Tl rc comes 2 time when ether work must stop or products be
sold  The wholesaie dealer will-not dislosate | his organiration
bty dispensing with-lus staffl merely because of a brief penod of
slackness, he-wilt hold on 1n hupes of better tiimes coming when-
tte-will peed them | The retailer does-not discard his helpers
wlitn the spring sales bave given place to & dearih of visitors
1o his shop  Anv lengthy talure to dispose of-goods 1t, | how-
ever, inevilably dicomparied by unemployment, unemployment
ol wothers, of capital, snd-of business abilty, However re-
grettable st may be, we must regard thus as a fact  We-may
elaborate the | argument, but labour it as-we-may, there 1s-the
favt and-no mmgeouity can get over-it  How then are markets to
be-found? The most effective method of increasing | sales 5 a
cut tn price, ur a nse of-the quality or attractivencss of-the
commodity This method 1 at-times apphcable, and whea-it-s,
thereas a | benefit all-round  The consumer gams in-the quantity
or-ithe qualty ol-the-goods, the preduger has.the advantages
resulting from production oo a lacger scale. From-the custogper |
in-the revad shop; through-the warchouseman, to-whom-the
retmler oflers bigger orders on condition of-more favourable
terms;  to-the-manufacturer whe looks to-the wirehouseman
for an | interpreistion of-the-market, there-is exerted a constant
pressure to-reduce prices.  Neither-the ingenious manulaciurer
nor anyone cise can fix theso al-bhis whim or caprce. The
materis! | inceatives to iocreased purchases need only to be
brought effectively to-the notice of prospective buyers.

{406 words:



C 2 SPECIAL LIST OF WORDS

Exercise 230
Read, copy, and transcribe

1Hero///_,/i._(f

3Found\a\1\ \/f’

283

4 Collect 1. a——ﬁ“ 1 e

J. Elect £ L‘ Ll
6. Bvent ... \_V \;\ ;!
7. History d({/ P aak 'v"

8. Liberal . /N7 o

9. Patriot . N; \-'L_. \; \‘3.,‘

10. Precise \) B SRR

1L System By 3l Se L Do 2,
12.kocal <70 7"

13. Matter ~ " T
14, Sceptic “". "l LTS
I5. Sincere | < ., et
*5. Signature o .. .. ‘i""‘~-. }/

17. Certain .~— et YA e
18. Ascertain )" e Yo o

19. tasist f ¥~ A

}
“~
0. Exie ¢~ T P..=F
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Exercise 231

Write in shorthand

To sn extraordinary extent (he modern business-man is
dependent upoo-the banker apd-the banking system. Ope
enthusiastic writer, proud of-the dominating influence exercised
by-the baliks, insists | that-the cossation even for & day or-two
of-the banker’s activities would certainly cause a complete
paralysis ol-the sconomic life"of-1be nation. Such » ceasation
would | assuredly be-found to-produce swifter and-more far-
reaching effects :han-the strike of-the-most effective Labou
Union. The merchant works by-means-of-the credit facilities be
cojuys, | and hoe-would-have-no facibties either to-collect or to
pay his accounts. Unable-to discount-the bills he held, unable-
to cash the cheques paid to-him, be-could- | not meet-the obliga-
tions constantly falling dus, sad must eventually become
bankrupt. His signawre op a cheque would-be useless, The
manufacturer makiog for a market distant is-time-and- | place,
depends upon-the support of-the banks; and-that support
faing he-must cease work, no matter bow sincersly be-might
destre to-carry-on. Whether meney is scarce | or pizatiful,
whether overdrafts are hard or easy 1o obtain, iv-a-tmatrer of
supremé importance to-the trader. The stock he-has bought is
carned-un credit; if-the | baoker, the interpreter of-the Ainancial
state-of-the country, restricta-the credit then-the wrader is obliged
to unload, to.sell his stock with as little sacrifice as-possibh. |
Heo-could-not exist without-the liberal belp of-the banker The
picture drawn of-the baoker's work is litue sxaggersied. True,
the banker is only a middiernan; be connects | the people who
save with the poople who-ars-able-to employ savings in-the
creation of wealth. lo-our-country, st-Any-rate, peopie have a
deep-rovied confidence in- | the security of-funds sateysted to
othets. They-are willing to deposit with bapkers and content
themselves with moderate-inlerest upon-their deposits, the 1
of-interest being precisely ascertainable | at-aoy-time, Unwilli
of unable1o use sheir accumulatod savings themsclves, they
pravide-the means whereby-the banker meets the neods of-those-
that work and-trade cn borrowed- | capital, This-is absoluteiy-
certain. There-1s-uo room for scepticism on-the-matter. *“Our
poople,” says Bagehot, “sre bolder in-dealing-with their money
than any continentsl uation,™ (389 words)



CHAPTER XLiV
SHORTHAND IN PRACTICE

In taking notes of a speech, the employment of
certain significant marks will be found oecessary
or desirable, in order to facilitate the prgduction
of a correct verbatim transcript or a good condensed
report, of to prevent misumderstanding. The use of
these s:gns is described below—

etc, 223. When a word has not been
heard distincily, and the shorthand writer is uncertain
whether he has wrilten the right one or rot, a circle
should be drawn round the character, or & cross {(x}
ﬁiaccd under it. When the note-taker has failed to

ear a word, the omission should be indicated by a
varet () placed under the line. Should a portion of 2
sentence be so lost, the same sign should be crmjioyed,
and a space left blaok comrespondiog to the amount
omitted. Or the longhand letters # A (not heard) may
be written.

Errors. 224, In cases where a reporter has failed
to securc a correct note of 2 scnience, this may be
indicated by an inclined oval, thus (J (rought or
nothing). When it is poticed that the speaker bas
fullen into an error, the mark x should be made on
the margin of the notebook.

Reference Marks, 225. When verbatim notes of
& ‘speech are taken, but only a condensed report
is required, a perpendicular stroke should be made
in the Jeft-hand margin of the notebook to indicate
an importagt sentence or passage which it is desirable
to incorporate in the summary. The end of a speech
or the completion of a portion of a discoussc may be

28%
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indicated by two strokes, thus l . When the reporter

suspends note-taki:i&. but the speaker proceeds, the
words continued speaking may be wrilten.

Quotations, ete. 226. Quotations from well-known
sources, such as the Bible or Shakespeare, familiar
ta the reporter, need not be written fully if time
It will suffice to write the commencing and concluding
words with quotation marks and a long dash between,
thus “‘The quality of mercy seasons justice” A
long dash may be used to denote the repetition of
certain words by a speaker, instead of writing them each
time, as in the familiar passage, * Whatsoever things
are (rue, honest, Just,” eft.

Examination of Witnesses. 227. In reporting the
examination of witnesses in questions and answers,
the name of each witness should be writtea in Jong-
hand. The name of the examiner may be written in
shorthand before the first question. If the judge, or
other person, intervenes with questions during the
examination, his same must be written before the fimst
question; it need not be repeated, but care must be
taken to write the name of the original examiner when
he resumes his questions. Various methods may be
employed for dividing questions from answers, and thi:
apswer from the succeeding question, but, whatever
plan is employed, it should be one which is absolutely
distinctive. When a docurent is put in, write document

between large parentheses, thus { l—’*} When a
document is put in and read, write {l—/}}
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Applazse, Dissent, etc. 228. The following words,
descriptive of the approbation or dissent of an audience,
should be enclosed between large parentheses: <, hear,

..l.}....- hear, hear, ... DO, . PO, NO, 3. SENSGLION,

S a'pplau.m 1. chair, f- cheers, (._&.\Iaqgkrzr. \/..,llp'
roar, 2. hisses. The adjective, or adjectives, descriptive

of the kind of applause must be written after the first
aord. For exampie, what would be described as lowd

and continued applause would be written X - g -
in reporting, LI

Reference Books. 229, In most offices the short-
band writer will find some reference books, But he
will soon discover that it is needful to have on his
own bookshell or in his desk certain books of refer-
ence for his own use. The mest indispensable work is
undoubtedly a good English Dictionary. Pitman
English and Shorthand Dictionary will be found to
answer the purpose. Next in importaace, if his work
is of a literary chara:ter, will be a guide to ail proper
names in biography, geography, mythology, elc,

Business Knowledge. 230. It may not be out of place
to observe that the more thoroughly equipped the
shorthand writer is in the matter of general knowledge
the more accurate and reliable will his shorthand prove
B be. If, in addition to the necessary dexterity in the
writing of shorthand, he possesses a good knowledge
of business and other matters, it is obvious that his
work will be performed with moch greater ease and
satisfaction to himself and o his employers. He should
consult Pitman Business Catalogue for suitable books
on business.
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OurtLiNgs por THE NAMES oF soME CrTies
AND ‘Towns

) Adelside
_— .Bombay

% e Hong Kong
et . Huddersfield

e - S0Uthampton
2.5, Stoke-on-Trent
e, Sunderiand
oo SWERNSEA

...... {~.Sydoey
-€T)_ Wellington




GRAMMALOGUES 28
GRAMMALOGUES
Arranged alphabetically
aoran =..cold .. his
accord-ing — Come ..« hour
acdvantage .. could ..~ how
ah! . dear ._. howkver
alt [ deliver;ed-y |.~~. impertance-ant
and J deliverance | 7™ impossible
< any | difference-t |~ improve-d-ment
are y,, difficult ~ in
.83 Jdo ~* influence
.sught | doctor, Dr -~ influenced
. awe 1 .during - mformation
.aye . .ch? - inscribe-d
» halance e cqual-ly >~ inscription
~.be .. equalled {; instruction
= because 2. first 1. instructive
u.. been N, for .a.is
«_behalf ™. from |
\ -belief-ve-d J... general-ly |, itself
. beyond gencralization, /. justification
\ ..build-ing .Y..gentleman . lan
i but . gentlemen |/ large
~ . call — give-n I Jargely
=..called .o A larger
7. cannot .« . great o
—&are < guard me
= cared -] had . .member
7...chair - hand <~ mere
7 .. chaired ¢. . has .. more
.{..Cheer . have aomost
7.cheered i..he e MR
...... child -~ him 1 _much
{..circumatance | - himself 2 myself




4. owe

7 owing
own

.. particular

-5 principle

"\ remember-ed | )...thi

- £ ._satisfaction
.:.....SChOOl
.,r_..ﬂChOObd
5_selfish-ness
—.sont

S several
d.. shall, shalt
.2 short
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GRAMMALOGUES. Arranged phonetically
(Numbers refer to the position of the outline)

