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Chapter One



Introductxon o

Sherrl Srmth ﬁrst became a fan of Dr ]oe Pulhs and hlS Prmc:ples of

- 'Speedwrztmg Shorthand several years ago when she was a teacher at West Texas‘ ‘L

- ngh School in Stlnnett Texas She was very fortunate at the tlme to have a
‘pnnc1pal Mlke Horton, who was ahead of h1s t1me in selectlng courses for the :

currlculum to keep the hlgh school a step ahead of the other hlgh schools not
only 1n the Texas Panhandle but also throughout the state Mr Horton; |
- approached the bus1ness teachers 1n l’llS department w1th a new techmque of
| ‘shorthand through Speedwrztmg he had been heanng about in pnnc1pal seminars
throughout the year In add1t1on, one of the teachers knew of Joe Pullls and his
Speedwrztutg course and that teacher was a firm belleyer in Speedwrztmg It just |
SO happened Dr Pullls was g1V1ng an upcomvlng | semlnar at Texas Tech |
LImverszty | So, Mike Horton sent the three of his business teachers off to

Lubbock, Texas for the weekend. _

- Now, Sherri Smith, was. one o‘f‘ the orlginal shorthand learners of all tlme. '
And, if that doesn't‘ date her, ‘you can't know how long Shorthand has been
around. Skeptlc that she was that anythmg could take the place of Gregg ® or

‘ Dzamond Jubilee ®, she agreed to go along for the r1de with the sole 1dea in mind
| ‘that this seminar would look good on her resume End of that 81mpllst1c 1dea
Dr. Pullis began the seminar w1th an 1ntroduct10n to hlS learn1ng materlals

| ‘Which were lmpresswe. Not only did he prov1de textb,ooks and workbooks but



: o also 1nstructor s guldes, transparency masters and resource matenals : He
proceeded to conduct a mlnl course in Speedwrztzng By the end of the semlnar, ’
. Shem was conv1nced that poss:bly there nght be another way to take shorthand
- ‘At that tlme, her fellow teacher had volunteered to teach the first- class 1nt
: Speedwrztzng the next semester so she d1dnt need to stlck out her neck TOO
awfully far. And the busmess teachers started advert1s1ng for the class as soon :
as they returned to the hlgh school |

And they advertlsed ina dlfferent way than they had adverhsed for thelr -

shorthand classes in the past They targeted the1r sales p1tch to the cont1nu1ng' ) v

student the student who planned to go on to college. They gave demonstratlons
. at Career Day, at. the Parent Teacher Conference meetmgs, in all the busmess
classes, in classes when they could persuade other teachers to glve ‘them sorne .
time - they even gave a couple of demonstrat1ons in the cafeterla at lunch time.
The business teachers sought the college orlented student and they got them.
- They had the hlghest enrollment for the fall class of any shorthand class that had' ;
,been offered for some t1me Surprlslngly enough the class consisted mostly. of |
guys!  They were happy w1th their efforts but Shern was reserving flnal
' ]udgement until U.L L Competztzon and the showmg West Texas Hzgh School
 speedwriting students would make. |

As Fall approaChed, Mike Horton‘asl‘(ed; Sh:e‘rrih‘,.to drive to Stinnett- tor a

conference_. -‘I-_Ier'fellow—teacher and N,.nm'b'er One Speedwriting Advocate would not -



o be returmng for the upcommg year He d1d not elect Shern to take the " o

o speedwrltlng class, but he»asked her to th1nl< about 1t M11<e Horton de not askﬁ '

SaE many favors of hls staff and he took such good care of them a11 that she d1dnt.v," o

thmk long She became the self—appomted Speedwrztmg 1nstructor for the _‘ 2

| upcomlng fall

To make a long story Anot'so long Sherr1 was astounded at how much: -

 easier speedwrltlng was to learn for the students than shorthand She could not' o

S belleve how much more sense 1t made Her students went to LII L Competttton\ |

o '_and they won all three places at Dlstrlct At Reglonals, she placed two students.j

in the top ﬁve pos1t10ns, one who went on to State and who placed th1rd She _

. placed agamst some shorthand teachers who were renown throughout the state S |

’.,for the1r power in LI I L Shorthand Competztzon She was proud of her class and j:_‘ ; ST

: ‘~the entire Texas Panhandle was proud of them Regretfully, she left West Texas"

. :Hzgh School after that year and she does not know what happened to the.-‘

‘Speedwrztmg curnculum when she left

Shem 1s currently an 1nstructor at the ege Of the Desert in Palm Desert

| Cahforma, in. the Busmess S Hospztulzty ";Dzvzszon At the College, they are

Qexpenencmg the same _ " : srness teachers across Amerlca are

o = experlencmg h» the dechne or dem1se of shorthand in the currlculum In sp1te of

-3 thls fact she i is st111 a member of the busmess commumty and she sees, everyday,: .

o lorgan1zat1ons who are loolqng for employees who have some klnd of shorthand '




tra1n1ng She ts eurrently worklng on her master's degreeand she sees people 1n ;
the adrmmstratlve program who have a cr1t1cal need of shorthand for utlhzatlon
1n the1r managenal future She sees students in the communlty college where she,
teaches who need an eff1c1ent and productlve way. to take notes, espec1ally those
who plan to further the1r educatlon
Addltlonally, Sherr1 sees the need for a br1ef 1ntroductory course in word |
processmg. Every 1nd1catlon that she has from the busmess commumty 1s that
WordPérfect'5.1 is_t_he most sought after and utilized software program today".'
She believes that a course that offers two skills to students w speedwriting and
word processing would be a_ succes'sful and sought—after.course on her eampus.
Sherri approached her department chairman with the idea ofsub'mitti‘ng:.‘a |
new course to the Board of Directors at the College of the Desert w she approved.
She approached Dr.’Lane with the idea of using a Teacher Resource Cuide for that
class as her thesis project - he approved. She approached Dr. Pullis with the idea
of using his Principles .of Speedwriting Shorthand rnaterials for the speedwriting
portion of herproject w he approved. |
Following is a teacher's guide for a semester course outline. This guide'will
provide the instructOr with  all the materials necessary for the semester.
Although there are a number of ways this course eouldb,e presented, Sherri feels
this rnodu_le pro\}ides the most effectfve. She has written the outline for a ‘class

that meets two hours a session, twice a week, for six months,






1 sericulum.




o Speedwrztzng Theory b The student shall be provtded opportunzttes to: o

- :-.’(A.).' learn SPeedwrltmg SYmbols, :f.”‘.f‘: B

(B automatlze brlef forms/ speed forms, s

o (C) wr1te phonetlcally, »and

P (Di)v ._ master speedwrltmg theory

B D) 1 g{buﬂd speed by repetltlo‘

Technzques - The student shall be provzded opportumttes to
i (A) learn the correct wrltlng p031t10n, e
s b(B) develop correct wrltlng techmques, and

; (C) develop proportlon rather than size of characters |

Skzll Development - The student shall be provzded opportunzttes to e

o (A) = "read under hmlng,

- B) '_wrlte famlhar outlmes, j__t’:' S

(C) prev1ew dlctatlon mater1a1

(B) . feXpand busmess vocabulary, PO
®) .""construct;unfamzhar outlme,s;; c

~(G) improve concentration and retention; and =



(H) - write for e;<tended nenods of ume
| Transcrzptton - The student shall be provzded opportumttes to
,‘ _(A) o transcrlbe usmg a word processor, -
(B) vlmprove proofreadmg and correctmg technlques, e
| ©) - 1ncrease sk111 in punctuatlon, Word d1v151on, spelhng, and grammar ) o
- usage, and B
(D). produce copy 1n mallaole busmess form under t1med 51tuauons
Electromc Informatzon Processes ‘b The ‘student shall be provzded o

- _opportumttes to drscuss how the slqll of speedwntlng can expedlte the ﬂow b.

R of 1nformat10n in any number of settmgs



C "‘/\]ord, ;-Pfocéssi‘ngv "

@ Profzczency in Keyboardmg - 'Ihe student shall be provzded opportunztzes to o
: _i(A) reflne technlques, speed and accuracy, | | |
(B) '1mprove‘.level of proflc1ency in mampulatrng_a computer," “ |
f(C) reflne work hablts, and - ‘»

) (D) care for equlpment | | | |

@ Communzcatzon Skzlls - The student shull be provzded opportumtzes to:
(A) reﬁne communlcatlon skllls for produc1ng ma11able copy, T
(B) express numbers correctly, ER |
(C) c0mpose various types of buslness messages; an'd

(D) refine proofreadlng abllltles

C, Problem Typzng Skzlls - The student shall be provzded opportumtzes to

: (A) 1nterpret and follow d1rect10ns,

- (B) complete busmess forms, both prmted and .unprlnted |

| .(C) prepare copy for various types of duphcatmg processes, ‘

D) make dec131ons about placement format and pnorlty of completlon | ‘ |

O] Productzon Skzlls - The student shall be provzded opportunztzes to produce'

under timed 31tuat10ns usable copy of dlfferent klnds of busmess documents, e

| messages, and forms from rough draft corrected and handwr1tten copy

T



@ Word Processmg Skzlls - The student shall be provtded opportumtws to
(A) develop word processmg skllls, and
(B) ‘use word processmg equlpment
® Office Type Szmulatzon - The student shall be provtded opportumtzes to
(A) develop skllls in worklng w1th realistic busrness 31tuat10ns, :
(B) develop comp_etenc1es 1n organlz_lng and plannlng for work tn an ofﬁcev ‘
setting}’ | B | |
(C) increase awareness of the Varlous word proce331ng tasks, and
D) develop human relatlon skllls
Ro) Electromc Informatzon Processes - The studentshnll be provided oppoftuﬁities-
to dlscuss the use of current electronlc methods of transmrttlng and rece1v1ng‘

1nformatlon as related to course content

11






| Jequence - Day One
- Review 'Sytldbus o
-+ Review Student Asszgnment Handout
- Rev1ew S Collect Student Informatzon Handout
—; Rev1ew WordPerfect 5 1 Most Common Commands Handout .
-+ Rev1ew WordPerfect 5.1 F_eatyres Handout s |
- Rev1ew Transparency 1 - “ |
- Gulde Students Through Turmng on Equlpment and the WordPerfect Tutorzal
- on the Computer |

- Ins_truct-Students toCOmplete Tutorial Lessons 1-4 Before Leaving"Class} o
| ._,Le"cture- .

Read over the Course Syllabus Ask the student to complete the Student_

,vInformatlon / Grade Sheet and leave 1t before they depart

ThlS class is des1gned to prov1de the student w1th two valuable skllls By B

the end of this semester, the student w111 be able to use the software package,'
WordPerfect 5;'1. The student w111 also _be able -to transcrlbe n‘otes .,and take
v 'd1ctat10n usmg ]oe Pulhss Speedwmtmg language ThlS course begms with an g

1ntroduct10n to WordPerfect to enable to student to effectlvely use the computer |

1B



softWare to ‘transcribé ;the mater:ial' Wordlu’ferfect is.one of the‘mos,t' versatile and. B

popular word processmg programs in- ex13tence .

Thls course s de31gned for the begmmng computer student Other;‘

‘, _‘vstudents who have a knowledge of the computer W1]l fll‘ld the rev1ew helpful e

-Tell the students that WordPerfect when act1vated 1s hke a blank plece of typmg»_ |

L ‘paper that already has one 1nch margms set up on the top, bottom, left and nght - o

o “ ' The tabs are set at every f1ve spaces L1ne spac1ng is set at one These settmgs are o

called default settlngs Any of the default settmgs can be changed by usmg

'kcommands The communds are act1vated by usmg the functzon keys The functzon o

I keys may be used alone or 1n con]unctlon w1th three other keys - the CTRL key,f . -

o | ‘the ALT key or the Shzft key {Refer students to WordPerfect Template} When

.two keys are 1nd1cated {for example Shzft F6 that means that the student w1ll hold-;: el

o down the Shzft key and then TAP the P6 functlon key Stress that the student‘

should N OT try to strlke th

ey 1multaneously because the rlght flnger is most-. -

:fvgenerally faster than the left fmger and 1nev1tably, the student w111 1nstruct the e

computer to do somethmg they d1d not 1ntend for 1t to do Further, 1f the’;f. B

,1nstruct10ns 1nd1cate to use the ommands F6 F8 that means to tap the F6 key,'b'l.‘ S

e then to tap the F8 key The comma between the two commands acts as a pause :

| - It 1s the students 1nstruct1on to tap one key, flnger up, tap the other key Practlce ". o

o , ‘_thls for several commands before the student turns on the computer



The monitor is the screen, the computer brams {or central processmg umt};’_
B mcludes the software program that the student w111 use on Drwe C, the keyboard
is used to 1nput the 1nformat10n the student W111 transport to the brams of the
computer and the dlsk drive is where the student w111 save the1r 1nformat10n on
| their ﬂoppy disk. The student w111 save usmg Dzsk Drwe A The ﬂoppy dlSk is
held by the label with the label face ‘up. {Demonstrate and distnbute sample |
disks for use the ﬁrst day of class The student should have the1r own computer_'_
disk the second day of class} Show the students how to use the pnnter at their
‘partlcular statlon. ,Review ‘the steps of ,mstruction from the Most Common
Commands on det'ng and Prz’n"ting ‘do:_cuments’._ Stress tha_t the Student follow -
these :commands each time they are ready to save and pr'int a document. |

Review the WordPerfect Most Common Commands handout then instruct -
students to follow the steps to activate WordPerfect Instruct the student to look I
‘at their status“ hne in the bottom_rlght corner of thelr-screen. Explaln that vth_e
“stu{dent is be’ginning.Document LonPage 1, Line 1, Position'l_.v. FInstruct the‘ ‘
student’ to 'écti_vate Reveal chés by hol.'ding, down the ALT key and tapping the F3
key. Advise the students'thatRe"v'ec‘zl 'Coties shouid be us‘ed'at all times when they .
are keymg text. The top portlon of the screen shows to the student the actual
| document The bottom portlon of the document below the red 11ne W111 1ndicate
' to the student all of the codes that are activated in the creatlon of documents It

is a little confusing_, in the beginning, to get usedto Reve_c_zl Codes, 'but encourage-



the students to get in: the hablt of activatmg Reveal Codes as soon as they get 1nto -v
WordPerfect My experlence in teachlng many years of WordPerfect classes, is |
. that this one hablt that w111 not only help the student understand WordPerfect _
more quickly but also make your ]ob as the 1nstructor much ea51er It is a hab1t :
that is much easier learned and taught to beg1nn1ng students than those Who have _ |
previously ‘u‘sed" WordPerfect and not nearly,as difficult to encourage as you
might imagine Review Withv the students the .concept of word uiraparoun»cl.
Advise them they are only to use Return/ Enter when a paragraph ends or to insert
a blank hne | | |
Remind students only to pre‘ss: Return/Enter _at the end of a paragraph or for |
a blank line and to use fBacksp‘a,c‘eor’DEL to correct miStal<es. Use the‘ »instructions
in their Most Commo'n Com‘mands to sa:vevand print each document. Students ‘
are to complete WordPerfect Tutorials 1-6 by the end of‘ clash on day 1.
Review the fact that a grea_t deal of‘homework and outside writing in this
classis a necessity due to the fact Speedwriting isa sklll that can only be taught
through repetition. Counsel students of the importance of doing their hom‘ework

and keeping up to date with_outside assignments at all times.

