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FOREWORD

This course of study is one of a series of curriculum publications to be pre-
sented the high schools of the state from time to time by the Department of
Public Instruction. It has been prepared by a subject committee of the.lowa
High School Course of Study Commission working under the immediate direction
of an Executive Committee. If it 1s of concrete guidance to the teachers of the
state in improving the outcomes of instruction, the major objective of all who
have contributed to its comstruction will have been realized.

From the start the need of preparing working materials based upon cardinal
objectives and adaptable to classroom situations was emphasized. The use of the
course of study in the development of proper pupil attitudes, ideals, habits, and
skills was the criterion for selecting and evaluating subject matter material. At
the same time it was important to consider the relation of the single course of
study unit to the variety of textbooks used in the high schools of the state. The
problem before the committees was that of preparing suitable courses of study
in such a way as to guide the teachers in using the textbook to greater ad-
vantage in reaching gpecified outcomes of instruction.

The selection of texts in this state 18 a funetion of the loecal sechool boards.
The Department of Public Instruction and the committees do not recommend any
particular text as essential to the working suceess of this course of study. The
titles listed on the following pages are not to be interpreted as having official
endorsement as against other and newer publications of value. They were found
upon investigation to be in most common use in the high schools of the state at
the time the units were being prepared; a follow-up survey might show changes.

Although many valuable studies have been made in the effort to determine
what to teach and how to teach it, and to discover how children learn, these
problems have not been solved with finality, For that reason and because no
fixed curriculum can be responsive to changing needs, this course of study is to
be considered as a report of progress. Its revision in accordance with the en-
riched content and improved procedures constantly being developed is a con-
tinuous program of the Department of Public Instruction. Your appraisal and
evaluation of the material as the result of your experience with it are sincerely
requested.
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GENERAL INTRODUCTION

At the first general meeting of the various subject committees a suggestive
pattern for the courses of study, embodying the fundamental needs for teaching,
was projected. Four crucial factors that should be emphasized in any course of
study to make it an instrument that would cause teachers to consult it for
guidance in the performance of their daily work were set forth as follows:

objectives, teacher procedures, pupil activities, and evidences of mastery.

Objectives—The meaning of objectives as here used is those concepts which
are set up for pupils to achieve. As used in current practice, there 1s a
hierarchy of objectives as shown by the fact that we have objectives of
general eduecation, objectives for various anits of our educational system such
as those proposed by the Committee on Cardinal Prineiples, objectives for
subjects, objectives for a unit of instruction, and objectives for a single
lesson. In each level of this hierarchy of objectives a constant element 18
expressed or implied in the form of knowledge, a habit, an attitude, or a skill
which the pupils are expected to acquire.

In the entire field of secondary education no greater problem confronts us
than that of determining what these fundamental achievements are to be.
What shall be the source of those objectives, is a problem of too great pro-
portions for discussion here, but it is a problem that each committee mus! face
i the construction of a course of study. A varying consideration of objec-
tives by the various committees is evident in the courses of study they have
prepared. The value of the courses varies in terms of the objectives that have
been set up, according to the value of the objective in social life, according to
the type of mental techniques which they stimulate and exercise, and according
to the objectivity of their statement.

Pupil Activities—In our educational science we are attaching increasing sig-
nificance to self-activity on the part of the learner. Recognition 1s made of
the fundamental principal that only through their own activity pupils learn
and that the teacher’s rble is to stimulate and direct this activity. No more
important problem faces the curriculum-maker than that of discovering those
fundamental activities by which pupils learn. In a well-organized course of
study, that series of activities, in doing which pupils will attain the ob-
jectives set up, must be provided. These activities must not be chosen in a
random fashion, but care must be taken that appropriate activities for the
attainment of each objective are provided.

Teacher Procedures—With the objectives determined and the activities by
which pupils learn agreed upon, the function of the teacher in the pupil’s
learning process must be considered. In a course of study there should appear
those teacher procedures of known value which make learning desirable, eco-
nomical, and permanent. Here our educational science has much to offer.
Where research has demonstrated with a high degree of certitude that a given
technique is more effective in the learning process than others, this technique
<hould be included in a course of study. Common teaching errors with sug-

9
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gested procedures to replace them may be included. Pupil difficulties which
have been discovered through research should be mentioned and methods of
proven value for meeting these difficulties should be included. Suggested
ways of utilizing pupils’ experiences should be made. And as important as
any other feature is the problem of motivating learning. Whatever our
educational research has revealed that stimulates the desires of pupils to learn
should be made available in a course of study. Valuable types of testing
should be incorporated as well as effective type assignment. The significance
of verbal illustrations as evidence of comprehending the principle at issue
should be featured as a procedure. Where there is a controlling procedure of
recognized value such as is recognized in general science—bringing the pupil into
direct contact with the phenomena studied—forceful effort for the operation
of this procedure should be made.

Evidences of Mastery—What are to be the evidences of mastery of the ob-
jectives set up? There are all degrees of mastery from the memoriter repe-
tition of meaningless terms up to a rationalized comprehension that shows
grasp of both the controlling principles involved and the basic facts necessary
to a clear presentation of the principles. These evidences of mastery may be
in the form of dates to be known, formulae to be able to use, types of problems
to be able to solve, quality of composition to produce, organization of materials
to be made, floor talks to be able to give, papers to be able to write.

In no part of educational procedure is there need for more effort than in a
clear determination of those evidences, by which a well-informed teaching
staff can determine whether a pupil has a mastery of the fundamental ob-
jectives that comprise a given course. As we clarify our judgments as to what
comprises the essential knowledge, habits, attitudes, and modes of thinking in-
volved in a certain course, we can set forth with more confidence the evidences
of mastery. Teachers are asking for the evidences of mastery that are ex-
pected of pupils, and courses of study should reveal them.

While these four, elements econstitute the basic pattern, the principle of
continuity from objective to pupil activity, to teacher procedure, to evidence
of mastery was stressed. The maker of a course of study must bear in mind
that what is needed is an objective having accepted value; a pupil activity,
in performing which, pupils gain a comprehension of the objective that is now
being considered; that a teacher procedure is needed which evidence has
shown is best adapted to stimulating pupils to acquire this objective for which
they are striving; and that evidences of mastery must be incorporated into
the course by which to test the degree of comprehension of the objective now
being considered.

The courses of study vary in the degree to which these four fundamental
features have been objectified and in the degree to which the principle of
continuity from objective to evidence of mastery has been cared for. On the
whole they will provide effective guides which teachers will use.

Realizing that these courses of study were prepared by school men and
women doing full time work in their respective positions, one fully appreciates
the professional zeal with which they worked and the splendid contribution
to high school education which they made.

THOMAS J. KIRBY,
Chairman of the Executive Committee




STATE HIGH SCHOOL COMMERCIAL COURSES
OF STUDY

No curriculum plan presented here could be claimed as the one best suited to
the needs of ecommercial training everywhere, nor even for any city from now on
indefinitely. About once in every ten years new doctrines or new customs force
the revamping of old curricula, or the introduction of new ones to suit new needs,

Commerecial education strives to fill a specific need by providing special edu-
cation and special training for commercial workers and for the better manage-
ment of one’s own business affairs. In consideration of these needs the sub-
committee for commercial education recommends that commercial curriculums be
constructed in recognition of local needs and of probable future needs elsewhere.

Efficient service in business occupations is the outstanding objective of bus-
iness education. A second objective of business education in secondary schools
is an understanding and appreciation of business and of business relationships
from the standpoint of the user of business service. To determine what sort of
education and training is needed to accomplish these objectives is the duty
assumed by those who undertake the construction of a commercial curriculum.
Furthermore, if the best interests of society are to be served, the general purposes
of education and the H‘li.jt'l'tl'l.'t‘:'i of business must be understood and heeded,

No general discussion of the objectives of publiec education is necessary here.
Many volumes have been written on this subject and it remains for each educator
to make his own interpretations. Two points, however, seem worthy of mention;
first, the discovery that there is little difference in the mind training values of
different high sc¢hool subjects; and second, that education should strive to enable
the learner to do better the worth-while things he will do anyway.

The objectives of commerce are peculiarly social. A study of the slogans of
the larger and more successful business institutions reveals conclusively the social
tendencies of business service. One can be a producer of raw materials, an invent-
or, a chemist, or an electrician, without being much concerned about the feelings
of others. In their work they are dealing with things and are guided largely by
natural or physical laws. But one who would succeed in commerce must be guided
by many kinds of laws, rules, and social customs in his more intimate relations
with people. In fact, a familiarity with the social tendencies, or social reactions
of ['Jl“.'[}ll* 1S I'“.‘*IHHIHH!IE? for many commercial successes, Among the h['i"'ifil' oh-
jectives of business to-day are greater efficiency in production, more economy and
justice in distribution, and better judgment in consumption.

We must assume then that commerce 1s largely a social serviece and that a

be largely a social training. A study of
local commercial employments and of surveys will be convinei

training for commercial service should

of the accuracy

1

of these assumptions.

The curriculum outlined in the following pages provides for the training of
boys and girls in certain clerical and ecommerecial techniques, but the teacher who
uses the subject matter of the courses outlined only for a training in technique

falls far short of the performance of his full duty to the pupil and to society.
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The pupil whose whole objective is to get ready to earn a living has only a
narrow and selfish attitude of mind and may become a menace rather than g
benefit to society. The standing of a business institution is affected by the atti-
tudes of the workers toward employers, toward coworkers, toward creditors, to-
ward customers, toward the general publie, as well as by their business conduct,
and by their conduct outside of working hours.

Commercial training then has to do with the training for right social attitudes
and right social conduct. This implies that not only the subject matter but also
the collateral material used in commercial training must be such as to develop
attitudes of tlllill;iltl.llllll‘:‘-}% of one’s ni_nli;-:f:ttjuns as to accuracy, I'L'SI'IUH:;H:lt_}]]{lgg;-;}
dependability, courtesy, initiative, tact, personal pleasantness, interest in work,
poise, self-confidence, honesty, industriousness, loyalty, orderliness, alertness,
ambition, foresight, thoughtfulness, thoroughness, willingness, modesty, patience, l
resourcefulness, self-control, fairness, and many other virtues whieh contribute
to l“jril'it‘lil’}'_ N

It is conceivable that one could teach the subject matter of shorthand without
being able to train a stenographer; could teach the prineciples of debit and credit
and not even introduce the pupil to the duties of the aceounting department of a
modern business institution; could discuss the philosophy of salesmanship and 4
yet not be of much practical help to the boy or girl who must become a member of l_
a sales organization; but such a person is not an efficient teacher of these sub-
Jects. Business training is vocational training, and efficient teaching in a mod-

ern commercial department implies training for efficient business service and

'

efficient living.
o ORVAL F. BARNES
E. G. BLACKSTONE
GEORGE R. MACH

R. E. NYQUIST
BINA MAE TRAXLER 1
CLAY D. SLINKER, Chairman




COURSE OF STUDY IN GREGG SHORTHAND

In recent years the stenographic department has become numerically the most
important in the average commercial school or department. This is due to the

indispensability of the stenographer in the modern business office. For young

women, stenography is one of the most agreeable and most remunerative occu

[r:lTiHliﬁ. and offers abundant Lr]fi-u!IHni?}' L Ol promotion to seeretarial and e
ecutive Iurriillnll%. \'1:11:,'_; eI r--?r*r,-l'_"!:li-'!-'h work in close touch with manarers

:llltl tlt']iill‘llut'lll' ]l":i-i.‘w, :111*1 11:11.‘% gdlll !-:l'i_'u' I-IHJ[:w?iI-I;.

The stenographer should aspire to the handling of inereasing portions of the
correspondence without the necessity of having each letter dictated. The mere
ability to write shorthand is not sufficient recommendation in these days of

highly organized business. Business needs intelligent young people with a

general knowledge of business and a good command of Enghsh to do the sten-

ographie work., There 1s also work for people possessing a stenographie training

In certain types of offices where a person 18 needed to answer the telephone, keep
Hillnl'bli* records. 1:».'[--* occasional letters, and run the office in the absence of the

proprietor or manager.

e
-
-
e
-
s
-
r
-

wourt reporting and general

l“u!' ll]:_-']li_\' 11':li111_'11 Or ml_ul'l‘iit l‘ _
1"'}”'|till; I H”I;Ii'li‘.'i‘ 1.-]1|I.|;'H_‘-‘-'[.f:'] ]_]q-'-}_ﬂ where

the remuneration 18 fairlv com-
parable to that in other professions,

The above 1s [-It".*!':i_h'-i here to Sugeest that there are dafferent levels of sten
f';-._'h.]:l}"l]jll 1‘]1.]!1-'}“"'“! and that the Iq‘ll:;i!-'!Jsi.'[.’r- are different for the various

levels. Teachers should study the aptitudes and capacities of individual pupils

:[“(1 :1]!“ t{_' Ilt t]lq‘l“ ILHI' Tlll' t.‘.-ilil IJI. 1'»"".'=T4"=|. 101 "lu'u}lif'il I]lil:'l el i.“'."'-‘r :'.'.i:i}i'['-"l.
'11“-.'-:- l!'-:| Ilirll{ till‘;'w.':!l‘l :“'T‘.'l“i:__'\'

Ll

Unless a pupil ean learn to spell correctly, it 1s
I‘;i];]l}' as a voeation, A ?"-tliii_"-' of the }nll[ril'.-% past record of achievement in con
nection with his I. Q. will tell a story of his industry and earnestness.

In considering the I. Q. it must be remembered that this is an indication of

the pupil’s ability to make grades, whereas the real question is whether

111~
dividuals under consideration may hope to succeed as stenographers. Special
attention should be paid to grades in English and in foreign language, for a

thorough groundwork in the former i1s indispensable and the same level of in-
telligence and industry as are necessary for the latter are necessary for shorthand

1o per cent or an 85 per cent perfect stenographer.

Since stenography is essentially a vocational subjeet, special

No i_'luir]u}'t'l‘ Call use dd
care should be
taken to diagnose the case of each prospective pupil by a part or all of the
lrl,ill'l'“'illg_:' means: one of the many I]tIt'Hl:l'!l*'*' tests, a [l['ij_','fi'i*«'[:ll' test of sten
ographic ability, spelling tests, inspection of the pupil’s permanent record, per-
sonal interview.,
A, Aims
1. Voeational
a. To prepare the pupil to perform the duties of stenographer and secre-
tary 1in the business office

b. To inculcate correct habits and high standards of service
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c. To develop ability to perform to a satisfactory degree, the duties

rightfully required of the office assistant
2. Educational: The educational values of the subjects are realized

a. By teaching of phonetic analysis of the language and a thorough
knowledge of the prineiples of shorthand

b. By teaching the student to eriticise his owh transeript as to sen-
tence structure, spelling, punctuation, paragraphing, grammar, and
appearance

c. By the selection and dictation of such matter as will train the stu-
dent to diseriminate in the better use of words and to appreciate
good English and good style in the content of business letters

3. Disciplinary and social: These values are obtained

a. Through the development of the power of concentration; through
the quick response of the hand to the command of the brain; through
the formation of habits of aceuracy and neatness; through teaching
the pupil to be his ‘“own supervisor’’, i.e. to check his own work, no
matter what kind of work it may be; and through teaching the
necessity for following directions exactly and punectually

b. Through the teaching of courtesy as a distinet business asset and
the cultivation of a sense of honor in regard to the private business
affairs of the employer

¢. Through the cultivation of a spirit of service—that of giving ability,
attention, interest, enthusiasm, and devotion plus personality

4. Gudance:

a. A development of an understanding of the value of stemographic
training and a fair and honest appreciation of the advantages and
disadvantages of stenographic work for young women and young
men

B. Methods
No one set of procedures will produce the same results in the hands of all
teachers or when used with all groups of pupils. Neither will a given pro-
cedure always produce equal results for any one teacher, nor for any one
group ot pupils. The procedures forming a part of the course are offered as
sample ways of effectively using the subject matter. They are recommended
for use where by practical demonstration, better methods have not been
found.
C. Time Allotment
One period a day, five days a week, should be devoted to the subject of
shorthand through four semesters.
D. Standards
The standards mentioned for reading, writing, and transeribing are group
medians (not individual requirements) established through research studies.
The course for the first year of shorthand was written by Mrs. Ruth T. Reich,
Miss Helen j[l” Miss Helen ”H”H'J'r]t'hi‘rl' and Mr, ].)\\'i;ht R. Easter with the
cooperation of the chairman of the sub-committee. The course for the second
year was written by Miss Bina Mae Traxler and the chairman of the sub-com-
mittee. Acknowledgment is due to the other members of the sub-committee, to
the chairmen of the shorthand departments of the Des Moines high schools, and
to Dr, Thomas J. Kirby, all of whom contributed materially through eriticisms
or constructive suggestions.