N\ 3put [ 2 deliverance
N2 smal-ly, 3 apoak L 1 advantage, 3 difficult
" 3 principle, principal-ly | /" I much, 2 which
. 3 peaple ! 2 chair, 3 chees
> 1 surprise 7 1 chaired, 2 choered
e : 5 2 " 1 child
n’?.splnt [nity) 7 4 ll::‘;
“\2be, Jtobe I largety
A\ 2 subject-ed J 2 genecal-ly
s 2 subjective 4 2 peneralization
}‘\ % ?“bﬁc“‘;“mw {4 2 justification
. ’ * / 1 gentleman, 2 pentiomen
N3 m — 1can, 2 come
N 1 behalf ~— 1 because
N 2 been — 2 care .
S, 1 balance ~ 1 accord-ing, 2 cared
| 2ie . 1 called, 2 equalied, cold
L 3 itself = 2 school
1 1 tried, 2 toward, trade | — 1 quite, 2 could
% 2 towards — | cannot
rltell,:!ull o— 1 inscribe-d
‘o told 31 inscnptlon
".2 circumstancs — 1go, 2 give-n
4 2 satisfaction o 1 signify-ied-ficant
2 instroctive aay 1 significance
2 instyuction 1 sigaification
| 1 had, 2 do, 3 different{ — } guard, 2 ¢n
-onco < 2 gold
1 1 Dr., 2 doar, 3 during | \. 1 for
[ 2 deliver-ody * 2 from
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\_ 2have ~w 1 myself, 2 himaelf
. 2peveral ~ 1 most
L 1 over, 3 howevet «~ 1 more, remark-ed,
C 1 valuation 2 Mr., mers
N 2 very ~ 1 important-ance,
(1 thank-ed, 2 thiak 2 improve-d-ment
5 2 third ~ 1 impossible
{ 1though,2them  '|._ 1lin, any, 3 own
¢ 1those, thyself, 2 this,| . » 1 influence
3 thus ~ 1 influenced, 2 next -
€ 2 themselves « 1 nor, 2 near
9 2 there, their > 2 opinion
¢ 3 within <. 1 northern
¢ 2 southern = 1 information
¢ 1 that, 2 without — 1 hande2 under
) 3 therefore o 1 sont
o 1 has, as, 2 his, is — 1 language, owing,
# 2 first 2 thing, 3 young
) 2was, 3 whose ¢ 2Lord
./ 2 shall, shait, 3 wish ™ 2 your, 3 year
2 wished ~ 1Yyard, 2 word
2 2 selfish-ness ~ 2 are, 3 our, hour
J 3sure 23 curselves
2 1short " 2 ratheg, writer
7 2 usuak-ly o~ Iwe
7 2 pleasure «”,2 whether
-~ 1 me, 2 him < 2 wonderful-ly
VYowers DIPHTHONGS
Dots "3, 30, ... the; . ah! | A, how;
. BYO, eh? c 5
Dashes .. of, . to; . all, | ... with, c. when; . waat,
X 1wo, too] .\ on, ... buti
S 0, ohtowe, 0. be; 7 and, | 2. would;
wc. thould; 7. wwe, ought, | g
auglt; «£. who. .- beyond, .n. you, ... why,
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SPECIAL LIST OF CONTRACTIONS
Arrarged alphabetically

), ..... discharge-d
k.. distinguish-ed

E
S efficient-ly-cy
ol ... electric



‘ﬁ expediency
—. c;pend
... EXpensive

. extinguish-ed

F
. Talsification
. familiar-ity
. familianization
\..,-J familiarize

........... February
« M. financial-ly
G

. govern-ed
o Nane. gOvVErnment

.. howsoever

1
3 .. identical

L identification
.. immediate
.7 imperturbable
o incandescence
Y .. incandescent
L. inconsiderate

. individual-ly
"‘-.:}.. influential-ly
... inform-ed
TN informer _
... inspect-ed-ion
... insurance
. d_... intelligence
. d.... intelligent-ly
. intelligible-ly
. interest
. investigation
. investment
. irrecoverabic-ly
irregular
. irremovable-ly
. irresponsible-ility
J
. January

r“/iq

K
. knowledge

legnht:w:
q legislature



CONTRACTIONS

M

. manufacture-d
"‘-’\mufacturer

.. mathenaatical-ly
. mathematician
- ., mathematics

. maximuam
. mochanical-ly
metropolitan
e, TORNIMUM

. misfortune
. mortgage-d

N
. neglect-ed
negligence
. never
.. hevertheless
. hothing
.. notwithstanding
O
—\—g. Organization
ey OTgaNize-d

295

P
'\f/ parliamentary

N peculiac-ity
N perform-ed

>\s. performance
AN pcrforﬁler

NN perpendicuiar
\_\ practicable
... praciice

™—_ practise-d

™y ... prejudice-d-ial-ly
. preliminary
‘\\ probable-ly-ility
™. . proficient-ly-cy
: '\ proportion-ed
‘\/ proportionate-ly
Sy~ . prospectus

.3\\_ publ‘{c '
\\) publication
\\ . publish-ed
x publisher

Q
A questionable-ly
R

%, T"upayers

. £ tecoverable
... refornved



.. Tepresent-cd

... Tepresentation
£ Tepresentative

republic
- //\§ republican
... responsible-lity

s
T satisfactory

A sensible-ly-ility
.. SOMEthing
S subscribe-d
-3, subscription
....... . substantial-ly
4.7 sufficient-ly-cy
. sympathetic
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e figires refer to 1he paragraphe, excepy whire the pags it mansions;.

Accemt, bow shown, 156
Adaprstions of Phomography to

wm;qc
Addlteoan] sizns for o, 72
ﬂ;snmm imitially,
Mplnb:l. the, I; womony of,

mammmmu
mmmﬂduc(.

Ch and ray, 12
Circto # and £, 4: in pboanc-
whr.mu)(mmum:.

Lircles nd loou 1o final hooks,

59-92“ sumnary of chapter ca,
L ]

Circles sud loop to initial books,
76, TV; summary of chaper om,
page 61

Cosleatonts, 7

Compound coasonases, 121-130;
wymmary of chapler on, pagy 96

Co-zmmnd words , vocalization of,

Concentration, mportance of. 199

s, EX and

in sectioas, pages 170-145; sum-
mary of m on, mlﬂ:

for, 212:
269-254

consonants, vocalizstion of,

70, 75; wummary of chepier on

vocallzmtlon of, page 57
Doabling peincipie. 145-135; sp-

plied to curves, 145; apﬂled ]

atranght miroked, 146; m'olw

L 150; lndmpndﬁ 41'

mpr ng-gr,

expremsed by doubling, 145 .nd

153, and final circle 5, 151; um
of in ., 1585, 212;
sommary of chapier on, page 117

BMcirical wnd Enginesring nhrases,

3 2545
, how macked, 136 )

Exrrom, 124
Examimstion of wi1esees, 227
Esplodeats, 3

asd m books, fnal, 78-B5;
modial, §6; w0t used Boally, B4;
uot need . BY; uen of ik
phravoography. $4. 210; sum-
mary of chapior of, &5
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Granwnsiogues, 15; dofimod, 2%; | L ann vowel dicsior, 202 (0
alphabetlcally mﬁ L ook, to stfaighi sumkes, §3;
2W9-90. phonelically woonlization of, N 0 curvs,
poges 291-2 65; circles and loops prefined 10,

d to heavy strokes, 134 €b);
vocalizal of halved
135 (0): 7 Or d cxpressod when a

.|
diphthong. 132 09 In words of
more (han one syliable. 133 (o)
and & Sanl vorrel, 138 {a); and &
triphone immedintely preceding,
138 ¢b); and Jdistinguishing out-
lines, 138 () and i, 137, and pr,
R3B Ldy: halved o n, L r dnick-

sompoiund
140 €d): rr and l, me of, 141
Ga); rroused for vd, 141 (BY; come
tmectione for ward, warl, worf,
and yard. 181: s nnd he shan
hook. 141 {2); joloing of strokes
of uncquel denavh, 142 (a);
divioining of balfsized ¢ or 4,
142 (5); pas wCoMes, IEINTACRLA-
tion of, 143; applled to phrasoo-
|aphy, 144, 21, sommuy of
rules on, poges 108 snd 111
Hzlr;i there, where, compounds of,

-ing, ger, how weliwen, 68

Initist capital, to Indicaie aa, 26

Initis} &0oks in phrascography, 210

Initial hooks to straight strokes,
61-63. ummary of chapicr on,

v 52
inhial hpoks to curves, 64-71;
rummary of chapter on, 52;

alterative forms for § by-
carves, 72; sumswry of
chapter on allovoative forme,

il
rated, 214; list of, 25
3 v. page 215
and voweh, 138

[14-H1%; summary of chapier
i P 260-1
paxes
Liquids, &

suffixes, 172: Het of,
28990 favky
213 )
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KEY TO EXERCISES

Exercise 2

L pob.t,d. ch j k, g w, y. b (down), h (up), r (up)
1. r (down), p, h (upj, d, h (down), b, v, t, ch, T {up),
kKig
) £, v, i'h,gm,_s. 2, sh, h, m, n, ng, |, r (down).
bor(up), m, 1, v,th, og, s, m, TH, zh, f, sh, 2.
3. b, th, r(up), m, d, j, r(up), 8, 0, sh, 2, t, g
Mg hi{down), f, w, ch, h (upl. g, y, 0, W, k, L.
7 sh, f, s, th,m, o, v, zh, TH, 2, ng, |, r (down).
8. ¢, g dk, p, ch b, j h{down}, h{up), w, ¥, r {up).

Exercise 4

. pk. pd, pdl, bm, bml, ba.
. tm, tml, tb, dm, dmr, ch m.
. ch mm, jn, wk, wv, wd, wd TH.
. g sh, g sh ag, kv, dp, dpi, dnd.
. In, la ch, lad, nt, otm, nv.

nm, nmi, mi, mid, 1 ng k, k.

o td P -

o LA

Exercise 5

. Pa, paim, balm, farn, shah.
. Pay, paid, pale, bale, bake.
Bee, tea, dee, gee, fee.
Paw, pawl, tall, chalk, thawed.
Jough, door, dome, shore, bore.
v. Thew, shoe, lieu, rue, woo,

G e -

Exercise 6

1. Pack, back, tap, cap, catch,
3. Deck, dell, debt, cheque, red.
3. 1N, bill, chill, kill, mill.

Jh 3



4, shod, rod, rock, mock,
5. » Dutch, dumb, rang, Jung,
6. shook; book, lock, push,

Exercise 7

i
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Exercise 9

1. Cap, catch, path, bath, pad, padlock, cash, cashier
2, Tongue, chunk, rung, lunch, munch, bung, hope, hub
3, Bill, biliow, cheek, chick, reek, rick, meal, mill,

4. Arm, army, armour, ark, Archangel, arrow, prrear.
5. Row, rowed, roach, rogus, rope, mole.

6. Book, took, shook, look, loop, rude.

¥xercise 10




Exercise 11

M‘M ship all the coal on Monday, the tenth

°

2. Asktheiashiermpayaﬂmemoneymto the bank at
two toda

3. Miller mdv Robey say they hope fo get all the lead
ready to catch the ship “Adelaide” on the fourth
of the month.

4. The bill of lading should reach Canada on rhe fifth
of March.

57 Who, among all the party, may move the vote?

Exercise 12

Exercise 13

Bare, berty, dare, dairy, fare, fairy.
re, Curry, repair, robbery, wrote, rotary.
Rllmh, umhg.ddmmmrooml y, ream, rim,
ush, wrung, ruddy, y. revenge, 1osy.
. Hope, happy, heavy, hang, hawk, hockey.

5
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Exercise 14
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Exercise 15
L. Repair of the road to the ferry should make a

ifference.
2. Which of the two, do they say, should put up the
fourth piliar ? -
3. They had 10 take a different route to the Heath.
4. They hope o be at the faic tomorrow, and the car
should be at the door at twa,
5. It should make a difference to Murcay and Haigh.

Exercise 16




Exercise 17

Pie, pile, piracy, die, dial, dyke, shy, shire,

. Boy, boiling, boiler, buoyamt, buoyantly, toil, toiler.

Bough, vow, couch, cutlaw, county, mouth, leunge,
wowel.

Pew, puny, due, endue, bauty, bureay, tube, tubing,
duke, dupe.

. 1dle, idling, idler, vy, Irish, irony, ivy, ivory.

. Oil, oiled, now, new, renewal, deny, denial, value,
valued. .