16
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Jyllabus
_{1" hlS schedule may be ad)usted and /or corrected at any t1me by the 1nstructor} |

_Resources

o (1) Textbook - Prmczples of Speedwrztmg Shorthand ]oe M Pulhs, EdD
| 12/ {1} Stenographlc Notebook o
| {2} 5 % Inch Floppy Computer DlSkS {Double Slded/ Double Den31ty}
4] {1} Large Three R1ng Blnder w1th Pockets '_ R
{2} Ball Pomt Pens | o -

| " T O

- This is a course targeted toWard providing the student with tWo valuab}e |

~skills - proflc1enc1es 1in- Speedwrztmg and the Word processmg program, -

WordPerfect 5.1 The course" w111 focus on the fundamentals of utlhzmg IBM -

- "compatlble mlcrocomputers usmg the software package, WordPerfect 5 1 1n ’

add1t10n to the fundamentals of Speedwrztmg Shorthand




-\
SJequence
Afté_r completing this class, the student will be able to implement a wide
variety of tasks using Speedwriting Shorthand and WordPerfect 5.1. The studentwill

be provided opportunities to:
Sgeedwﬁting Theog

© Learn Speedwriting Symbols;
® Automatize Brief Forms/Speed Forms;
©® Write Phonetically; and

© Master Speedwriting Theory.
Technigues

© Learn the Correct Writing Position;
® Develop Correct Writing Techniques; and |

©® Develop Proportion rather than Size of Characters.
Skill Develogment |

© Read under Timing;
A Write Familiar Outlines;
© Preview Dictation Material;

@ Build Speed by Repetition;

19



©® Expand Business Vocabulary; |

® Construct Unfamiliar Outlines;

@ Improve Concentration and Rétent_ion; and

® Write for Extended Periods of Time.

Tmrzscrigtion

© Transcribe using WordPerfect '5‘.1__‘for Transcriptibn._ '

- @ Improve Proofreading and Correcting Techniqﬁes;

© Increase Skill in Punctuation, Word Division, Spelling and Grammar Usage;b

and

(4] Producé Copy in Mailable Business Form under Timed Situations.
P roficiency in Kegboarding

1) R__efirie Techniques, Speed and Accuracy;
® Improve Level of Proficiency in Manipulating the Word Processor;
© Refine Work Habits; and | |

@ Care for Computer Equipmént. :

' P roblem Word P rocessing Ski_lls

'@ Interpret and Follow Directions;
® Complete Business F‘oi"m's; |

© Prepare Copy for Various Types of Duplicating Processes;

20



6 Make Dec151ons about Placement Format and Prlorlty of Completion;
)S) Tabulate Tables, and

6] Produce Manuscnpts, Reports and Legal Documents

P roductzon S kills

_0 Produce under Tlmed S1tuat10ns Usable Copy of Different Kmds of Busmess -

Documents, Messages and Forms from Rough Draft Corrected and

Handwrltten Copy;

Oﬁice_nge Simulation B

@ Develop Skills in Working‘witha Realistic Situations;

A Develop 'Competencies in Organizing and Planning for Work in any Number
of Settings;

© Increase Awareness of the Various Word Processing Tasks found in Specialized
Offices; and’:‘

o Develop Human Relations Skills.
E lectronic I ntorination P rOCesses ‘

© Discuss the Use of Current Electronic Methods of Transmitting and Receiving

Information as Related to“Course Content.

21



l,aboratory _‘_R_ul_es fin Class} |

1) Each student is responS1ble to 31gn—1n durmg each class penod The s1gn—1n |
sheet is the only ofﬁc1al attendance record. The s1gn—1n sheet will be on a
clipboard at the front of the classroom.

[} Any handouts for the class penod w1ll be located next to the srgn—ln sheet

v@ Place all ass1gnments in student three —ring binder in numerlcal order followmg
Student Asszgnment Checklzst Check off usszgnments as they are completed This
record counts as a percentage of the final notebook grade so it should be current at all

times. | |

(4) All assignments Wlll be turned in at the designated ilocation“ "All related
a551gnments should be stapled together and d1v1ded into alpha stacks

(53 No food dr1nks or v151tors w1ll be allowed in the computer laboratory.

O Student assrstance in the prudent use of computer paper. supply is app_rec1ated. |
Place'any unused single sheets in the box next to the pnnter Place any used |
but ungradeable paper in the recycl1ng containers.

@ Each student w1ll be respons1ble for leav1ng their work station in a neat and

orderly' fash1on This 1ncludes turmng off all equ1prnent {including pnnter},

replac1ng keyboard cover {1f apphcable}, p1ck up and d1str1bute any debris and

last {but 1mportantly} replace chair beneath the proper work station.

i ‘,22“-‘ | .



® Using another student's disk or assignments will result in a faili’ng grade for

~ the class. THERE WILL BE NO EXCEPTIONS TO THIS RULE.
| (w' e o
LUrading hcale
Grades will consist of a combination of student assignments, laboratory

production assignments, test grédes, notebook grades, attendance, any extra credit

points and final examination.

A 90 - 100
B 80 - 90
C 70 - 80
D 60 - 70
IF - 59

90
80

& | ) |
Llassroom £ \ttendance

Students are expected to att-eh‘ci:l ali session of the dasses for which they are |
registered. Itis the student's responsibility to contact the instructor regarding any
absence. The instructor may Be reached at éither of the two numberé indicated
on the front of this syvllabus.' In addition, a messagé may be left at the Message
Center of fhé University.

The acceptance of an exgﬁsé for absence, other t‘ha.n'v illlne'ss or official leave
~of absenée, is at the discretion of the instructor. When absehﬁes are excused due

~ toillness or serious illness or death of a member of the studérit's family, or a field |

23



A tr1p, or an authonzed absence on behalf of the college, all work assxgnments to
bbe made up w1ll be descrlbed by the 1nstructor to the student in advance of thev.
_ absence where p03$1b1e It is ‘the respons1b111ty of the student to ask another »
N student for. any notes transcr1bed or d1str1buted in the class for wh1ch the student |
- was absent Any handouts that were dlstnbuted 1n class will be left on the
o chpboard under the 51gn in sheet Please do ot ask the znstructor It is the:'
B student's respon51b111ty to make up all class work rmssed to the sat1sfact10n of the |
standards of the course e | |
| Students whose cont1nuous, unexcused absence exceeds the number of‘ '
b ' hours a class is scheduled to meet per. week MAY be con51dered rnactlve and
MAY be dropped by the 1nstructor However, there is N O RESPONSIBILITY onl . :

~the part of the 1nstructor to do so.
- \Cancellati()n‘of CJaSSQS |

Classes.m Wthh the enrollmentls too’ small to ]ustlfy contmulng will be
cancelled Where 1t is necessa‘ry tovcancel classes, it is cancelled as earlyv as
poss1ble in the semester to enable students to add other‘classes Enrollment is
' mon1tored throughout the regjstratlon process to 1dent1fy those classes whlch ‘l
| must‘ be. cancelled If a class is. cancelled student should check w1th the ,

Adrmssmns Office to determlne e11g1b111ty of refund Refunds are not automatlc :



) T\
_l_-lcademlc Idvisors

Please refer to the University Schedule for individual student Academic

Advisors.
_I_"ina‘ll -C‘Jrade‘s

~ Final grades will be posfed on the window of this classroom on the

following the final examinatidn.
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-~ Oitudent lInformation Dheet

vStudent‘ Name

Social Security # ' ' Grade Sh‘eet' . .

Office Phone - - Student Information
Home Phone . B
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, _ Occupation : || Handout 233
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Grade 69 .

m :
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=
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Grade 71 Notebook.

Grade 22

e e o

Grade 23

 Grade 73. .- :Notebook K

Grade 24

o

Grade 74 Notebook |

Grade 49 . :

Grade 25

R arent
lhI l
3

|

Bl Grade7s " Notebook |

|

{Réturn One Copy Studeént Information Form to lnStmctbr.gt the End of Class}
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e Dttt oot

Address'

Student' Name

Sodal Security # Grade Sheet
Office Phone '

. Student Information
Home Phone .

Employer

|l Occupation = 'Hahdoﬁt-' 2933

Y

]

AB|

Y

.

E”

o

nd.es

Grade' ¢

i

[ ]

Gm&e 10

flele|e
g vl =&

Gradeu_

Grade 15

Gndels

Gradglf

Gradgiﬂ

—

rade 19

TeT

HE
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B

[a]
g.
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o
g
&

A

'Grjadgﬁ

{Keep One Copy Student Information Form for. Student me)



/\/ ord, Perfect |\/ [ost

F1

mmon ,(-,ommands

Sm@ "On" Computer .
Switch "On" Monitor
WAIT for Virus Check to Complete

| Check Accuracy of Date 3 Time
Insert Data Disk 3 Close Door

- Select /\/ordPerfect on the Menu = DO NOT Press '
'Enter )

- Typer -
Space Bar {for Directory} -
Space Bar {for Blank Page}

Shift 10

F5, Space Bar, 1 {To Retrieve} -

Fé6

F8

Shift F6 -

Flo

F7,N,N

‘Cl F2, 3

."Name of Document", Enter

"{Move to the Printer}, FF

F7, Y

{IF YOU HAVE ALREADY SAVED THE DOCUMENT DO NOT RENAME, Just -v)
Enter

{IF YOU HAVE ALREADY SAVED THE DOCU\{ENT} Replace It

N {Do Not Exxt} . .

To Print .

{Is the Printer On?}

{Is the Paper Lined Up?}

{Is the Printer Control Switch Set?}

F5, Enter

{Move Cursor to the Document to be Prmted}, 4, Enter

Space Bar {for a Blank Page} -

N F, N Y, F8 X .

29



‘/\I O_I'd_Perfe_ct _l.l‘-"eatures

Advance Printer

Shift F8, O, A

Layout «» Other «» Advance

Appyend Block

Ctrl F4, B, A s |

Edit = Appénd

Backup‘_Opt.ionsw e

| shift 71, E,B

. File -+ Setup -
“Environment B

| Ctrl F8, F

{Block}

vBase Font : Foﬁt «~» Base Font
Binding Offset Shift F7, B File - Print B
Block Text Alt F4 or FI2 | Edit = Block g
Box {Créate} Alt F9, {Box Type} Graphlcs - {Box Type} -
C | Create : .
Box {Edit} Alt F9, {Box Type} Graphlcs - {Box Type} -
‘ E | Edit
Case Conversion Shift F3

Edit -+ Convert Case

Center Page

Shift F8, P, C

Laydut «» Page C

{Top/Bottom}

Center Text Sh‘if:t“F6 ’ Layout = Align - Center v
Color {Printer} Ctrl F8,;C ‘. | ‘Font = Print Color

Columns On/ Off Alt F7, C O Layouf - Columns =+ On ||

Ctrl 2 or Crl V

Font «» Characters

‘Compose Character =

Control Printer

Shift F7,

File «» Print C

Copy Block

Ctrl F4,B,C

30

| Edit - Copy



l Copy . ‘ |
‘Sentence/ Paragraph/ P | o
age '

| Bdit -» Select

Cros's—‘Referen‘ce e

= '_Alt F5 R

Mark »5 Cross—Reference- -

‘Date Code .

- | shift B, c

Tools =¥ Date Code

Date Format

| Shift 5, F

' '.Tools —) Date Format

M Date Text

."Shlft 5, T

Tools - Date Text

’Defme Columns ._-‘ o

AltF7CDv"

Layout - Columns - -

| Define

Document Comments

| :Ctrl F5,C

Edit -+ Comment |

1 Document ‘Compare

",Alt F5 Gc

| Mark—} DO"CUIIlent“ _
. Compare

N ,Codes

Document Imtlal

- .Sh?if‘t;ifs;- bC e

' Layout - Document >>

In1t1al Codes -

Document Summary N

,_S:'hif__'t;ﬁ;FS,’_ DS

: bFlle - Summary

| DOS {T emporary Ex1t}

| -Flle- - Goto DOS

- CEndnote ,

| el F7, E

1 Layout—> En’dnote'. o

Equation {Crea‘te}."i i- - A_lt_.l?9, E, Cc

Graphlcs - Equat1on -
| Create .

Equation {Ed1t}

| Atro, BB

' Exit WordPerfect :

|F7

C.F1le - Ex1t

/ | | :
Graph1cs - Equatlon -> Ed1tl o

"Export to Earher
|| Version '

Tcoma

| File ,»>*-Te><.t Out B

| Export to Text File | CtlF5,T, S o

‘ -F11e -) Text Out - DOS
| Text "

o :“’Altslll6 -

Layout —> Ahgn - Flush
nght ' R

: Font;{APpearance}‘

Font»} Appearance ’



Font {Size} CtlF8,S ‘Font 1
Footers . Shift F8, P, F ,, ",La‘yout < Page F II
Footnote Ctrl F7, F M Layout = Footnote

Shift F8, P, O

| Layout = Page o

Force Odd/ Even Page
| Fully ]ust1fy Text

Shift F8, L, ], F

_»Layout - ]ustlfy - Full

: “

“ Generate - Alt F5, G _' - ,Mark =% ‘Generate
Go to Character/ Page Ke Horhe_ | Search = Goto -
Graphics Print Quahty - Shift F7, G File —> Print G
Headers "Sh‘ift.FS, P,H B Layout - Page H
:Help | - |B3 | Help
Hyphenation On/ Off | shift F8, L, Y Layout -» Line Y
| Import Text File |cuE T File = TextIn
Indent {Left Slde Only} F4 ___:'i L Layout - Ahgn - Indent
v SR | Left Side Only
Indent {Left & nght | Shift _F4 | | Layout - Ahgn - Indent B E
{| Sides} -‘ - Both Left & Right Sides |
Index {Deflne} i , | Alt F5 D, I Mark - Defme - Index : “ '
| ndex (Mark Block for} | AltF5, 1 o __Mark - Index
| Keyboard 'La';yout | Shift F1, K, | File = Setup Keyboard,
!t ’ : S o ‘ Layout ‘ »
Left-—]ustlfy Text Shift ‘F8,‘ L, L, L | Layout - ]ustlfy - Left
L1r1e Draw Ctrl "1?3, L Tools «» Lme Draw |
Line {Graphlc} | Alt F9, L ] 'Gra.phlcs - .Lme v

Line Helght

Shift F8, L, H

' 'Layout - Line H

B , Lme Spacmg

| shift B8, L, 5

| Layout = Line S

Llst Files -

|5

| File -5 List Files




List {Deﬁne} |

| Mark = Define =+ List

| AltF5 D, L
II List {Mark Block for} - Alt F5 '_ i -:'PMark"‘» List L o || i
Locat1on of Files - _' ‘Shlft F1,L o R File = Setup =+ Location of
: : o . 'F1les e
. || Macro {Deflne} | Ctrl FlO 'Tools - Macro - Deﬁne ‘ II )
1 Macro {Execute} Alt F10 : ";Tools - Macro - Execute || o
“ "'Mar.gln Release | Shlft Tab R Layout -5 Allgn - Marg1n |
| _ ' »Release
Marglns {Left/R1ght}  shift F&, LM | Layout - Line M : || |

Marglns {T op / Bottom}

Shift F8, P, M

| Layout = Page M

Master Docu‘ment , Alt ‘FS,}G, o Mark -+ Master Documents‘ i
{Condense} N - Condense

| Master Document AltF5, G E Mark - Master. Documents
{Expand}’ ' A - Expand
"Merge Codes Shift F9 Tools =+ Merge Codes
Merge Documents Ctrl F9, M Tools =+ Merge :
Move Block Ctrl F4, B, M 'Edit - Move {Cut}

i Move Ctrl F4 | Edit - Select

_ Sentence/Paragraph/P' ’ L S

{Lase
Outline {Deﬁne} . ~ Sh1ft F5 Tools =3 Define
Outline On/Off | Shift F5, 0 Tools =+ Outline
Page Break Ctrl Enter | Layout - Al1gn - Hard o
L e I | Page Il
Page Numbering L Shift F8, P,N - vv Layout—; Page N B

Password

Paper Size. ‘*Shuift. F8, P, s | Layout - Page S
Paragraph Number Shift F5, P _ Tools =» Paragraph Number |
Ctrl F5, P

| File »_Password .