FIRST YEAR

I. THE FORWARD CHARACTERS AND THE
CIRCLE VOWELS

Time Allotment: about 9 days

Unit Objective

To recognize the sounds rep-
resented by k, g, r, I, n, m, t, d
and the character for each; to
recognize the sounds represented
by the @ and e groups and the
characters for each; to combine
these characters in word forma-
tion and to memorize specific

ontlines for certain fixed words

Specific Objectives
. To aequire an interest in
shorthand

2. To learn the phonetic
sounds of &k, g, r, [, n, an, t,

d

3 el Ay 11‘:!1'!] to write the l’]!Iil'-
acters for the forward con-

sonants k, g, v, I, n, m, t, d

4. To learn the failulii"fii'
sounds of the vowels in the
a and e groups, 1.e., short

a, l:l‘n{til a, ]u]‘ (L, .“'-!l”lt !-‘

|1.]'
-

short e, and long e

5. To acquire the ‘‘prepared-

ness for work’’ attitude

6. To learn to write the char-
acters for the vowels 1n the

a and € groups

7. Tq learn to _join cirele

_]1 {".j]’,:‘l!

vowels to sin

strokes

8. To learn to join circle
vowels LO ri:z{;[r* stral ;}LT

S Tlllit‘h

Teacher Procedures
Give talk on novelty of a system of writing
which enables one to record speech as fast
as the most rapid speaker will talk. Men-
tion the great men, Caesar and others, who
have written shorthand and discuss its prae-
tical uses. Mention the vocational oppor-
tunities for those who ean make intelligent
use of shorthand. Explain that this study
is as difficult to master as a modern lan-
eguage, and recommend the study of short-
hand to those only who can study more
than the average amount of time and with

more than average persistence

GGive the sounds of %k, ¢, v, I, n, m, 1, d.
Explain that the hard sound of g is called

agay

Explain and demonstrate the forms of the
forward consonants (left to right) k, g,
r, I, n, m, t, d. Show the relation of the
shorthand characters to the longhand
letters

Explain the ‘‘line of writing’’ is the ruled
line

Explain and demonstrate that k¥ and g
begin and end on the line of writing, are
never straight, and curve most at the end.
Demonstrate that % and ¢ are similar
strokes but that % is approximately one
half the length of g

Explain and demonstrate that » and ! rest
on the line of writing though they begin
and end above the line, they are never

straight, and curve most at the begin-

Demonstrate that » and ! are similar

strokes but that » is approximately one
half the length of 1




SHORTHAND

Pupil Activities

Pupils will:

L

.

0.

)

10.

11.

Tell of positions held by friends and ac-
(rive for

Ask for advice as to need for

quaintances. reasons selecting
this course.
other preparation for business use of short-
hand, such as business knowledge and the

use of English

d

El

Hll',l!lw_l '? (], s J, n m. {

L

Wrnite the
m, t, d.

Write the forward consonants in pairs; K
and d, to

forward consonants k, g, r, I, n,

and g. r and I, » and m, 1 18

tinguish the th.

difference 1n leng

i
—

Practice shorthand ]H-hn::zr;mh";p drlls

Sound the vowels 1n the @ and ¢ CTOups,
1t short a, broad a, !n!l; a r-é]twl't ', ;~‘|!HH

e, and long ¢

l}]':il't-iil'l.' ;_l_-nn! ]Hwhlh' until 1t becomes ha-
iri'lll:ll. Use fine Imililt'ml fountain pell HIII!
]]ufs_-l-:..-]; made for
desk shorthiand

ference

pen use, Clear top of

for writing without inter-

for the circele vowels

the

Write the

distinguishing carel

characters

ully between 126

of the a group and the e group

|| ri']l'
the

habit ot i'HIHI!].i'T!’]}' closing the eircles when

both a and ¢

vowels to single curved strokes.

Practice the joining of

Florm

joining to single curved strokes

Practice the joining of both a and e circle
vowels to single straight strokes. Forming
the habit of completely closing cireles when
joined to single straight strokes. Practice

shorthand ]wlll'n:luréhi[r drills

Write and read familiar and unfamiliar
words containing eircle vowels joined to
single curved strokes and single straight

strokes

Memorize brief forms

tllt‘
mark,

and read shorthand marks for

Write

period, paragraph, interrogation

dash, hyphen, and parenthesis

)3

-

9]

10.

11.

Evidences of Mastery

Enthusiasm and response
.\hi]iT}' to:

Yecognize and reproduce the

sounds of ¥, g, v, , n, m, t, d

Recognize and write the for-
ward consonants k, g, 1, [, n,
m, t. d

Recognize and reproduce
[-IIHIII‘TiI'I!.”_"{ the short a,
broad a, ]n!];_f a short 1,

short ¢, and long ¢

materials
Maintain health-

Seleet  suitable
and tools.

ful posture

the

characeters for the vowels 1n

Recognize and write

the @ and ¢ groups

Join ecirele vowels to single

curved strokes

Join circle vowels td single

straight strokes

Write
and

and read familhiar

unfamiliar words con-
taining eirele vowels joined
to single curved strokes and
strokes

single straight

Write and read brief forms

Use

the period, paragraph, in-

shorthand marks for
terrogation mark, dash, hy-

phen, and parenthesis

Write

phrases

and read simple
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Specific Objectives Teacher Procedures
9. To learn to write and read Explain and demonstrate that 2 and m
' words containing cirele are horizontal strokes and rest on the line
vowels joined to single of writing |
curved strokes and single Demonstrate that n and m are similar
straight strokes strokes but that »n is approximately one

half the length of m |

10. To learn brief forms (spe- : ;
L% : : [_ Fixplain and demonstrate that ¢t and d
cific outlines for certain . .
e = are straight strokes and are written up-
IXea woras : . . . L
| ward and forward from the line of writing.

11. To learn shorthand marks Demonstrate that ¢ and d are similar
for punctuation, i.e., period, strokes but that ¢ is approximately one '
paragraph, mterrogation half the length of d
mark, dash, hyphen, and « 4. Give the phonetic vowel sounds in the a

parenthesis group, 1i.e., short a, broad a, and long a

25 . (rive he onetic 'OWel 8¢ S 1 1e¢ €
12. To learn to I'!‘IITH"*{’ or join Tl l- Irh netic vowel sounds in the
simple words group, 1.e., short 7 short e, and long ¢

13. Test on Unit T 0. Teach correct I!H:-r-{l]t:_': correct [H_'}r-_'-iti{rn of
D 2S

hand and notebook: necessity of using

good tools and materials

6. Explain and demonstrate that the vowels
in the @ and e groups are represented by
circles but that the a circle is approximate-
ly three times the size of the e circle. Show
the relation of the shorthand characters to

the longhand letters. Insist that the vowels
be marked to express the different sounds.”
Short @ and short ¢ represented by un-
marked circles; broad a and short e are
represented }r_\.' a dot below the cireles :
long @ and long e are represented by an
oblique dash below the circles

Explain and demonstrate that circles are

-

always written inside single curved strokes. ~
Show that the inside of a single curved
stroke 1s the space between or inside the
ends of the curve

Explain and demonstrate that cirele vowels
must meet single curved strokes squarely
and that the circles must be completely

f’]!*Ht'i]

8. Explain and demonstrate that circles are
written with a right motion (elockwise)
when joined to single straicht strokes
Fixplain and demonstrate that circle vowels
must meet single strokes squarely

" Pupils should be able to omit vowel mark-
ings after completing Chapter IV |
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Pupil Activities Evidences of Mastery

Write and read -'1|=:[‘11* I'h!;m'-s 13. Write and transeribe 1in

longhand correctly at least

Write in shorthand from dictation a lst : . .
Sk . “ | 1 forty-four words from a list

of fifty words of which ten per cent, al of fifty. This may be sup-

leas should be unfamihal he trans- :
least, shou DY , then : }!]n'lnt'l:tl'ti by sentences 1t
N ifl ; Frl.i’ % ! F: L .

lIl}. 111 if ,,_ll.tnl lil‘,‘w'l'l'ﬂ'l]‘ 11“1 1”!1““]“;.

!l':lu'll*'l-lti:luit' test irn SULE -

;;-"-It'li
add heed hen
air ray henna
car l'*lii}' aehao
hat aid Anna
him any ail
me oo hack
Emma heat a1m
ham hate dav

hilly Harry had
hag Kneo hill

&
lay hymn 111
tea eko ray
cat a1y kev
hay may era
halr ate dray
alley e1eht array

}:l'l'l hi'[‘
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4

11.

Teacher Procedures

Drill on familiar and unfamiliar words con-
taining circle vowels joined to single curved
strokes and to single straight strokes. For

1‘.\;:1111;:]1‘, f.ff.f, caddg, Hf‘r"ff. :’.ij_, ﬂfrf_, may

Explain and demonstrate that brief forms
are high frequency words not necessarily
written according to rule and constituting
over fitty per cent of ordinary dietation
and about seventy per ‘cent of commercial
dictation

Drill on brief forms

Insist on aceuracy

Show the shorthand marks for the period,
}t::I':t;!::ph, imwli'u;_':ltiurl ll‘J:ll'I{, dash, ]*}'-

phen, and the parenthesis

Explaini and demonstrate that a pronoun is

generally joined to the word it precedes

Dictate test
Following are snggested standards (based
on shorthand ability only) for grading

!'II'T}' and O1e ]Hl!l-if't'li 1.'-.‘1;111 tests

Mark tests according to the following sug-

gested plan

Plan No. 1 ONE HUNDRED WORD TEST

Errors Grade

U to 3 1 or A or 100 to [*Ifr
4N O ARER £ ¢ i 02 " 88%
i RLES s SR RN R G R O
L %15 4 " Ty # 80 " T6%
13 or more I AN D it " 0%

Plan No. 2 F1rry WORD TEST

Irrors Grade
0 to 1 1 or A
22 &2 B
1 i 8
o " 6 4% B
7 + P

The suggested class median in tests is a
grade of 2 or A. Tt is further suggested
that pupils falling below the class median

should be given a second test for the pur-

pose of :rni:-airtj__: their grades,
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Notes by Teacher




II. CIRCLE VOWELS WRITTEN BETWEEN STROKES
AND THE SIGN FOR TH

Time Allotment:

Unit Objective

To learn to write circles be-

tween
binations, to

forward consonant com-

write consonant

combinations of equal and un-
equal length, and the sign for

th

'Y ]

-

o |

)

'::..?1

0.

8.

9.

Specific Objectives

To learn what consonant

combinations make an angle

or a lmint

To learn to write words con-
taining circle vowels and the
comnm-

forward consonant

binations that make an
angle
To learn what consonant

combinations do mnot make

an angle

To learn to write words con-
taining circle vowels and the
forward consonant combina-
tions that do not make an
angle

To learn to write words 1n
which the cirele vowels are
written with the right
motion (clockwise) between
straight strokes in the same
direction

what consonant
form
how

To learn
combinations reverse

curves and reverse

curves are written
To learn the sign for th
To learn brief forms

Test on Unit 11

1.

£

-

H .

9.

about 6 days

Teacher Procedures

Explain and demonstrate how an angle or
Imint 1S made when % or q I‘}niu -I.'. g, 1, M,
t, d; when r or [ join 7, I, m, m; when =
or m join k, g, r, I, t, d; when t or d join

r, [, n, m

Dictate words containing circle vowels and

the forward consonant combinations that

make an angle

Eixplain and demonstrate how a curve 1S
made when r or ! join t or d; when t or d
join k or g

Dictate words containing circle vowels and

the forward consonant combinations that

do not make an angle

Recall

straight strokes.

circle vowel joinings to single

Show the
to mean, rf-u.’_i,f to dad

relation of me
Dictate words containing cirele vowels be-

tween straight strokes in the same direction

Fixplain and demonstrate that the reverse
curves are kr, ki, gl, vk, lg, gr, rg, lk. Show
that the equal curves kr, gl, rk, lg, are
flattened

joined.

shghtly (smoothed when

Show that

and 7, g and », are written with a ‘“distinet
)

out)
the unequal curves k

IITIIHII. 4 Drill on penmanship

Explain and demonstrate that the sound of
th (1th) 1s expressed by a slightly ecurved
t

Drill on brief forms

Dictate test

|
|




SHORTHAND

Pupil Activities

Pupils will:

1.

y

e

6.

Write the different consonant combinations
that make angles

Write and read words containing circle
vowels and the forward consonant com-

bination that make angles

Write the different econsonant combinations
that do not make angles

\Y!"ltt‘

vowels

read words circle

the

and containing

and forward consonant com-

binations that do not make :m;_[lt‘H

Practice words in whieh ecirele vowels are
written before and after single straight

strokes and between straight strokes in the

same direction

Write econsonant combinations of equal and

unequal length that form reverse curves

Write the sigo

o]

. for th

Memonrize brnief forms
Write in shorthand from dictation a list
of fifty words of which ten per cent, at

least, should be unfamiliar, then transeribe
into longhand

Evidences of Mastery

Abilitiy to:

1.

(.

Recognize when consonant

combinations make angles

Write and

taiming circle vowels and the

read words con-

forward consonant COII-

binations that make angles

Ht'l'h_:'].-iz'r' when consonant

combinations do not make

angles

Write and
taining cirele vowels and the
forward

read words con-
consonant come-
binations that do not make

angles

Write and read words in
which ecircle vowels are
written before and after

single straight strokes and
between ?-'TI':H;_';IIT strokes in
the same direction

the

b

combinations of

Recognize and write

consonant

i.‘[ll]:ll and IIHi*tiHIlI ]1*“;_':!11

that form reverse eurves

7. Recognize and reproduce the

sign for th

8. Write and read bmef forms
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Y

Evidences of Mastery
Write

longhand correctly at least

and transceribe 1n

words from a
list of fifty. "This
supplemented by
The

tl'Itl'lH*I' ]Hlin]t' test 1s 7..“:_::'1.,_1.

fortv-four
mav be
sentenees

1f desired. I‘nHu‘-.\'i:i;_:

ed

cake laid oame
came take made
cat lako thin
mean neck thick
meal dead main
gray need make
rear deed oot
green rag rate
crate tan read
headache team orain
cattle late reel
meat mad cream
clean train track
milk dream kill
Daddy ran earache
lady rain nick
red rain




To

I11.

Time Allotment:

Unit Objective

learn the syllables ex-

pressed by blending ¢t and d

into one long stroke, the syl-

lables expressed by blending m

and n into one long stroke, and

the

bo

’:'...'I

6.

simple phrasing principles

Specific Objectives

To learn that the blending
or joining of ¢ and d into
one long stroke forms the
H}'HH]]IE'*R ted, ded, det

To learn to write words con-

taining the syllables ted,

ded, det

To learn that the blending
or joining of m and n into
one long stroke forms the
men, min,

syllables mem,

mum, and mun

To learn to write words con-

taining the syllables men,
mem, min, mum, and mun
To learn brief forms

To learn that only short

and common words should

be joined in phrasing

Tests on Units I, IT,
111

and

oJ,

6.

BLENDED CONSONANTS

2

about 3 days

Teacher Procedures

Fixplain that the obscure vowel sounds in
the syllables ted, ded, det are omitted to
secure speed in writing

Show the difference between the strokes for
t, d, and the t and d blend

Dictate words containing syllables ted, ded,
det

Explain that the m and » blend always ex-
presses m plus n or m plus m but never ex-
presses n plus m

Show the difference between the strokes for
m, n, and the m and n blend

Dictate the

men, mem, win, mwm, and mun

words containing syllables

Point out that for

convenience the long ¢ in my and lke is

Drill on brief forms.

expressed by the a circle

Eixplain that phrases are formed by :
a. Joining short and ecommon words
b. Joining forms easy to read and write
¢. Joining words that are naturally related
d. Joining pronouns to words they precede
e. Joining a qualifying word to the word it
qualifies
f. Joining prepositions, conjunctions, and
auxiliary verbs to the words they precede
Dictate phrases. Drill on phrases with par-

ticular emphasis on rules d, e, and f

Dictate a set of three review tests:
:i.. I}’.ffr _Jr:| j.r-’fq.”'t. ti”}it tlp 1;\1l I}:lk“-‘:t**l "l.i.ltllr}llt‘
error

b. Phrase test to be passed without error
¢. Vocabulary test




SHORTHAND o7

Pupil Activities Evidences of Mastery
Pupils will: Ability to:
1. Practice again the strokes for t, d, and 1. Distinguish between ¢, d,
compare them with the ¢ and d blend and the t and d blend

9. Write and read words containing the syl
lables ted, ded, det

L
L
.