Wire, wiry, wore, worry, walk, Walker, week, weckly,
wake, awake, aware,

& P W ET
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Exercise 18
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Exercise 19

1. Do you feel it right to give the boy so muck money?

2. Can you come to Edinburgh for rhe fourth week of
May?

3. 1 Aave given the cheque fo my nephew.

4. He s*ould go and sec the large ship lying beyond the

5

. How can the beauty of"the isle fail o appeal to the
duke?

6. Do they assume the china fo be penuine?

Exercise 20
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Exercise 21

1. F-may-be with-you on-Monday fhe fourth of-May.
2. If-youwill-de ready when I come I-shall-be hap|
to-take-the ride with-you to-the show.



3. I-think-you-will enjoy-the ride, and you-may take
a fair share of-the game.

4. How do-you-like-the new book ?

5. I-think-pou-were right to-come away when you-were
feeling weary.

6. L-have-had a talk with Webb and Duke, who-were
both at-the party on-Monday. _

7. T-saw Booth foday and he-will-be with us at-the show,
8. If-you-should-know anybody who-can share the work
of-the opera with us 1-shall-be happy to know.

9. Z-have @ new camera which I should like to show

you when I-see you.
10, I-shail-be happy to sec you tomorrow il-you-cam
come,

Exercise 22




Exercise 23

1. Spice, spire, spikes, satire, sight, sightless.
2. Passage. passages, tasks, desks, absorbs, rasps,

3. Vmels. musda, nasal, sense, senseless, senselessly.
4. Safe, savings, sews, news, nuisance, sings.

3. Lessgns, lacing, Nelson, slaves, snores, soles.

6. Dusty, tasty, cask, excuse, razor, wiser.

Exercise 24

Thank-you for-the notice of-the affair on-Saturday the
_sixth. I-shall-be with-you early, and-if I-may, L-will
carry you back to-the city to-Junch, Unless you have a
desire to-go fo-the Royal Hotel, 1 should like to-take
you to-the usial café to-lunch, because the meals always
seem 0 be both dainty and cheap. I-wish you-were regdy
Jor-the visit to Sicily. These lovely days make us jong
to be away. I-think-the change itself would-be likely
te-make you enjoy-the peace of-rhe village life when-you
got back. Those of us who have-had such a change of
scene know this to be likely. I-shali-be ready to-leave ax
soon as you, and it-is for-you 1o name the date.

10
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Exercise 27

1. Acids, asks, assize, assessing, assails, asleep, aslope.

2. Seed, secks, sago, seems, sails, sleep, stope, sloth.

3. Peruse, pursue, days, daisy, rose, rosy, jealous,

4. Sea, sea-sickmess, ceusing, unceasing, scicnce, society,
saussge.

5. Pious, joyous, joyously, assiduous, zealous, zealously,
Zulu.

6. Noise, noisy, sum, assume, sack, ask, tennis,
Yennessee.

Exercise 28
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Exercise 29

I-am assuming you-will like 1o see-the details of-the
sales of-fhe new books on Siam, and-T-am asking he
cashier to-give-you these up 1o-this week. M-you would
like fo speak to-me on-the business, or if-you have special
reasons for supposing you can push the sales of-the
books at-this time, 1-shail-be bappy to sce you. I-have
myself soen {o-the dlspatch of a?lr-the review copies,
and-the head of-the mailing room has himself seen lo- the
cispatch of copies to buyers by mail. The subject with-
which-the books deal seems-to be popular now, and-I-
have-had several visitors fo-the showroom each day
since the issue of-the volumes,

Exercise 30
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Exercise 31

. Sweep, sweet, Swede, switch, swivel, Swiss, swish,

Paces, basis, doses, chases, c'asa, guesses, faces,

Poses, supposes, deposes, ixes, noses, laces.

Niaces, necessary,  Success, successful, exercise,
exercised, excessive,

Emphasize, emphasized, emphasizing, census, insist,
pareuthesis, synopsis.

. Policy, policies, jealousy, jealousies, mercy, mercies,
legacy, legacies.

7. Possess, possesses, recess, recesses, ahscess, abscesses,

£X0ess.

P o0

o

Exercise 32

A U

L-wish you to-write to-me as fo-the disposal of-those
cases of-yours which l-have-had lying in-these offices
forayear now. You have-had successive notices asking-

13



you fo remove them, but fo no purpose. The cases
themselves are ugly, and-they can scarcely be said to be
sweet-smelling. Hesides this, the space in-these offices
is foo small for-my business, and-I-have-no room ro
sparc for-these packages, This-is am unnecessary
annoyance and-1 insist on-your taking-the cases away
by- the tenth of-July ut-the outside.

Fxercise 34
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Exercise 35

1. Post, poster, taste, taster, chest, Chester, adjust,
arijusler.

. Fast, faster, mast, master, rnasierpiece, masters.

. Opposed, supposed, deposed, exposed, accused,
excused, mixed.

. State, stately, stop, stoppage, sturdy, sturdily, story.

. Steam, steamship, stale, stcalthy, stair, staircJse,
store,

. Testily, testifics, justify, justifies, suggesl, sugpesting,
suggestive,

7. Mist, misty, honest, honesty, best, bestow, beset.
14
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Exercise 37

The first cost of-the ncw styles may-be heavy, but
it-will soon be repaid by-the saving in waste and by-the
immense sales which-will follow. Business must e
influenced by-the fact of-our having-the best ard cheapest
and latest styles to show fo customers, and-we*fhf'nk
they -will endorse our hopes. We-are seeking, also, fo
influence the big buyers to ask ro ses-the new designs,
and-if-they can-be induced fo-lock at-them we-think
business must follow.

Exercisc 38
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Exercise 39
1. Pay, pmay, , bright, brighter, tie, try,
gymmmby ght, brigh try, trial,

2. Crowd, w eager, eagerly, meagre, figure, tiger,
cbcapu'

3. Pie, ply, apply, play. pledge, pledger, bltme, blames,
imply, reply, total.

4. Offer, offering, every, afraid, average, muthor,
authors, either, tougher, differ, Jeffrey.

5. Shrew, shrewd, shnek, shrink, fissure, tressure,
measure, Jeisure, calmer, manner,

6. Bunker, drinker, tinker, conquer, congquering,
thinker.

7. Flow, Sung, fled, fledpe, Ethel, camel, official,
hopeful, joyful, positively.

Exercise 40
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Exercise 41

Dear Clay,

If-yowrare at liberty on-Friday nmext, X-shall-be-
pleased if-yow-will try to-come in and see Dr. Driver,
our principal member for-the Borough. He-iv fo-take-
the chair at-the club di in April, and-1 should like-
Yyou to kaow him. nimber at-the dinner may-be
larger this year, because of-the increase In-the number
of-membels in-the local and neighbouring clubs during-
the past year. l-think-you oughi-to-be at-least an
honorary member of-our club. The other menbers
would-be happy to-have-you with-them, and-they would.
cheer you up, and-in truth you-can do with-it. H-would-
be no trouble to-me 1o push she case for-you if-you care
to apply. Faitbfully yours,

PeTer FLETCHER.

Exercise 42
B R R A TRt N Y O
AN TN N e

Exercise 43
1, Offer, offering, ever, every, ether, either, fry, fro,
free, throw, through.
2. Frayed, frame, frail, frock, fresh; thread, throb,
thrive, ihrash, tether, driver, otherwise.
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3. Thirsty, Kaffir, lever, verb, verbal, river, rufile, revel,
hovel, cavalry.
4 an:l, novel naval, fly, flier, flow, foor, flap, fied,

?ﬂag, bevel, travel, traveller, muffle, muffer,
arriva

6. Parallel, parlour dark, darkness, church, sharp,
sharply.

7 Terminus, engin¢er, philosophy, toierabie, Yormer,
Norfolk,

8 Purchase, occur, nullify, fulfil, literaturg, lecture,

caplure.
Exercise 44
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Exercise 45
Dear-8ir,

L-believe you-are proposing fo buy some house
proPerty InyBewrley? Yerhis is %0, Lxhall-be.
fo-call and show you details of Wa House and
Crowther Grange, and other desirable houses which
X-wish you wouid look over. If-you-will tell-me just
what-you desire, I-think I-can suit you. I-sholl, however,
leave cl! details 7l Y-see-you. U-li-is lospely a case of

19



low as ] gather it-is, I-know I-car offer you value

any. and-with early delivery of-the premises, i

I specialize in voluation buziness, amd-this

brings me into touch with just the right people foryour
purposs.

Faithfully yours,
Exercise 46
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Exercise 47

1. Spree, supper, splice, supplies, stray, suitor, settle,
screw, seeker, cyclists.
2. Sweeper, switcher, swagper, stupor, stagger, sweetly,
stecple, stickle, snddle, sadly.
3, Ciphcf SEVETANCe, SUMMmer, 500ner, cmhty.persoaal.
swimmers, stifies.
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Exercise 49

From what I-know of Cedric Spring he-has no claims
fo supreme cieverness. ft-wo safer fo describe him
as a spruce young feliow, with a very strong belief in
himself. He-ly, possibly, a bit masterful in-his manner;
but he-is-the more likely fo succeed because of-his liking
Jor work. Nor do I-think be-iz in any extreme sense a
pleasure seeker. Far fromit. I-am-sure there-is-no-more
honourable fellow in-the city, and it-will surprise me
if-he fails ro-make a name for-himself. As-he lives
near me, I travel with him several days a week, and I-must
say he-has a plausible tongue, which-should sssist him
in-his business.

Exercise 50
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Exercise 51

. Pun, bone, tone, done, chain, Jane, cane, guin, rain,

wine, yaw:..
Pawning, pawnshop, toning, chaining, caning,

" gaining, regaining, frain, training.
. Fine, refine, vain, ravine, then, shine, <hone, ocean,

mean, meaning.

. Proof, buave, tough, trough, chafe, cawe, gave, rough,

wife, preserve, observe.

. Proving, toughen, iraific, deafen, dvafening, driving,

divide, :lividing.

Exercise 52
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Exercise 53

Ii-may-be difficult for-you to (ollow the general
llf!'e.l’ upon-which foreign business Is catried-on,
€ fo-win your way in a firm which does
busm&ss wrfh-rhe Northern and Southern States of
America, you-will-have to-try. No business man, and,
above afl, no business man whose principal business is
with foreigners, cam possibly leave rthis branch of
economics from-his training. If-he should refrain
because of a general dislike of;the science, he-will surely
suffer in-the long run, The truth of-this has-been shown
ovcr and over again within iny-own circle, 3ad-I speak
-your advantage. The principles may eppear difficuls
to fol!ow, and-if-you imagiae the 1ask beyond you, it-will
prove so. But be brave; face the plain truth; and you-
will ighten the work und succeed, as you-will deserve fo
succeed.

Fxercise 54
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Exercise 57

The Fens, a stretch of marsh along-the shores of-the
Wash, used fo-be-the socne of-many a chance afitay
and many a set battle owing to-the inroads of-the Saxons
and Danes on-the domains of-the natives. Ir-scems
to-have-been a vast primeval forest at-the-time of-the
Romans, who, with thelr usual vigilance, saw g means
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saving this expanse from-rhe ravages of-the waves
:fclcarm of-the \rees and-the raising of banks, x.?g

John, of whose violence against the barons there-is but
ane opirion, nearly Jost his life in one of-the treacherous
channels of-the Wash. Those-who-have read Kingsley's
romance of-the endurance and stout resistance of-the
Saxons in-the Isle of Ely, must Aave-been struck by-the
graphic details of-the rough-roads of-those days, and
even now they-are none too easy trans®k. Times

out-of mumber, the waves, of-the-sea carried away
property, causing havoc and di to-the farmers,
Exercise 58
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Exercise 59

1. Fusion, infusion, vision, provisions, revision,
sessions, mission, submission, admission.

2. Nation, tension, atiention, examinations, mention,
manipulation.

3, Oppression, depression, expressions, liberation,
station, visitation, hesitation, illustration, section,
trangictions.