3



Prmt Document on "
Disk .

| shift 7, D

| File = Print D

| shift F7,

o File «» Print F

Il Print Full DOcument
Print Multiple Copies” ’Shiftv'F7,. N 'F11e - Prmt N ‘
|  Print Page | Shift F7, P File -» Print P | i,“ |
Print Selected Pages | Shift F7, M o VF11e - Prmt M
Protect Block from Shift F8 A Edlt —> Protect Block
Page Break B ' e :
Replace Text Alt F2 ‘ , Seérchfé ReplaCe
Retrieve Do.cunient ShlftFIO ‘ _File - ,Retrieve' '

Reveal Codes

Alt F3, or F11 .

| Edit = Reveal Codes '

: Right Justify Text -

SWitch Documents

34

Shift F8 L, ], Layout «» ]ustlfy - nght 1
Save Document or F10 File - Save ” |
Block _ | ‘
Search Béckward Shift_ F2 E Searchn_‘—} BackWard,
Search Forward I . Search"'» Forwérd “
Select Printer Shift F7, S B File = Print S
Size Text |cwre,s  [Font
Sort S_e‘lect.v | Ctrl F9, S Tools = Sort -~
Il Speller Ctrl F2 “Tools - Speli =
‘Styles Alt F8 , Layout - Styles g
| »SubdoCument v. Alt F5, S | Mark - Subclocument
Suppress Shife F8,P,U | Layout - Page U )
o Headers/Footers/Page e EE .
Numbers L _ ‘
Shift 3 Edit -» Switch Documents



' ‘Tab Align =~ CtrlF6 ; Layout - Ahgn - Tab
TabSettlngs | Nt Shift F8, L,T ) .Layout» LineT . .
‘Tabl‘e'-‘{Create} v - Alt F7 T, C o : | Layout -> Tables - Create_'
|| Table {Edit} | Alt F7,T, E_ ,"Layout -3 Tables - Edit

Table of Contents A v‘fAlt F5 D C T .Mark>> Define -+ Table of || - v. .
{Define} = | L .Contents : ' '

iTable of'Cont‘e’nts‘ Alt F5~,‘C ' | Mark «» Table of Contents . :
{Mark Block for} o o . ,

‘Text Prlntmg Quahty : Sh1ftF7,T e - “Flle - Prlnt T

Thesaurus S o AltFl SR ; f»Tools - Thesaurus -

Undelete Deleted Text | F1 o v s ,Edlt - Undelete |

| »»Underhne Spaces/ Tabs | Sh1ftF8,0, U ] :‘Layout - Other U |

. View Document o Shlft F7, V | o | File = Print V .
Wldow/Orphan | shift F8,{I;','_VW;:.' » ,:‘-T;Layout-}l Line Wv

Protectlon ’ oo e







| ")e'quence >> Day Two e
.—> Hand Out Gmde 1 Save as Gradelvv
R Hand Out Grade 2 Save as.GradeZ‘ ‘
- Hand Out Grade 3 Save as Grade3
' s Overhead Pro]ector Rev1ew
F6 - Boldlng
‘Enter w Force Hard Return _
~  Enter = Leave Blank Space -
~ Shift F6 w Center ) o
lCapsLock - All Capltal Letters ’

=+ Review Procedures for Prmtmg and Sav1ng usmg WordPerfect 5.1 Most
o Common Commands Handout L : . .

- Instruct Students to Complete and Turn in Grades 1 2 and 3 before Leavmg
' Class . . : v S v .

._,,;‘37 SR



“You are about to study _
g}, a shorthand system that is based primarily
bet — to represent the sounds that make

n business. Taking notes, bui
‘ accelerated as a result In a short penod of time, you

, you will also learn techruques for practicing and writing your
and quickly and successfully. Begm today to develop good writing and -

study habits. The dedication that you give to learning and practicing your

and will help assure success in your career. {j-

Save and print this document using Most Cbndmbn Commuhds Handout
AFTER carefully proofreading.
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,What Speedwntlng Shorthand Is
~ You are about to study Speedwntmg Shorthand a shorthand system that is
~ based primarily on what you already know - the alphabet - to represent the
sounds that make up our language R . S .

'Smce you already know the alphabet you Wlll not spend much time retramlng':'

your mind and your hand to write the shorthand outlines. Instead, you will

~ concentrate on applying the pr1nC1ples, or rules, of Speedwriting Shorthand to
~words commonly used in business. Taking notes, building speed and transcribing

dictation will be accelerated as a result. In a short penod of time, you will be B

‘wrltmg shorthand as easﬂy and naturally as you now wrlte longhand

- "As you study Speedwntmg Shorthand you will also learn techmques for . R

practicing and writing your shorthand qulckly and successfully Begm today to

~ develop good writing and study habits. The dedication that you give to learmng o

'_and pract1c1ng your shorthand w111 help assure success 1n your career..
Your Name :
~Gradel
Current Date

“ ,Minu'éjwfiéé.points for all errors.

T



in taking dictation begins with. selec‘ting. the appropriate writing

hoose your pen carefully
. A pen glides more easily across paper than a pencil
does, s0 you will ¢ save time and energy with each stroke. Always have more than
case the first one stops wrltmg during dictation.{]

glUse a steno-pad.{
shorthand steno-pad is spiral bound at the t
the book will lie flat while you are wrltmg

A line down the center divides the page in half. Write on only one side of the
page until that side is filled. Then move to the other side of the same page.
When you have filled the entire page, flip the paper and continue writing on the
next blank page. When you have reached the last page of the notebook, turn it
from back to front using the same procedure {

g Most Common Commands Handout
- AFTER carefully proofreading. '
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Before You Begin -
Efﬁciency. 1n taking dictation begins with selecting -the appropr.iate ’writing tobls.

- Choose your pen carefully. Use a good ball-point pen. A pen glides more

easily across paper than a pencil does, so you will save time and energy with

“each stroke. Always have more than one pen ready ~in case the first one stops
writing durlng dlctatlon :

Usea steno—pad A shorthand steno- pad is spiral bound at the top so that pages '
w111 flip easily and the book will lie ﬂat wh11e you are writing.

" A line down the center d1v1des the page in half. Write on only one side of the
page until that side is filled. Then move to the other side of the same page.
~ When you have filled the entire page, flip the paper and continue writing on the

- next blank page. When you have reached the last page of the notebook, turn it . |

~ over and begin wr1t1ng from back to front usmg the same procedure.

Your Name

Grade 2

Current Date ; Co ‘ ‘
’ Minus five points for all errors.
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ization of Principles Text{]

Speedwntmg Shorthand |

1 g}, is orgamzed into lessons which
contain principles, words illustrating each new principle, lists of brief forms and |
abbreviations along with Reading and: Wntmg Exercises containing new
vocabulary and reinforcement of vocabulary previously studied. The Reading
and Writing Exercises contain thousands of words of shorthand practice material
presented in shorthand notebook format. The key for each Reading and Writing
Exercise is marked in 20-word intervals for ease in tlmmg readmg or giving

ciples Presentation{

load equitably and to allow the mtrod
connected matter in the very early lessons.

f sounds which may be pronounced chfferently
. In order to have one standard pronunc1at10n, the




ion, pre- transcnptlon skill
Speedwriting Shorthand

7 : eor > | S  vocabulary words are o
~ defined. These words n used in context in the Reading and Writing

 Exercises for that lesson

Beginning with -Lesson 16, commonly mlsspelled words are presented a
Punctuation rules begin with Lesson 22. Research has indicated that relatlvely :
few rules of punctuation account for the overwhelming ma]orlty of in
typical business correspondence. The eight comma rules taught in the
- principles
n - business

text account _

e appendix of the text contains a summary of brief forms, abbreviations and
phrases, abbreviations of the states, United States possessions and Canadlan e
»provmces, abbreviations of metrlc terms; and the prmc1p1es by order of

this document using Most Common Commands Handout
AI-T ER carefully proofreadmg
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© TEXT -

Orgamzatlon of Prxnc:lples Text

The prmc1p1e text for Speedwntmg Shorthand Regency System, is organlzed

into lessons which contain principles, words illustrating each new principle, lists
of brief forms and abbreviations along with Reading and Writing Exercises
containing new vocabulary and reinforcement of vocabulary previously studied.
The Reading and Writing Exercises contain thousands of words of shorthand

practice material presented in shorthand notebook format. The key for each:
Reading and Wntlng Exercise is marked in ZO—word 1ntervals for ease in tlmlng .

readlng or g1v1ng dictation.

‘Order of Pr1nc1-plesf Presentation

_ The order of preéentaﬁon of the principles is arranged to distribute the lea‘rning‘,
load equitably and to allow the introduction of reahstlc, busmess—related ’

connected matter in the very early lessons

Every seventh lesson is a review of the prev1ous six lessons, with extenswe word

development activities prov1d1ng relnforcement

o bThe Enghsh language consists of sounds Wthh may be pronounced dlfferently
~ in various parts of our country In order to have one standard pronunc1at10n, the

New College Edition of the Amerlcan Herltage chtlonary of the Enghsh
Language was used . _ .

Transcnptlon Skllls ,

‘Because the transcrlptlon of mailable letters is the primary ob]ectlve of shorthand'

instruction, pre-transcription skills are introduced early in the Speedwriting

Shorthand principles text. In each lesson beginning with Lesson 8, one or more |
business vocabulary words are defined. These words are then used in context in.

the Readlng and Wntmg Exerc1ses for that lesson

44
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'Spelhng and Punctuahon

Begmmng w1th Lesson 16, commonly mlsspelled words are presented o
Punctuation rules begin with Lesson 22. Research has indicated that relatlvely -
few rules of punctuation account for the overwhelming majority of usage in
typical business correspondence.  The eight comma rules taught in the
Speedwrltmg Shorthand principles text account for the ma]orlty of all commas
~used in busmess correspondence » ‘ :

- After a comma rule has been mtroduced examples of that rule are hlghhghted in
~ the Readmg and ertlng Exercises and remforced W1th notat1ons ‘ :

Appendlx Materlals

- The appendlx of the text contams a summary of br1ef forms, abbrev1at10ns and

phrases; abbreviations of the states, United States possessions and Canadian

~ provinces; abbreviations. of metric terms; and the prmc1p1es by order of - |
presentatlon and system category : :

Your Name :
“Grade 3
‘Current Date ' .
- Save and print this document uszng Most Common Commands Handout v
AFTER carefully proofreadzng .
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; Jquence - Day Three

- Hand Out Gmde 4 Save as Grade4 - -

= Hand Out Grade 5 Save as Grade5

- Overhead Pro]ector Rev1ew
- F8 w Underlining .. ' o R
F4 w Indent {Adwse Students, The1r Typed Copy wrll not Resemble
Worksheet} b ; ‘ N

- Instruct Students to Complete and Turn in Grades 4 5 and 6 before Leavmg
Class ' ' | = :

a7



}+ Study the prmc1p1es and the words 111ustrat1ng each prmc1p1e at
the beginning of each lesson. Think about how the principle
applies to each of the words hsted under it.{

} Practice each word hsted under the principle. Flrst say thet -

‘word aloud - glass Then sound-spell the word aloud as youf; f

- would write it in shorthand —-gay-l-s. Then sound-spell and -
write the shorthand outline for the word. Write each word two -

~or three times or until you feel comfortable writing  the .

Complete resentationv of the

~ principles.

Exercises in the textbook until the material can be read easily.
~ If the correct word for an outline does not immediately come to
. mind, read on to the end of the sentence. The context, or
meamng of the sentence will help you 1dent1fy the unfamlhar .

Consult the Student Transcript if you cannot determine the
correct word with the help of sound-spelling and context.
Beginning with Lesson 3, each letter or memorandum in the

* Transcript is marked in groups of 20 standard shorthand words.
(28 syllables). Small, raised, consecutive numbers are placed
after each group of 20 shorthand words ‘Thus, if while readmg

48

hend"'outl.ines in the:' Readihg and Writing



-you are able to reach the number 4 in one minute, you would be
“reading at the rate of 80 words per minute (20 x 4). If you reach

the number 5, you would be readmg at the rate of 100 words per

Repeat this procedure until you have written a
letter or memorandum completely. Check the shorthand notes
~in the textbook for any outline that you may not know how to

Current Date

- 49



Study Plan

. " Study the pr1nc1ples and the words 111ustrat1ng each pnnc1ple atthe begmmng '
~ of each lesson. Think about how the pnnc1ple apphes to each of the words
listed under it. v o '

Practlce each word listed under the pnnc1p1e First, say- the word aloud -

glass. Then sound-spell the word aloud as you would write it in shorthand

- gay-l-s. Then sound-spell and write the shorthand outline for the word.

- Write each word two or three tlmes or unt11 you feel comfortable wrltmg the
word. ‘ : o

}Complete the exercises followmg the presentauon of the prmaples

- Read the shorthand outlines in the Readmg and Wntlng Exerc1ses in the

textbook until the material can be read easily. If the correct word for an |
~ outline does not immediately come to mind, read on to the end of the

sentence. The context, or meamng, of the sentence w111 help you 1dent1fy the
unfamiliar outlines. : :

| Consult the Student Transcnpt if you cannot determme the correct word with
the help of sound- spelhng and context. Begmnlng ‘with Lesson 3, each letter

~ or memorandum in the Transcript is marked in groups of 20 standard

shorthand words (28 syllables). Small, raised, consecutive numbers are placed |

~ after each group of 20 shorthand words. Thus, if while reading you are able
to reach the number 4 in one minute, you would be reading at the rate of 80
words per minute (20 x 4). If you reach the number 5, you would be reading

at the rate of 100 words per minute. As a general rule, you should be able' , |

- to read about twice as fast as you expect to wr1te from d1ctat10n

Write the Readlng and ertlng Exerc1ses from the Transcrlpt thIe d1ctat1ng"'v' .
to yourself . g \

~a Read several words from the Transcrlpt

b. Write the words wh11e you sound —spell and s‘ay each word aloud



C. Repeat this procedure unt11 you have ertten a letter or memorandum
completely Check the shorthand notes in the textbook for any outhne that
you may not know how to write. o

d. Read back the letter or memorandum from- your own shorthand notes

“Your Name

Grade 4 , o e
Current Date, ' . - {=5 Po,i'n‘t'sAl‘l Errors}



1Some_Basic

eliminates extra strokes by avoiding loops, .
~ dots and crosses whenever possible. As you practice, you will become
comfortable with thls techniques and you will find that streamlining letters makes

i f dj asy to read{ 3

AAAAA The

g g many silent letters. In —i-g-h
even when you hear only the sound hi and k-n-o-w When you hear only no.

stinct symbols to show punctuatlon in
all curved line under the last letter of the outlme {

}+. You will li_se _
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~ some words so often that you will find it helpfulkto write shortened outlines for B

- them. These shortened outlines are called brief forms. Since brief forms are not

written in full, you should memorize them. Study and practice the brief forms
until you can write them quickly, easily and accurately as you write your own
name - without hesitation. More than one word can be represented by the same
‘brief form. When read in context, however, only one meaning will make

Many

SO common that they co R .