Practice again the strokes for m, n, and

compare them with m and n blend. Prae-

tice 1u"~1m1:m.-hi]'+ drlls

9 Write and read words con-

taining the syllabels ted
1:1]_’111‘*:‘-_‘- men, mem, mi-‘-", muwm, N tfrt}_, et

4. Write and read words containing the syl

5. Memorize brief forms

6. Practice simple phrases in which the pro-
noun is joined to the word it precedes.
Write phrases in which prepositions, con-
junetions, qualifying words, and auxihary
verbs are joined to the words they precede 3. Distinguish between m, n,

.'llll'l “H‘ i :1]111 11! l}lt'nui

=~y

Review. Write in shorthand from dictation
brief forms then transecribe in longhand.
Write in shorthand from dietation phrases
then transeribe in longhand. Write 1in
shorthand from dictation a list of fifty
words of which ten per cent, at least,
should be unfamiliar then transeribe 1n 4. Write and

read words con-
longhand

taining the syllables men,

mem, min, muwm, mun

5. Write and read brief forms

6. Write and read simple
phrases. Write and read
phrases in which pronouns,
prepositions, conjunction,
qualifying words, and aux-
iliary verbs are joined td

the words they precede
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9

Evidences of Mastery

-

Oout
LeSt

Wnrte brief _r"H."
Write

error.

€eIrror,

without

L

test with-
phrase

Write

:iTrtl tl':ltwl*tilli' iIi THI[:IIHIJ']

correct E*\'

from

Inay

inelusion of
;_ft'nt'l":i]

pupils’

}rl"

_"t!'][r*'ljl'l"'t Jf

st of

WO I'I

IIIH“'_\'

f O Ly four
fifty.
supplemented by
desired,

||i! '€

[18ts

words

This
The

F'arnms 111

LeSTS

ill Il’l';I”_

]"it'T}‘ words may be selected

from the I‘n]I..u'“;;_-_ teacher-

made

words

added
data
hated
meant
heated
any
treated
ate
deed
at
dark
clean
ll:ui-i}'

Crealn

amen

eliminate
limited
memory
maintain
mimic
erght
heat
orain
hair

green

t*n-.'j i} I.

hen
hill
hail
many
LO rT:l},'
related
money
deal
arded
month
leg
lake
lay
late
main
minute
INerx
minimum
I!il']lil
traded
needed
remain
rated
mineral
may

seventv-five

milk
!iij!illlt\
Wias
dreary
1S
Ill"']i

take

not
ragged
teeth
treo
that
thelir
lad
caddy
Iljl‘{Til
acre
mental
wreek
came
eager
rainy

taken




To recognize the sounds rep- 1.

IV.

Time Allotment:

Unit Objective

resented by p, b, f, v, sh, ch, J

and the character for

ach and

to memorize brief forms

~

Specific Objectives .

To the

sounds of p, b, f, v, sh, ch,
)

Il.‘ii]‘li Il[unm‘!iw

To learn to write the char-

acters for the downward
consonants, p. b, f, v, sh,
ch, j

To learn to join eircle

vowels to single downward

consonants

p, b, 1n
and !

to write

combinations with r

To learn

write [, v, 1n
and [

To to
combinations

learn
with r

and ecirele vowel

To understand the joining
that each of the downward

strokes makes with other

known consonant strokes

(a curve or an angle)

)
To understand what stroke
rests on the line of wniting
To learn that in ecertain
high-frequency words a
stroke for every sound is 4,

necessarily

not llht‘-'l

Test on Unit 1V

THE DOWNWARD CHARACTERS

about 5 days

Teacher Procedures

(Give the sounds for p, b, f, v, Sh, ch, ).
Explain that the sound of sh 1s called 1s8h

:llul f‘fﬂ l- i";l.HMi r‘!’n‘?h.'.i'

forms of the
sh

and the relation of the shorthand char-

Explain and demonstrate the

downward ch, 1,

w

consonants, p, b, [, v,

acters to the longhand letters p, b, 1, v, 2.
Explain and demonstrate that p and b are
the of

the line of writing,

||]r“liilt‘ curves, I.p;:in above line

writing and rest on
are never straight and curve most at the
end of the stroke. Demonstrate that p and
b are similar strokes but that p is approx-
imately one-half the length of b. Explain
and demonstrate that f and v are oblique
CUrves, Ill"'_:'fll above the line of Ki'l'itill:‘ and
the of

curve most at the beginning.

end on line writing, are never

straight and
Demonstrate that f and v are approximate-
ly one-half the length of v.
that

lines, begin above the line of writing, are

JExplain and

demonstrate sh, ¢ch, 7 are straight

written downward and backward and rest
on the line of writing. Demonstrate that
sh, ch, j are similar strokes but that ch

1S approximately one-half the length of )
and sh is approximately one-half the length
of ch

Dictate such words as:

ape, pay, }“’_U'. _f“" ;
Fve, age, each, she: ask for reasons of
circle vowel joinings. Use these in apply-

ing the principles of Units I, II, and III

show that the joining of p or b with r or !
1S a continuous ecurve

lixplain per is always p plus 7.

Drill OIl ]ni‘hl]l.‘tl,‘é}liil




SHORTHAND

Pupil Activities

Pupils will:

1.

"y

s

.

0.

=]
.

Sound p, b, f, v, sh, ch, 3

Write the downward consonants p, b, f, v,
.ﬂr!. {'.-'It‘, L_.’I.
in pairs, p and b, f and v

the difference 1n length.

—

Write the downward econsonants
to distinguish

little fincer

[T,‘"‘“l" .

movement as the downward strokes are
that they will take a natural

l}!':ll'!“'i' T}il‘

written, so

h\\'i]'ii_f. }H'H]Il:ail.-llip n&il]-—-,

th{*n 11'1_-:1“'1:! TE|-~ H‘I-HIHTI" ‘htltliil‘h

Experiment with new words in which only

:i]l'i g | ‘I-""."l-i"]
Find that all the
units I, II. III are

always for circle vowels joining consonants

a downward consonant

(N r
and explain the joining,

rules learned in true

Practice the consonant combinations, pr,

pl, br, bl, with sper

1al care as to curve, size,

and legibility

Practice on the rapid writing of .a vowel

with 7 or L

Practice on the
Write at the

Practice the penmanship drills

between |/ or v
slurred angle joining. board

frequently.

Practice again the circle vowel joinings of
Units I, II, I1I.
words selected from ecurrent reading illus-

Practice

Bring to class a list of

trating consonant joinings. pen-
manship “drills
Write a list of ten new words having two

or more consonant strokes and explaining

what stroke rests on the hine of writing
I_Jli"f
Write unfamiliar sentences, to be supplied

Memorize the new list of forms.
by the teacher, which will give practice in
the writing of word forms and phrasing

ability

Write in shorthand
fifty words of which ten per cent, at least,
then

from dictation a hist of

should be unfamiliar transeribe 1n

longhand

31

Evidences of Mastery

.\hilit}‘ to:

1.

9 ]

.

0.

Fo

I{i‘l‘nl;’_{'!iih* :Hul I't'[rl‘l'n]'llrt‘.'

the sounds of LF o, [, v, sh,

!'JI.*, J

Recognize and write the

downward consonants P, b.

| s .x;i, [;‘I:" 13.
Join correctly H cirele
vowel to any one of the

strokes

downward

Write

combinations P or b with r

and read consonant

or { 1In words or sentences

Write

sonant

and” read the con-

combinations f or v
1'1I|'|t'

with » or I and a

vowel

Recognize each consonant

joining as an angle or a

curve. Insert correctly a
cirele vowel between con-
sonant strokes

State definitely the stroke
that

writing

r'ests on tlti‘ ilm' uf"

Write

ach brief form in isolation

and read perfectly

or 1n sentences
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6.

J.

Teacher Procedures
Have class write the figure two (2). Show
that by eliminating the tip of the figure
the joining of f or v to r or I is given, as
i writing fawr, vale, fail, fear, ete. Ex-
plain that the circle may assume the form
of a loop for convenience in writing as in
ditch, fade. Explain that when f or v join
r or I without a vowel the angle becomes

rounded or slurred as free, frail, flare

Dictate words that will review joinings in
Unmits I. II. LI1I: as acli ru:‘TH’, me. j.fiffr‘.
rate, declk. a-'Ir*h’, mean, radg, kull, Demon-
strate that between an oblique curve (p, b,
J, v) and a straight line the circle is placed
on the outside. For example, pen, pad,
badge, dip, fan, wvat, vain, fish, }':};pl:;in
that & or g joined to f or v is a contin-
uous curve. Write on the board k& or g
Jomed to p or b, explain the angle., Ex-
plain that sh, eh, j join r or ! without an
angle. Have class write gage in notebooks,
reverse notebooks and the resulting word

1S Janl

Cite again the line of writing ]r}' llﬁill;_{
hl‘:c'll "-.‘-.':;}'u_im‘ as ‘;ir.f'f'-‘r . "1"I”ffr’ : f:rlir, I‘{l'_ _.['.::(-
plain that the base of the first consonant of

a word rests on the line of writing

Demonstrate that the prefix over is ex-
pressed by the o hook. Explain that it is
a hook and is written midway between the
ruled lines, must be kept narrow and deep,
follow the slant of ¢h and with the begin-
ning and end of the hook equally distant
from the line of writing

ixplain that been after has, had, or have
1S written b. This has been simplified for
ease 1n writing. Explain that one and most
are the two words in this group which will
contain new strokes: Do not try to explain
the sounds, simply say that these are to be
memorized without considering the constit-
uent parts of the word. Drill daily, as a

short review, on all brief form lists

Dictate test
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33

Evidences of Mastery

9. Write and transeribe in
longhand correctly at least
forty-four words from a
list of fifty. This may be
supplemented by sentences
1f desired. The following
teacher-made test 18 sug-
gested

pay fringe par

heave eteh flannel

bray shade gauge
play baby jail

fray peach shack

pepper live bait

fish fell gnash

each lava trench

braid reef fib
prayer gem appeal
reach valid cave
cash flake bark
brave hash pinch
sheen bar wrap
dish peal lamp
pretty calf able

fret beef




V.

Time Allotment:

Unit Objective

To learn the two methods of

writing $ or 2z as a part of a
word ; the two methods of form-
ing the plural, and the method

of writing the suffix wng or
thing

Specific Objectives
1. To learn the sound of s
2. To learn the strokes for ¢
3. To learn the relation ot s

to the line of writing

4 To learn that s as a first or

last stroke in a word joins
any curve so as to produce a

continuous motion

). rl‘l.n lv:nu Lo Iﬂ.'l'itv "ﬂ;ul't].-: COIl-

taining s, a curved con-

sonant, and a circle vowel

6. To learn to write s joinad
to the straight lines n, m, t,

d, sh, ch,

learn the mark of dif-

7Y

ferentiation for

To learn to write 8 between

strokes

0. To acquire facility in writ-
ing the ses sign and to know

when to use this sign

10. To learn to express the suf-
fix ing or thng

11. To learn to add s to a brnet
form that ends 1n s

]I_T. '['u 1"?[1'[1 -rlit*f I‘HI‘IIIH

on Unit V

13. Test

THE SIGN FOR S

about S days

Teacher Procedures
Sound the s from a group of words, taken

at random from the dictionary

Explain that s is always written downward
and may be either right (like a comma) or
left, depending on the charaecter to which

1t 18 joined

Explain again that the base of the first
consonant rests on the line of writing; use
pass to that

when s 1s followed by a downward stroke

pay, Hlustrate. Demonstrate
the downward stroke is placed on the line.
[lHlustrate that

when two s's oecur together the second ‘¢s’’

using sap. Demonstrate

1S placed on the line; as sausage, sauce.
Demonstrate that when onlv s and a vowel
oceur 1n a word the s is placed on the line:

Aas,

CIlLs J_,f

Demonstrate that s is written with the same

movement as the curve to \\‘Ilii'h lt 1::1
_]“illt"l. Show that all the curved con-
sonants, p, b, f, v, r, I, k, g, are of two
sorts, right or left motion. This may be

the stroke until
l'la!ll[J]ﬂh'ii,
to (both

every curve:

determined continuing
the

board

by
1S
of s jllilli"!! before
the stroke) »all at-
tention to the faet that the same s is used

l*i!'i'lt' ]11:'111'}1' ;\Hﬁi“!l
work
and afte:

in both ecases

the I'il'('!l’

IlT];Il'h .

"

Fixplain again placement of

vowels; outside inside ecurves.
sale and slay, in each case asking
(%
[T all these can be seen as angle joinings
it will the (The

following illustration might be used: write

{"nrtl[::ll't'

what 18 the joining of s and Discuss.

simplify explanation.
”It' U.HI:I .H'ri!-"f.':c On []u‘ lIfI:iT'II :m-:l t".‘{}.lhlill
that the second s makes and angle with %,
to be

case on the board, the angle is still there

In order read: then write the word

and the circle vowel is written outside)
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Pupil Activities

Pupils will:

1. Sound s from list of words supplied by the

'Y

6.

9.

10.

17,

12.

teacher

Practice s as a single stroke and call rnght

or left s as 1t 18 written

Explain what stroke 1is written on the line
of writing from the list of words given in
Tih‘
18 used

text, paying no attention to

but working only for placement

:tl‘a'lll‘:tf_'}‘

Divide the curved consonants p, b, f, v, K,

g, v, I, in separate lists of right and left
motion ecurves. Write each of the curved
ﬁtrfdivﬁ Ithil HitJ s both as a first :ih'l lHFT

stroke

Cover the
the

longhand words and read from
the

words pre-

words 1n
the
\\'I"Ir' Ttr:tl Iw':ul rinfrllnill:tl

shorthand outlines the

text. Practice writing of

viously studied.

words which have been dictated lv}' the
teacher
Write and read words in which s is the

initial or final stroke

Make a list of ten words containing
Write the shorthand outlines for this same

;Ttﬂlp

Write a list of words in which a choice

of s must be made
Practice penmanship drills to get an easy,
Make a

words I'HI]ill_'-_; in § which are not briet forms

free movement, plural list of

Practice writing words to which the suffix

i-“.f‘! orT f}it-af_f.’ l"‘~ :11Illt'll

Make a complete list from the manual of
known brief forms ending in s adding the
plural in each case. Explain how s 18

added to brief form ending i1n §

brief list.

penmanship drills on all new brief forms,

Memorize new form Practice

especially working with under and always

. Write in shorthand a list of fifty words of

which ten per cent, at least, should be un-
familiar, then transcribe in longhand

which &

3D

Evidences of Mastery

Ability to:

I%

0.

-

L)

10.

RS

12,

Recognize and I'-']r!-HIH"-' the

s sound
Write the r';,«;h:‘ and left s

T]Hif ~Tr44gw L~ written

on the hine ot

Know

writing 1n any

word containing .

Join the imitial or final s to
any curve

Write and read words 1n
which and a cirele vowel
1011 curve

Write and read words 1in

which & is joined to any of
the .‘-Tlilj_;_'il[ stroke COT

SONnants

Write and

taining

Il‘:!*l ‘.".l*!:iﬂ COTIl

Write and
img suggested words:
Right s

chasm

read the follow-

L.eft 8
I-:tﬂh'

vast classed

caleium taste
nest
flask

Recognize and reproduce the

ses outline

Add the suffix ing or thing

to a word

Add s ‘to

ending 1n 8

any brief form

Write

longhand without error the

and transeribe 1n

new brief forms
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10.

1k

12

13.

Teacher Procedures

Explain that right s is used joined to sh,
ch, j, also before n, m, t, d. Left s is used
after n, m, 1, d (the s forming the sharpest
angle with =n, m, t, d). Illustrate with
words as stay, sits, mace, same, sage,
sashes, ete. Discuss what the joining is—

an angle

Write the word gas on the board. Explain
that shorthand has no separate stroke for
¢ but we may write z by striking an oblique
dash to side of s which makes the above
word gaze. Explain the z dash is struck
on the outside of the word

Explain that in the body of a word if a
circle vowel immediately precedes the s,
treat the s as belonging to the preceding
consonant; 1f the circle follows the s, the
s should be treated as belonging to the fol-
lowing consonant. Demonstrate that in
mask s preceded by a vowel is written left
to agree with m, and in ransack the s is
followed by a vowel so s is written right to
agree with %

Explain that to add s to any word ending
in $ (except a brief form) use the ses
stroke. Dictate unfamiliar words

Explain that thing as a suffix (added to
an otherwise complete word) is expressed
by a dot written close to the last character

Explain that to add .s to any brief form
ending in s an angle is made and the
second s is written the same as the first.
Dictate a mixed list of words ending in s—
brief forms and others

State that wnder, thorough, always are the
the new signs which are not suggestive.
Drill in eclass and dictate unfamiliar sen-
tences in which the new brief forms are
used

Dictate test
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Evidences of Mastery

3. Write

and

transeribe 1n

longhand correctly at least

forty-four words from a list

of Iifl}'.