4. Fiction, suffocation, navigation, location, disloca-
tion, selection, legation.

5. Passion, ofcupation, caution, precaution, applicatior,
auction, erection, rations, exploration.

6. Petition, partition, repetition, dictation, flotation,
addition, magician.

Exercise 60
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Enrche 61
1. O jtion, su on, supposmons. extosmon,
uon, indecision, physician,
ceasation.

2. Accession, succession, annexation, axation,
suthorization, sensation, seosations, sensational.
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1. Revision, revisionary, nation, pations, pational,
pationality, diction, dictionary.

4. Education, educational, action, actions, actionable,
tuition, situation, fluctuation, superannuation.

Exercise 62
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' Exercise 63

In 1858 was set up a Royal Commission on popular
education in all-the nation. The commissioners, at ther
discretion, were fo arrange examinations; f¢ obtain
information from every direction, to-the exclusion of
none; fo-callupon physicians, musicians and educa-
tionalists of-every class; Jo-take depositions when
necessary; and, briefly, to-review the fenrml situation,
so-as-fo secure satisfagtion, beyond all mere generaliza-
tion, gnd show if there-had-been progression or

ion. The commissioners’ work way sensational
in-the facts brought out. There-was ample justification
Jor-the commission, and-the adoption of-the commis-
sioners’ advice was followed by an alteration imrthe
g‘wmf scheme of national education,

Exercise 64
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Exercise 65
1. Happy, happiness, hobby, hid, hidgen, haich,
Hodge, heavy, heath,

2. Hash, heather, haze, haste, hustle, hone, hive,
heckle, Hooker.

3. Behave, adhere, adhered, adhesiom, boathouse,
overhang, unheeding. ‘

4. Hue, hewer, high, highroad, hoax, hoaxing, cohesion,
mohair, anyhow.

$. Hum, humming, hili, hair, harm, mishap, apprehend,

Exercise 66
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Exercise 67
" prised to-hear of

S-am-sur, fo- of Mr. H Hamer's
opposition fo-the highly reasonable “eu&h taken by
Professor Hawkins on-the syflabus #r history. Professor
Hawkins, I-be!kv;“ docs his best, in-all-circumstances,
1¢ hel khp‘;pds 10 adhere fo-the scheme history
'ssonl;wh deals with-the extension ofgmmewe
a..d-witk ol forms of man's activity. He-is heedful of
ery-circumstance which-may affect the eoherence of
gtory and~the historic belief expressed in-the phnse

"Coumune follows the flag.™ There-can-be
of-his meaning, and-none but a
blocklnad would-be likely to him. He
shows Aow-the upheaval of war, # harmful fo
humanity 2 other ways, may help a nation's commerce,
I humbly hope Mr. Hamer may behave reasopably
and cease 2o harass Professor Hawkins in-his historical

course. Yours-truly,
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Exercise 69

1. Arab, Arabic, ark, arm, aroma, arrive, arrival,
arrange. .

2. Rope, repair, refine, tefining, refuse, refusing,

3. Bar, Barry, injure, injury, floor, Burry, customer,
customary,

4. Artis® artistic, arrayed, urge, 7age, remain
remaining,

3. Trespasser, pasture, preparation, rear, hurry, recover,
recovery, professor, supervisor, grocer, successos,

6. Burn, burns, return, adjourn, learn, portion,
extortion, charge, verify, pardon, sparkle.

7. Tire, tiresome, secure, securely, similar, sirailarly,
thorough, thoroughfare, Cork, Carrick.

Exercise 70
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Exercise 71

To secure-the best from himself and to-give right
service fo others, both-thr clerical worker and-the
manual labourer must hare fresh air and healthy rooms
to-live in, bright airy rooms into which-the sun’s rays
may pour and-the breezes blow when desirable. Dark
rooms retain germs of disease ond either reduce fhe
worket’s life or weaken his physical strength, so-as-fo-

0



make him unable to-do severe work either of-brain or
muscle. 4 robust man may carry on for a time in
drcaxy rooms, bus eventually such places must cause
injury mehmgmmﬁffommm
He-will arisc in-the-early morn dull and weary from-1
cutset, in place of rising merry and bright, and ready
for anything in-the day’s work. In-our-opigion the
bnghter the rooms we live and work in, the betier owr
work is likely ro be.

Exercise 72
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1. Losses, swells, laws, elation, Alpine, lupin, Jucid,
2 Awmmﬁmmﬂw lancet, loosen, Allin
1
:ﬁ:w towelgn'tlﬁll o
3 Vv wlley,chonl gorilla, kneel, kingly, strongly,

3



4. Fosils, mously chancel, resolve, delts, bellry,

nlock, lock. films, mailing, knecling, Nelson,
6. Brush, tr:ad‘lift{!ush, I{ntwm, pacious,
nu 5 sugar,
chivalry.

Exercise 75

A life of leisure is g life of-pleasure. Neodless 10 say
this-is a fallacy, but, false as-it-ls, It-is fairly widely
spread. Many foolish fellows bewail theirlack of-means
tochoose either 1o-loll or /o-tabour, just as-they like.

look jealously on-those-who appear fo-have
nothing else to-do but eat and drink and-enjoy a merry
life, when-the poor man toils ceaselessly for food and
lodging for himself and-family. But in simple truth,
there-is-n0-more awful life than-the lazy, uscless life
of-the idle man, and it-is also true ro say there-ore

exceadingly few rich men nowadays liable o-rke
ofhzhms. becanse-they know-the busy lifo fs-the happy
is an elusive shing, and-more rich mon

than poor fail fo-grasp it.
2



AN YUy
Exercise 77

1. Quick, quicker, quest, request, requisition, quire,
snquire, squire,

2 Sanguioe, linguist, well, weld, wealthy, well-known,
unwell, while, meanwhile.

3. Ruler, dweller, fuller, chancellor, bearer, restorer,
explorer, admirer.

4. Plump, Bombay, e¢mbarrass, impartial, lumber,
dampen, where, everywhere.

$. Impression, ample, error, colour, popular, scullery.

Exercisc 78
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Exercise 79

We-shall require consular invoices for-the four cases
of liquid glue, and-for-the square bottles of hair restorer
which we-are 1o ship to Guatemala by-zhe “Welsh Rose,”
sailing next Friday. Pleass ask Mr. Wheeler or Mr.
Weldon 10 see ro-this. Meanwhile, ar we-are-the
insurers, see to-the policy as-soon-as-possible. If-the
wharfinger calls, I-wish to see him as to-the disposal
of-those bules from Bormbay by-the “Emperor,” now
lying in-the Empress Dock. It-ls important 1o know
whether ii-is possible or impossible to-make de&y
of-these bales ro Messrs. Ambrose & Kimber this .
I-am relying implicitly upon ﬂn to~deal quickly with-the
mails for-the Southampton boat fomorrow.

Exercise 80
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Exercise 81

¥ I-can spare the necessary time, I-shall go lo-the
head office tomorrow. I-shall-de my best to induce the
authorities fo-raise the rate at-whick we-are to insure

34



Messrs. Morris & Moare’s four bales of sags. The rate
houkd-be highes. because of-the tisk of fire and damage
lo-the test of-the cargo. [-shall-be sorry to-veceive
efusal, as-the business is scarcely worth-the worry ans
isk unless we secure 7 fair mate.  We-kave-had muoerous
mstances of loss on similar policies in-the past, T-think-
we showld-have o due sense of<the grave loss Ard injury
whick-may follow a refu  jo-ralse the rates on-thess
asky packages. Everyone knows hiow eagiy oily ragy
tute fire,

Exercise 82
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Exervise 83

:. &Pt pat, soft, spet, »pots, plai, pieats, e, bats,
fleel, proud, white, hialt, silt,

4 Aped, jade, sobbed, died, aided;, wvoid, ooazed,
braid, braids, glowed, viewed, vowed, plades,
prades,

. Print, prints, pound, pounds, bluni. blvnis, grant,

L. Pgrants, quaint, friends, fronts, aflronts, aroints,
rafls

4. Disappoints, extends, residents, inclined, awakened,
curreats, doubled, seated, stated, rifled.

5. Secret, sacred, seated, sedate, effort, afraid, dread,
adroit, regret, mental, hotel.

6. Pat, Patty, abode, body, chat, chatty, dend, dado,
omit, moito, Lot, Lotty, Lotty's.
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Fxercise 85

Trinnh has-been divided brto throe Kinds: frurk about
Fungs, Taih opthought abonut puags: w0l teseti cin-the
wiLarate axpressiun of -thought acow: thags, decording
w0 ancien? auibondies, trun cowid-be said fo b ¢
vorpesponderie between thonght md dag. d-seems
siaefecdy corv for ansane fo-flans avnnately about e
gy witd-which he-w guite well sequanted.  uf-the
3¢ i8N0 ginte 3O simple as-ihat, and-there-is, without

wast, @ preai-desl fo be said before ii-cande catled
waple, Suppose as dotoriunate accident occurred in a
Laadon streel, and-that six people witnessed the
waden?, amd-were asked fo-relate exactly whar A
Csopened. M-is quite centain that-we shouid receive
fierent accounts from each of-them. The resalt
would-not-be a correspondence between thought and-the
thing thought about; amd so-the statements wouid-not-
be troa. [1-is to be regretted that limited space prevents
@ more extended argument, though we could extend i
i-we cared 10-do s0.
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Exercise 87

Simed, merd, seemed, steamed. bloomed, timed,
imid, trimimed, streamed, claioed, Named.

fnd, annoyed, signed, stunaed, poisopad, thousand,
ssteped, reasoned, wid, piled, heiled.

Tatind, shilied, failed, spuled, tined, retived, dared,
whared, iasured, wired, inferred,

sfaved, sotid, worned  Jwoessd, stumpede,
wrwapered, angersd, Jre kvl

e Bohs, Famdet, aelales. EH R yriawersd,
puiged, seloci, anmnate

saded, toodted . edited, diviared, sioubted, detaines.

Czhtened, plant, plunted, dritt, defied, acquand,

1. wuainted.

Exercise 88
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Exercise 89

H-the Yttle stones which-you have rolled from unde
your feet were able-ro speak, they-would relate in-yo
agreat story, the story of-this old world of-ours as-it-v.
thousands of-years-ago. They cannot, however, and-ti:
story will-not-be told by-them. But let us suppose tha:
one particular pebbie could talk, and-thar-it seized 1
opportunity to-do so. [t-would tcll-you, and-the oth:
gentlemen of-your party, of chanpes in climate, pé-
mad upheavals, when-the mighty® ocean turned fo ©
land, and- the highest hills ord-she hard rocky mountan
tottered and-fell fowards-the sen and became, n.che.
the sea bortom. e fistened. ar g child wmight lisic
to-the story told by-the pebble, we might lewrn o/~
moverneris which-gre, evea now, tending foduiiz par
of-the carth into more habitable places, amd otier 2
inte desolgie wastes.

bxvreice 83
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l. Fitter, voter, enter, sorter, aveider, thunder, asunder,
finder, founder,

'. Another, grandmother, grandfather, eccentric,
centralize,

J. Potter, plotter, spotter, doubter, auditor, painter,
rounder, clector, embroider, protractor.

\. Lighter, loiters, slander, moulder, ringleader,
breechloader, leader, lather,

i. Sombre, timber, rinker, imponderous, slumber,
slumbered.