Speedwriting Shorthand makes use of
these abbreviations. Since you already know many of these abbreviations, you .

‘ w111 be able to write them qulckly from the beginning

These and other principles of {
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’Some B‘asic Principle” Lo

_'Streamlme letters as you write. Every t1me you lift your pen tocrossatordot

an 7, you lose valuable time and reduce your speed. Speedwrltlng Shorthand

eliminates extra strokes by av01d1ng loops, dots and crosses whenever. possible.
As you practice, you will become comfortable with this techniques and you will
- find that streamhmng letters makes writing faster, easier and ]ust as easy to read.

Write what you hear. The Enghsh language contains many sﬂent letters In :
‘longhand, you write h-i—g-h even when you hear only the sound hi and k-n-o-
w when you hear only no. In shorthand, you write what you hear - hi and no.
~ You will learn to use sound spelhng to help you learn and remember shorthand
Vocabulary ’ : :

" Drop medlal vowels. Medial sounds are sounds that fall in the mlddlevof'a U
word. In shorthand, do not wr1te Vowels that fall in the middle of a word

Write initial and final vowels, those you hear at the begmnmg and the end of
- a word I : :

Punctuatlon symbols Use qu1ck dlstmct symbols to show punctuauon in
~ shorthand notes. To show capltahzatlon, draw a small curved line under the last :
letter of the outhne ' :

- Bnef Forms. You will use some words ) ) often that you w111 f1nd it helpful to

write shortened outlines for them. These shortened outlines are called brief o

- forms. Since brief forms are not written in full, you should memorize them.
“Study and practice the brief forms until you can write them quickly, easily and -

accurately as you write your own name - without he81tatlon More than one

~ word can be represented by the same brief form When read in context however,
~ only one meanlng w111 make sense B ’

‘ Abbrev1at10ns Many abbrev1at10ns are so common that they come to mlnd' '
‘automatically. Speedwriting Shorthand makes use of these abbreviations. Since
* you already know many of these abbrev1at10ns, you | will be able to write them

quickly from the beglnmng ' : : '
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These and other pnnc1p1es of Speedwntlng Shorthand W111 enable you to erte
sounds qulcldy and easﬂy - _

! Your Name

Grade5 =~ - 00 o Co T
Current Date St o {5 Points All Errors}






| Jeqﬁence - Day Four‘.f‘: o
Hand Out Grade 6, Save as Grade6 _,
Hand Out Grade 7,. Save as GradeZ .
" Hand Out Gmde»S,_ ‘Sa;/e as Grdde8 | |

Overhead Projector Review
F6 = Bolding ‘

- Enter = Force Hard Retum
Enter w Leave Blank Space
Shift F6 = Center

CapsLock = All Capltal Letters
- F8 w Underlining

F4 = Indent

Demonstrate

Ctrl F2 = Spell Check

Explain :
Difference in Spelling Errors and Word Usage Errors

Instruct Students to Use the Knowledge Learned from Day 1 and Day 2 to
Complete and Turn in Grades 6, 7 and 8 before Leaving.
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What Shorthand W1ll Do for You ‘

Shorthand is a sklll that will help launch and then advance your career. Why'? |
- Shorthand gives you a special skill that makes you a more versatile employee.
~ Your employer w1ll know that you had the ambltlon and the ablllty to learn this
skill. . cn L

Here are some facts about shorthand and what 1t can do for you

R Shorthand enables you to begm at hlgher levels in the busmess world wh1ch in
turn leads to advancement in other areas. You will find that shorthand is helpful .
at any level — either for taking dictation or giving dictation. Your shorthand will
help you get a good job. Advancement from there will depend on your ambltlon,
-career goals and performance v

You can use shorthand in many ways at any ]ob level. Shorthand makes you a
" more productlve employee. Whether you are doing research for a spec1al project,
" composing a memorandum or a letter, taking notes at a meeting or in a class or
on your ]ob shorthand saves time and allows faster completion of tasks. Your
ability to increase your product1v1ty on the ]ob will help you earn respect as.a
valuable employee v :

You can learn Speedwntlng Shorthand qulckly Speedwntmg Shorthand is an
' alphabetlc system of shorthand that can be learned quickly and easﬂy With more
experlence on the ]ob your speed and accuracy will contmue to 1mprove

Your Name o

- Grade6 -
- Current Date
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: Shorthand isa Sklll that W111 help launch and then advance your career. Why"
_ Shorthand gives you a special skill that makes you a more versatile employee.
S Your employer w111 know that you had the ambltlon and the ab111ty to learn this

"'Here are some facts about shorthand and what 1t can do for you

'. vShorthand enables you to begln at hlgher levels in the busmess world whichin
turn leads to advancement in other areas. “You will find that shorthand is helpful

_at any level — either for taklng dictation or giving dictation. Your shorthand will

B help you get a good job. Advancement from there w1ll depend on your amb1t10n,_' B B

- career goals and performance

o You can use: shorthand in many ways at any ]ob level Shorthand makes you a v
_more productlve employee. Whether you are doing research for a spec1al project, - = -

" composing a memorandum or a letter, takmg notes at a meeting or in a class or
- on your ]ob shorthand saves time and allows faster: completlon of tasks ‘Your
- v,_ablhty to increase your productlv1ty on the ]ob w1ll help you earn respect as a_'

Valuable employee L | G B |

- You can learn Speedwrltmg Shorthand Qu1ckly Speedwntmg Shorthand isan
_alphabetlc system of shorthand that can be learned quickly and easﬂy Withmore

Grade 6 T
~Current D_ate )

S experience on the ]ob your speed and accuracy w1ll contlnue to 1mprove
" Your Name R , e v o _
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The Importance of Llstenmg

,_Among the many skills that can help make you successful, hstemng is one of the : :

most essential. Effective’ hstenmg increases your product1v1ty by helping you

understand the needs, desires and ideas of the persons you work with. It helps - "

you respond more quickly and eff1c1ent1y and reduces the amount of time. that :
you spend solvmg problems o e :

, 'Effectlve listening differs from hearlng Llstemng is an actlve process Good

 listeners do not just sit and let listening happen. They part1c1pate in the
communication process by focusmg on what the speaker is saylng and thinking

about how they will respond ' -

. ~ Some guldehnes for becomlng a better listener 1nc1ude the followmg

1 ’Show 1nterest in what the speaker is saymg by malntalmng eye contact

2. _Keep your attention focused on the speaker When your thoughts start to _

- drift or when you begm to daydream, 1mmed1ate1y concentrate on the -~

- speaker again. -

3. 'Search for the speaker s thoughts and 1deas rather than focusmg on just the o
o speaker s words \ : v :

4. ,Summanze the speaker s message or theme, separate the major pomts from, o
_"._the minor ones and remember the spec1f1c facts that support the theme.
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The ability to recognize and summarize major ideas is especially important when
you combine your listening skills and shorthand skills. Shorthand can be used
to record the dictation of letters and memorandums, to record instructions for
work assignments, to record minutes or conversations or to record notes.

When you take dictation, focus your attention on the dictator even more sharply
than you would in note taking so that you can hear and accurately record every
word. However, if you miss a word, skip a space and ask the dictator to repeat
if for you immediately after dictation.

Effective listening is vital not only to developing your shorthand skill, but also to
making you a productive and valuable employee.

Your Name

Grade 7
Current Date
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’ "Among the many skllls that can help make you successful hstemng is one of the o

- most essential. . “Effective. listening increases your productivity by helping you

understand the needs, desires and ideas of the persons you work with. It helps. o
~-you respond more quickly and effmently and reduces the amount of tlme that i

‘you spend solv1ng problems

‘Effectlve hstenmg dlffers from hearmg Llstemng is an act1ve process Good' o

listeners do not just sit and let listening happen. They part1c1pate in the
commumcatlon process by focusmg on what the speaker is saymg and th1nk1ng .
about how they will respond ST Sy oo

- Some guldehnes for becomlng a better hstener 1nc1ude the followmg

1 ,Show 1nterest in what the speaker is saylng by malntalnlng eye contact

2. Keep your attentlon focused on. the speaker When your thoughts start to -

- drift or when you begm to daydream, 1mmed1ate1y concentrate on the ER

, speaker agaln

3 Search for the speaker s thoughts and 1deas rather than focusmg on ]ust the
R speaker s words -

4 Summanze the speaker s message or theme, separate the ma]or pomts from'*"‘
- the minor ones and remember the specrﬁc facts that support the theme o

" The ab111ty to recognlze and summarlze ma]or 1deas is espec1a11y 1mportant whenv e
you combine your listening skills and shorthand skills. Shorthand can be used

“to record the dictation of letters and memorandums, to record instructions for”
- work a351gnments, to record mlnutes or conversatlons or to record notes

When you take d1ctat10n, focus your attentron on the dictator even more sharply
than you would in note taklng so that you can hear and accurately record every .
word.- However, if you miss a word, sk1p a space and ask the d1ctator to repeat |
if for you 1mmed1ate1y after d1ctat1on :
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Effectlve hstemng is Vltal not only to developmg your shorthand sk111 but also to
.makmg you a productlve and valuable employee B

Your Name ' ‘ ' '
Grade7 = {-10 Pomts Spellzng Errors

| Current Date -5 Points All Other Errors} -
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'De"velo'pin-g Yodr Shvo'rt‘hand Skill -

Learmng shorthand is sumlar to learmng other skllls, both in the classroom and

~ on the job. Each new prmc1ple that you learn builds upon the ones you have
~ learned previously, and it is easy to see the rapid progress that you make. ‘As
- you study Speedwriting Shorthand, your confidence will 1ncrease and you w1117 '
L experlence the satlsfactlon of learnmg a new skill. - B

N FShorthand is a two —part process - takmg dlctatlon and transcrlblng 1t Both are..b
e qually 1mportant o

Takmg chtatlon ’

' .The ab111ty to wr1te shorthand is a skill that comes W1th study and practlce As‘
“you move forward in the text book, your speed and confidence will increase.

- Later, when you are on the job and taking dictation regularly, your writing

. efficiency will increase even more. You will learn to ‘write common phrases and
terms as qulckly as you hear them o : v

Transcrlbmg chtatlon L

. Transcnptlon is-the process of convertmg shorthand notes into ﬂawless pnnted"'v |
- form. The equipment you use will be an IBM PC with WordPerfect 5.1 software.

. Whatever the equlpment you need the ability to type or keyboard, spell and |

- punctuate - “accurately. - Since every document you produce reflects your
o professmnahsm, all transcrlbed documents should have one thlng in common -
they should be absolutely free of errors L



‘Because transcrlptlon SklllS are so 1mportant we w1ll cover ‘many transcrlptlon, o
-aids in this course. . If spelling and punctuation are not among your favorite

subjects, do not despalr You are not alone! You W111 however, need these skllls’ = o

to be successful in any endeavor

o 7Learn to Spell Correctly Correct spellmg is so 1mportant that even one error . N
“can spoil a document. . Spelling errors are embarrassmg and costly To build

- spelling skills, learn to rely upon the d1ct10nary or the thesaurus. You have the
- advantage of a Spell Check program on your computer, but you cannot rely -

upon it entirely. Look up words you are not sure about. Read the definition and
- the correct spellmg for that particular usage. Some words are so commonly‘ o
‘misspelled that it is difficult to detect an error in them. As your transcription

- skills grow, you will learn to 1dent1fy problem words We w1ll hlghllght some of
: these problems in thls course. '

. ,Learn to Punctuate Correctly Wntlng is punctuated for one reason — to add_ -
- clarity. When you speak, you use voice tones and pauses to punctuate. You use ~

. an uplifted tone to ask a question. “You pause between words and phrases to g1ve =

- order and meaning to the thought you are expressing. Without changes in voice

“tone and natural pauses, words would Tun together and ‘much of the meamng .
would be lost | SR v v .

On the pnnted page, however, you do not have the beneflt of V01ce tones or.""‘,f
natural pauses You use punctuatlon marks 1nstead ’ : "

The comma is an 1mportant mark of punctuatlon A comma separates a word or

~ phrase from the rest of the sentence. "It forces you to pause as you read. To help R

“you understand when and where to use commas, examples will be presented 1nj o
thls course. - . . s

. Your Name

Grade 8 ‘
Current Date
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Developmg Your Shorthand Sklll

Learnlng shorthand is sxmllar to learmng other skills, both in the classroom and
on the job. Each new pnncrple that you learn builds upon the ones you have
learned previously, and it is easy to see the rapid progress that you make. As
you study Speedwriting Shorthand, your confidence will 1ncrease and you w111
_experience the satlsfactlon of 1earn1ng a new skill. ' :

Shorthand isa two part process - taklng dlctatlon and transcrlblng it. Both are
equally 1mportant : ‘

' :Ta'k‘ing Dictati‘on‘ ‘

The ab111ty to write shorthand is a skill that comes w1th study and practlce As I

- you move forward in the text book, your speed and confidence will increase.

Later, when you are on the job and taking dictation regularly, your writing |

- efficiency will increase even more. You will learn to write common phrases and
terms as qulckly as you hear them '

TranscrlbngictatiOn e

Transcnptlon is the process of convertlng shorthand notes into flawless pnntedj
form. The equipment you use will be an IBM PC with WordPerfect 5.1 software.
Whatever the equipment, you need the. ability to type or keyboard, spell and
punctuate 'accurately. - ~Since - every. document you produce :reflects your
professionalism, all transcrlbed documents should have one thlng in common -
vthey should be absolutely free of errors. » '

- Because transcrlptlon skllls are so 1mportant we will cover ‘many transcription - |

aids in this course. If spelling and punctuation are not among: your favorite
“subjects, do not despalr You are not alone' You w111 however, need these skills
. tobe successful in any endeavor. - -

"

Learn to Spell Correctly Correct spelhng is so important that even one error

- can spoil a document. Spellmg errors are embarrassing and costly.  To build

spelling skills, learn to rely upon the dictionary or the thesaurus. You have the
advantage of a Spell Check program on your computer, but you cannot rely

6



upon 1t entlrely Look up words you are not sure about Read the def1n1t10n and‘

the correct spelhng for that partlcular usage Some ‘words are so commonly 3
. mlsspelled that it is difficult to detect an error in: them 'As your transcription -

- skills grow, you will learn to. 1dent1fy problem words We w1ll hlghhght some of o
L these problems in thls course. L E , v A

,Learn to Punctuate Correctly Wr1t1ng is punctuated for one reason ~to add‘ PR
_ clarity. When you speak, you use voice tones and pauses to punctuate. You use,‘_ SO

an uplifted tone to ask a questlon You pause'l between words and phrases to g1ve o
- order and meaning to the thought you are expressing.. Without changes in voice

~ tone and natural pauses, words would run together and much of the meamng

| | would be lost

. On the pnnted page, however, you do not have the beneﬁt of voice tones or‘v a
S natural pauses You use punctuahon marks 1nstead S

‘_"I“ne comma is an’ 1mportant mark of punctuatlon A comma separates a word or

. phrase from the rest of the sentence. It forces you to pause as you read. To help S

you understand when and where to use commas, examples will be presented in. SR

'.‘thls course S PR

‘ Your Name
‘ Grade 8 i
* Current Da.t_e R
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COMMAS

- .Use Commas Between Three or More Words 1n a Serles e

,_ The last Word in a series w111 be preceded by either of these two words d, or..