The following list

of words 1s suggested as re-

view or test material

race
space
chance
sick
ras
Tases
lace
sleds
Sense
SENses
steel
stages
sell
salary
CAUSES
sketech

teases

cheeks

basket

CTrases

systems

season

matches

France
slash
these
basis
ends
leased
has
ships
beams
'[“hl"i"ﬁ{_‘!

self

keys
l':tiiH
bricks
task
alms
acid
seen
asp
businesses
,[:ulnl_q
works
Ceases
lambs
pguesses
Hpt"]l

busy




V1.

THE SIGNS FOR X, SHUN, PAST TENSE. AND BRIEI

FORM AS PART OF THE WORD

Time Allotment: about 4 days

Unit Objective

To learn the method of ex

pressing z; the method of ex-

pressing shun (sion, tion) : the

method of ‘.‘»'l‘iTiIi'_‘" past tense;

the use of brief forms as parts

01

words: and ecertain specific

outlines for certain definite

\\LfF'lH

] |

-
.

-

specific Objectives
To learn to write £ and to

form plurals in # words

To learn to write and rea
-

fI{JJ:. > LI

To learn to form the past

tense of anv word

’[‘H ]t':ll'li ﬁ_‘{t'ti hlil'l'ijil' Olt-

lines for certain words

To learn to form words in
which one or more brief

forms occur

To aecquire simple phrasing

:11'rj]i1}'

Ht"-.' 187V
ri‘.'l}_‘t

Teacher Procedures

Show that z in shorthand is written as a
modified s, to whieh it is so closely related
in sound. Demonstrate that a modified s
means a slight pull to the right of the s
stroke. Explain that to form the plural of
r words a reverse s is added making a mod-

i]l*.‘ni sSés Sstroke

fuxplain that in shorthand the entire suffix
shun is expressed by one stroke sh. Dictate
a group of words l'irI|T;Lir+i}t;’ liton. or Ston

as study preparation words

Fixplain that there are three methods of

forming past tense, depending on short-

hand form and the sound heard

a. Disjoin #: after abbreviated words as
changed, or when a distinctive joining is
jHJI”'*#flJ*: S frifJJff

I*. JH’:I A ".".]!l'lt T!IHT i-x ?]lt‘ 54.1”“1 |||*;[;'|1_

as 1n passext

c. Join d or ted when that is the sound
heard and an easy Joining is possible,

ds, M afrffkff;ff. Oor 1ViSLte ;f

Fixplain the brief form list with particular
mention of also, another: woman, tell, still,
and until. TIn also the s rests on the line

and is a left s because it is joined to o

ixplain that a brief form is frequently
used as a prefix, or as a part of another
word; as, ago is made up of the vowel a
and the brief form go, income 18 made up
of two brief forms n for in and 17 m for

CoOome

Show that by a careful study of the
phrases given in each case the combination
IS Tormed from short easy-to-read words.

}';?-.}1}:1“1 that 1n ]+|i!':l*=iI_!:_" o mav he con-

tracted to ¢ when followed by a downstroke
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Pupil Activities Evidences of Mastery
Pupils will: Ability to:
1. Practice writing and reading of words end 1. Write and read words end-
' |

ing in x, also their plurals ing in & and their plurals

9 Read the outlines as well as the words 1in
the list given 1n the text book Write the
e ]i'xt til:‘T;-.le'! ' T'fn' tea - ] :::itl r'.?-",:

the suffix in each of the longhand words.

l.‘\.I!l::lIlLLln }ll""z"‘"*h.‘“ ;j:_ll.! fl:tli E‘l“t’ "l,‘.ll?I]H. -I ‘.'ll,;jht.. and l ‘l 0 0
from Tlll‘lt I!l'l:l.ib--:-- 1L-
3. Practice forming past tense by studying
the list of words rIVen 1 the text. Bring
to class a list of ten unfamihiar words to
\\'Iiil'il ”H‘ Irfawf Lense ]l:L‘- I[!t‘l'l'! :1r]'it'li. I]i.-' - ) 1 1
E T irn!‘..‘:, WITtITL SOnme degred (]
cuss the unfamiliar words, both eriticizing
_ _ cortainty th I 18T 1ense ol
and defending the outlines given [
.|'||||JI-;-.
4. Memorize brief form lList. \Write sentences

ogiven by the teacher 1n which those new

brief forms occur with high I'I-'i|i.1:‘r,~'_‘~

5. Break into their econstituent parts the
group of words in the text. Practice with
familiar and unfamiliar material words
which are in part made by the use of

st llilil"tl brietf forms

—

6. Practice the joining of short, easy, high-

frequency words to form phrases. Practice _ _ , i
i . : 5. Use a brief form compound
the writing of to as t when followed by a |
' e 2 with other strokes to form
downward stroke; as, to change, to ship, to
| new words
praise, ete.

7. Write the brief forms and phrases as dic-
tated and later transcribe in longhand.
Since this must be passed perfectly it may

need to be written more than once. \Write

the sentences or words from dictation and 6. Form and use short easy
later transeribe in longhand phrases
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Teacher Procedures
7. Dictate a set of three tests:
a. Brief form—to be passed without error
b. Phrases—to be passed without error
¢. Vocabulary—not more than six errors
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Evidences of Mastery

[ = 4

and signs

7. Use readily the principles

studied. The

following short teacher-
made test is suggested
tax ago almost
vision section labored
timed fixed begin
raced visited SESS101
diction .Lr]u]'t'tl ]ll':t-tHiH]. '

pm'mit

instead

information mission
handle

The following teacher-made

review test is suggested:

fix
relation
shipped
liked
shaped
informed
fit

shape
pave
silly
mention
taxes
forgot
overcharge
undersell
asleep
as

sheets
also

8e6
feared
helped
mixed
each

action

affair
appeal
impression
SCArce
fence
risked
saved
scheme
inecome
fi.rl';_{'l‘.'i.‘
salary
INCrease
basis
ages
laughed
overhear
checked
favored
leave
fish
filling
cash
shall
chickens
pity




VII.

THE O HOOK

Time Allotment: about 5 days

Unit Objective

To recognize sounds repre-

sented by the o hook and the

charaeter for each: to combine

these characters into word for-

mation: to learn brief forms

Specific Objectives
To learn the phonetic
sounds of the vowels in the
0o hook group I.:Hili.llt 0, aw,

and long 0)

To learn to write the char-
acters for the vowels in the

o hook group

To learn to write words con

taining the o hook
To learn brief forms

Test on unit VII

Teacher Procedures

(rive the sounds of the vowels in the o

I!nu]{ g!"rulei :'m'}[:lj'f' 0, AW, :lll[l I““}.’; Hill

Explain and demonstrate the form of the
¢ hook and the relation of the shorthand
character to the longhand o. Explain and
demonstrate that the o hook is small,
narrow, deep, open at the top, and should
have the slant of ch with the beginning
and end of the hook equally distant from
the hine of writing. Tnsist that the o hook
he marked to CXPTess the i]inli’!'l‘lit vowel
sounds.  Short o is represented by an un-
marked o hook, aw is represented by a dot
below the o hook. and long 0 is represented

by an oblique dash below the o hook

tixplain and demonstrate that the o hook
1S written with a continuous motion after
k and ¢:; motion similar to writing gr. Ex-
plain and demonstrate that the o0 hook
follows downward characters without an
angle. For example, bow, phone. Explain
and demonstrate that the o hook is written
without an angle between f. v. p, b, and k
or g. For example, poke, vogue, bog. Ex-
plain and demonstrate that the o hook is
placed on its side before n, m, 1, I, unless
preceded by a downward stroke. For ex-

ample, own, bone, home. nhon

Drill on brief forms. TInsist on accuracyv

Dictate test
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Pupil Activities Evidences of Mastery
Pupils will:
1. HH!_iH'i the

(short o, aw, and long o)

Ability to:

‘.1-‘5\!]*’» iT: I].H' 0 l;-h'L '_!:I'f.'i' ] HI'NHI"HL-’-‘ :11.11 T."l-!n'l'li-‘l'

f'l-'ﬂ.f'flrflilﬁ' short o, aw, and

] 1Ny 0O
:3, ‘c\.ljtl‘ 11!!' ']1.‘H:'|1'Tr'!‘~“ [or Tlll' 0 lu-m]i \.'n‘\‘.'rlw,
Practice penmanship drills 2. Recognize and wnite the o

2 Write and read words

hHHk, 1{4'.'!'1

containing the o
notebooks of

outhines from

l'|:'|‘\-‘-\.

other members of the

\'&Ti?' ['l;l1 :-l'."ll, |-||lill !1ir;f_|L-,

correctly in

4 Memorize brief torms k.
!*lll.’”l”.’! Or i!l

5 Write in shorthand from  digtation a l1st

of fifty words ot

least,

{
SCHLCHCES

whicly ten: per cent, at

_-~!'|='ri.j|*‘! be unfamiulian !]u']s transeribe 0. yWrite and transerihe 1711

in loncghand longhand correctly at least
'L ur 3 |i1. 'E"-‘-[!LJL]I"-'I
t fitt This may be sup-

sentences 1f

i%Ir'-':.-".!TI'Ii 1y

|{|"---||'l'1i_ IIl”]l"' I-”H."'ll"u.iril;

teacher-made test 1s sug-
orested
rob broken borrowed
IJI"I_'.ELT jul‘l _".' 'i:':i'\'n 11
notes law bone

!t1li!|“ ---.!l‘!|;?l hot

jolly whole

11.1.4_:['

omitted

e

M p—

==

sober taueht foam
often blocks roar
1".‘”“‘-"-' OWI1 .]"i'

home
talked
shiown
collego
20l0
open
known

}l.‘t”.

shore

rolling
story

loans

lot

\ ”*\
tall

loss




VIII.

Unit Objective

To learn to express r by a

reverse circle before, after, and
between straight strokes in the

sdame

direction, to add s to

words ending in reverse circles,
to add er, or to brief forms, and
to learn brief forms

1.

y

e

6.

Specific Objectives
To review eircle vowel join-
ing before, after, and be-
tween straight strokes in the
same direction

To learn to express r by a
reverse circle before, after,
and between straight strokes
in the same direction

To learn to add s to words
ending in reverse circles

To learn to add er, or, to
brief forms

To learn brief forms

Test on Unit VIII

17

METHOD OF EXPRESSING R

Time Allotment:

about 5 days

Teacher Procedures
Dictate familiar words containing straight
strokes and right motion eirele vowels as
may, hat, ham, ete., units I and II

Write and compare words containing right
motion circles (had, aim, day) and words

containing reverse ecircles (hard, arm,
dare). Explain that if the circle is re-

versed to express r, 7 must follow the vowel,
not precede it. Compare the words dare
and dray. In the word dare the ecircle is
reversed to express r because r follows the
vowel a. In the word dray the circle cannot
be reversed to express r because r precedes
the vowel a

Explain and demonstrate that s is added
to words reverse
changing the form of the eirele to a loop.

ending in circles by
For example, chair, chairs; dare, dares;
swster, sisters

Explain that in words ending in reverse
circles, er, or are expressed by disjoining 7.
For example, nearer, dearer. Explain that
when the last heard sound in a brief form
1s a straight stroke and when it appears in
the shorthand outline, er, or are expressed
by a reverse circle. For example, stranger,
roomer, recorder, in which er is expressed
by a reverse circle, Changer in which er is
expressed by a disjoined r because though
the last heard sound is a straight stroke it
does not appear in the shorthand outline.
Purchaser in which er is expressed by a
disjoiner r because the last heard sound is
not a straight stroke. Explain that in all
other cases er, or are expressed by a joined
r. For example, reporter, officer

|
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Pupil Activities

Pupils will:

1.

Write
motion circles from a review list dictated
by the teacher

familiar words containing right

Bring to class a list of ten words selected
from outside reading in which » follows a
the list of
Write and read words in which the

cirele vowel. Discuss above

words.

{'il‘i‘it'_‘.' ‘s‘{l‘ﬂ.'{‘l 18 Iw\'!'t'u.wl to t'f*{i.rl't_*:-lr-'- I

3. Write words in which the s is added to
words ending in a reverse cirele. Add s to
all words in frequent word drill (73)

4. Write and read words in whieh er, or, are
l'?{['ll‘i‘.‘l.“*t'll '!r}' d -1'!.-";r=i::e-n'1 ', TEéverse cirele,
and a joined r. Read from some standard
supplementary text

5. Write and read teacher-made brief form
‘sentences. [Fold paper as directed then
write and transeribe dietated brief forms
with ease and speed

6. Write in shorthand from dictation a hst of

fifty words of which ten per cent, at least,

should be unfamiliar, then transeribe 1n

longhand

Evidences of Mastery

Abihty to:

1. Write

L2
-

el

6

and read with dex-
terity and speed words con-
taining right motion cireles

joined to straight strokes

Recognize when to reverse
the ecirele to
Write read words 1n

which the circle 1s reversed

1'?{]?I‘t‘r~ﬁ T.
and

to express r before, after,
and between rtl'zii;_[llt strokes

i the same direction

.'&il*!

reverse circles

s to words ending 1in

Recognize and write brief

forms ending 1n é€r, or

Write

containing

read
brief
Write and read brief forms

and sentences

formes.

Write

longhand correctly at

and transceribe in
least
forty-four words from a
list of fifty.

supplemented by sentences

This may be

1f desired. The following

teacher-made test 1s sug-

;:'r:-.i.w.l
heard owner cheer
keeper publisher latter
church shares motor
teachers ll]'f,_']'t'll arched
greater dealer receiver
hear sister daughter
army hearty former

debtor

manners

hardly

ledgers hermit cashier
hurdle startle Easter
employer believer dared
heater summer chapter
ermine harness harmony
sooner collector tardy
stairs dreamers worker
caller murmur  minister
turtle shipper
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Teacher Procedures
Dictate sentences t'ru]]{'i'i:ll]_\' i*nIllII“t_'i_l con-
taining only brief forms. For example,
I'n my n‘;anrn'ur 1t 18 nece $8ary to prepare a
boolk about that 'a'mlmufrlnf subject, Direct
the following method for class work: Fold
lengthwise a sheet of ruled paper into four
equal parts., Open the paper and in the
first column write from dictation brief
TIHIHH, in second column transeribe. Fold
first column under and in the third eolumn
write the shorthand then fold in the second
column under and in the fourth eolumn

transeribe again

Dictate test

|
|
|
|
|
|
i
|
|
|
|
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Notes by Teacher




J X

Unit Objective

To learn to use the th sign,
the prefixes con, com, cog, coun,
the suffixes ly, ily, ally, to ex-
press the plural of brief forms
ending in a circle, to phrase the
words to, as, able, and to learn
brief forms

1.

B2

:'“1

o

10.

Specific Objectives

To review right motion th.
Unit II

To learn to use the left mo-
tion th

To learn to express the pre-
fixes con, com, coun, cog

To learn the suffix ly

To learn suffixes ly and
ally
To learn to express the

plural of brief forms end-
ing in a circle and of some
words ending in a loop

To learn to phrase to, as,
able

To learn frequent phrases
To learn brief forms

Tests on units VII, VIII,
and IX

THE

Time Allotment:

i)

TH JOININGS

about 5 davys

'

Teacher Procedures

Emphasize that th (curved %) is written
Dictate review words containing
(over th), as than, thick,

upward.
right-motion th
math

Explain that the left-motion ¢4 (under th)

1s used when joined to o, r, I. All other
times the right-motion th is used. Dem-
onstrate by writing on the board some

words 1n whieh th is joined to o, 7, [, as,
throw, lath, oath, ete. Direct penmanship
drills for writing left-motion th. Dictate
familiar and unfamiliar material (words,
sentences, short letters) in which left-mo-
tion th is used

Explain that a prefix in shorthand is an
initial syllable, Explain and demonstrate
that con is expressed by %k unless followed
by n, 7, I, in which case it is
Explain and demonstrate
that com is expressed by k unless followed

or a vowel

expressed by kn.

r, I, or a vowel, in which case it is
Explain and demonstrate
that coun, and cog are always expressed

by m,

{‘_\:‘l’r]‘t?:ir'-?t"[l iﬂ. k nm.

Explain and demonstrate that ly is alwﬂ}ﬂ
After words ending
in a circle vowel ly is written on the back
of the circle vowel. In all other cases ly
will obey cirele vowel rules

expressed by e circle.

Explain and demonstrate that ily and ally
Explain that the
ally loop is not used in words of only one
stroke and the loop.
which is written s-e-l-e

are expressed by a loop.