. Malinger, malingered, adventurous, pictures,
fractutres.

. Enter, entered, wonder, wondered, gender, gentry,
inventor, inventory, tenders.

Exercise 92
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Exercise 93

Chambers of-Commerce are to be-fouxd in-the chief
centres of-the-country. They take in-Zand the coliection
aof information for both importers and exporiers, and-
they pather in-their files wonderful {acts and figures
dealing-with matlers of imporiance io-their members.
There-are wsuolly differens sectiong, umder different
chairmaen, for different 1rudes, such-as-the leather frade,
ond-these sections naturally endeavoui fo centralize
their viorts on-the particular business in-which-their
members are engaged. The chambers keep a watchful
eye upon lcgislators, so-us-fo enter an carly protest
aganst any legislation likely re hinder international
frude, One chamber took-the rather unusial coutse of
actng as trustees for debenture holders of-property in «
foreign country. [he present writer is-not aware o
anotheranstance of-shis wonderfully uscful service by ¢
Chamber of-Cornmerce.

Exercise 94
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Exercise 95

i. Lay, layer, payer, player, gaiety, payest, acronaut.
Z. Theatre, theory, theosetical, -c-invest, re-engage,

ro-enter.
3. Amiable, marrying, carrying, agreeable, ideal,
ndealist,

A Burrow, botrower, erow, geoser, low, lower, fowest.

< Brew, brewer, brovwery, e, {luent, blue, bhaish,

. Miscellaneous, roysictions, fosdios, victorious,
inricusly.
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Exercise 97

The various rooms in-the British Museum are the
resort of-the theologian, the geologist, fthe historian,
and-the scholar in every department of science and art,
There-are 1o befound relics of-the Assyrians, the
Babylonians, and other ancient nations long-since
passcd away. Wonderful specimens of beautiful Indiag
and Other oriental arts and-crafts, miscellancous
ornaments ingeniously carved, aad showing-the most
delicate work and-the liveliest imaginalion of-the artist,
are to be seen in-the Museumn. No-wonder thar-it
excrcises a great attraction for-the visitor fo-London.

Exercise 98
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Exercise 99

1. Memoir, reservoir, hardware, frequent, frequently,
subsequent, subsequently.
2. Twelve, twelith, farewell, overwhelming, Bruaswick,
beww:th, sandw:ch.
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3. Tweedle, twig, Comwall, limewater, misquote,
misquoted, misquotation, driftwood.

4. War, warlike, warmhearted, warfare, warmer,
warp, warranty.

Exercise 100
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Exercise 101

On Wednesday last, in-the Memorial Hall, Worksop,.
Mr. Walter Wilde, of Wakefield, delivered ant extremely
fascinating lecture on-the Empire. He referred fo-the
enormous size of-the dominions, fo-the millions of-
prople of vatious races living in-them, and fto-the
tewildering variety of «oimal life o be-found in-rhe
area included in-the Empire. He deplored-fie frequent
wars, which had weakened British South-Africa in-the
past, and capressed his belief that-the future wonld tell
a very differemt story, Mr. Wilde spoke im warm
appiciation of-the ever-growing love between-the
dominions and-the mother-country, end declared that
genuine affection was-the best possible bond of union
between us. Subsequent speakers included Messrs,
Hardwick, Shadwell and Wagstaffe, and-the audience
accorded a warm expression of thanks to Mr. Wilde
Jor-his lecture,
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Exescise 103

1, Compassion, commitice, contain, contained,
congenial, confession, conversation, concession,
conceal, ermcealed.

2. Discontinue, discontinued, recognize, recognitios,
recommendation, commerce, Commotion.

3. Accompasist, accomplish, accommodate, mtro-
duced, introspect.

4. Magnanimous, magnificent, magnitude, translatc
translation, transport, self-denial, self-reliance.

5. Selfconfident, selif-contained, instruct, instructed
inscroll, inhale, inhabitant, inseparable.

6. Inhumanity, immoderate, innumerable, unnoticed
ircelevant, anderrate, aiready.
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Exercise 105

The almost innumerable terms connected wirh
business showld-be understoed by-all who engage in
trade.  ‘They-are iniroduced into practically every
transaction, and he would-be considered incompetent

who did-not understand them. The masiary of-these
tcrms is-00t 4 task of-such magnitude av 16 disconcert
: ryone of reasonable self-refance and self-control. No
entea prising man need emerrain ¢ moment’s doubt ar
to-kis ability ro-learn these sigmficans teens.  The
transroission of goods fo @ commission agent or other
consignee nvolves the preparation of documents which.
will casute-the transier of-the goods fo-him without
unnecessary  delay,  7..e amugemem of consular
nvoices and other forms property inscribed and attested
must be recognized as a conimon matter of" dally routing,
ar.d a man would feet uncomivriable if-he-were ignerant
of-these-things,
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Exercise 106
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Exercise 107

1. Paying, spying, stating, chewing, stitChiang, hiring,
robbing, dying, edging, breaking, laughing.

2. Soothing, sighing, showing, knowing, laying, failing,
rowing, muffiing, offering.

3. Pouncing, entrancing, chancing, scoffing, leaning,
shining, pacing, paining, paviog, joinin

4, Piomng% apigldmgé, prom%u}::ag, !%ljdmg. gs.n'llattnn’mg,
painting, skating, believing, cheering, nearing,

5. Adoring, adoringly, sparing, sparingly, sweepings,

scoffings, failings, paintings.

6. Possibility, brutality, suitability, legibility, minority,

legality, mythological, etymological. . -

911%‘ v anf&mml m
forward, wayward, dockyard, backysrd, theronfies
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Exercise 109

Herewith  we-haoe-pleasure in forwarding to-you
several mining market cuttings from this morning’s

pers, and-we hope 10 add thereto within a day oc-two.
The old mincs have-been strongly supported, s con~
scquence of-the announcement af-the success of recent
crushing operations, ad, as-the labour costs are likely
fo be reduced shorsly, there-isno reason why-the
experiments should-not-be carried further. You-will
recollect that-we warned you against your extreme
hopefuiness regarding-rhe possibility of-profit from-rie
&w workings; but-you-were sanguipe fo-the point of
recklessness. Irregularities in-the directorship liave
come to-light, and, unfortumately, our pronouncement
as-to-the mineralogical conditions has-been amply
justified. We-shall send-you g suppiemental report laier,
and-will keep you constantly advised of any changes
in-the situation.
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Excrcise 110
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Exercise 111
Pumped, plumped, tramped, damped, jumped,
encamped, exempt.
. Presumption, resumption, exeraption, assumption,
redemption, temptation, extinction.
. Function, sanctiop, anxious, anxiety, apguish,
languish, sanctuary.
Pessingist, pessimistic, optimist, optimistic, post,
postage, postpone.
Punctual, punctuate, eomptmcuon. strong, slrongw.
distinct,® dlstmclly
. Post-free, postscript, tago-sta.mp, substitute,
substitution, waistcoat,
. Mistake, mistaken, mostly, blast blast-furnace,
testimony, testimonial,

Exertise 112
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Dear-.nr

pt-mply fo-my-letter re-
gardmg—the syilabm of-the Southera Institute. [-am
enxious that my nephew should join on-the resumption

of-the classes. He-um to-have begun last session, bui-
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was obliged o postpone the matter through sudden
illness, which caused us considerable anxiety. Unless
I-am mistaken, I-have-hod-the € of-meeting
Professor Lawson, the principal of-the lnstitute, and-I-
shall caoll-upon him next-week (o arrange about
textbooke, and to obtain Ay sanction fo-the course
which T-wisk my nephew fo-take. Thank-you, also,
for-the invitation fo-the opening ceremony, I-shall
certainly be-present at-ske function if-ir-Is at-al/ Possible.
The programine is very tempting, and-1 prwwno I-may
bring a friend. If I-am-pot rmstaken Qr-this- ﬂgan
paFaps you-will kindly send @ posteard to-that
Yours-truly,
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Exercise 121

If-you wish to-write at a high-rate, you-must read
and mastes the rules so-as-to follow them fuily, and-be-
able-to apply them on ali | occasions. Ifeel that-you-
cannot fait to fall into-the trae and right way if-you-will
only try. The race is to-the sure and-not to-the § strong.
Dernet taty by-the wav, Remember-the hic of-the
{otble tortoist that outsiripped the hare. Masicer one
thing at & tiine, and you-are sure to-wjn. | Set spart
dor study a small portioa of-esch day. Have patience:
“Rome was-uot built in a day,” High hills grow less
as we ascend them. That-which-is | lightly got i liwle
valued. Ii-you would pet goid, you-must dig deeply:
it-ts-not got on-the surface. Neithércan youeater on-the

ssession of-learning | without some trouble. If-you
would obtain a high posiiion, you-must-nat-be beaten
by what-is di ticwit. Ler your- letters be neat and Jight;
a tarpe and heavv | style wastes tinse {1&n

Exorcise 122
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Exercise 126

A prefiminary meeting was beld in-nur Masonic liat
Jast Saturday io consider-the presesvarion of-the Yok
Bstate for-ibe use ofsthe pencral pudlic. Sevral
peciliar circumsiances have | prejudiced the consigeration
ob-the-mattes fneche past, and-the peeidiaricy of-thy
oSt whert puhfnied n-the newspaper arresiel-he
attentice of-many Jocas celebrities who saw that |
anon wisteeossary ifthe repatation of the tows was
to-be upheld. 7he Hstate conteing some very old ruins,
in-the perpendicuiar style of architecture, and its history
Jis § somewhat hidden in obscurity; but-tho buildinps
are in-such » staie of dilapidation that-jt-is-pow deemed
wise to-protect them from further decay. Xi-is-said
that | if-the prerogative of a local lord were exercised, in-
all-probabitity none of-the land would-be available for-
the use of-the people; but, as-this-is very immabk. i
we-necd-not enter upon a debatable Io;m: which-might
cause us to show any but charitablo feclings. At-the
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meeting the chair was-taken by a publisher who practises |
much real charity amd who-has distinguished himself
on-the local bench, a tribupal of-which wo-are proud.
On-the platform were Mr. Arthur Johnson who-has
performed sigual services | for-his town; Mr. James
Smith, the applicahility of whose inpracticalde and
republican theories is of little account in-the performance
of-our daily duties; |and Dr. Rawson, a very proficient
master in-the-art of logic, ind-one who-has a verv
wide praciice al.ong some ol-the best fumiiwes of-the
district. {269)
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Exercise 126

et i AL pres iavitag 4o Fesdots to-gre
in=thmw 1 inviting-the residents to-give
rubstantiol subscriptions to amgntral fund, .an{:gtlhe
amount subscribed bewag out-of | all-eroportier to
expectations, there-was-now no fear of a deﬁmency,
and-there-would-be go  difficulty in  disch
wsitial expenses. Among-the observations maxie by-the
speakers | those of Dr. Rawson wergibe most
pradbicable, and-we hope ihey-will-have » wide
publication. He gave a description of a scherne somewhat
different from ours and led ] the audience to-follow its
applicability to-the-present-case. Of-course, Mr. Smith,
who=g very far from being deficiert in eloquence and
who-is a practised speaker, had | some wild statemems
ie-make, and spoke of-the cvils of-the disproportion in-
whicti-ihe enjoyments of-life are diswibuted. ¥His
speeches are very wnsubsianfial, but as a verf -mer | ot
o tudicrous it-weuld-be diffionlt to-Hnd his 2ol
sither wi-thit-country or im-any tepublic. When-the
next edition of-the local paper i pubiuhed i- { wiil-
forward vou a copy Lad you-wil-be-avle-to vealive
sow onufidtiering he-is in-his Temarks .ooul whathe
~ats-the disproporncanic distnibuticn of weatih {2082

zercise 127
-’_J — o ooy = '
LA, TR, ,\ s s NS T T
?'. J\‘ .‘., - 0,

>c‘—))l~.u,§, )\\, s I y\/:..
e T Dl DA D A,
63



ﬁ;\t‘\\"\"\’\l AT,
QT.._« N \\\. ab —z‘] et Q‘ \»ﬁ,’_
| S R .
R YA NN \/\_L[n 2, ’/b—
N ’Q\'\l’\n>(\~/’?