- In this text, a comma is always placed before and and or in a series. Some

~ people, however, prefer this comma be om1tted Use your own personal- '

L preference in this rule of the comma.

e ¢ Letters arrived for Mary, TOdd Stevenl and ]ames S

| j "_’.'b_.Use Commas After Introducto De endent Clause |

~An 1ntroductory dependent clause is a group of words contalnlng a sub]ect and

~ a verb that occurs at the beginning of a sentence. However, this clause is nota SO

~ complete thought and cannot stand alone. It requlres a main (1ndependent)‘ o
o clause to make the sentence complete : :

, vIntroductory dependent clauses usually begm w1th recogmzable words. The most :

~ common words are when, as, if. - Other common examples are a lthough, thoughL

unless since whlle unt1l before whether and because.
e When Dr Elhs arrives, please have her call my ofﬁce

. '-'Mma_s_wﬂ—N__(mso_f_MdM

| 'A dlrect address is a spec1f1c referral o a persons ‘name, t1tle and/ or other
. des1gnat10n When the direct address occurs in the middle of the sentence, place
a comma before and after it. If the direct address occurs at the begmmng orat

: the end of the sentence, use only one comma. . : -
0 - We know, Mary, that you are an excellent admlnlstratlve a331stant



- ",An appos1t1ve is a word of group of words that explalns, renames or 1dent1hestv}f '
' someone or somethlng that 1mmed1ately precedes itin the sentence o

| Appos1t1ves are usually set off by commas from the rest of the sentence
0 HIS new- textbook Busmess Enghsh, has | now been publlshed

.Use Commas w1th Parenthetlcal:Ex ressmnsv_ '.v_[ - i

- fA parenthetlcal expressmn isa word or group of words that 1nterrupts the natural X - |
- flow of the sentence. These expressions are often used to. add emphasis or show =~

 contrast. When removed from the sentence, such expresswns do not change the
- meanmg of the sentence TR S

_ When the word or phrase occurs in- the m1ddle of the sentence, place a comma"j-« :
- before and after the expression. If the expressmn occurs at the beg1nn1ng or end

: of the sentence, use only one comma. . =
0 We w1ll be happy, however, to send you the fabr1c we have in stock

‘- :.:"Use a Commas to Set Off Dates in Sentences

’ When nam1ng a day of the week followed by the date, place a comma after the. i

“day of the week and the date. If the date. falls at the end of the sentence, place ',
" a comma only after the day of the week. =

¢ The meeting scheduled for Wednesday, April 2 has been postponed

e The next board meetlng w111 be held on Tuesday, March 7 A

Use a Comma Before Coordmate Con’unctlons “ '

:._ZThe words and or but for nor are conjunctlons When one of these words _
~connects two. complete thoughts, place a comma before it.. Make certain that the

R conjunction is connecting two complete. thoughts ~ that 1s, e1ther thought can e

' stand alone without the rest of the sentence. =
: 10 Davrd w111 type the report and Susan w111 dlstnbute 1t

| An 1ntroductory 1nf1n1t1ve phrase (a Verb preceded by to) is followed by acomma.
0 ~To' get our. proposal completed we, had to work for three months after
g closmg hours EEEE e T




ﬁ An mtroductory participial phrase (a verb form used as an ad;ectlve) is followed
' by a comma. '
¢ Leaving her umbrella at the offlce, the secretary got wet while runmng to -
- catch her bus. : ~ » . | "

An mtroductory preposmonal phrase or phrases con31st1ng of ﬁve or more Words, =

- or an introductory preposmonal phrase contammg a verb form i is followed by a

~comma.

4 In two or three days, I W1ll be finished with the 1nventory _
4 At the beginning of our employment with Brown and Company, we were
required to complete a trammg course. :

Your Name

‘Grade 9
Current Date
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..COMMAS
;Use Commas Between Three"or More Wdrds in a Series -‘

The last word in a series will be preceded by e1ther of these two words: and, or.

In this text, a comma is always placed before and and or in a series. Some
people, however, prefer this comma be omltted Use your own personal
preference in this rule of the comma. - L S '
¢ Letters arrived for Mary, Todd Steven, and ]ames .

Use Commas After Introductogz -Dependent Clause

An 1ntroductory dependent clause is a group of words contalnlng a sub]ect and -

a verb that occurs at the beginning of a sentence. However, this clause is nota
complete thought and cannot stand alone It requ1res a main (1ndependent) S
clause to make the sentence complete : .

' -Introductory dependent clauses usually begin W1th recogmzable words The most
common words are when, as, if.. Other common examples are lthough, though,_‘, '
- unless, since, ‘while, until, before, whether and because. |

-, When Dr. Elhs amves, please have her call my ofﬁce

: Use Commas w1th Nouns of Dlrect Address -

A d1rect address is a spec1f1c referral to a persons name, title and/ or otherf o

: de51gnat10n When the direct address occurs in the rmddle of the sentence, place .
‘a comma before and after it. If the direct address occurs at the begmmng or at
the end of the sentence, use only one comma. :
¢ We know, Mary, that you are an excellent admmlstratlve assistant..

'Use Commas wﬂh Apposmve ‘ f o

An apposmve is a word of group of words that explalns, renames Or 1dent1f1es
- someone or somethlng that 1mmed1ately precedes 1t in the sentence

Apposmves are usually set off by commas from the rest of the sentence
' 4 HlS new textbook Busmess Engllsh, has now been pubhshed
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| i .Use Commas thh Parenthetlcal Expressmns

A parenthet1cal expressmn isa word or group of words that 1nterrupts the natural
~ flow of the sentence. These expressions are often used to add emphasis or show
" contrast. When removed from the sentence, such express1ons do not change the
; meamng of the. sentence ' : v ‘ o

3 When the. word or phrase occurs in the middle of the sentence, place a comma
 before and after the expression. If the expression occurs at the beglnmng or end
~of the sentence, use only one comma.

¢ Wewill be happy, however, to send ‘you the fabrlc we have in stock

' ;Use a Commas to Set Off Dates in Sent‘ences o

When namlng a day of the week followed by the date, place a comma after the
day of the week and the. date. If the date falls at the end of the sentence, place v
a comma only after the day of the week.

¢  The meeting scheduled for Wednesday, April 2 has been postponed
¢ The next board meeting w1ll be held on Tuesday, March 7.

.Use a Comma Before Coordmate Con;unctlon

The words and, or, but, for, nor are con]unctlons When one of these words
connects two complete thoughts, place a comma before it. Make certain that the
conjunction is connecting two complete thoughts - that is, either thought can
- stand alone without the rest of the sentence.

¢ Dav1d will type the report and Susan will dlstrlbute it.

ste Commas w1th Introductogg Phrase

. An 1ntroductory 1nf1n1t1ve phrase (a verb preceded by to) ’is followed by a comma.
-4 To get our proposal completed we had to work for three ‘months after' .
. closing hours. : ' : : :

An 1ntroductory part1c1p1al phrase (a verb form used as an adjectlve) is followed
by a comma. . -
¢ Leaving her umbrella at the offlce, the secretary got wet whlle runnlng to'

catch her bus S SR :

K An 1ntroductory preposmonal phrase or phrases con31st1ng of frve or more words,

or:an introductory preposmonal phrase contalnlng a verb form is followed by a
_comma. ' . S .



¢ In two or three days, I W111 be fmlshed w1th the 1nventory

-4 At the beginning of our employment with Brown and Company, we were
’ requlred to complete a trammg course.

" Your Name 7ﬁ | R R o
- Grade 9 o {_—10 Point,Spelling Errors
Current Date -5 ‘Points All ‘Othjer vErrors} :
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) TAKING DICTATION N

Approach this act1v1ty with p01se and mvolvement be alert enthu51ast1c and
prepared :

Preparing fdr’kDictation
1. Assembling Materials

‘a. Use a rubber band to separate previously recorded dictation from unused
. pages so that you can immediately open your notebook to a new page.

b. Attach several paper clips to the back of your steno— pad to ﬂag priority

. items or to signal spec1al instructions.

c. Take an extra pen in case the first one stops wr1t1ng

d.

Use a colored pen to write correctlons to make changes or to mdlcate spec:lal
‘instructions.

2. Recording Dictation

a. Seat yourself comfortably so that you can write easily and hear clearly - use
" a desk, if possible, to support your steno—pad. ‘
b. Date the bottom of the page to identify the date of dictation.

- ¢ If you miss a word or are not sure about a word, wait until the dictator has
" finished and request clarification.
d.

If the dictation is interrupted use the time to read your notes. Use your

colored pen to insert punctuatlon, write instructions or identify any outlines
that are not clear.

e. Flag rush items with a paper clip or colored pen.

Before Leaving

Make sure you have all the 1nformat10n you need. If you have addltlonal
questlons, ask them. If you are uncertam about where to find mformatlon, ask.
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Before Transcribing
As soon as you leave the dictator, review your special notations to clarlfy details

and instructions. Transcribe your notes as soon as time allows, begmmng with
high priority items. ~ v

Your Name

Grade 10
Current Date
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. TAK"ING DICTATIO‘N" |

Approach thls act1v1ty w1th p01se and 1nvolvement be alert enthu51ast1c andv
prepared : :

Preparin for chtatlon o

1. Assembling Materials |
a. Use a rubber band to separate prev10usly recorded dlctatlon from unused
: pages so that you can immediately open your notebook to a new page.
b. Attach several paper clips to the back of your steno pad to ﬂag pnonty
- items or to signal special instructions.
c. Take an extra pen in-case the first one stops wrltlng
d. Use a colored pen to wrlte correcnons, to make changes or to 1nd1cate spec1a1.
instructions. ‘ : '
Recording Dictation » | : »
a. Seat yourself comfortably : so that you can Wnte easﬂy and hear c1ear1y use
a desk, if possible, to support your steno- pad. ' g
'b. Date the bottom of the page to identify the date of d1ctat10n .
c. If you miss a word or are not sure about a word, wa1t unt11 the d1ctator has .
- finished and request clarification. N
d. If the dictation is interrupted, use the t1me to read your notes Use your.-
~ colored pen to insert punctuatlon, write 1nstruct10ns or 1dent1fy any outhnes
that are not clear. , L . '
- e. Flag rush items with a paper chp or colored pen )
Before Leavmg

‘Make sure you have all the 1nformat10n ‘you need If you have addltlonal

questlons, ask them If you ; are uncertaln about Where to f1nd 1nforrnat10n, ask o



Before Transcrlbmg i e o ‘ v
As soon as you leave the dlctator, review your spec1a1 notatlons to clarlfy details

- and instructions. Transcnbe your notes as soon as. tlme allows, begmnmg with
hlgh pnorlty 1tems B , v

Your Name :
Grade 10
Current Date

{—10 Pomts Spellmg Errors,
=5 Pomts All Other Errors}



 TRANSCRIBING SHORTHAND NOTES

When you transcribe shorthand notes, your goal is to produce an accurate printed -
document. The following step-by-step procedures provide an efficient, rehable' ‘
“method of producmg the perfect transcrlpt

Before Begmnmg to Keyboard ,
w  Determine the order in which each document should be completed. Wh1ch

document should be done first, second, etc. Transcribe each document
~according to its order of priority.
Determine the style, format and margin settings for each document.
Verify the spellings of any words that you are not certain of by checking a
dictionary. Learn to watch for commonly misspelled words that often slip
by unnoticed.
w Elevate your notepad for convenient readmg before begmmng to keyboard

-y
-

Before Prmtmg '
w  Proofread carefully - not once, but twice. Read first agamst your notes to

be certain that your copy is complete and accurate; then read again for
typographical, spelling or grammatical errors you might have overlooked.
w Make any necessary corrections before you print the document.

Before Presentmg the Document for Signature |
w Draw a line through the shorthand notes that you have transcribed to

indicate that you no longer need them. ‘
w  Look at your transcript carefully. Is it attractively arranged on the page?
- When your transcribed copy is attractive and free of errors, it is ready.
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A Word about Equipment and Supplies ' -
Some supplies and procedures vary slightly, however, the followmg 1tems are

- very helpful. =
w A dictionary,

w  An office procedures manual,
w An English usage manual. |
Your Name

- Grade 11

Current Date
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TRANSCRIBING SHORTHAND NOTES o

‘When: you transcrlbe shorthand notes, your goal is to produce an accurate prmted&
document. The following step-by-step procedures provide an eff1c1ent reliable
method of producmg the perfect transcript. '

Before Begmnlng to Keyboard |
w Determine the order in which each document should be completed.” Which

document should be done first, second, etc. - Transcribe each document
according to its order of priority. ‘ : :
Determine the style, format and margin settings for each document.
- Verify the spellings of any words that you are not certain of by checking a
dictionary. Learn to watch for commonly mlsspelled words that often slip
‘ by unnoticed. :
w Elevate your notepad for convenient readmg before begmnmg to keyboard.

-
-

Before Printing SR
 w  Proofread carefully - not once, but twice. Read first against your notes to

be certain that your copy is complete and accurate; then read again for
 typographical, spelling or grammatical errors you might have overlooked.
w Make any necessary corrections before you print the document.

~ Before Presenting the Document for Slgnature
w Draw a line through the shorthand notes that you have transcribed to

indicate that you no longer need them.
w Look at your transcript carefully. Is it attractively arranged on the page?
When your transcribed copy is attractive and free of errors, it is ready.
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A Word about Egulpment and Supphe . ’

‘Some supplles and procedures vary shghtly, however, the followmg items are
very helpful. g

w A dictionary, - ' ,.

w  An office procedures manual,

w An English usage manual.

Your Name

Grade 10 -
Current Date
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. Jequence - 'ay Slx -
. - Op l,ggd/\/mtuw Lesson One S

= _Overhead Pro]ector Review ' L o
- Review Tmnspurency 1 with Students ertmg Along, Saylng Forms Aloud -

Complete Each Llne In Umson ‘

i . Demonstrate Homework A551gnment Procedure 1n Stenographlc Notebook‘

Rev1ew Homework Headmg
~ Your Name _ -

. Grade 12 - Lesson 1

C .Current Date

s {Homework - Grade 12 o v |
~ Instruct Students Complete and Turn in = i
‘Word Construction, Page 6 and 7 = ‘Write Each Word Flve Llnes '
- Reading and- Wr1t1ng Exercxses, Pages 7 and 8 - Wnte Each Llne F1ve'
Times . :

e '_.Homework Headmg {Outmde Of Steno Pages}



L oS Ban of

|7 = |-
= o c

fee, f-e

e, t-i [J_ o

i free, f—r—e Ln.g_

| tray, t-r-a M

v1ew, v=u \H.L

. ate, —t %
: _51gh s—i A ‘!'