For example, sully,

Explain and demonstrate that the plural of
brief forms ending in a circle and of some

words ending in a loop is expressed by the
Eather the s contrary to rule
1S used as in names and eares (right s) or
an angle is made as in letters (left s)

abnormal s.
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Pupil Activities

Pupils will:

1. Write from dictation a review list'of words

in which the right-motion th is used

Write and

words containing left-motion th.

unfamihar
Practice

read familiar and

penmanship drills

Write words containing prefixes con, com,
coun, coqg. Bring to class a list of twenty-

five words selected from outside reading

containing prefixes, con, com, coumn, cog.

lists and
board in shorthand

Exchange word write lists on

Write and read suffix (y

Write and read
ally

words containing tly and

Bring into class all known brief forms end-
cirele to which s may be added.

Write
and read plural of brief forms ending 1n a

mge 1n a

—_

Discuss and add s to above lists,

circle and of some words ending in a loop

Write and

which to, as,

combinations 1in
Write from
dietation and read supplementary material
letters.

l'l'Tu! ]:-]H'H:-?P

and able oceur.

including sentences and short

Practice ].n'*!ll[-.:l..lphip drills

Write from dictation frequent phrases and

read during the next class }u'l'ilnl

Memorize brief forms

Review. Write in shorthand from dicta-
tion brief forms then transcribe in long-
Write in shorthand

phrases then transcribe in longhand. Wrnite

hand. from dictation

in shorthand from dictation a list of fifty

words of which ten per cent, at least,

should be unfamiliar then transeribe 1n

longhand

Evidences of Mastery

Ability to:

i

'y

—

ot

L]
1.

8. Write

Write and read words con-
taining right-motion th

Use

th

correctly left-motion

Write and read famihar and

unfamiliar words econtain-

ing con, com, coun, cog

Write and
ly

read the suffix

Write and read words con-
taining tly and ally

Write and read plural of
brief forms ending in a

W

l*lI'i’]i‘.‘ :m-'] O some w;.:':l:-:

ending 1n a loop

Write and read phrases con-
taining to, as, and able

and read {requent

phrases

Write and read brief forms




)
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Teacher Procedures

. Show that the preposition to is written ¢

before o, 7, I, or a downward stroke. Show
that as when repeated in a phrase 1s written
s. In every case the s is used that forms a
sharp angle, as well as, (right s .. 1 lef't
$). Show that able is expressed by a after

be or been, have been able (v--b--a)

Dictate frequent phrases which have not

been studied. Drill on frequent phrases

Drill rhymthically on brief forms by the

use of either the metronome or victrola

Dictate a set of three tests:

a. Brief form test to be passed without
error

b. Phrase test to be passed without error

c¢. Voeabulary test




. —— sl =

SHORTHAND

Evidences of Mastery

Write brief form test with-
out error. Write phrase
test without error. Write
and transeribe i1n longhand
correctly forty-four words
from a list of fifty. This
may be supplemented by
sentences 1t desired. Fifty
words may be chosen from
the following teacher-made

ey | rri\ Qeventy ]1"'-1' \’-,**1.'!“"

clock oreatly
likes bhoth
talking family
drove comrado
dared although
soul merely
omit letters
sStars thief
honestly coenition
stone I_n':i'iil.‘.'
harm to be able
motor thiroat
SLOre cannote
~1IJT_‘~' earth
employers totally
;Lil”lﬂl'.‘-; tlH'IHH
dreamers hi-:tlth}'
concrete commissioner
as Soon as oreatly
Il'*li*l:l‘\' 1o ‘nnlti
art comic
namely regards
should be able formally
SNow to whieh
jobbers SOITOWS
honor editor
Crops safely
council as little as
h“:tll]l}' 1i!n|r;u-ul
death soldiers
1'111![{*{1}' l‘:tl'l}'
throw favors
smaller as many as
conform condole
sowing healthy
coffee theater
thicket hfn‘i:in_‘s'
Compress




X,

Time Allotment:

Unit Objective

To recognize the three sounds
of the oo hook and the single
character which stands for all
of them:; to combine this char-

acter with
form

other characters to

words: to learn brief

forms

6.

Specific Objectives

To learn the phonetic sounds
of the vowels in the 0o hook

short oo,

group (short wu,

and h_mg 00)

To learn to write the char-
acter for the oo hook

To learn to write words con-
taining 00 hook in normal

position

To learn that oo s 1s written
without an angle at the be-
ginning of words, when it
follows a downward stroke
or k or g

that the hook
1s placed on its side after

To learn 00

n and m and after k or g

when followed by 7 or I
To learn brief forms

Test on Unit X

THE OO HOOK

1t

-

0.

about 5 days

Teacher Procedures

the vowels in: the oo

hook group (short u, short oo, and long 00)

Gave the sounds of

Explain and demonstrate the form of the
00 hook, the upper half of the small loop.
Explain and demonstrate that the oo hook
18 small, narrow, deep, open at the bottom,
the of ch the
beginning and end of the hook parallel to
Insist that the oo hook
be marked to designate the different vowel

and should have slant with

the line of writing,
sounds. Short % is designated by an un-
marked oo hook, short oo is designated by

a dot below the oo hook, and long oo is
designated by an oblique dash below the oo

h{H_ll{

Explain and demonstrate that the oo hook
1S written with after
t, d, r, and 1

a continuous motion

Demonstrate us combinations in such words

shoes, us, cousin

daa .

Demonstrate the elimination of an angle by

placing the oo hook on its side after n and
that the

tinuous as in moon, noon.

m, and show movement 1s con-

Demonstrate the
elimination of the angle when & or g is
followed by = or I and show that the move-
such words

ment 1s continuous in

cool

as our,

Drill on brief forms. Insist on accuracy

Dictate test




Pupils will:

x,

Sound

the

SHORTHAND

Pupil Activities

03
Evidences of Mastery
Ability to:
Recognize and reproduce

vowels in the oo hook

(short u, short oo, and long 00)

group i I

phonetically short %, short
oo, and long oo

2. Recognmize and write the oo
hook with correct marking
under each sound

Write the character for the oo hook vowels, ~ Y.
5. Write and sound words

using a little ﬂH:_’;'i‘I‘ movement to make the ' la _

' ' _ containing 00 hook 1n nor-
hook narrow and deep, marking or omitting e

: o | mal position
marking as the sound indicates. Practice
penmanship drills 4. Write and read words con-

taining us combination

O. Wwrite words containing o0
hook, placing the hook on its
side or not as the word de-

3. Write and sound words containing oo hook mands
in normal position 6. Write and read brief forms
correctly i1n 1solation or 1in
sentences

7. Write and transeribe in

longhand correctly at least
Write new words containing #s combination forty-four words from a
when written without an angle list of fifty. This may be
supplemented by sentences
if desired. The following
teacher-made test 18 sug-
gested
il , : _ duck fuss campus
Write words in which the oo hook 1s placed
e up smooth us
SRR pool blue mu ff
CAITY took full
bonus foot dozen
cool thus true
annul clear Canoe
Memorize brief forms expect shoe cup
supper nut usual
1Ssued curse status
whom noon cautious
cut sure does
tough rub purchase
Write in shorthand from dictation a list of charge moon renewal
fifty words of which ten per cent, at least, coupe cousin remember
should be unfamiliar, then transeribe in  oven question  null
lgnghand I.Hl:‘iitiﬂll bluff
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XI.

Time Allotment:

Unit Objective

0 learn the two ways of ex-

pressing w; to learn to express

w

when sw 1s

followed by a

‘..HU.":"I; to express da at ]Il';_;ill-

ning of a word before h or w;

to learn bnrief

0.

()

10,

lﬂnl'IIl:‘-

Specific Objectives
that w at the be

oinning of a word, follow-

To learn

ed by a vowel, is expressed

ln‘\.' the oo hook

To learn the position of the

vowel when 1t follows the

oo hook

To write words beginning

with w followed by a vowel

Tt} h':.ll‘ll ﬂl:lt Ww iIi '[lll' IHHI}'
of a word 18 t_‘?\'lrl't‘ﬁ:ﬂ‘ti ll_‘n' a
horizontal dash beneath the

following vowel
¥ »

To learn to use oo hook for

w when sw i1s followed by a

circele vowel

To learn that words begin-
ning with wh and followed
by a vowel are written as

though 5[.![‘111‘{1 h w
To learn to express a at the
beginning of a word when
followed 1}}' h or w
To learn frequent phrases

To learn brief forms

Test on Unit XI

METHOD O

it

),

EXPRESSING W

ar

about 5 days

Teacher Procedures
Place

in phonetic spelling, followed by shorthand

words we, way, woe, woo on board

outlines so that the pupils discover oo hook
represents w at the beginning of a word
when 1t 1s followed by a vowel

Demonstrate that the oo hook 1s llir-llillf.'t,
and that the ecirele vowel 18 always placed

hook.

oo hook to a following oo or o hook.

outside the Demonstrate joining of

Em-
I!Ililhik’t’ ”l!' iIi}}nliI:t_ﬂL'n' ot I{l'i'[lillj_{ f]lt‘ }Hr{r]{,
small

Review the rule for the line of writing, p.

L))

2o, art. 48, Kmphasize the faet that w is

a2 vowel. Review sounds of o hook., em-

}l]i:lﬁ};illi,:_ the aw --«'ntnpl SO Th:{i in u’nl‘i!tﬂ
such as water the o hook will be used. Em-

phasize form of oo ¢

before p and & 1n

such words as weep and webb

Demonstrate the lack of ease in wrting oo
hook for w in the body of a word, thereby
preparing

pupil for second means of ex-

pressing w. Demonstrate the facility of ex-
the

I]ii‘ ‘I.'HH‘.+-| _fLH”UH.# ”H‘ f]:]“ﬁh.

pressing w by horizontal

the faet that

Dicetate words

dash, stress

Iixplain the use of the oo hook for w in

the sw followed

'\\]Il.'l!
Ihetate such

swell, swift, switch

combination ]}j‘-' cl

cirele vowel. words as swvm,

l]"HJ“iJ"T!:It" that /i 18 the

w by placing hand in front of mouth when

SdylNy

‘-Illlll'lt‘ll before

words with wh as 1n
that the
pronunciation of such words as what, when,

where, to the faet that the h

}-*‘;;_'thil.-;‘

u'f.'-rf :il:i] H]JHH

i ;".u!m, i“l‘ll]'l'l‘i't

J_.",i:.!a'r'ff j*—l ‘-1||*'

15 not sounded




SHORTHAND

Pupil Activities

Pupils will:

1.

6.

10.

spell words from board thereby discovering

that the oo hook stands for w at the be-

omnmning of a word

1\'1'1'[1' 00 lw--']: tk-.-l]- and oo

iRIIH'I{ }.1;- { & FI' fi‘

Write words beginnine with u

a vowel

followed by

Experiment Write and read unfamiliar
words containing 4 in the body of the
word

Write the wor

what
the

with hand 1n front

filr_' )rr‘

e ., i_l"h: re.
of mouth to get
the w

- |
Ay

Forece ir!1 *l("'ill]l"f‘.’

Write read words beginning with a

flr”u‘-.'{l'nl ],}' f.r OT U

.‘1“1!

Write iji_aa.':u--- a8 tea demonstrates the

building

Memorize brief forms

Write in shorthand from dietation a list
of fifty words of which ten per cent, at
least, should be unfamiliar, then transcribe

in longhand

e )e)

Evidences of Mastery

Ability to:

Tlmt HH' 00 }Hlnl{

stands for w by reading the

IiscAver

words on board

Write oo

i ¥
. (i, l'l‘

}:-'-rli

:1]‘"11 (M)

TIH”H\HHI hy
accuratelv
torm

.-_':nnu{

and 1n

Write and read words begin-
ning with w followed bv a

vowel

Write and read new words
dhictated
Write and read words con-

taining sw followed by a

"..HU.!‘I

the h

ed first in words beginning

Realize that 18 sound

with ‘“wh?’’

‘n,\rf ttt

cinning with a

\‘.,1!]‘:1-—- lll'-
followed by

and read

h or w

Build own phrases

Write and read brief forms
correctly in isolation, or in

sentences
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:"1

8.

9,

10,

Teacher Procedures

Explain use of brief form a for @ when it
precedes w or h. Explain that the a 1s
placed on the line close to the next char-
acter

Build up a phrase by adding verb to pro-
noun and then adding the negative to this
form

Drill on brief forms. Insist on accuracy

Dictate test




e _'_____?_": ]

-
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SHORTHAND

Evidences of Mastery

10, Write and transeribe in
longhand correctly at least
forty-four words from a list
of fifty. This may be sup-
plemented by sentences if
desired. The 1‘nlIn.n~.'in;_{
teacher-made test 18 suggest-

ed

we Weave we are
wake acquit  word
wheel SWim sweater
ahead width hardware
square walk away
woke equity  duty
world equipped water
win dwell wear

quit awoke wore
awake suppose further
wave wailt we will not
women Weary  gone
quick swift washing

quoted wedge await
remark whale replies
awaken quarrel gateway
wall body




X1I.

Time Allotment :

Unit Objective

To learn to express v, to ex

press ng and ngk, to use the

]tl‘l'*fi.*-;l':-é in., en. un, em. im., and
ex, the suffixes ings and ingly,
words

i{he negative forms of

beginning with n or m, and to
learn and

];Ii{‘f'

frequent phrases,

forms

Specific Objectives

1. To learn to express v

2. To learn to express ng and

naglk

3. To learn to express the pre-

fixes 1n, en, un, 1m, €m, €rxr

4. TI! ll':ll‘ll to 1‘.\;;!“*5.\ ﬂn' Sut-

fixes ings and H-‘;'HP_H

5. To learn to distinguish neg
ative forms of words begin-
ing with n or m from pos-

1itive forms

6. To learn frequent phrases

To learn brief forms

X, XI,

o Tt'.&th o1 ll!lilr- Ellui

XI1

1.

().

METHOD OF EXPRESSING Y

about 5 1|:l:x'.~4

Teacher Procedures

Place the phonetiec spelling of such words
as yet, Yale, yawn, yacht on board so that
the pupils discover » has the sound of long
e. Demonstrate that ye is expressed by a
r-»hsil” ]!-H}i, /(] ii_\' H ]TEIL:'.' lnlllb; Yo ]r"f T|lt‘

small eirele plus the o hook, yoo by the

:"-!H.'I” I'j]"']i‘ i,l1!1=-. ‘Llll" 00 IU'H'JI»'“ Ij-tl"#:lf!" “'I'lllil‘;

containing v

Demonstrate the lowering of n for ng. Ex-

plain that ngk is ng plus k, therefore 1t 18

d !‘.IH'_;t’I lfr‘u".t'l‘tnl r-;T]'trl;:‘; t]l:lf ng Corres-
]lellih 111 !f‘llL;Til to n and u_r,rf.' to m: that
imstead of being parallel to the line of

writing as are n and m they cut it and form
an acute angle with 1it. Dietate words con-

T.'I.lHi[ll'_: ng and ngk

Recall

i':.\l*!:illi and demonstrate that in, en

sienificance of a shorthand prefix.

Wit 41¢

expressed by n, and 'm and em are ex-
pressed by m except when followed by a
vowel in which case the initial vowel is in-
serted 1n the

prefix, Explain and demon-

strate that ex is expressed by es
that
left s 1n the wng
that

mngly 1s always expressed by the e cirele in

Demonstrate and

explain gs 18

:ii‘h"l.':l}'.‘-? f'_‘\}lf'l"‘-q:-x[‘i-l ln‘u,' 9
demonstrate

position. and

fixplain
i the 1ng position

Show that unless the initial vowel is in-
serted the negative form is not distinguish-

able from the positive form

]”."Iitlt'

been studied.

frequent phrases which have not

Drill on frequent plirases

Drill on brief forms.

Insist on accuracy




SHORTHAND

Pupil Activities

nls will ;

Sound the words on the board ‘!!itrllu_‘f dis-
covering that has the sound of long e.
Wnite ye, va, vo, and voo. Write and read

words containing v

{‘-"'I.'t"!' 107 orlla ' (1 1 ik film'T|.::'.-E WOl 1*-
in manual to distinguish difference 1n length
lIII (e 1'|!Ii r"l .\.,\ 1 1] { 't -.I; 1 ||l-, (*0)1}
1rli1|.']r"l I”"‘fl l.lu,'1 I
E-h.

Write and read words conf r the pre
fixes in, €n, €1 ( when followed
‘I|‘|. :r {* |I‘- 1 ||= 1 { } |I

]'l\[--'lilau-li? with gu-w-]*.':'- ¢ and

fr'l'I!Lr-i L0 show thi

mitial

wel 1n negative forms

Write from dietation 1‘1'r-+]|1|-ut ;-]1!':l-u-- and

read during the next class period

Memorize brief fi

T IS

Write in shorthand
then
Write in shorthand from dictation phrases
then Wnrite 1n
shorthand list of 11”}.‘

words of which ten per cent, at least, should

Review. from dietation

briet forms. transeribe 1n longhand.

transeribe 1n Ir!!l;__[il:nul.
from dictation a

be unfamiliar, then transeribe i1n longhand

59

Evidences of Mastery

Ability to:

1. Discover that v has sound
of long ¢é¢: write forms for
yeE, yd, 1Yo, :HIIE yoo Il'i'Ui

and write words containing

{

i/ :lTi‘!