J‘*’.:‘.::g Pt “\__v,u

Exercise 128

He who wisbes to-become a fluent speaker must first
of zli ba capable of-making a speech; but itis a1
sornewhat sad fact that some peoplesare naturally f
incapable of-expressing their thoughts verbally. Ii-is-no
sbuse of ranguape, however, to state that even naturg
raay-he avercome, and-the taciturn person may acquire
such fluency as- § to surprise bis friends by bis eloquence.
It-is-only necessary to-recallthe character of De-
mosthenes, and how he developed the characteristics of
1 great orator to-prove | that-this-is s0. Li-is especially
essential that familiarization witk: details of-the subjeut
be acquired beforehand, otherwise a mortzage is placed
on-the chanoes of-success by an | insufficiency of facts,
when & sufficlency would probably muan unquahﬂed
success. With-the precision of a mathematician Lic-
should marshal his facts, familiarize himself with apt
illustrations to establish them, | and ke;%m -view the
immediate purpose of-his speech,
certain pes ares which-can-be suned to-circumstances
with mathematieal accuracy, but-these should-be as far |
removed as-possible from merely mechanfcal action,
H-the maximum results are to-be attained. Some fail



to-govern themselves in-this-matier, and-thus extinguich-
the possibility of being | effective. Further, a homely
and familiar style should-be cultivated and adopted as
occasion requires. The efficient cultivation of-the voice
should receive especial attention. Unfortunately it-is
too often | ignored or treated with but insufficlent
comsideration  by-those~who do-not recognize its
expediency. v (255)
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Exercise 130

Ministers of-the crown have various duties to
perfarm on behalf of-their government. One is at-ihe
Exchequer controlling-the financial business of-the-
country, and fooking into-matters | of expenditure;
and-in-this work he-hias often to-meet criticism {rom-
the weatthy clusses, from Jeaders of-comunerce, and-
from manufaciurers because-he secks to  tax-the
commodities { they mamufacture or export. 1t-is w-the-
months of Jannary, February, and March what-he bc;:gu
to-think of-his Budget for-the coming fiiancial vear.
Anothet is exchanging | views with foreign powers, and
h-is-pecessary  that-he maintains an  imperturbable
mannet wuder cit-Ciivomstaaces, and displays a broad
spirit in-lus views, A third is maintaining-the | im-
pregnable state of-our coasts, or considering-the
inefficiency of-oty navy, which-iz very expensive, and-
fovmulting plans for making it more efficient, A
fourth has to-deal-with- | the treatmens of-prisoners
who-ute confined for offences of various kinds, and-
thovgirhe-may-be & kindly man, he-must-not-be
swayed by talse motives in-the | discharge of-his duties.
A {ifth is concerned with-the bealth of metropolitan and
.other areas throughout-the Jand. In additicn to all-this,
such minisiers are cross-examined io | Parliament, apd-
the result of-such crossexamination depends very
fargely on-the personal magnetism of-the holder of-the
office. (23

Exercise 131
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Exercise 132

During-the winter months the committes of-our
institute organize a number of lectures, at each of-which
there-is as chairman a well-known representative of
Jocal industries. Some | of-the committee are in-favour
of-having subjects which allow only of-one style of-
treatment. Our late secretary resigned becsuse-he
thought that-the committee neglected good op-
Snunma | of enllihtenmg-the public  on-some

baable topi -were  discoursed
frresponsible (ndmldma‘.r. somewhat ill-informed, and

who-were Interested in-the tion of-certain
principics without any | for-the sensibilities of
others. Wi that-heshould-have thus relinguished

duties which he had performed in a most disinterestad
E 61



manner, and-we certainly think that-such | topics
will-have-to-be incorporated in-our programme, or
we-shall-be guilty of a serious negligence, and lose a
connection which-may-be irrecoverable, (146)

Exercise 133

In November last we-had a lecture on electricity,
and-the-chiirman, 1n a very inferesting speech, said he
remembered-the time when people were afraid ™ of-
travelling by electric | train or tram, and regarded an
investment 0 electrical undertakings as very unwise
indeed He had some anecdotes to-tell of-the life of-the
lecturer, who formerly represented § his native town in
Parliament, but owing to being so irrepulor in-his
attendance at Westminster, he had te-resign his seat,
although a man was-never better qualified for- | the
work. Several-times he had complained of-the want of
independence of-members, showed much indignation
at-the humiliating position in-which he-was often placed,
and looked upon- | the routine work of-Parliament as
very uninteresting. Among other things, one of-which-
was a story of-his escapades when a boy, the chairman
mentioned that in-his youth the | lecturer was very
regular in-his atiendance at-the local technical school,
and gained several certificates for science subjects.
On-the represeniation of-his tutor, a clever man, who-
was | responsible for-the organization of a large elecirical
company, the governing director of-which-was a
member of-the Automobile Club, the lecturer specialized
in eleciricity, and-now he-was | one of-the foremost
lecturers of-the day, and considered a first-class
deganizer of electrical exhibitions. (227)
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Exercise 135

The Jecturer said electricity is in evidence everywhere,
and today it-is an factorin-{heali;;ofa
prigressive people. ite-the constant en-
thusiastic efforts of electricians, | the exact nature of
electricity is unknown. Among-the reforms for-which
science i responsible, none has-been more singularly
benoficial to-the race than-the application of electricity
to- | the needs of-mankind. The reformer is-now turaing
his attention to domestic duties which-are undergoing

.8 revolution in-the hands of-the electrical engineer.
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Certainly the reformation is | very slow, and it-is very
unfortunate that housewives in-this-country should
show some oppoasition to-methods of electric

Of electric cookers he-could-not spesk too enthusias-
tically; | they-do-not fluctuate in tempersture; the
result otnained yesterday will-be obtained today, if-the-
same conditions are imposed. He spoke of-the
sensibility, of electric waves in-the- | air, and of-the
variows methods of-producing electricity, which-were
far from uniform, afid gave a wonderful account
of-the 1g of electricity by-the force of water, |
All-were unanimous in-their praise of-the lecture, (18%)
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Exercise 37

In-this age when-we hear such unsympatheric remarks
about-the decadence of sport, it-is very-satisfactory
to-find so-many Enmgiishmen taking a fairly sympathetic
interest in-the | University Boat Race, the premier
English sporting event, and it-is questionable whether
any other event in-the pastimes of-the world touches so
universally the great heart of-the | public in-Engiand and
abroad. All-classes of society take a very keen inferest
in-the race before-the day of-the event, and it-is-this uni-
versality that unguestionably | shows that-the race is
associated with nothing objectionable. The same
cannot-be-said of-some-other forms of sport which
contain the minimum of sy ort really, but-the maximum |
of elements which-are undesirable. An irvestigation
would frequently prove the utter falsification of-the
meaning of-the-word sport. If-the newspaper is an
index of public interest, then | surely all must acknowledge
tha-the training of-the two crews is a matter of interest
to Englishmen throughout-the imiverse. At-this-time
men discuss with knowledge the merits | or demerits of
vatious forms of diet, and.with an insellivence which all
intelligens people should accept as an acknowle
of-the extreme interest taken in-the various doctrines
advocated | by food reformers. . @y
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Exercise 139

The day of-the University Boat Race is-the first
out«oor spring holiday, and-though-the weather
may-be unsatisfactory, the crowd on-the river angd
tow-path is an immense | and motiey one. Here
we-have-the Parliamentary hand, the insurance broker,
the compiler of prospectuses and amalgamarion schemes,
the arbitrator engaged in arbitration cases, members
of-the legisiature who- | have turned their backs on
legislative matters for a short-time, the administrator
_and-tbe administratrix; there we-bave ladies in-the
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height of fashion full of enthusiasm for-the | success
of-their favourites; the mischievous errand boys with
their baskets over-their shoulders, whose mischief is
excusable for-once; indeed, all-sorts and conditions of
influcntial and uninfluential persons, | each of-whom has
probably decided his or her choice in 8 most arbitr
manner. The newspaper reporter is there with-his
pencil and book jotting down any matters of- | moment
in-the characters which delight the hcarty of all
Pitmanites. The result of-the race is sent by telegraphic
communication, both tefegr#n and cable, to all parts
of-the | globe. Undoubtediy people think more of-the-
ner of winning than of-the prize at stake, and-thus
the boat race exemplifies the saying of-the-most lovable
of all | Scotsmen, Robert Louis Stevenson, who wrote:
“Our business in-this world is-not to succeed, but to
coptinue to fail in good spirits.” Here we-have a
splendid motto to- | remember in-our everyday Jife and
in-our pastimes. (249)

Exercise 140
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Exercise 141

The introduction of new methods of locomotion has
considerably widened the field of-the newspaper, and
added further variety to-ihe editor’s dutigs. Among-tbe
most poputar modes of-travelling | is that of—momrin%
the development of-which has-been very remarkable
indeed. Newspapers have consequently enmlarged the
scope of-thewr contents, and given circumstantial
accounts of amything and everything | of-importance
associated with motors and motonng. Thete-are also
periodicals  devoted altagether to-the inrerests of
motorists. Interested parties organize motor shows at
which everything in-the way of | accessories, from
incandescent lights, to-the most insignificant, but
Pevertheless necessary, parts are exhibited, each and
everyone claiming to-have certain distinctive feat
The multiplicity of-motors, both public and- !‘pri te,
is & source of danger to-the general public, tor some
motorists are unprincipled enough to be reckless in-their
driving, Such unlawful acts give offence, and | cause
great alarm and inconvenience to-those passing along
our streets. Therefore, it-is urged that-those in authority
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jhould seek an enlwrgement of-their powers to-check
sxcessive speed | whenever motors travel through-the
busy thoroughfares of-cur cities and towns, and to
inflict severer punishments on all who transgress or
attempt 10 transgress the letter of-the law. | (210}

Exercise 142
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Exercise 143

Soms say motoists shoukd show more consideration,
and give attention to-matters which concern the life
and death of-the froquenters of-our roads. Though-the
difficulties are preat “they- | are-not irremovable, and
motorists themselves can-do a great-deal to-make-them
removable. Often, too, we hear complaints by de-
nontinationai bodies that weekend motoring is injurious
to- | the cause of religion ia general, and-there-would-be
a peneral rejeicing among-the churches if :omefh:’a:g
could-be done to convince pecple of-their folly #
spending their | weekends motoring along-the country-
side. In-our remarks respecting the onward march of
civilization, it-is weil to consider all things fogether,
und what brings misfortune to-the few | may carry
with-it great blessings for-the-majority of-mankind.
Novwithstanding this, however, there dogs appear to be
& wanton heedlessness of-those things which-were very
real and | dear to-the hearts of-our forefathiers.