‘ 'knew, n u M_
'see, s—e As -

. vvpay, p-a m

low, 1-0 &n

o .ﬂy, f—l—1 l?! o




Drop Medial Vowels

Medial sounds are sound that fall in the mtddle of a word. In shorthand,
do not write vowels, that fall in the middle of a word. -

build, b-1-d M save, S=V_ A ap

*legal, 1-gay-1 9_% *glass, gay-1-s %ﬁ

did, d-d bulletin, b-1-t-n\, )\ 4n

budget, b-j-t *grade, gay-r-d

T I———— T —

* The shorthand letter for g is pronounced gay, so the sound-spelling would
be gay-l-s for glass; gay-r-d for grade; 1-gay-1 for legal. Using this
principle, write the outlines for the following words.

given, gay-v-n AAMN

visit, v-z-t } paper, p-p-r

Write Initial and Final Vowels, Those You Hear
at the Beginning and the End of a Word

office, o-f-s easy, e-z—e S%C
ahead, a-h-d ready, r-d-e Hh
*do, d-u 9! 1 often, o-f-n o,lm

follow, f-1-o

* Note that u is used for the long vowel sounds of oo and u.
principle, write the outlines for the following words.

value, v-1-u ﬂ&

open, o-p-n

Using this

enough, e-n-f

happy, h-p-e

The three principles you have just learned will allow you to write
many words you will encounter. In the remaining lessons, you will
learn more principles that will enable you to write other sounds
quickly and easily. Practice these words.

deposit, d-p-z-t % type, t-p \_P
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news, n-z m

*review, e—V—u M—'

.sell‘sld -

written, r—t-n ,-d,n

knOWIEdge, —1-} m% ]

. lease, 1-s' QA

apply, a- p—1—1 #9‘,_

"benefit, b-n-f-t

Sue, s-u . h!‘ [

*reason, re—z-n ’“‘in 3

unit, u-n-t

Ed,e-d ol

Dallas, d-1-s "4 Q &

| Debbie, d-b-e Ale

Ted, t-d

DQes Bill know?

Bill does know. \A %—M

] [
New Haven, n-u h-v-n
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la an =«

wil, well §

| i‘t,bat /

to,tdo'L_ R

89







- Jqﬁence e Day Seven
pee d/\/rztmrz Lesson Two S

_ ,Overhead Pro ector Revzew . |
‘Review Transparency 2 with Students ertmg Along, Saymg Forms Aloud |

‘ Complete Each L1ne In Umson o

Dem-onstrate Homework Assz ment Procedure m Steno a hzc Notebook

Revzew Homework Headmg |
Your Name"

Grade 13 - ‘Lesson 2 e |
Current Date o

'Homework w Grade 13

Instruct Students Complete and Turn in o ;

Abbreviations,’ Page 11 w Write Each-Word One Line

Brief Forms, Page 11 w Write Each Word One Line .

" Word Development, Page 12 w Write Each Word. One Line ;

‘Word Construction, Page 12 and 13 w Write Each Word Two Lines

Reading and Writing Exercises, Pages 13 and 14 w Write Each Line Three Tlmes

T Homework Headlng {Outsuie of Steno Pages}
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school, s-k-1 npQ

|.copy, k—p e CiP Q -

like, 1-k -

clerk, k-l-r-k m‘

package, pkj P“‘i : © | desk, d-sk Jne

teach t-chay \_c s

o change, chay—' ) C_’D1 | DR
“v.suchs chay Q!: R

| check, chay—k C Ll

chosen, chay-z-n Cmb,“ .

may/ m-a /wot.

church chay-r—chay C”_C |

- much m—chay (__\g_

my,m -i m

_ name, n-m. nn./""'\ '

| same, s-m_ n N

- _rmall m—l

| way, w-a ~—a

»when, w-n W

Week‘ w-k ;. | <.

"fwage,v] . ‘.

what w-t (A

where, w—-r B :5"1

2



| winner, w—n-r

| whvjbch,b "w-'chay

| billing, b-l-ing M '

paymg, p—a—mg %

somethir'ig, s—'m—thin-g- M N

attaching, a-t-chay-ing Q! !

‘watching;, ‘W—cha)?—ing C

*saying, s-a-ing -M

billings, 'bii;ings'

ufe

| savings, s-v-ings AN

| checks, chay-k-s C-S?J\

hopes, h-p-s m
jobs, j-b-s # v

helps, h-1-p-s \,‘m

Bill's, b-l-s 1,0 » !

‘ "]ames, j—m-s

gives, gay-v-s QAM

Ames, a-M-5 g~

Burns, b-r-n- sdl_m

Charles, chay—i‘-l—é @

~/
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care, k——r SJ‘-

claim, k-1-m g&f\

| | games, gay m-s Q"ﬁﬁ

f 'course, k—r—s ey

room, r—m_ﬂ-—\o _

: units, u- n—t— m ‘.

truck, t-r-k- \_,g '

- match, ,m—chay!"_\gﬁ '

' bulldmg, b-1-d-ings \M

each, e-chay o A,

| trammg, t—r—n—mg Q‘m

 coverings, k-v-r-ings CJ\H ,,

company e president | P
'vlnformatlon LJ\'\)\ ' and A_v R
| vice pre31dent va return n‘L '

for, full L

of, have, ‘very V
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(g

| _)equénce - Day Elght
’J,Jeed /\/mmrz Lesson Three Four |

’ Querhead Prolector Review -~ '
- Review Transparency 3 with Students Wntmg Along, Saymg Forms Aloud

_ Complete Each Line In Unison

Demonstrate Homework Assz. nment Procedure in Stenographic Notebook =~

Review Homework Heading

- Your Name

Grade 14 - Lesson 3 and 4 .
Current Date

Homework w Grade 14

Instruct Students Complete and Turn in

Word Development, Page 16 and 17 w Write Each Word One Line
Word Construction, Page 17 w Write Each Word One Line
Reading and Writing Exercises, Pages 17 and 18 w Write Each Memorandum -
One Time :

Brief Forms, Page 20 = Write Each Word One Lme

Brief Form Development, Page 20 w Write Each Word One Line

New Brief Form Development, Page 20 and 21 = Write Each Word One Line
Abbreviations, Page 21 = Write Each Word One Line

Salutations, Page 21 w Write Each Word One Line

Complimentary Closes, Page 21 = Write Each Word One Line

Word Development, Page 21 and 22 = Write Each Word One Line

Word Construction, Page 22 w Write Each Word One Line

Reading and Writing Exercises, Pages 22, 23 and24 = Write Each Letter or
Memorandum One Time

Homework Heading {Outside of Steno Pages}
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_Memo, M-m-0 gy

menu, men—u m

members, mem-b-1-s wn ] mp

.mmeral min-r-1 ﬂ'ﬂ

memory, mem-r—e “MQ.

mumps, mum-p-s isad

| monetary, mon-t-r—e e mlttg

demand, demand : M

amend, a-mend qm ,

judgement, j—j-ment

remind, re— mmd .?'UM

settlement, s—t-1-ment

*payment, p—a—ment ,‘M, s

*agreement, a-gay-r-e—ment

sent, s—nw\

entry, ntv—‘r-e JVLE.Q_

wants, w-nt-s . fY\p

renting, r-nt-ing Jlm

center, s=nt-r ,Qﬂ\_

current, k-r-nt M

don't, d—ntAm

can't, k-nt

couldn't, k-d-nt C_._dm ‘_

doesn't, d-z—-nt

97
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rmmmum, mm—mum m

front, f-r—nt

; mmutes, min—t-s M

| apparent, a—p-r-nt

memonze, mem I‘ Z ’M

‘agent, a—.j'—nt" a_.sm

| | didn't, d-d-nt M

| recent, re—s- nt mm

mental, men-— t-1 ,‘.,\m ) o
SRR “iwon’t w—nt J‘\

1 show, 1sh-o AO

machine, m-ish-n —4N

) w1sh w-ish &

should, ish-d Ae}

1ssu1ng, 1 ISh— —mg M

advise, ad-v-z

also, al-s—o Qm -

admit, ad-m-t H :

advice, ad-v-s (h\ppsy

| album, ”'al—b—'in %&':_‘\ .

| admire, ad-m-r

| adopt, a-d—p-t M_PL_ |

‘anythmg, en-e —thmg &

,engme, en-j-n f '

mdent in-d-nt M

mvolve, in-v- 1— m&_

o : engmeers, en—j-n-r-s N!A@M_ o
intent, in-t-nt M REEEETTE B
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from bh o L etter 2
manage ,.j!( o | would é\_

ﬁrrr%u Shin L perhaps ph |
on, own e o : market ;¢

your yy_ |

part, por%

form, for—

cancel, can-s-1 c_ﬂ
inform, in-for-m ,“)v[\ cannot, ca t
formal, for-m-1 F\& revic

formula, for-m-l-a F% accompanying, a-company-ing s g o)
ALY
\ Comn _

| fortune, for-chay-n accompaniment, a—company—ment
| V

William, w-1-y-m ‘ Szl 3 _—, | mechanical, m-k-n-k-1

yours

management M |
0

|manager ___am® | wouldn't g\
managmg!j% B report “‘FL
marketmg n " depart

letters :E L lefterheadoééﬁpk
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| Dear Mr. Gréy P

‘Deavr. Ms Ml]lem —In

Dear Mrs. Chase m C&

[N

DearBd o o

R

Dear Miss Témple am ‘,_\*L
Dear Sue d NaA ,

Sincerely yours D

Very truly yours M

Cordially yours CAA

Yours truly (A

Sincerely N

Yours very truiy \ h. MA _

Cordially @

Respectfully yours ygp
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" Jequence - Day Nme
?} d /Vru‘mv Lesson Flve S SlX

Overhead Projector Revzew N ‘ : _
Review Transparency 4 with Students Wntlng Along, Saymg Forms Aloud -~

Complete Each Line In Umson :

Revzew Homework Headmg
Your Name

Grade 15 - Lesson 5 and 6
Current Date :

Homework = Grade 15 :

Instruct Students Complete and Turn in ‘

Word Development, Page 28 w Write Each' Word One Line

Word Construction, Page 28 w Write Each Word One Line .
Reading and Wrztmg Exerczses, Pages 29,30 and 31w Wnte Each Letter One
Time

Writing Numbers, Page 32 - erte Each Word One Line

Abbreviations, Page 32 w Write Each Word One Line =

Abbreviated Word Development Page 32 w Write Each Word One Lme :

Brief Forms, Page 33 w Write Each Word One Line -

Word Development, Page 33 w Write Each Word One Line

Word Construction, Page 33 = Write Each Word One Line -
Reading and Writing Exercises, Pages 34, and 35 - Write Each Letter or
Memorandum One Time :
Homework Headmg {Out51de of Steno Pages}
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s N . Jso a0 00000000000
ish - SEEEEETE S » show m . o
|ampersand,and ¢ | .
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allow, a-1-ow gQ

doubt, d-ow-t @} 4 ‘

now, n- OW mn

| out, ow—t QA

certain, cer-t-n S! g

proud/ P- -r-ow-d F : ! : .

town, t-ow-n \ m' -

| serve, ser-v S "

Survey, sur-v-a S

service, ser—v-s 5

sermon, . ser—mum

c1rcle, c1r—k 1 S d

'surprlse, sur-p-r-z S

)

105
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Gentlemen A

Dear Sir Q;S ‘

| Ladies Q \ |

Ladies and Genﬂeiﬁéh ,

| Dear Sir orfMadam‘[

used, ‘u-z-duh % -

received, re-s-v-duh ROAP -

» »,limited,. l-m-t-ed QA—

ﬁmshed f—n—lsh duh |\ pap =~

R

| helped, h-l-p-duh e

'copled k-p-e- duh QF&- o

|someone p —~ |

 12 pan‘s \1 m

‘| anyone ang

north ,\f o

V'two girls L%QA ’

| west \Af "

south S corporatlon
z east B | enclose, enclosure e
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, nor"cherni.)\(m_.l_ .

L ,eastefn"E'-:m‘fx -

.southerhSM e

| western Whm v

| be, But, been, buy, by \Jr- v

accept 'QQ

_during M -

| after & a :
‘appropria

' ..neCessary N;-&LA S

| why u

T

| determine Al

107






: Jequence - Day Ten
S J,Jeetl /\/rthrw Lesson Seven % Elght

_ Overhead Prolector Revtew e e ‘
~ Review Transparency 5 with Students Wntlng Along, Saymg Forms Aloud

» Complete Each L1ne In Unlson

" Review Homework Headm 3 "ni , o A

Your Name =
Grade 16 - Lesson 7 and 8

: Current Date

| ’%M S
Instruct Students Complete and Turn in

- Brief Forms, Page 37 = Write Each Word One L1ne

. Outlines, Page 37 w Write Each Word One Line A s
- Reading and Wrttmg Exerc:ses, Pages 38 39 and 40 - Wr1te Each Letter One S
Time : '

_ Brief Form Development Page 43 - Write Each Word One L1ne :

~ Word Development, Page 44 = Write Each Word One Line

- Word Construction, Page 44 w Write Each Word One Line . cLE

" Reading and Writing Exercises, Pages 45,46 and 47 - Wnte Each Letter or
~ Memorandum One Time Lo

. 'Homework Headlng {Out51de of Steno Pages}

Class Work Gmde 17 and. Grade 18 Headlng @ Bottom of Each Letter

~ From Homework Assignment, Transcribe Letter 4, Lesson 5, ‘Grade 17

From Homework As31gnment Transcrlbe Letter 6 Lesson 6 Grade 18



view, v—u M A

"blllmg, b l-mg \,Q

| package, p-k-j

build, b-1-d M.:.L

| much, 'm—chay'

o | _':whlle, w-l , Q

—

easy, —z— %

o ?]obs, ]—_b—

billings, b l—mgs ‘_’_Q

| Ted's, t-d-s

member, mem—b—r o 9',‘

money, mun—e m

| helps, h- 1-p s M;{cm N

o she, 1sh-

' .»remmd re-mind :U'\’\'\

:: .w15h w-ish &A,

' ,settlement s—t—l—ment _‘h&b\

| ' adv1ce, ad—v— M

- ,.also, al-s—o QAQ -

_.patlent p- 1sh—nt Pafs{\

en=j-n- r—s ‘ o | .

"ce'rta'in, _cér'—t’—vn S\m ‘

‘house, h_ow_s : Q — —

surplus, sur-p-l-s. SFLB

somethmg, s—m—thmg ‘A/\

| copies, k—p e—duh %.Q -

v _them, ith-m h

| health h—l—lth M&

then, ith-n ({n

‘. | methods, m- 1th d- s,@ ,

growth, gay—re-lth OO‘LL

_family_, f:'—f'm'—ly

“although, alelth—o O..LO :

| easily, e—z—-ly

' yeérly,,“‘y—'vr—ly “\’-"Q"

'»recently, re-s-nt- -ly EE!!!IQ |



certaiﬁly, cér'—vt—n—ly‘ 5 ‘

| chscuss, dls—k— &SA

rapidly,' rﬂa"—;_dé .

disturb, dis-t-r-b ) \,d,

| dislike, dis-1-k §) Qe

. chsplay, dlS —p-l-a Q PL&

'dlsmay, dxs -m-a

| distant, dis-t-nt Q U'\f\

mistake, mis—t-k YV

- ‘mlslead mis-1-d m

'lrﬁSIay, mis-1-a TMQ_ )

- misfit, mis-f-t

| mlsplaced mis—p-1- S—duth&&-

misgivings, mis-gay-v-ings -

dlscover, dlS—k—V—

elther, e- 1th-r

. ‘ev1dent1y, —v—d -nt-ly SMM

these, 1th—zln}

| vreally, r—l -1y 000

| this, ith-s [A )

B vnearly, n—r—ly mﬁ

there, thelr, 1th—r \n

| gladly, gay—l -d- ly w

mlsprmt ‘mis—p- r-ntw, |




Dear Sir or Madam '.