Write and read w

contaimine na

[

2. Distinguish between

|'.'|_,|'|lII .

L1l

3. Write

and unfamihiar words

and read fTamilhiar
(011
I-II[ ll,_‘ I . i, ,,'_,f. LM, €M

L. Wnrnite

T.'l.il:jll_'_; LTLET S

and read words

L)1)

:!'.lri -I-'-r“'r‘j'

5. Write and read [m.a'tiuw and

negsartive rorms

6. Write

phrases

and read frequent

7. Write

and read brief forms




60 IOWA COURSE OF STUDY

Teacher Procedures
8. Dictate a set of three review tests:
a. Brief form test to be passed without
error

b. Phrase test to be passed without error

¢. Vocabulary test
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SHORTHAND

Evidences of Mastery

61

8. Wnite brief form test with-

out error.

Write phrase
test without error. Write

and transcribe in longhand

vx;rriW'll}‘
from a list of fifty.

may

sentences i1f desired,

supplemented
Fifty

forty*four words
This

by

\Ytll'tlﬁ may ]Ji? r]i-nst-1| Tkri1111

the following teacher-made

test
do
unlike
Suppose
awake
wet
King
queer
rang
NeCessary
group
llf}t)!‘\\'zl}'
widow
swell
envy
twin
correct
emotion
]lrIlL;
quickly
evenings
number
utterly
nature
yvearly
banquet
whirl
unseen
through
unknown
mood
skill
whether
roof
awailt
whistle
examine
seemingly
rank

frankly
t'irL:illi'
enough
cur

rough
drug

yet
communicate
government
t'X*'lH'iliIlLf]}'
illri!‘!'fl
yawn
vacht
vear

ring
infer
innate
IIllII};I'}'
lovingly
fingers
openings
known
excess
women
among
yvellow
answer
yards
blank
impel
expense
savings
unfair
Swim
unnoticed
list
emphasis




X111

' Time Allotment:

Unit Objective

Tn I'{‘c'n;_jni;’,{' ﬂlt‘ ht'illlul:% Ht"

the four diphthongs u, ow, ot, 1

and the character for each; to

memorize brief
learn to express ly at end of

forms: and to

b

word following the diphthong 1

J.

6.

Specific Objectives
the

four diphthongs u, ow, o1, 1

To learn the sounds of

and their forms

To learn to read words con-
taining diphthongs
learn write t]i[rh-

'.[‘-r tt]

thongs in words

To learn the four words in
which long ¢ is expressed by
a large circle

To learn brief forms

To learn to express ly fol-
lowing the diphthong 1

Test on Unit XII1I

THE DIPHTHONGS

.
().

-

about 5 days

Teacher Procedures

Explain that a diphthong is a union in one
syllable of two :4'1111[111“ vowel sounds uttered
Demonstrate ﬂlt" f'.'l!"~

mation of the diphthongs by saying each

1n l:ilsi'l SuCeCess10n,

diphthong slowly.

w — € plus oo
o — a }nlnﬁ 00
0 - 0 Il]l]r-'- e
i ]~I|1:'-% e
Stress writing of w«, ow, o, emphasizing

the position of the circle with relation to the
Point that the broken ecirele for
the diphthong 4 is the union of ¢ with a

lltliil{. out

Direct the phonetic spelling of the short-

hand outlhines

Demonstrate on board words containing
diphthongs. Point out that the characters

forming the diphthongs are written i their

sounded order. Drill especially on «, ow,
(i

Show that the substitution of the large
circle for the broken circle in life, lLine,
guite, and might facilitates writing and

does not make the outlines less readable
Drill on brief forms

of

form ends

Explain and demonstrate the
When a word

with the diphthong ¢, a small circle is writ-

manner

writing! suffix ly.

ten within the large cirecle. Emphasize

Dictate test




SHORTHAND

Pupil Activities
Pupils will:
1. Sound the diphthongs slowly to discover
that each is composed of two vowel sounds.
Write the fou ril}rhﬂh:l:;‘r&

-

{{li‘ut*!' Iq-!;il:i‘-‘. :31_1 *}lr'” the

words in the manual pointing out the diph-

thongs

3. Write and read words econtaining diph:

”iwh"*

—

Memorize life, line, quite, and might

[y

5. Memorize briet forms

6. Write and read words ending in ly follow-

ing the diphthong 2

Write in shorthand from dietation a list of

-]

fifty words of which ten per cent, at least,
should be then

]U]I;__{"llil!lfl

unfamiliar, transeribe 1n

63

Evidences of Mastery
Ability to:

1. Sound the diphthongs and

to write them ‘-Hrh-r!l}'

2. Read shorthand with long-

hand covered

3. Wnrite and read words con

taimming diphthones

i, Wnte and read
JIJ'I-'FIFI :|T:|1 .”:'-!..ra’l.'f

0. yWrite and read brief forms

ords end-
followed

6. Read and

7. Wnte and tran

longhand correctly at least

Seribe  1n

forty<four words {from a

list of I]':'l}'. 'h1s 1y he
centoneces

-uj-|-!t-r|:r*:;’f_r-! by

following

—
a

‘I bfl'_‘n!‘l"qil I|'1

teacher-made test 18 sug-

:__F_I'_*-{qw!

apply pipe nine
bov ride no1se
choice rise qu
wite outline
crowd wide outiit
CTYy realize S01]
cute file _-xi_‘u[l'
cfilnh;_'" fire t10

die fly twice
drive high VIeW
design 1CO toy
'll'_'u' 1'ilr1' I VvOl1eo
enjoy lie S1gn
exelrte hife W1S0
few light supply
white line mile
p1e nice




fl'!'

XIV.

Time Allotment:

Unit Objective

o learn the vowel combina-

tions oe, €0, diphthong ¢ follow-

ed by any vowel, short + follow-

ed }1}’
cirele
for each; to learn to omit minor

vowel and the

r._nml:;; to learn brief forms

o

sSpecific Objectives
To learn the characters for
the vowel combinations oe,
eo, and to write words con-
taining them

To learn the character for
the vowel combination, the
diphthong 2 followed by any
vowel, and to write words
containing it

To learn the character for
short ¢ followed by a, and e
followed by the large circle

vowel and to write words
containing them

To learn to omit minor
vowels

To learn brief forms

Test on Unit XIV

a, ¢ followed by the large
character

1.

=

6.

OTHER VOWEL COMBINATIONS

about 3 days

Teacher Procedures

Eixplain the difference between diphtlhiongs

and other vowel combinations. Compare the

two vowel combinations oe and eo. Explain
that they are written in the order in which
the vowels are sounded: that since the

forms are the same, the long sound of o
1S marked in oe to distinguish 1t from the
diphthong ot

Demonstrate that the vowel ecombination,
the diphthong ¢ followed by any vowel, is
a small circle written within the large circle

Compare the two vowel combinations, short
v followed by a, expressed by a large circle
with a dot within it, and e followed by the
large circle vowel, expressed by a large
with a both
binations have the @ cirele, the difference

circle dash within it; com-
lies in the dot and the dash, the strong
sound being expressed by the dash, the ob-

scure sound by the dot

that when two vowels not
forming a pure diphthong come together
the vowel omitted without
loss of readability as in theory, th-e-r-e,
and genius, j-e-n-u-s. Demonstrate the
omission of the circle in the diphthong w
as in new, n-oo, due, d-oo. Mention that in
the ordinary pronunciation of such words
as due, reduce, renewal the e is not sounded.
Call attention to the use of the a circle for
v 1n wdeal and idea

Demonstrate

minor mav be

Emphasize the
forms in the
stenographer

importance of the brief

writing vocabulary of a

Iectate test
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SHORTHAND

Evidences of Mastery
Ability to:

Pupil Activities
Pupils will:
xS

Wwrite and read words containing €o and oe 1. Distinguish between a diph-
thong and other vowel com-
Read

words containing €o and oe

combinations

binations. and write

combinations

2. Write and read words con-
TFtII!'.:h,_:' long ¢+ followed L_"-
any vowel
2. Write and read words containing long 1
followed by any vowel 3. Write and read words con

taining short ¢ followed by
a or ¢ followed by a
4. Omit the of two

vowels which come t ;t'tilrl'

minor

but do not form a pure
diphthong and to write the
3. Write and read words l*[l]thiiI]ih;;' short 1 'HI'I."“H vowel
fli”!ﬂ‘f{_"l ]a}' a or ¢ followed 11‘- (I
5. Write and read brief forms

6. Write

longhand correctly at least

and transceribe 1n

I'HI'I_".'-I\!H!‘ words from a

list of fifty. 'This may be

supplemented by a list of
[ [ . o _ sentences 1t desired. The

4. Experiment with words omitting the minor S
following teacher-made test

of two vowels which come together but do Ht i

: 15 “1];:;il‘h £

not form a pure diphthong -
1QACEH

}}lln']ll |-+'5+l1}'

0.

Memorize brief forms

6. Write in shorthand from dictation a hist of

fifty words of which at least ten per cent

Hilull](l be

longhand

unfamiliar, then

transeribe

11

iili‘.‘llh

sClence

dia 'y

plano amuse mail
due tedious music
quiet senior reduce
radio Romeo avenue

create
burial
cereal
cameo
folio
lilll}‘
serial

trial

dial
dollar
pPrior
theory
oenius
gFenuine
new

lll]i‘

realize respectfully

}Hu‘i

[u_u'ir}'

please

trust

renewal
various

acCross

shadowy

address
i”'fl;__:lrt'_‘-?‘w'
! :illIt'HV‘_'
area

t'fll'llj-‘-t?

pneumonia




XV.

Time Allotment:

Unit Objective

To learn to omit short w and

ow; to learn to use the prefixes

per, pro, pur, and the suffixes

sume, ble, ple, and ment ; and to

learn brief forms

] |

-]

sSpecific Objectives

To learn to omit short % in
the body of a word before
n and m and also before
straight downward strokes;
also to omit ow in the body

of the word before n and m

To learn to the
omission of a vowel between

express

two  horizontal straight

strokes by a jog

To learn that u# is omitted

in the termanation sume

To learn that the syllables
per, pro, pur, are expressed
by pr; the syllable ble by
b; the syllable ple by p in
certain words; and the syl-
lable ment by m

To learn to join two or

more simple prefixes

To read fluently from good
shorthand notes

To write with readiness die-
tated matter

To learn brief forms

Tests on Units XIII, XTIV,
and XV

1

0.

OMISSION OF SHORT U AND OW

about 4 days

Teacher Procedures

Demonstrate that the omission of the vowel
still leaves a distinet readable outline for
Drill on the sounds to be omit-

ted, short w and ow, and when they may be

the word.

omitted, in the body of a word before =
and m, and also short % in the body of a
word before straight down strokes

Demonstrate the jog, emphasize that it is
just a jog so that it will not be confused
with a hook

Drill on s-m as form for termination swme.
Demonstrate readability of words contain-
Explain that
1s always the same,

ing the termination swume.
the

comina

form of sume

o-m

fixplain that the syllables per, pro, and pur
the the
Demonstrate that it is easier to write the

oceur at beginning of word.
outline by inserting the o in pro when it is
followed by an upward character or k. Ex-
plain that the syllables ble expressed by b,
ple expressed by p in eertain words, and
ment expressed by m ocecur at the end of
a word

Julld words using simple prefixes as form,
con-form; form, in-form: seen, for, un-for-
seen.  Kxplain that in compound prefixes
when the first prefix 1s followed by a vowel
the initial vowel is not required; as, un-

accountable, written n-a-coun-t-ble. Fix-
plain that two consecutive horizontal pre-
fixes join with a jog; as wunemployed, un-

! =

Jog-em-pl-disjoined t

Direct reading and practice of reading and
dictation practice. From time to time have
students read from longhand, matter simi-

lar in intensity to dictated matter in order

to compare reading rate




Pupils will:

1%

SHORTHAND

Pupil Activities

Cover longhand and read shorthand

in manual supplying short ¥ and ow, which-
omitted. Write

w and ow are nllli”"‘l

ever l'ni:;ltt he and read

words 1in which short

\xrllr” :IE’.'! T".".‘i ";'1'-]4[-.' 'U'-illh'!l t}“-

jog to show the omission of a vowel

l"TIi_]"II Al

tecognize that s-m stands for termination
sume. Write and read words contaimning
termination sume o

3
Bring to class a list of fifteen words from
outside reading containing the prefixes per, ¢
pro, and pur and the suffixes ble and me nt.
Write and read words containing prefixes
per, pur, pro and suffixes ble, ple, ment.
Insert the o in prefix pro before an upward
charaecter or A

D
3nild words using two or more simple word
prefixes. Write and read words containing
two or more simple joined prefixes

0.
Read and re-read shorthand plates and own
notes to l]l"‘n‘lnll I'i“.h“llf_{' rate '."..iIIIIHH'i‘-.}ilt.?
to longhand printed matter
Write with econfidence and understanding 4
the matter dictated -
Memorize brief forms
Write in shorthand from dictation brief
forms then transcribe in longhand. Wnite
in shorthand from dietation a list of fifty
words of which ten per cent, at least, 8.
should be unfamiliar, then transeribe 1n

longhand

words 1.

67
Evidences of Mastery
Ability to:
Recognize when to omit

Write and
read words in which short u
omitted before

n and m in the body of a

short v and ow.

111111 O Are

vord. Omit short © 1n }lHl]_‘s'
betfore ht

l!"”l“l-rl.."'l!. | Iﬁl-;l-'_‘-.,

Straig

e,

of word

Write
I1I1h‘\"‘|['[.:_': ,i”;-l: Ti'l

read words em-

the

and
f“i“l\'\'

omission of a vowel

Recognize termination sume,

Write and

read words con-
taining termination Sume
Hq':ii] and write ‘l.'n.u[-l:é COIl-

taining the ]lI‘l.'ili‘nl‘:% per, pro,

pur, and the suffixes ble,
!;.h‘ ment, Hl'f‘u:_:l]ifl' ‘ﬂ}:r‘I]
to insert the o 1n the pre-
X pro

Build words containing two

or more Him}rl*' .jnmml pre

fi1xes
Read from shorthand notes
at a rate approximating

that of reading from long-
hand of

similar intensity; class me-

printed matter

dian eighty words a min-
1ute

Take dictation at the fol-
lowing rates: eclass median
repeated matter, forty
words a minute, Class me-

dian, new matter, twenty

words a minute: sentences

and continuous matter,

thirty words a minute; syl-

lable illh‘nr-‘il_‘»', 1.40
Write and transeribe with-
out error the new brief

forms
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Teacher Procedures

7. Dictate and re-dictate matter until pupils
can write 1t fluently. Dictate original or
selected matter making use of words con-
tained in repeated dictation

8. Drill on brief forms

9. Dictate a set of two tests:

a. Brnnef form test to be passed without
error

b. Voeabulary test




SHORTHAND

69

Evidences of Mastery

0. Wnite brief form test with-

out error.

Write and trans

eribe 1in IHIJ_:_:h:HHl rur'rr-ril}'

forty-four

list of

supplemented by

1T desired,
I:::!_\‘ Iu"

following teacher-made

of one
assumnmoe
fun
perhaps
[nrufil
protection
Iin
valuable
town
luncheon
judge
sensible
I'{‘!.]:ij'll‘
unexpected
announce
favorable
iH'I‘IJliT.
lll‘{.i“tiililt'
[rl‘fni‘
rush
Son
column
brown
presume
miserable

down

mine
right
S1Z6
sight
excited
smile
human
I'Lfllllt‘!_?i..l
running
simple
moment
settlement

words

from a
This may be
sentences

!“'lT'f}' words

|-f;q-u-}{ “-u’fi ”tl'

test

hundred words

element
bunch
.illlfip
person
l*I’HIIJ'i.*-'.*

]'!.Hlli!
|
sampio

o LT
lumber
begun

]=l*! ![1':.*-.‘-'&':!1
inform
apartment
gxcitement
million

I'I Hi]'.u*u
proper

I'l‘:l.ﬂr!i:illll‘

sulinimer
lunch
touch
trouble
terrible

umprobable

stop
price
fight
might
outside
]rl’*iuht
climate
mouth
personal
available
process

treatment
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Notes by Teacher




SHORTHAND

Evidences of Mastery

properly
comply
died
n‘lr]itu
side
appoint
}nH}'HI_;:
Nnow
funny
noble
example
i*ilH!}}IHt‘Hf

suitable

recognize
prize
]li'ig[lt
try
Kindly
final
]Iij_ﬂht'f
1NEews
[’r!'nil!tl'l'ti
}*t:_\.':ﬂ-ir*
compliment
payment

I‘m_'HIH[IH'IHl




XVI.