(57
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Exercise 145

I-am-very-glad to inform-you that our business has
tumned out very-satisfactorily indeed during-the past
year, notwithstanding-that much has militated against
our progress. Before dealing- | with-the figures in-the
accounts, I-think-it-is-necessary for-me to-recall to-
your-minds what I said at our last mecting. You-will-
probably remember these- | words: “On-this-occasion
we-have to-meet an adverse balance, and it-is deemed

to-take immediate steps to-improve our
position, At-the beginning of-the year | we brought-
forward a substantial amount, and-now we-are faced
with a deficit. L-am-persuaded, however, that-we-could-
not have-done bettecr owing to-the peculiar-circum-
stances which- | were in operation during-the year.”
Those-who-were present at-the meeiing in-all-proba-
bility remember-the statement on-this-matter in-the
report. It-was felt that by- | some-means we-mmust
regain our position, and-therefore every-circumstance
Ykely to-have affected the profitable working of-the
company was considered, and-the result reflects great-
credit on | all-those-who-are concerned in-the re-
orgapization, and-I-think-that-you-are satisfied in-this-
respect. (198)
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Exercise 147

Tuming fo-the accounts for-the-year now under
review, [-think-you-will-agree-with me thal-we-have-
done exceedingly well. On-the credit-side of-the trading |
account you-will-find that-the business done shows
an increase of £20,000, On-the-other-side we show an
increase of working expenses, but-the increase is- | not
heavy, and-furnishes us with an example of-the fact
that-the better-the business we.do, the lower is-the
ratio of-expenses. Oun-the assets side of- | the balance.
sheet the property account iteru is-the sume-as before,
whiie-the cash shows an increase of £1,200. On-the
liabilities side of-1he ] balance-shect the cost of renoya-
tlon has-been charged to-the reserve account, and-I-

think-you-will quite-apree-with-this. Our dividends
for-the past five years have | averaged i0 per-cent
per-annum.  Early in-the coming ycar there-will-be
& special mecting to  discuss-the-matter of further
developments, and-I-take-the-liberty of | urging all to
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be present. In-the-meantime I-trust we-shaill continue
to-prosper so-that-we-may-have a substantial increase
in-our-profits, (206)

Exercise 148

Exercise 149

It-is-said that civilization has deprived man of-his
love of nature, and it-is-only-necessary to observe-the
smail-proportion of-city dwellers who delight in-the |
out-cf-doors lile to-find confirmation of-this-statement.
This-has-been spoken of many-times, and as-we-think,
and as-we-shall main‘ain, it-is very unfortunate | that-
such a statc-of-affairs exists, Nature is ever striving
after perfection; and-this-is-the one great lesson of-life
we-have to-leam, that-the greatest happiness | is-to-be-
found ip-the pursuit of-perfection, for, as Stevenson
says, it-is more blessed to-travel than to arrive. All

"Jovers of nature should read Stevenson's account § of a
Jeisurely journey through-the north-cast of-France by
canoe and on foot. He-was a lover of nature. Being in
perfoct agreement with him, and wishing to | emulate
his example, we spent a holiday afloat in France last
summer. (162)
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Exercise 151

Three of-us had arranged to-make-the trip. All
of-us are members of-the-same political-association,
while two are also promicently conngcted with a
medical-association, and- | the third with a traders-
association. On a Wednesday-evening we lefi-the shores
of England for France. Arriving in Paris, we hired s
flat-bottomed Norwegian boat, somewhat smaller- |
than we-had intended, and-fiom this-city we rowed
ourselves down to Nantes, leaving Paris on a Thursday-
afterncon. We-went by-the Seine, along two canals,
and down- | the Loire, a distance of-over three hundred
miles, which occupied a joyous month, out-of which
we spent more-than half-the time on-the water. We-had
a | very large umbrella that protected us absolutely
from sun and showers, and-in-the locker of-the boat
there-were appliances for-the- tion of-sim
meals, As-well-as- | can-be Pmmmmbaed we-wg:
through about forty Jocks; we stayed at thirty inns,
and our ex| worked out to a total of twenty francs
a day for dinner, bed, | and early breakfast. {183}
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Exercise 153

riai2 weather was glorious during-the whole trip, and
our picnic lunches under-the-trees, though of-the very-
simplest character, were most enjoyable. Lookiong back
upon-the time, it- | appears we-were in-such excellent
spirits that whist we ate was of-littie consequence. We
gloried in-the fact that-we-were in-the real France
of-the real | French, and-were enjoying nature among
pew and strange swroundings. We-have-been-informed
that-we-did-not  take-the best coute, and-therefore
as-soon-as-we-can we- | shall take-the opporiunity of
carrying into-effect the suggested alternative. Let-us
urge those-who-have-not experienced such a hohday
to-lry it by-all-means as-soon- | as-they can, since it-
seers to-us that in-thesa-days of advanced civilization
il-is-necessary that-we seek communion with nature
whenever we-can, and especially at | holiday times.
(152)

Exercise 154



TExerciye 155

From-time-to-time  we-have-discussed the question
of-the influence of-th.c-press, and you-cannot deny that
on alt occasions F-have-been able-to-miuhe put | a fairly
strong case for-the jusufivation of-the statement that
journalists on-the whole work {or-the cause of-progress;
and-f-you-should-not-be  willng to allow | this,
they-would-be unduly condemned for-that for-which
they-were-not altogether responsible. ' You-will recollect
that some-time-ago, I-cannot-say-the exact date, you
stated | that-you-were-not satisfied that-the influence
of-the-press was for good. I-would-not reopen this-
question so soon agamn if-it-were-not for-the speech |
of-one-of-our Jeading orators the other-day, which
impels me to-write a few-words respecting . He-was-
the principal guest at-the annual dianer of-the | lm
Press Club, and-I-have-carefully perused more-t
one 1t of-the speech in-the several newspape.s
in-which-it-has-appeared. He said he-was getting on |
in life, and fos-some-time past had withdrawn from
public-life, and hoped thal-hc had done with public
speaking, The great terror of-every public speaker in-

2



his- § time was-the reporter; but to-some-extent, and
1o what-extent is appareat from a study of

bad ceased to-report the specches to-which-

#t-was | understood the whole community -vere loola:;g-

)

forward with broathless interest,

Exercise 156
S RSN o o it T WHE V7L Y
3:,\_ 1.2 :\mn M::’\..x”\vi\/ ::
. vy S e e T




Execrcise 157

At-any-rate, the speaker continued, the r:poner was
no-longer the terror of public speakers, and-pow only
reported the speeches of-the great lions of-the front
bench. | He beli that-the-press did work for-the
cause of-progress, but at-the-same-time he warned his
hearers of-their influence in-the cause of peace, and |
implored them to besitate vefore they-did apything to-
bring-about-thé horrors of war. It-is oo-this-question
of war, he wont on to say, that-you-are-not at- | onw
with me. You-must-not-be vexed if I-venture to-repeat
that I-cannot-see why you-shoutd condermn at-all-times,
and-under-all-circumstances the influence | of-the-press
in-this-matter, as-if-it-were-the duty of-the journalist,
in-so-many-words, to denounce all wars and cry for
peace on-every occasion. | A notable writer says war is
sacred, and-there-can surely be no-doWbt that-n.is
absoiutely-necessary 10 use force for-the suppression
of tyranny and wrong-doing. | I-may-not-be-able-to
see-you for a long-time to-come, so I-hope-you-will-pot
fail to-write me on-this-subject: Doubtless you-will- |
' be-able-to find some objections to-my-statements; still
[-am-able-to-think that-you-will modify your views
inthe-early future. Mf-it-be-not too- | much trouble
to-you, will-you-kindly post to-me the copies of-the
pamphlets l-lent you come-time-ago, and although
you-may-not have read all of- } them, perhaps you-will
give me your opinion og-those you have perused We
should exhibit charity in-our-words at-all-times. and-
in-this spirit l-trust we- | shall always exprese our
thoughts when wnting to-cach-other on controversial
topics. {313
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Exercise 159
T-wish-there-were more people who-would remember-
the saying that to ynderstand everything is-to forgive
2s




ovorything: in-other-words, whenever-there-ds cause
to criticize-the actions | of-others, we should try to-get
at-the real motive of-the actions, and-tben we should-be
more charitable towards such persons. I-know-there-
will-be some | who-will object to-this view; but my-
dear-friends, if-there-lp-to-be a larger-hearted sympathy
abroad, I-am-gure-there-is no other-way of attaining |
it than that I-am advocating, #nd no other-way in-which-
there-is> anything like so-mouch chance of-success,
How-can-there-be true brotherly feeling in-our | hearts
if-we condemn others before-there-is an opportunity of
understanding-their motives, and-if-we pass upon-their
actions a hasty judgement? In-order-that there-may-
be ] an advance in-this-matter psople will-have to-look
above-their own desires of-making-their-way in life at-
all-costs, and-instead, think of increasi ir-value |
to-mankind in-general. (134)




Exerciss 161

As Bulwer Lyiton says, if-we serve mankind we
serve ourselves. [-believe-there-will-be some who-will
say they-will-think about it, and
I- | would urge them to-reflect men are naterally
inclined to doubt-the truth of-such statements. Then-
there-are others who hesitate in-some-other-respects;
perhaps, in-order- | to count on-the material pdvantages
or disadvantages of-such & course. For-their-own sake,
I~would ask-them to changd their view of-life, and-they-
pre sure | 10 benefit more-than-their worldly thoughts
12ould possibly have suggested. The wiso-men of-the

have assured us that in-thefr-opinion the best
course of-life | is that-which suppresses the selfishness
inherent in-man, and-I-think-thero-wili-be many whao,
from-their experience, will support them in-their-
statement. Whether 1 address you | as my-dear-sir,
my-dear-madam, or my-dear-fellow-citizen, let-me
ask-you to ponder over-this-matter and to-remember
thas in-the beautiful-words of | Adelaide Procter,
"Gloﬁous it-is to-wear & crown of a deserved and pure
success”; and-though-there-is much that may baffle
you in-order-to carry out this | high ideal, it-is as true
today as ever it-was that without sympathy nothing is
understood. 2

Exercise 162
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Exercise 163

If anyone says he does-not-need-the s
:_:f-his-fdlown, he-is-nod o?ue to-himself or to humanity,
or-the whole structure of society rests upon sympath
amang individuals her. !f-:t-wu‘e-got
30, then society as-it today would-be impossible,
The nro::ﬁ ol‘-m imperati uires sympathy.
or-other | our n?gr:q are certain to-cail

and-if-it-is refused, that-which-is best in-us
benomas Hlumq and literature furnish us with
many examplcs of- | this. An unsympathetic nature is
like-the biting Arctic winds, but a ps:'mpathem dis-
positionislike{hobahuybmof*themth and-the
more expansive our sympathies the more | nearly do
we approach towards-the ideal “of a deserved and pure
success.” (133)