Are you paying hlgh rent. and yet have Very little to show for it? Perhaps you

would like to own your own home, yet cannot seem to save enough money for
the down payment

If so, we can help you. We are now offerlng a new home payment plan whlchf
‘will allow you to place a low down payment on your new home. We also have
a budget plan for house payments. If you take out a loan from us now, you can
schedule your payments any way you w1sh :

, G1ve usa minute of your tlme, and we w111 show you an easy payment plan for '
~ your household

Cordially yourS,,

Your Name “ ' .
Grade 17, Lesson 5, Letter 4 B
' Current Date

112



_Dear Slr or Madam

I would hke to buy a copy of your new book How to Increase Reta11 Sales After '

- reading a recent review of the book, I believe it will help in a college course in

‘which I have enrolled. Because classes have begun, I need the book now. Could o
you rush a copy to my home address grven in the above 1etterhead7 -

1 have attached a check to cover the pnce of the book and ma111ng fees. 1 W111 be
“eager to have your reply : e : S

Slncerely yours,‘ |

" Your Name | x
‘ Grade 18, Lesson 6, Letter 6 '
Current Date A

ous
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Jequence - Day Eleven
',)‘Jgg;l /\/nmw Lesson Nme S Ten

Overhead Prolector Review ' _
Review Transparency 6 with Students Wntmg Along, Saymg Forms Aloud

Complete Each Line In Umson o

: Revzew Homework Headmg

Your Name ey
Grade 19 - Lesson 9 and 10
Current Date -

Hoﬁdework w Grade 19 _
Instruct Students Complete and Turn i in

- More About Numbers, Page 48 = Write Each Number One Line

Abbreviations, Page 49 w Write Each Word One Line

Brief Forms, Page 49 = Write Each Word One Line -

Brief Form Development, Page 49 = Write Each Word One Lme -
Reading and Writing Exerczses, Pages 50,51 and 52 - erte Each Letter One
Time '
Word Development Page 54 - erte Each Word One Llne

Word Construction, Page 54 and 55 w Write Each Word One Line
Reading and Writing Exercises, Pages 55 56 and 57 = Write Each Letter or
Memorandum One Time

Homework Headlng {Outside of Steno Pages}.

Class Work Grade 20 and Gmde 21 Headmg @ Bottom of Each Letter

From Homework Assignment, Transcribe Letter 1, Lesson 7, Grade 20
From Homework Assignment, Transcribe Letter 2, Lesson 8, Grade 21
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Retain beginning or ending

headache, h-d + a-k hdae .

teenage, t-n + a-j LN\Q.A

highway, h-i + w-a M

| seaside, s-e + s-d _m.bnk

disappear, dis-a-p-r o

misuse, mis—u-z YY\

disallow, dis-a-1-ow Q og)n

payment', p—a—menw‘

rgapply, re-a-p-1-i m‘?QA

‘readmit, re-ad-m-t M

5" 85

 Abbreviations

credit CJ&

number Y\ o

total LO‘L ‘

percent ©/e

amount- &/\L- |

as ‘was

B “attempt ol

' great, grafe m

were, with PO

1 hospltal \‘)
| ““f’
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L gev_neral.v._' \m

—FF

arrange aH

’ Wlth;n e

generally

' greatly e

}‘ ‘without d -

.arrangements W o

| person, per-s-n _P A o~

fper P

‘personnel per—s n—l ‘P

- purchase, pur—chay—s -/OCQ — | 1

perm1t per—m -t _P ! |

] purpose, pur—p s ‘PPA v

prefer, pre- f—r /0

problem, prah-b- l—m FHQ - o

proper, préh—-p-r , /04&

proposal, pro-p-z-1

| '-gprov1de, pro—v -d /0 ! d

..-;-produ'ce,_‘_prd—d_s p s

program Fp

| telegram ‘_: o

117



, Gentlemen°

We are happy you have dec1ded to buy your new company cars from us.

| Why don't you visit us sometlme durmg the week and determme Wthh models -

~you wish to buy? We have many cars wh1ch would be appropnate for your v
: ‘corporatlon = : - ‘

Our service people are very well tramed and w111 keep your cars in top shape.

At our firm, we take pride in our service, and we ‘want you to be happy. We are

ready to help in any way we can.

Sincerely,

Your Name t
Grade 20, Lesson 1 Letter 7
Current Date '
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MEMO TO: Bob ’anith |

It is nearly time for our famlly camp to begm We have not heard from all of the_ v
families. Will you call and remind them to fill out their health forms? The forms
can be mailed to us. We really need the forms before camp opens. . 1 o

Your Name

Grade 21, Lesson 9, Memo 1
Current Date

119
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| Jequence - Day Twelve
B y /\/ntmv Lesson Eleven R Twelve

Overhead Proz_ector Review

‘Review Transparency 7 with Students ertmg Along, Saymg Forms Aloud

Complete Each Line In Umson

- Review Homework Headmg

Your Name =
Grade 22 - Lesson 11 and 12

'Current Date

N Homework w Grade 22

Instruct Students Complete and Turnin '
Writing Months, Page 58 w Write Each Number One Lme _
Abbreviations, Page 58 w Write Each Word One Line

' Brief Forms, Page 59 w Write Each Word One Line .
Brief Form Development Page 59 = Write Each Word One L1ne T
Reading. and Wrztmg Exerczses, Pages 60 61 and 62 - Wrxte Each Letter One R

~Time-

Word: Development Page 64 - erte Each Word One Line
Word Construction, Page 64 = Write Each Word One Line | =
Reading and Writing Exercises, Pages 65 66 and 67 - Wr1te Each Letter or
Memorandum One Time : .
Homework Headlng {Out51de of Steno Pages}

‘ Class Work Grade 23 and Grade 24 Headlng @ Bottom of Each Letter
 From Homework ASSIgnment Transcribe Letter 3, Lesson 9, Grade 23
- From Homework Assignment; Transcrrbe Letter 5, Lesson-10, Grade 24



B boy,b ol LHJ

| tloyal, 1-0i-1 QaaQ

| voice, v-0i-s \p.

| ch01ce, chay—01 s Céﬁb o

: ]om,] -oi-n .

| annoy, a-n-oi anygy

S i», August -

e "'.September A,

B | .No%/ember “{\_N., o

| department ML :

R ‘Dec_ember ’ 3

| insurance m .

f envelope 9 MM“'

mvolce_.w o

regard 'y g

: ."bet_W’eeh '. \M B

- '.part1c1pate o

Ship" §! N

gproperty

situate )l

1 refer ,JB



R those le B S fe,spond, response na ‘!P D

[mep mmeiaug

1eadersh1p Q—dﬂ.&- | situated M-

operator S . .“shlpment M‘h

@«w 5

app}olntment e vdlsappomt

rate, r—ate nn " nght wnte, r—1te JLL

T late, l—ate h B : | might, m-ite (—*_
‘meet, m-ete d | wrote, r-ote y o

‘beat, b- ete \g IR | boat, b—ote \)'Q

‘cute, k—ute 'm | suit s—oot max-

| locate, 1—"k“—ate &J!A ‘ 1 ,‘   o ‘1nv1te, m-—v—lte N\M‘L‘-

: 'hesitafe; h-z- t—ate \ﬂG%A o recelpt Te-s— ete m »
| defeated, d f—ete d - ‘- promoted pro m-ote-ed D /‘Lﬂ_: -

dehghted d- 1—1te ed &&__ i whlte, w—1te o -. .
'vote, V—ote v—o R ﬁght f—1te h&_
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Janet, j-n-t

William, w-l-y-m

Pamela, p-m-l-a

T e

| David, d-v-d M & v‘. |

'Ronald r—n—l d nmm.

Elizabeth, e—l—z—b—'ithJ_W

Claire, k-1-r c&g:x_

Martln, m—r-—t— /m

Shelley, ish-1-e Aﬂ ’

A g

Jim, j-m \/‘ﬁ

-| Barbara, b-r-b-r-a &m

L~

v ]eremy,) rgm—e \m
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Gentlemen' -

~ We received your letter 1nformmg us that our sea31de cottage will be reassessed

‘on the 14th. The letter went on to say ‘that the. value of this house 1ncreased“

= greatly by 25 percent -~ when the new hlghway was bu11t

We are sorry, but you have made a mlstake The hlghway Wthh runs near our

~ beach house is not new. If anythlng, it is old and badly in need of repair. The

highway was built a few years after we bought our beach house. To our
' knowledge, the road was never repaired after it was bu11t o

We hope that your ofﬁce w111 take a better look at that hlghway If our house is .
‘reassessed we Would like to see appropnate repa1rs made on the road

Very truly yours,

Your Name o )
Grade 23, Lesson 9 Letter 3
- Current Date : ‘



Gentlemen

"The purpose of thlS letter is to determme why we have not recelved the cards we‘
purchased from your company.  When we decided to buy the cards, you were
- certain that we would have them ahead of time. As I recall, we asked that the

cards be rushed. Your agent assured us that there would be no problem during

this time of the year. We have been patient, but three weeks have gone by and
we have not recelved the cards | | . :

- We hope that 1t will not be necessary to cancel but: after th1s week we will not
“accept the cards. From now on, it would be approprlate for you to 1nform us of
delays by telegram or fac31m11e :

‘ YQurs truly,

Your Name -
- Grade 24, Lesson 10, Letter 5.
Current Date
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Jquence - Day Thlrteen
?);veeil /\/rifing LesSOn Thirteen R F Ourt_een '

Overhead Prozector Remew .

Review Transparency 8 with Students Wr1t1ng Along, Saymg Forms Aloud
Complete Each Line In Unison

Review Homework Headmg
Your Name o

Grade 25 - Lesson 13 and 14
Current Date

Homework = Grade 25 v
Instruct Students Complete and Turn in

' Word Development, Page 70 and 71 = Write Each Number One Line

Word Construction, Page 71 w Write Each Word One Line ~
Reading and Wrttmg Exerczses, Pages 71,72 and 73 w Write Each Letter One
Time _

‘Brief Forms, Page 75 w Write Each Word One Line

Brief Form Derivatives, Page 76 w Write Each Word One Lme
Reading and Writing Exercises, Pages 76,77 and 78 w Write Each Letter or

‘Memorandum One Time

Homework Heading {Out31de of Steno Pages}

" Class Work Grade 26 and Grade 27, Heading @ Bottom of Each Letter

From Homework Assignment, Transcribe Letter 4, Lesson 11, Grade 26 .
From Homework Assignment, Transcribe Letter 3, Lesson 12, Grade 27
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answer, an—s—r _OAR

bank, _—an.k \ |

antique, an-t-k Qll‘,

anticipate, an-t-s-p-ate m_

analyze, an-1-z &L

blank, b-l-ank {0V

length, 1-enk-ith %L
rank, r-ank o

thank, ith—ank }

junior e -

) unk,‘l—inon"t\ o

second, secretary g o @

senior 3&1

am, More _—

go, good o

charge (

he, had, him \A

ddctor, direct CL’\ ‘

they H |
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EE W\ ‘Mo‘u>1 103,‘

ZTW aq p[nom BM.

. M oA aaey o}

‘ m noA aAey oy

<00 2q M 1

D umI

AV aney |

YN 5aey nok

T YIP peyg

JYV ueo nok

N ued [

"1 are nok.

ST weg

"9V ueam

WO aIe am

W are nok




you w111 g_g_

Dis Q

| per, pur. p

an @&
' pre, pro, pro {prah} /0
- |ate @& gram
| ete o . ‘ote"'v" Q
ite Vi _3- : | ute, oot LL

‘person, per-s—n _p ‘am

mistake, mis-t-k ‘YY) |a

djsrhay, disém—,a &m :

. recently, re-s—nt-ly AAM.Q

[purpose, pur—p S ‘PP&

prevent pre-v-nt P

rate, r-ate -M-

| health, h-1-ith M_&_

: program, pro—gram q '
| 1oyal, 1-0i-1 Q4

answer, an-— S—I' M

reapply, re-a- ~p- -1-i n%h B payrdll, p-a-r-1 P‘m !! G

bank, b-ank

July O

]anuary ‘
February. Y\, ;f '

‘ Augustq

[March ¥

Septémb‘ér &{3 =
October Q'

May ‘ ‘

vNovembér" m

I\)}ece‘mbe‘r’ Q‘b ‘

| June %{\

©o181



’_MEMO TO V1ce Pres1dent Fowler

B Inr regard to your memo of September 5, the prmtmg machmes w111 be sﬁuated,_ i
in our plant by the beginning of December. As you know, we wanted to have .
them ready early in October but could not arrange to have them shipped at that

“time. We have asked for a total of 30 machine operators to participate in a-

training program durlng November, but we have not recelved responses from all
of them L : -

Perhaps you should plan to h1re new people to operate the machmes What do"
you suggest? . , .

Your Name '
Grade 26, Lesson 11, Letter 4
Current Date
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Dear Edltor Burns

We were dehghted with the great coverage you gave our fall carmval We could
not have hoped for a better response than we received. -

FWe are NOw mv1t1r1g you to part1c1pate in an event we have been planmng for»_
" two years. This event will be called the Village Boat Show. The boats will be

displayed in our village shoppmg center. Right now, it Jooks as though we may .

have some rather large boats here If necessary, these boats w111 be located in the
east parkmg lot.

We are planmng to have between 20 and 30 boats on dlsplay for one week in
Apr11 ' - ‘ :

W111 you plan to write an article to run during the week of the show? We also

. suggest running an article sometime late in March. 1 feel certain that I could] s

arrange a prev1ew of the boats 1f that would help
Why don twe meet for lunch to dlSCLISS ways of promotmg the show7

’ Smcerely, .

Your Name
- Grade 27, Lesson 12, Letter 3 .
Current Date






-f‘l

| Jequence - Day Fourteen E
o ) el /\/ntmv Lesson Flfteen 3 Slxteen '

Overhead Prolector Review ' ' _
Review Transparency 9 with Students Wrrtrng Along, Sayrng Forms Aloud’ '

ﬂ ‘Complete Each L1ne In Unison .

h Revzew Homework Headmg

Your Name

" Grade 28 - Lesson 15 and 16

» Current Date

Homework = Grade 28 -
Instruct Students Complete and Turn in

~ Word Development, Page 83 = Write Each Number One Lrne
Word Construction, Page 83 w Write Each Word One Line
‘ Readmg and Wrztmg Exercrses, Pages 84, 85 and 86 = Write Each Letter One :

Time

Word Development Page 89 b Wrrte Each Word One L1ne o

Word Construction, Page 90 = Write Each Word One Line o
Reading and Writing Exercises, Pages 90, 91 and 92 w Wrrte Each Letter orv

: _Memorandum One Time

Homework Headlng {Outsrde of Steno Pages}

: Class Work Grade 29 and Gmde 30, Headrng @ Bottom of Each Letter ‘
From Homework Assignment, Transcribe Letter 4, Lesson 13, Grade 29

From Homework Assrgnment Transcrlbe Letter 3, Lesson 14, Grade 30



supervise, super-v-z S e

1 superman, super—m-

n SM

| 'suPérmarkef; s‘ﬁper—marke‘t-s_ ) - n

supersomc, super—s—n—k 3 ane N

descnbe, d-—scrlbe _ s

| superpower, super-p-ow-r 59&"_ |

‘supemsor, super-v-z- r S“QF B

;mscnbe, m scnbe M S

'v-descnbed d—scrlbe duhgis -

= scrlpt S

f'prescrlbe, pre scnbe Y

electric, electr—k J_Qﬁ

* manuscnpts, m-n-scripts

electncal electr-k-1- nm

electromc, electr—n—k ’ M

electromcally, electr—n—k ~ly. M |

w111be QJJ.