Time Allotment:

Unit Objective

To learn the nt, nd and mt,
md blends; to express ld; to
learn days of the week, months
of the year and brief forms

Specific Objectives

1. To learn to use nt, nd blend

2. To learn to use the mt, md
blend

L) ]

3. To learn to use the ld com-
bination

4. To learn the days of the

week and months of the

year

5. To learn to transeribe on
the typewriter

6. To learn brief forms

7. Test on Unit XVI

1

BLENDED CONSONANTS

about 3 days

Teacher Procedures

Join n to . Demonstrate how much easier
and quicker it is to join n to # without an
angle. Explain that n controls the length
of the blend whether joined to ¢ or d, the
same blend stands for both nt and nd. The
nt, nd blend corresponds in length to f.
Point out that as this blend is a curve the
rule for writing circles inside curves applies.
Explain that at the beginning of words
short ¢ and short ¢+ are omitted before these
blends, as in entry, Indian, induce. Point
out that the rule for omitting short # and
ow 1n the body of a word before n and m
Point out
that the s which makes the sharpest point

fllhtl:llquﬂ‘ﬁ to the !Jf, nl }l]Ul]d_

I}tii]lH the blends

Demonstrate the joining of m to ¢, then
show how much easier and quicker it would
be to join them without an angle, forming a
blend. Explain that the m controls the
length of the blend; that this blend ecor-
Explain that at
the beginning of words short e and short

responds in length to w.

v are omitted before these blends as in
emply. * Point out that as this blend is a
curve circles would be written inside the
lJ[l?Ilfl

Demonstrate how much time it takes to
write d following ! together. Show how
much easier it is to express Id by giving the
[ a swinging upward turn at the finish

Show that these are similar to brief forms,

not necessarily written according to rule

e




Pupils will:
1.

)

6.

':‘]

SHORTHAND

Pupil Activities

and read nt.

Write
]IIi‘]'Itl

words contaiming

Write and read words l'?ll-T!i-[T1iPl;_" mt, md
blend

5
Practice giving the I a swinging upward
turn at the finish. Write and read words
containing ld

il

Memorize d: the week and months of

the year

LV S '.!E.‘

e

Read and fluently the se-
lected shorthand plate, spelling any words
the
Write accurately and rapidly as

understandingly
and 1nserting ]Hlnf'{iiufin‘fl as sentence
18 read.
straight copy on the typewriter from the

selected shorthand plate for ten minutes

.

Memorize brief forms

Write from dictation a 115t
of fifty words of ten at

least, should be unfamiliar, then transecribe

1T shorthand

which per cent,

in longhand 6.

}n’! 1

Write

73
Evidences of Mastery
Ability to:
Use the nt. nd blend 1in
words

l‘.‘ﬂ* HH' r.ri-ﬁ_ .w,:ﬁ

words

blend 1n

Write and

t!liHiII_',_f ld

H-:]ll \‘w:I{lr—C COIl

Write and read davs of the
week and months of the
year

Transeribe accurately and

|_|1t_‘
the selected shorthand plate

rapidly on typewriter

and read brief forms
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5.

-
.

Ve

Teacher Procedures
Direct pupils’ reading in class of easy
shorthand plate in manual or reader, ex-
Il]:iinill;_;' the mt':fl'lin_:'__f of any sentences,
taking up the spelling of any words which
might be mispelled, and directing the in-
sertion of the necessary punctuation marks.
Drill on the reading, spelling, and insertion
of punctuation marks sufficiently so that
the pupils’ difficulties or problems are
cleared up. Drill on the most common
punctuation rules such as placing a comma
between words in a series, and between two
parts of a compound sentence. A ten min-
ute transeription period, in the typewriting

class, twice a week, is suggested
Drill on brief forms

Dictate test




SHORTHAND

Evidences of Mastery

7. Write and transermibe 1n

longhand ecorrectly at least
forty-four words {from a
list of fifty. This may be

Mlllll‘l"]]l["]lttlil }i}' :‘l'llttjlll_'i_.'ﬁ

1T desired.

The following

teacher-made test 1s

gested
apparently
entire
sand
]l!‘HIll]}Tl}'
remittance
laundry
_*huI%l*‘H
aunt
individual
failed
buildings
windows
sold
printing
owned
*ﬂ't'-ﬁfl.'l
suggestion
shamed
attention
emptry
consent
winter
settled
prevent

outstandu

F
=

round
2y I‘I[t

candy

sug-

:U'lﬂtih‘ﬂ Il 'i;_tl!

funds
filled
wild
F'ebruary
planned
outhned
l'lrlliln'”l'ti
jo1nt
current
receipt
oained
eranted
Thursday
rained
parents
Hlll*’l‘
around
inventory
count

unable

Wednesday




XVII.

Time Allotment:

Unit Objective

T'o learn to use the jent, pent

and def, twe blends: to learn

special

business phrases and

brief forms

L) ]

3y

Specific Objectives

To learn the jent-d, pent-d

blend

To learn the def-v, tive

blend

To learn business

phrases

special

To learn brief forms

Test on Umit XVII

i

JENT-PENT, DEF-TIVE BLENDS

about 4 days

Teacher Procedures

Demonstrate that in joining j and p to the
nt, nd blend the j is joined without an angle
to form a large open hook similar to the
Point out
lillel tu._;'t‘tht*l‘ and not

hook formed by p and nt, nd.
that the ends are
spread out

Demonstrate the .iuirlir:;‘_{ of t and d to f or
v. Show how much easier and quicker it is
to write 1t without the angle. Compare this
with the r1ent-d. 2L nt-d, blend; the two are
the same size; the def-v is the jent-d turned
up-side-down. Explain that the blend never
stands for tive

but at the end

at the beginning of a word

Explain the one unfamiliar character in the
hist, Dear Mr.

Call attention to the form for to-morrow
Drill on brief forms

Dictate test




SHORTHAND

-]
-]

Pupil Activities Evidences of Mastery
Ability to:

]. I}rnpt“'t' Ihi-' !"F rl?'-rf, ‘?.'f Hf-{i ll]l‘!iil :1‘“[] I'l"[‘l'r:- -;‘

Pupils will:

Use the jent-d, pent-d blend
mze every syllable for which it may stand. i words

Write and read words containing the jent-d,

pent-d blend 2. Use the def-v, -tive

\.'»'rilil:-i

]r]l‘lli.l ill

3. Write and read rf=+'n'ifll bus-
Iness phrases in isolation o:

111 Sentences

4. Write and read brief forms
correctly in isolation or in

sentences

2. Practice blend

nize every syllable for which 1t may stand. -

the d f-?'. tive and reco

Write

longhand correctly at least

:1]111

=
®

i - _ transcribe 1n
Write and read words containing the def-v,

-tive blend : ;
{ ]..[t} four \.‘.'r=lti:~ Irom a liﬁt

of fifty. This may be sup-

]*fl“!!li‘llll'nl il_‘.' sentences 1t
desired. The 1.1']!"*1‘1-if]:
li'?lr'il{'l 1I1:l*1t* Lest i"~ SULr-

cested

devil

move

imfluence
cloaned
bond

seemed

agent
devoted

1[.'11‘*:,*“‘111,'-.'

definite

3. Memorize special business Iilll':in'H

sounds
eredit
around
fond

beauty

Ih::-»i tion
holding defray
enable rule
divided

endeavor
different

delivery

mistaken
l']lL!i.l

4. Memorize brief forms orounds
Sent

tomorrow allow
:ir«:«i;’_‘:lu'cl

{'Hlnl
prompt

appear
division
approximate
land response

quality altogether

e T

spirit band

5 Write in shorthand from dietation a list happened held
of fifty words of which ten per cent, at opened invoice
least, should be unfamiliar then transeribe instant events

in longhand

rallway

cents




XVIII.

Time Allotment:

Unit Objective

To learn the word begin-

][]]|§_1|';4: Lf‘, fff, 7€, ff.?','a'* ?H-‘.,\'; 10O

learn the lad not and 1s not

phrases; to learn brief forms

Specific Objectives

1. To learn to express the pre-

fixes fH‘_. f?r"', I'e, H’i'.u, NS

2. To learn that had _.F'u”rur i!-H.r}

a pronoun has a distinetive

joming

3. To, learn the was-not and

18-not }IIII'HSH:%

4. To learn brief forms

5. Tests on Units XVI, XVII,
and XVIII

L.

FREQUENT WORD BEGINNINGS

about 4 !'I:l}':'%

Teacher Procedures

Explain and demonstrate that de is ex-
I”t"?‘-f‘*l"{ Iu‘i d unless followed I:-“'u' kk or q, In
full, d-e. Ex-

plain and demonstrate that re is expressed

which ease 1t 18 written i1in

by r unless followed by k, g, r, I, n, m, t, 4,
in which case it 1s written in full, r-¢. Ex-
plain and demonstrate that be, dis, and mzts
are always expressed by b, d-s, and m-s, re-

spectively

Fxplain that to distinguish the had phrases
from the would phrases the cirele is cut in
the pronouns in the phrases I had, they had,
we had:; the I is inserted in the phrases you

hh’r!'. Jr.‘r ;‘Yrr’hf

E':.\Z]’l:iill and demonstrate the use of the nt,
nd blend in the was-not phrases. Explain
and demonstrate the use of the left-s and

'H[q- .l.'.-*i

plain the use of

nd blend in the is-not i:lj]';t_-u-_-.;_ Fix-
the apostrophe in dis-
ST ‘;_f t.‘\'“' ‘r

tinguishine the phrases and

;nht:mf-r& from the was-not and 1s-not [tht:’l:ﬂ‘.ﬂ
Drill on brief forms

Dictate a set of three review tests:

a. Brief form test to he }1;|_-',~'ml without

error

b. Phrase test to be passed without error

¢. Voeabularvy test




SHORTHAND 79

Pupil Activities Evidences of Mastery
i 1‘1]['”4 'di“: .\I*EHT}' to
| 1. Write words containing prefixes be, ae, re, 1. Write and read familiar and

dis, mts. Bring to class a list of twenty-five unfamiliar words contain-

words selected from outside reading con ing be, de, re, dis, mis
taining the prefixes be, de, re, dis, ms, EX
h change word list and write lLists 1n short-

hand on the board

|
2. Write and read had and would phrases
1 2. Write and read had and
wouwld ]nlil":it-l“h
3. Write and read was-not, is-not, wasn’t, .sn’t
phrases
|
|
" 2 Write and read was-not, 1s-
_ s A not, wasn’t, 1.sn’t phrases
| 4. Memorize brief forms l

5. Review. Write in shorthand from dietation
brief forms then transeribe in longhand.
Write in shorthand from dictation a list of
ﬁf'f'}' words of which ten per cent, at ]t"[t:—it,
should be unfamiliar then transeribe 1n
longhand 4, Write and read brief forms
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SHORTHAND

81

Evidences of Mastery

5. Write brief form test with-
out error. Write phrase test
without error. Write and
transeribe in longhand cor-
I'M'H}' fﬁl‘t}' four words from
a list of fifty. This may be
supplement by sentences
if desired. Fifty words may
be selected from the follow-
il!;,: tt.'Ii"ilt"E"H!H']t' test of

seventy-five words

August
motive
merchandise
releases
t!t*lil}'t'ti
Tuesday
lil”t"l
r'eadasolnl
i.li:«l!hl}'
advertise
decision

reasonable

dispatch
event
filed
diligent
;,;I*IL”}'
devotion

lll“k'[‘i{rll
begun
quantity
I'Uh!.‘f
below
Insurance
determine

nevertheless

education
pleasure
reception
sufficient
Oectober
mislaid
delayed
]'{'*Iff,‘l}tillll
discharge
won’t
determine

diseretion

hesides
lii}illl.‘{l
found
+iir~}'|I&}'
sensitive
relation
ll'l.'UT'll
hundred
envelope
acquaintance
depend
]l'i'}:ll't‘-'
t]i'liil]'l’.
catalogue
refund
stock
front

gold
Iw_'_fmnin;:
improvement
hadn 't
repair
review
newspaper

ll['!'\'ilrtlﬂ

11]&[!1**_'ti1i11
iHi(':iHiuIL
difficulty
resign
revised
sound
wasn’t
discovered
hasn’t
apparent
reasons

windows




W1

strokes, and to phrase by use of

XIX. TEN-DEN, TEM-DEM BLENDS

Time Allotment: about 3 days

Unit Objective

To learn to express t and d
th n» and m by blending the

the blend

Specific Objectives

1. To learn to express ten, den
tem, dem (right motion
blends)

2. To learn to phrase by ap-
plying the blending prin-
ciple

3. To learn to write and to dis-
tinguish the phrases do not
and don’t

4. Test over Unit XIX

L.

4,

Teacher Procedures

Fixplain and demonstrate that the natural
tendency of the hand is to slur an angle in
rapid writing. Explain that the direetion
of the blend is ocoverned ir}' the first con-
sonant and the length of the blend is de-
termined by the n and m; the blends con-
taining » are shorter than the blends con-
taining m. Insist on calling the blends
syllabically. Explain that an unaccented
vowel is included in tha blend but that the
strongly accented vowels and diphthongs
are written with the exception of tain which
s written ten. Explain that when either
the right or left motion blend may be used,
the right blend is preferred: as, potent, is
written p plus o plus ten plus ¢

f'"-']rm.‘.' }Ilﬂ‘-.' 51!]!]!]1" ]'n][['ﬂ&cn}: n]“}* i}t‘ {]p\'t-]..ppd
by the blending principle, for example, it
must be, is written tem plus s plus b ; what
to do is written o I']“:“‘ ted 111“5; 00

Explain that when do not is preceded by a
pronoun it is expressed by the den blend.
for example, I do not (a plus dn) Explain
that the contraction don’t 1S written in full,

for example, I don’t (a plus d plus o plus
n)

Dictate test
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Pupil Activities

Pupils will:

1.

L ]

: 3

Write

glant and

Sound the blends ten, den, tem, dem.

the blend ‘
curve, ?‘41:-1". 1nf‘|u]1|‘ti="::ﬂ}' lists of words

i

t']i'!i'j“-.

motion blends founa 1n a selected list of

s noting

b

particularly

cogtaining Underline the right

xw.¢wlﬂ ;jxu-L Hy T}n T!ﬂ[viu'r. l’IHtW:IW' }H‘H-

Write from dictation sentences containing

1-'1”'[1'-!'-1-; fffﬁ rel! .‘I[_u{ EBHH‘LP

Memorize new brief form list. Practice
penmanship drills on all new brief forms,
especially working with under and always.
Write in shorthand from dictation a list of
fiftv words of which at least ten per cent
:-:hul:lnl be unfamiliar, and then transcribe

1N im_lgh:md

Evidences of Mastery
,\trilit}' to:
1. Write and read words con-

taining ten, den, tem, dem

2. Write and

contaimning

sentences

blended

read
:-;ilnllh'

phrases

5 \\1T1Tf‘ :i‘ul E:'H‘i ]4:’:1~+'h ffu

not and don’t

transeribe 1n

. WWnite and
longhand without error the

new brief forms Write

:'.:l'l t!!l!iﬁ"l':l-{' 111 ].-H.f '.ELTHi

o]
COTTe H}' at least I1|1IT_‘-' Four

words from a list of fifty.

The following list of words

gested as

iy
1S BSUBES

I'eview Oor

test material

.

sudden
threaten
|'1lti{w||wi
retain
vietim
dinner
to-night
distance
estimate
danger
continue
intention
stomach
timad
contain
cotton
captain
obtain
temper
attempt
freedom
bottom
temporary
attendance
bulletin

tennis
wooden
maintain
medium
seldom
straighten
attorney
:lelh*Tu'ﬂ
extension
instance
soantenco
student
contents
timber
kingdom
random
attainable
autumn
sweeten
academy
sustain
tender
continues
written

broaden




XX.

METHOD OF EXPRESSING R

Time Allotment: about 5 days

Unit Objective

To learn to express r follow-
ing a vowel by a reverse circle

between a downward character’

and a forward straight stroke,
between a horizontal and an up-
ward stroke, by reversing s be-
fore straight lines in ser, cer,
sar, and by reversing th before
htl‘:ligllt lines in the Iy ”H'r'; to
omit 7 In many words contain-
ing ar, er, ir, or; to
terminations worthy by thie and

t.’}{]ll'l'ri.%

worth by wuth; to express ther
by sign for th.