Exercise 164
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Exercisé 165

¢~ ey has-been defined to-be desire capitalized,
wd-as-far-as I-am-concerned, I-am-content to accept
his-definition. I-have-thought of-it in-all-ways, | and-
~have-concluded, after-consideration of-every-circum-
itance connected with-the-subject, that-the definition is
atisfactory. T-am-coniident that if-you-will-think of-
he-matter you- | will, as a necessary<consequence,
some to-the-same-conclusion. In a genuine inquiry,
be conclusion is-not arrived at without some-con-
ideration of opposite views. In-fact, those-views |
nust-be-considered if-we-are to-come to a satisfactory-
wonclusion. Having-regard, therefore, to-the interesting
nature of-the question before-us, it-will-be agreed
that-it | deserves to-be fully-considered and must-be
ooked at from-every standpoint. It demands that
:verything that can-be-said about it shall-be-considered,
ind-that anything which- | may, in-any-way, help-us
0 an opinion shall-be-taken-into-consideration, in-
poi{;t-of-fact, h‘:’u:ms:t-bc ukcn-i:;lto-considaation.
Lated 5 wever, forbids ing w
Vi o, g o
nust-be content to-leave out some-considerations,
>f-which a great-deal might be-said, and respecting
which | there might, perhaps, be a

l-shall consider this-question more fully ip~asother-
place. 26)



Exercise 166
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Exercise 167

Let-usconsider 2 few points, and-f-shall-be content
to-leave-the further-consideratioi of-the question to-the
reader, A great writer, speaking on-this-subject of- |
money, poinis out that in-view of a future exchange
money is, as-it-were, our security. For, he-says, it-is-
necessary that-he who brings it shoukd-be- | able-to get
“what-he wants.” If-the reader will-take-into-con-
sideration the full mu.ning of-the lasl sentence, he-wili-
sce shat “what-he wants™ is but another- | way of saying
“what-he desires.” Again, another authority declares
that coined money is & kind of bill or order payable
at-the will of-the bearer, In-Jike-manger | still another
writer states that a coin must-be-considered as a bill
upon all-the tradesmen in-the neighbourhood. That-ig,
if I-bave-received a coin forservices | rendered to-



somebody else, I-can-have, in return, anything I-desire
which-is equal in-value to-it. A fourth authority says
money is a warrant which-gives-the | bearer the right
to-draw from society when-he desires services according-
to-the value of-thecoin. Similar questions on-the
naturs of-money have-been answered by various | other
writers in-the-same-manner, so-that I-have-concluded
that-the definition referred to is tolerably acgurate, snd
it-canuot-be-said that I-have come to an | unsatisfactory-
conclusion, and-T-hope-yod-are-satisfied. Nowadays
most of-the transactions of-cornmercial*and-industrial-
Fae are carried-out as-far-as-possible by-means-of
various forms | of paper-money, the most-important
of-which in-this-country is-the cheque currency with-
which our banking system provides us. (292)

Exercise 168
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Exercise 171

You-will-be-glad-to-hear  that under-the-circum-
stances l-was-able-to attend the lecture, and-though
as-a-rule I-do-not care for-such meetings, I- | enjoyed
- it very-much indeed. Having-regard-to-the subject
I-think-there  ought-to-have-been 2 much larger
audience, but-some who ought-to-have-known about
it | pleaded ignorance in justification of-their absence.
With-regard-to-the lecture itsell I-have-pleasure in
giving you a summary of-the chief points. In days gone
by, according- | to-the lecturer, it-appears-to-have-beca-
the rule rather-than-the exception 10 walk as-much¢as-
possible, and-only to-ride when it-was absolutely-
necessary, notwithstanding- | the-fact that longer hours
were worked then than-now. At-the-present-day,
however, all-over-the-world there-is an ever-growing
tendency, on-the-one-hand to- | ignore to-a-great-axtent

92



the value of walkking, and-on-the-other-hand to-travel
on all occasions by vehicles of-one-kind or another.

Unfortunately, as-the spesker | observed, ci

lifo of today aecessitates the unu:flynpud ty
locomotion, but-there-is-no reason why people should,
as-a-matter-of-course, spend their { leisurely weekend,
or-their annual holiday, scouring the countrygjde in a
motor, or rushing across great stretclmof-counn-ym a
truin. (233)

Exercise 172
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Exercise 173

In continvation of-his address on-the benefits of
walking exercise, *'Lot-us-consider-the-matter for-a-
momont,” said-the lecturer, “and &ry to estimato the
advantages of walking | and walking-tours. The roads
of-every country in Furope, excopt those of Swoden,
Russia, Greece and Turkey, are familiar to-me. [-have



walked through France from north to- | south, and
pearly from east to-west. I-bave walked thtcbrough 2
large-part of-Germany, and-have crossed the Alps on
foot by three different passes. I-know-the | roads of
frontior t& Rome. I-have-been across

thiess Bohemis, and through Hun and-the
rustrian . Ican, therefore, speak g:tyhe-subject
of walking'| with some authority, and-from-first-to-last
my mon-of-opinion should-be of-great value.
In -placr, a walking-tour has great educational
advantages. It teaches | us-the physical features of &
country in-such-a-manner-as no other-way can. The
level of-the-country, the position of-the towns, the flow
of-rivers, | and-the nature of-the soil are made real
to-us. The average Englishman, whose idea of a lake
is Windermere, of a mouutain, Snowdon, and of a river,
the | Thames, would open his eyes if-be found himself
by-the side of Lake Constance, or if-he crossed the Alps
end Pyrenees, and followed-the ssven hundred miles
of- | the Rhine. In-the-second-place, the wanderings
of a man on foot with-his eyes opens and brought face-
to-face with-the peoples of other nations, narrow down |

his prejudices.” Q@n)

Exercise 174
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Exercise 176
In-conclusion, the lecturer said “When first I-went

to Portugul 1 shared all-the indignation of-my country-
men at-the easy-going habits of-the people of-the

} But in-the short-space-of-tims it took me
to-roach my hotel from-the landing stage, I determined
never to sy another-word against them on-tho-matter, |
for-the epervating heat tonk all-the energy out-of me.
In-the-third-plcce, the traveller learns at first-hand the
true character of-ths people among whom he | finds
himself, and-the {acts of-life are impressed u him
in-a~way ths pages of a book could never effect. In-
the-pext-place, and-in-the-last- | place, therc-are-the
thsiea] benefits to be derived from walking. Too-much
ood and too-little exercise is-the root of-most of-our
bodily ills; and-if-we- | would indulge mpre freely in
walking, and-think less of-our case and-the-trouble of
walking, our lives would undoubtedly be free fror-many
of-the aches and pains | of-which-we-are-now so ready
to complain.” (189)
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Exercise 178

At-the-present-time great atteation is paid to-the
exploration of-the North-and-South Poles of-the earth
by explorers of all nations. Some of-the names made |
famous in-connection-with polar tion are
Nansen, 4 Norwegian doctor, who sailed in-the “Fram™
and succeeded io getting very near to-the North Pole;
Lieutenant Peary, a daring | American who-was-the
first to-reach the North Pole; Amumdsen, who ac-
companied Nanszen in-the “Fram,” and who-was-the
first to discover-the South Pole; and Scott, who | un-
fortunately lost his life while returning after baving
reached the South Pole. Among-them they-have
added much to peographical know! an<-in-a-great-
#gesure investigators at-the-pregent- | day know as-
1 doh about these in-point-of-fact as-is likely ove
o scientific value. But aooncr-ur-la'm
rather-than science will-be gratified by | the discovery .
and poblication all-over-the-world  of<overy secret
of-thess untrodden regions. .
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Exercise 180




pmtoar-of-faet, luok to-the time when discoveries will
no-longer add to-our knowledge of-the peography of-
the-world, in-which, from-first- | to-last, we-have-been
so-much interested? We-shallsbe-glad-to-hear when-
soch may-be looked for.” In-reply, atiention may-be-
caliod to-the facts-of- | the-case, and by-way-of-Hlustra-
tion, Africa may-be pointed to. For-muny-years past
explorers have plunged docper-and.deeper into-the
bidden recessesof-the African continent, | and, whether
righi-or-wrong, they subjugated the savage inhabitants
in & moro-or-jess complete fathion. Africa was then
divid-Z among-the European Powers, ana’ exploration
wik tarried out | to-a-great-extent in-lhe-la:glurs of-
the mineteenth-centwry, so-that-we-are-able-to-make a
very complete map of-the whole continest. (207

Exercise 182




Exercise 183

Wheo-we ask what-is-the-matier complained of,
and inquire into i, it-must-be borne-in-mind that-it-s-
80t worse than what ssvage tribes practise among- |
themselves, or towdrds-one-another; though, by-the-
way, we-do-not for-a-moment defend wanton
on- -of civilized man towards savages who
for-the-first- | time come under-his control. Unhappily,
this-is always morc-or-iess an incident of-the contact
of civilized a1d savage man 1f-we-cannot-see all-the-
way to | a better state-of-things, we-may at-leisst
anticipate some of-the advantages which civilization
should in-the end be-able-to bestow, on-the-ope-imod
on-the- | native population, andwon-the-otber-hand, or

on-the-other-sule, on tself. In-the-first-place, or
in-the-first-instance, exploration affords a healthy
subject of interest | for-the more advegturous spirits of
all nations. and adds additional chapters of intorest
to-the story of-the-world In-the-second-place, pew
markets are opened for commerce, | and new Gelds
for-the exercise of ability. In-the-third-piace, regions
are opened-up which-may-be of-much value as an outlet
for-the overgrown poputation of | other regions. n-the
next-place. or in-tht-last-place, colonizatiop is a
-hopeful part of-that onward march of-bumanity, io-
which ail-have-the decpest interest. 2

Exercise 184

The various political-parties in-this-country are
vepresented in almost every district by local-clubs, where
party-questions are discussed, and-all-matters affecting
the welfare of-the different-  parties receive consider-
able-attention. Well-known leadexs visit the districs
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3Gnda.gadnd.gndmg.gndimt.muon.
. :

. Grant, granted, granting, grantee.
. Guarantee, guaranteed, guarantor.

5

6. ,

7. Favour, lavoured, favourite, favouritism.

8. Fall, falling, fallen. '

9. Felon, felony, felotious, feloniously.

0. Fortune, fortunate, fertunately, unfortunately,
misfortune.

#- Four, foursome, foarteen, fourteenth, fourth.

"12. Fax, farther, farthest.

i3, Further, furthest, furthermore.

I14. Fresh, fresher, freshest, refreshment, refreshed,

refresher.

15, Porm, formal, formed, former, formerly.

16. Farm, farmer, farmyard.

17, Firm, firmer, firmly, confirmation.

I8. Evident, evidence, svidently, evidential.

19. Confide, conlidence, confidential, conftdently.

20. Avoid, avoided, avoidable, avoidance, unavoidabie.

Exercise 228
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Exercise 226

1. Inovitable.
2. Valuve, valued, valuable, invaluable, valuer.
3. Avail, available, availing, unavailing.

130



{Cmv:‘hm convulsed, convulsion, convulsing,

vely.
5. Evolution, evolutionist, evolutionary.
6. Violent, viclently, violence.
7. Converss, conversed, conversation, conversational,
conversationalist.

8. Suppott, supported, supporting, supporter,
9. Separate, s ted. o ti ble,
separated, separation, scparal
inseparable.

It Situate, situated, sitoation.

1., Station, stationed, stationing, stationer. _

12. Structure, structural.

13. Consider, considered, consideration, considerable,
inconsiderable, considerate, inconsiderate.

i4. Secret, secretly, secrecy.

15. Secretary, secretarial, secretaryship, secretariat.

16. Secrete, secretion, secrotive.

17. Sacred, sacredly, sacredness.

18. Consist, copsistencs, consistency, cConsistent,
inconsistent, inconsistency.

9. Shors, shorter, szhortest, shorten, shorthand,
shorthanded,

20. Emiprate, emigrated, emigration, emigrant.
Exercise 227
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