: would be d&_

o ..'f1t is . /1

for the Lc

: ofthe va '



thét ybu |

backward, bék—wérd W L

that your

downward d—ow—n—ward mr_

———

forward, for-ward }

toward, to—ward \“!

rewarding, re-ward-ing )

awards, a-ward-s auud

boyhood, b¥oi—hdod.ﬂlﬂ%n

nel-ghborho“od‘," n-b-r-hood ML’QAD_

likelihood, 1-k-1-y-hood (a0} -

girlhood, gay-r-1-hood & i
childhood, chay-l-d-hooz&‘ Qudl R

1 parenthood; p-r-nt-hood P’m&\

avenue ane

rlhvour m

- | boulevard !é!lﬂ!

record m‘ :

'appreciate

example, executive ‘Q-QL

distribute ; ,

please, up 4

present p

correspond, correspondence m__

e \. '
specific, specify ‘A{) _

pl‘easin‘g,

upon
‘| today (j o

_ épeciﬁcally T 'S ?& |
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-monthly /\A

Iwould Al

| you can be Q&L?"

your would be y ]} O
- and thé’ 4,( "

I would appreciate "@‘\D B
I would be Ab. U

atthe £

we would appfeéiafe
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‘ 'Dear Beb' |

_ Thank you, for your adv1ce on the Frank Nelson case. Frank will be glad to know R

that a senior member of the firm is willing to go to bat for him. Frank and T'have
had enough time to “discuss his problem at length Although he does not
anticipate rece1v1ng his: old rank, Frank believes that a great number of people .
- will benefit if he - wins thlS case. I thlnk he is rlght and we're hoplng the ]udge
thmks O too . ‘ ‘ :

Ill certalnly let you know 1f you can help

Cordlally yours,

-~ Your Name . = SR
_ Grade 29, Lesson 13 Letter 4

' Current Date



- Dear Susan

‘ We w111 soon  be operatlng w1th new 1eadersh1p Recently the board Voted to
~ appoint a new president. A number of names were suggested An offer was. '
made nght away, but the person chosen did not accept ' '

o “At thls time I can say that we 1nv1ted a very ﬁne person to accept our offer, and

- she- responded well to it. Her name will be given at the board meeting on

- October 4. We hope that all board members will be there to participate. Will you S

make arrangements for someone to be there from each of our departments7

Yours truly, :

Your Name o . - ‘
. Grade 24, Lesson 10, Letter 5
' ;Current Date o
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Jequence - Day Flfteen |
pee d/\/nmw Lesson Seventeen Elghteen
Overhead Prolector Revzew

Review Transparency 10with Students ertmg Along, Saymg Forms Aloud.
_ Complete Each L1ne In Umson

‘ y - Revzew Homework Headmg |
" Your Name

o ,' ‘Grade 31 - Lesson 17 and 18
-,Current Date ' e

- ‘:vaomework - Grz:tde 3‘1.

Instruct Students Complete and Turn in , '
- Word Development, Page 95 and 96 = Write Each Number One Lme
Word Construction, Page 96 = Write Each Word One Line
Reading and Wrztmg Exerczses, Pages 97 98 and 99 w Write Each Letter One -
‘Time .
Word Development, Page 101 w Write Each Word One Line E
Word Construction, Page 101 and 102 w Write Each Word One Lme
Readmg and Writing Exercises, Pages 102, 103 and 104 = Write Each Letter
‘or Memorandum One Time o
Homework Headmg {Outside of Steno Pages}

Class Work Grade 32 and Grade 33, Headmg @ Bottom of Each Letter

From Homework Assignment, Transcribe Letter 5, Lesson 15, Grade 32
- From Homework A331gnment Transcrlbe Letter 3 Lesson 16, Grade 33 '



vacation, v-k-tion e

position, p—Z—tion

physician, f—z—aan l A ﬁ

ocean, o—cean G"

‘ .

nation, n— tlon M-L

| session, s- slon‘ YOl

fashlon, f—-shlon h‘“\ .

' apphcatlon, a p—l—k—tlon "

superV151on, super\ “v—sion S \M" f

‘,sifua‘ﬁ,bri‘, ‘situate~tion Al e

addlhon, a- d tion @‘\
dec131on, d—s -sion CLM

B -6pefaﬁoﬁ) operate—tion GP'\\ |

| su:ggestion,- suggest?tion it A

solutlon, s—l -tion ﬁg A 1

| distribution, distribute-tion 0%

natlonal n- tlon—l m&gx

I bélieve

| you do ud !"r.‘ '

L -:foryour‘ R
i irit'he"f‘ o

you should w

tO keep m

of your WA

could be C-&l!‘ '

“will you h

- foryo_u \. .

' will your h
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$2995 2,992

300 AW

$6,500,000 5 ntd

$2,000,000,000 2.8, 4

| cent, cents & hundred = W °

| dollar, dollars § thousand T~
pound §1,. = ' million M
inch | - billion P)
ounce

customer K

orders O&A

overall && N holidays \w 0 sl NN

B

mcluded ‘L -

inclusion

wedo odlay

we feel 9%9

144



y’ou'need \ I" md‘ o

to make__N o
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Dear Evelyﬁ:

What information do you have on electronic games? We are thinking of adding
two new models to our catalog. MR. AND MRS. SUPERMAN is a game
appropriate for people between the ages of seven and fifteen. We are also
looking at a model called SUPERSONIC SPACESHIP. The point of this game is
to prevent a war between two superpowers People of all ages like thls game.

‘The market for electronic games is changing rapldly How are we to know which
game to offer? We really need the benefit of your knowledge Won't you
respond as soon as you can? _

Cordially yours, _

Your Name
Grade 32, Lesson 15, Letter 5
Current Date
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Dear Mrs Green ‘

Thank you for your letter 1nform1ng us that your rnallmg address W111 be

changing soon. We will make the change in our records as soon as we receive

‘the enclosed form. . Please give us specific information for forwarding your

correspondence Print or type your house number and the full name of your

avenue or boulevard. Be certain to spec1fy the rnonth and day you W1sh to begm' o

- rece1v1ng mail at your new address

We. suggest that you ma11 notlces to people you correspond w1th ona regular_} i
.bas1s We would be happy to supply you w1th the appropnate forms ’

| Cordlally yours, "

- Your Name s

: Grade 33 Lesson 16 Letter 3
Current Date :
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Jequence - Day Slxteen
) eel /\/m-mr: Lesson Nlneteen R Twenty

Overhead Prozector Revzew ' -
Review Transparency 11 with Students Wntlng Along, Saylng Forms Aloud

Complete Each Line In Umson :

Revzew Homework Headmg &
Your Name -

Grade 34 - Lessbn 19 and 20

Current Date '

" Homework w» Grade 34

Instruct Students Complete and Turn in

- Word Development, Page 107 = Write Each Number One Line
- Word Construction, Page 107 and 108 = Write Each Word One Line

Reading and Writing Exercises, Pages 108, 109, 110 and 111 w=» Wrxte Each
Letter One Time

Word Development, Page 113 = Write Each- Word One Line

Word Construction, Page 113 and 114 = Write Each Word One Line
Reading and Writing Exercises, Pages 114, 115, 116 and 117 w Write Each
Letter or Memorandum One Time '
Homework'Heading {Outside of Steno 'Pages}

“Class Work Grade 35 and Grade 36, Headmg @ Bottom of Each Letter

From Homework Assignment, Transcribe Letter 1, Lesson 17, Grade 35
From Homework Assignment, Transcribe Letter 2, Lesson 18, Grade 36

e
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| law, l-aw j&-

saw, s—aw Ao

- audi’t,vaW—'d—t*“dL o

auto, aw-t-o QA.Q '

o ;authonzed aw—lth—r—z-duh %&:): , ‘v -
. drawmgs, d—r—aw-mgs AM Ay

- =

| quite, q—1te

; qulckly, q—k ly a n&_

N quote, q—ote an’y

'équipfnent’ e'—’q-'p —ment o m~ X |
adequate, ad ~q-t QOaq b E R

2 ‘-m_:frequent f—r—q—nt

to use Lu_,‘\

we. apprec;iate _ “’"P

| have had \A:)

we were a »

| on the A

ouwer .'
Y cu

| friend, f-r-—hd

-indicate, nd-k-ate

_ sendmg, s—nd—mg .AM

| found, f~ow-nd

) L,fdundvatbion, f-ow-nd-tion |

handlmg, h nl hng hm_Q

_,: .15-0 s



feet g S
squar P

| agriculture

Yardkg:f

_| economic, economy g s

| busmess b¢

| advantage Q.AM |

‘ | again, agalnigq | T

land 1—nd _&m

B | several ﬁ Bt

- | find, f-nd

: .fund f-nd [m

w1ndow, w—:nd—o o JY\@

bonds, b-ndU [,/M

ground, gay-r-ow-nd ¢

d1v1dends, d- v—d—nd— Mﬂ

economical, economic-1 L&UQ

ltoget \lo,

1o hear \AL\JL

wemubeﬂj_,_, 5

- to send \_AN\

you will be !!9!,,

canbe ¢},
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" Your Name .

B MEMO TO :-Members O‘f_fhé B.Oar_d

I am recommending Dr. Albert Brown for a position on the Board of Directors. =
Dr. Brown was a physician here for more than 20 years. ' Some of you may -
remember the firm leadership he provided for our neighborhood schools. . For
example, it was Dr. Brown who urged a decision in favor of building South -
Junior High. He also raised revenue to purchase the property for an addition to -

that building. =~~~

I believé D_r.v Brown will agree to head our drive for vbettev'rv: educational ‘prOgram‘s“.b
He takes charge of tough situations and is not afraid to go on record for what he
thinks is right, This man ranks highly as a leader in our city. R |

Grade 35, Lesson 17, Memorandum 1
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' Dear Mr. May

“As you know, we have had some problems w1th the word processmg umt we
‘purchased from your firm. Overall, the machine operates well, but it does not do

~ all of the tasks we believed it would do. Your agent has recommended that we
- increase the central memory bank by adding features to it. We feel that the

~ added features should have been included under the terms of our original

agreement. W111 we be charged the full amount for the changes we are forced to
make? : : 3 . i ; . .

We' need a decision soon and look forward to your advice on this matter.
Sincerely, yours,
»Your Name -

Grade 36, Lesson 18 Letter 2
Current Date
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Jeqnence - Day Seventeen
- J %! Wi rtrm'f Lesson Twenty—One R} Twenty-Two

Overhead Projector Revzew Lo '
Review Transparency 12 with Students Wntlng Along, Saylng Forms Aloud

Complete Each Line In Umson

‘ Revzew Homework Headzng . |

Your Name
Grade 37 - Lesson 21 and 22
Current Date

Homework w Grade 37

Instruct Students Complete and Turn in

Abbreviations, Page 119 = Write Each Word One Line

Brief Forms, Page 119 = Write Each Word One Line '

Reading and Writing Exercises, Pages 119, 120, 121 and 122 = Wnte Each
Letter One Time

Word Development, Page 12.7 = Write Each Word One Line ,

Word Construction, Page 127 and 128 = Write Each Word One Line
Reading and Writing Exercises, Pages 128, 129, 130 and 131 = Write Each,
Letter or Memorandum One Time

Homework Heading {Outsxde of Steno Pages}

Class Work Grade 38 and Grade 39, Heading @ Bottom of Each Letter
From Homework Assignment, Transcribe Letter 4, Lesson 19, Grade 38
From Homework Asmgnment Transcrlbe Letter 5, Lesson 20, Grade 39
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super S

electr QA |

ward 3

hood \n

tlondr

scribe, script 5

manusclxipts, rri—hQSCriptés ~nS

prescribe, pre-scribe PS

vacat10n, v-k-tion WA

auto, aw- “t-o Q_LO l

supermarket, super-market 5 n

backward, b-k-ward b&_.!._)

| electncal electr-k-1 M

| quite, g-ite

"chlldhood chay =1-d-hood C.Q.ddl\

‘friend, f—r—nd Inm

nelghborhood, n-b-r-hood pimln

electnc1an, electr— ian

t(jward, to-ward

law, l-aw Q ~

52095 QYA

“%

| $2,000000 2 p &

$300,000 2 w1t
L= !

impress, im-p-r-s /%

emphasize, em—f—s'—zv/_%a& v
embarrass, em-b-r-s /&LA )

impatient, im-p-ish-nt /M

image, lm—] N “

attempt, a~t-m-t QH

. 1mpose, im- p—Z/\?A

prompt, prah -m-t P ,._\L

promptly, prah m—t—ly o /ﬁ&&

temptatlon, t=-m-=t-tion V\A‘\
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v espec’:ially ,‘

_merchandise o aq

et cetera df;

question %
quart % .

ever, every E: o

| university \ A

e | character, charactenstlc S.?ll‘

other er\_

mdustry ‘Y\

satlsfy, sahsfactory '

however M_

-| whatever | !E -

B another q.p&_

satlsfactory Aal BB : o

‘questlonnalre %!‘L
| everyone E

| quarterly v
industries o

| 1have been o dp

we believe M |

we know o sy

| ‘v ,a’mwell.as-%
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Gentlemen

" Thank you for your letter of May 12 You were qulte nght The total amount of =
the bill should have been based on the quote we gave you a few months ago. We:

. are maklng the change in our records and your invoice w111 show the new
: amount ' : - : : . ‘ '

You were charged full pnce because we. had not mformed our agent of theg

- agreement we had made with you. From now on, we will see to it that all parties.

“are operating under the same agreement We appreciate your order and w111
have the equlpment shlpped to you by the date you spec1f1ed |

Iam glad you brought thlS matter to my personal attentlon and look forward to
serv1ng you in the future : : .

‘ Yours very truly,v .

Your Name
Grade 38, Lesson 19, Letter 4
Current Date
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Dear ChriS' B

I received your copies of the new land leasmg agreements They appear tobein
order, but we are not certain whether or not we can get permission to drill. As
you know, new legislation could prevent us from drilling on certain kinds of -

agricultural land. It now looks as if those laws will not apply to companies
drilling less than 900 feet into the ground. It is not quite clear whether the law
applies to natural gas or if 1t is 11m1ted to oil wells. '

Our president has written to Senator Brown to get more 1nformat10n, but I am
afraid we will not have a deflmte answer for several weeks About all we cando

not is remain patlent

Yours truly,

Your Name o ‘
Grade 39, Lesson 20, Letter 5
Current Date
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_)equence - Day Elghteen

| v J,Jeezl ’/\/rzww Lesson Twenty—three Twenty—four .

Overhead Prolector Review '
Review Transparency 134 with Students Wntmg Along, Saymg Forms -

. Aloud _
- Complete Each Lme In Umson

Revzew Homework Headmg -

"~ Your Name

Grade 40 - Lesson 23 and 24

Current Date

Homework w Grade 40 N

~ Instruct Students Complete and Turn in ' '
Word Development, Page 133 = Write Each Word One Lme -

Word Construction, Page 133 and 134 = Write Each Word One Line

Reading and Writing Exerczses, Pages 134 135 136 and 137 - Wnte Each -

Letter One Time
Word Development, Page 139 = Write Each Word One Line -
Word Construction, Page 140 w Write Each Word One Line

" Reading and Writing Exercises, Pages 140, 141, 142 and 143 - Wnte Each o

" Letter or Memorandum One Time

Homework Heading {Outs1de of Steno Pages}

Class Work Grade 41 and Grade 42, Heading @ Bottom of Each Letter
From Homework Assignment, Transcribe Letter 4, Lesson 21, Grade 41

- From Homework Ass1gnment Transcrlbe Letter 3, Lesson 22, Grade 42.
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