Specific Objectives
1. To recall by practice and

study the circle joinings

bhetween curves,

straight lines and straight

Ulﬂiﬂlﬂ?

line blends

2. Te learn to express r follow-
ing a vowel by a reverse
circle between a downward
character and a forward

straight stroke

3. To

lowing a vowel by a reverse

learn to express r fol-

circle between a horizontal
and an upward stroke

4. To learn to reverse s before
straight lines to express r
In ser, cer, sar, and to re-
verse th before straight

lines, to express r in ther,

thir

To learn to omit 7 in many

3

words containing ar, er, or,

L

£

Teacher Procedures
Dictate words that will provide additional
practice on the cirele vowel Joinings of unit
LV. For example bat, pen, gem, chat

that when the
circle is reversed to express r it must be

Explain and demonstrate
preceded or followed by a straight stroke or
a straight stroke blend. Explain and dem-
that 7 following a vowel is ex-
pressed by a reverse circle between g down-
ward and a forward straight
Compare chin, churn; sha m, charm;
Explain that in each of
these cases the vowel is written outside the
angle even though it is written with a left
motion. This is called the
“*sack’’ loop. Compare pet, pert; batter,
barter; bid, bird. Explain that in each ecase
the vowel is written inside the angle. Ex-
plain that any modification of ¢, d, n,
(ten, den, mt, nd blends) may be treated as

onstrate

cha racter
stroke.

Jennie. journey.

sometimes

m

straight strokes or ecurved lines at the begin-
ning but must always be treated as curved
lines at the end of g stroke. Compare
In harden the blend is
treated as a straight stroke. In dinner the
blend is treated as g curved stroke. The
réversing principle may be used when the
vowel and r precede the blend but® never
when they follow it

harden and dinner.

Explain and demonstrate that to express r
following a vowel between a horizontal and
and upward stroke the circle is written with
a left motion and outside the angle.
pare cat,

Com-

cart; matten, Merton , gawned,
guarantee ; lad, lard




Pupils will:
1.

6.

-3

oo

SHORTHAND

Pupil Activities

Write

vowels

and read words containing

between oblique curves, straight

lines, and straight line blends

Write and read words containing reverse

cirecles between downward charaeters and

forward straight rokes. Read short letters

and paragraphs from some standard sup- =

plementary material

Compile groups of words illustrating right

and left motion cirele vowels, Write and

read words containing reverse circle vowels L
3

between horizontal and '.:[i'-.i.;ml strokes

Write and read words containing ser, cer,
sar in which r is expressed by reversed s.
Write and read words containing ther, thir

in whieh r is expressed by reversed t/

Write and
omitted. Write short letters
fifty words) from dictation at the

read words in which the r 1s
(not more thax
rate of

twenty-five words per minute

\\Fr'i'[t'_‘ {Haii Ii':ul ‘zkrli'il:-‘w (‘I'IItT:Lllliilg ilil' ter- =~

3P
minations worth, and worthy
Write and read words containing ther

6

Memorize new brief form list. Practice pen-
manship drills on all new brief forms, es-
pecially working with wunder and always.
Write in shorthand from dictation a list
of fifty words, ten per cent of which should 7.

be unfamiliar, then transeribe in longhand

t"i!‘l"lt'* l |

R85
Evidences of Mastery
Ability to:
Write and read words con-

taining circle vowels be-

tween oblique curves,
straight lines, and straight

liIlt‘ }rln‘huls

Recognize and use reverse

circles to exXpress 1 hetween
and
forward straight strokes

downward characters

Wnte and

taining reverse cirele vowels

read words con-

between horizontal and up-

ward strokes
Write and read words con-
taining ser, c¢eér, sar 1in

which r 18 expressed by re-

versed 8. Write and read
words containing ther, thir

in whieh 7
]'1"‘.4'!~2+'11 ”.

i.‘" E',“{I:'llt'f'-‘-'-lﬂl ]'!-.‘1.“

Write read

which 7 1s omitted in ar, er

and words in

’

or, r'-:". t"“I[J..llilHlt i'i]'k

Write and reads words hav-
g the terminations worth,

and worthy

Wrnrite and read words con-

taining ther




sSpecific Objectives
6. To learn
worth and worthy

7. To learn that the syllable
ther is expressed by th

-

H

8. Test over Unit X

the terminations 4.

1\ L]

IOWA COURSE OF STUDY

Teacher Procedures

that before

straight lines s is written contrary to rule

Explain and demonstrate

to express r in ser, sar. Compare de-
cert desert -

’
serge, Serge.

cer,

concert, inewston, wnsertion;
Explain and demonstrate that
before straight lines th is written contrary
to rule to express r. (Under th). Compare

theme, therm

Explain that in words containing ar, er, ir,
or the r sound is more or less indistinet or
This be referred to as the

Accent '["]'in{'*i]:lt_*,” Dictate
words containing ar, er, or, ir in which the
Dictate short letters of not
more than fifty words at the rate of twenty-
Explain that the syl-

HIrHi'I.I!'*'. IllIi_\‘

‘¢ Southern
r 1s omitted.

five words a minute.

lables tern, dern are expressed by ten

Explain that the termination worthy is ex-
the the

18 expressed by wuth

termination worth

pressed by and

kixplain and demonstrate that for conven-
lence the syllable ther is expressed by th
written according to rule. Explain that the
left motion th is used in father to distin-

guish from faith

Dictate test




SHORTHAND of |

Evidences of Mastery

8. Wnite and transcribe 1n
longhand without error the
new brief forms. Write 1n
shorthand and transeribe in

longhand at least forty-four

words from

']‘IH‘ Ill-]] .‘I.t"!!:.,h.:

list of fifty.

teacher-made

list or for tes
lll'['illrl "\:LIIHtil
shared court

chairman corner
former worry
courtesy certain
current sport
merit firm
concert mother
concern brother
search north

SECTIioIl 1'111'!'1“*1

largao charter
It":llll ]r:t’.f‘ihrt
Serve charm
urge card
turn skirt
was bird

material

jnHI'T;"_\'
trustworthy
neither
}'I!:tt'*i
lnl!'ll
towards
reserve
reverse
guard
guaranteo
daughter
standard
warrant
water
1'-1_E|u|‘f.
later




XXI.

Time Allotment:

Unit Objective

To learn to express the pre-
fixes for, fore, fur, the suffixes
ful, +fy, self, selves, age; and
to phrase ago, early, few, him,

hope, sorry, want, sure, possible

Specific Objectives
1. To learn to express the pre-
fixes for, fore, and fur by

f

2. To learn to express the suf-
fixes ful and ify by f; self
bv S, c‘;{‘fi"f'.‘{ bv s¢ S, age bv

J

3. 'To

words ago, early, few, hvm,

learn to phrase the

hope, sorry, want, sure, pos-

sible

4, Test on Unit XXT

1.

o |

s

4,

COMMON PREFIXES AND SUFFIXES

about 3 days

Teacher Procedures

FExplain and demonstrate that for, fore,
fur are expressed by f, as forfeit is written
Explain that when for, or fore
1s followed by any vowel the f must be dise
Compare forehead and feed; form
and forearm which will explain the need
for disjoining f, when followed by a vowel.

f plus fet.

jl;illi“tl,

Explain that joined prefixes and suffixes
must join with an angle as furnace. Ex-
plain that the prefix must be written in full
if outline is not legible, for example forest
1s written f plus o plus 7 plus e plus s

Explain and demonstrate that the suffixes
ful and ify are expressed by f for example
lawful 1s written I plus o plus f. Explain
and demonstrate that self is expressed by s
written according to rule, for example
yourself is written oo plus right s and her-
self 1s written h plus e plus r plus left s.
lixplain and demonstrate that selves is ex-
pressed by ses written according to rule, for
example, themselves is written th plus m by
left ses and yowrselves is written oo plus
right ses. Explain that age is written j, for
example, storage is written s plus ¢ plus o
Explain that the first vowel

1S written in package to distinguish it from

plus = plus j.
baggage. Insist that these two outlines be

memornized

Explain and demonstrate that in phrasing
certain words are expressed as follows:
ago by g, early by reverse cirele, few by f,
ham 1:_1.' m, hope by p, sorry l:}* so, want by

nt, sure by sh, possible by p

Dictate test




SHORTHAND ]9

Pupil Activities Evidences of Mastery
Pupils will: Ability to:
1. Write and read words containing prefixes 1. Write and read words con-
_-’q{”'. _F-H,i',‘ _"'.,-{.*' T:tihi].’_ﬁ lbl'l"ﬁ.\;i"r-f f’Hf‘, f1-"u'f,

f'u I

9 Write and read words containing suffixes
_Inm’, E'I.-’-I.r_.r__ S AR e AUEC. Tlri; o 10 i.‘l."tr-t* d
list of ten new words "‘“!iTl'illi-'T',:_: ‘!*I't‘ﬂ_'t.r'i
_f.”f‘. fur'ﬂ : wr and suffixes 'f ! ﬁfﬂr_’.
selves, age. Discuss and write all the new

words submitted

2. Write and read words con-

taining suffixes ful, 1y,

o £ l'lf, o -.':'1 €s, UgeE

3. Write and read phrases containing ago,

H_H'fh’, few, him, ,"ru!.-w’, SOTTY, want, Sure,

-

possible

4. Write in shorthand from dictation a list of 3. Write and read phrases con-
fifty words of which ten per cent at least taining ago, early, few, him,
Hll{'h.‘lﬂli be unfamiliar, and later trans- hope, sorry, want, sure, pos-
seribing in longhand sible
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Evidences of Mastery
4. Write

longhand without error the
Write and
longhand cor-

least

and transeribe 1n

new brief forms.
transceribe in
rectly at forty-four
from a list of fifty words or
rlI!“'

pharses, following

teacher-made test 1s o U -
:h._'! -.;|‘|1 g By H It 12\ 1 T EI
for test matenrial

]11 \reet

rive

forg
furmiture
furnish

iT_‘él‘!t

courago

"
—

iy YR (TS
h['it!Ll._"

-

awiul
lil}'H’H
useful
package
certl I\
themselve:
helpful
}I"[H:’[“HI
messa oo
I hope
wa are
1f you want
to meet
months ago
few days
be sure
early reply
foreeround
]‘jilili'ﬂ
evidence
sentence
kitten
suddenly
temper
condemn
nht:‘li?l
continues
danger
intention
early informa-
tion
detain

simplify

i'.‘t‘~-‘.1;'_*‘
fern
Grermany
Albert
:I.I“Ii
insert
surgeon
march
surface
bharn
ascertain

cather

[.? 7 ] SEeWO1 t]i}'
't‘w['!’:'!""”n

foresee
furnace
bashful
harmful
ratify
storage
cottage
herself
ourselves
baggage
manager
at an early
date
it must be
in due time
T do not
we don’t
they do not

know

do you want

years

a3 near

ago
as
}'HJHH“}IH
I am sure
forever




XXII.

Time Allotment:

Unit Objective

To learn when to omit and 1
when to retain final ¢
specific Objectives =

1. To learn final t is omitted

atter s, ﬂ'_, D, den

2 To learn when final t 1is

retained

3. Test on Unit XXII 3

FINAL T

about 2 days

Teacher Procedures

P,
or den 1t 1s slightly enunciated and there-
fore i1s generally omitted. Explain that by
omitting final ¢ after s, %, p, or den deriv-

Explain that when final ¢ follows s, %,

atives may be readily formed; for example,
act 1s written a plus %, acted is written a
plus k plus ¢, active is written a plus k plus
.'Iu_l

bixplain that final ¢ is sometimes written

after s and fen when confusion would re-
sult with another outline, for example, vase
1S written v plus a plus s, vast is written v
Send a group to the

Keep a list of

plus @ plus s plus t.
board for class dictation.
all words or outlines missed by this group.
This may serve as a special drill for the
Write
drill on board and have class give rule gov-

next recitation. words in special

Pi‘?till}_‘f each

Dietate test




SHORTHAND

Pupil Activities

Pupils will:

1% \‘\'I‘if{" :t}'i-'l !*':!-E Wi Ic!x i:. ‘1‘.'].;il']n Iir.:ﬂ [ l:~
HlIliIttHl artter 8. K. D. (aen

2. Write and read words in which final t 1is
written. Write at the board from dietation.
Write words in special drill, giving govern-

ing rules

o

Wnrte from dictation at least

words without error of which ten per cent

ftllt\" I.HHI_

at least are unfamiliar, and later transeribe

by

Evidences of Mastery

-\Irilif}' to:
. Write and

which final

2. Write and read
which final 1
Itecooniz

when to retain

3. Write

and

longhand correctly at

11:1'1_‘1‘ four from
fifty words.
ist of
rested as

terial

IEVICW

1nsist students
brietest
protest sweetest
longest past
just modest

persist first

dentist act
mixed distant
request exist

exhaust
latest
I||‘+ :l'-|l"'l"t’,

adoption
finish
abrupt
content harvest

coast earnest

exact adjustment
least biggest

youngest worship

read

transeribe

a list
The
i?fT.'\' 14" Tui'-

IT 108t

3

words 1n

i."‘ ui“lj!{l'ﬂl

words 1in

written,

& 'ﬂ?w‘T] Lo [.'IJ!iT LIl

0l

1n
least
Ot

]
i

following

evident
extent
faster
fact
contract
conducts
strict
deficit
east
elect
molest
reduce
induct
affect
largest
deduct

1S BUp

IT1El-




X XTII.

Time Allotment:

Unit Objective

to omit d, to
express the prefixes wl, al, sub
and to
derivatives from brief forms

To learn when

and suffix less form

Specific Objectives

learn when final d 1s

1o
omitted

9 Mo learn that d i1s ommtted

—

when 1t 1mmediately pre-

I‘*'I‘l_ll;':*-‘» m or i

3. To learn the prefix ul 1s ex-
pressed by oo hook, al by

the o hook and sub by s

learn to the

4. To
suffix less by 1

E‘Hl_ll'i'?h:':

5. To learn to form derivatives
from brief forms

6. Test on Unit X X111

16

OMMISSION OF D, PREFIXES AND SUFFIXES

about 6 llit}‘.m

Teacher Procedures

Explain that when final d follows n 1t 1s
slichtly enunciated and is therefore omit-
ted; for example, propound 1is written pr
plus p plus n. Explain that the past tense

of words in which final ¢ or d is omitted

is expressed by the disjoined ¢. Explain
that the
distincuish it
distinguish it from’ contain, and in atlend

final d is written in commend to

from common., in contend to

to distinguish it from attawm

Explain that 4 is omitted before m or v to
clarify the outline, if the d appeared 1n

either case a blend would result. Explain

that in the words., admire, advice, advise,
advance the initial vowel is dropped to fa-
cilitate phrasing, as to advise is written ¢

plus » plus ¢ plus s

Explain that the prefix ul is expressed by
the oo hook, for {‘Xitllllﬁ'ln wlcer 18 written oo
plus right s plus Show
lationship between the brief form all and

plus 7. the re-
prefix al, in both cases the outline is the
0o hook; for example, alter is o plus t plus
reverse e, Ikxplain that the prefix sub 18
expressed by s. Sub is expressed by a dis-
joined s written on the line of writing close
to the rest of the word when prefix is fol-
lowed by a cirele vowel;: for example, sub-
agent is written disjoined right s plus aj.
Sub l‘~ !"xIrI't';-'_-ﬁ"rl ir}' a reversed 8 IH'I'UI'P Te }1
¢k, j and a hook vowel; for example, sub-
lease 1s written right s plus ! plus e plus s;
subordinate is written left s plus o plus den
Explain that in all other
aq, p, b, j., iJ

plus a plus {t.
CASes

*'iu'flnlt" m., 7, f, h‘r_. > g !f.

sub is expressed by normal s; for example,

subdue 1s written right s plus d plus 00




SHORTHAND

Pupil Activities

Pupils will:

1.

Write and read words in which final d 1s

omitted. Memorize the three l‘};t"'l'T}uHﬁ 10

the above rule:; commend, contend, attend

Read old assignments from notebooks and
Write

‘.H'HH]H iIl ‘u‘f}lil'h ( 18 tl?ijlttt-ll ]H‘i-lll'i‘ n or i

state rules for omissions. and read

Write and read words containing prefixes
ul, al, sub. Bring to class for discussion
and write a list of twenty-five words con-

taining the prefix sub

Write and read words containing the suffix

fr SS

Review brief forms. Write in columns the
brief forms used in the derivative drill,
then f_rl}[n.hitt* each brief form write all

possible derivatives. Write derivatives from

list of brief forms assigned by the teacher

Write in shorthand from dictation a list of
fifty words of which ten per cent, at least,
then ‘transeribe 1n

should be unfamiliar

longhand

0H

Evidences of Mastery

Ability to:

1.

0.

command
adverb
admittance
clearly
Mi!ruzi}'
]I'I.il.l.'»'
advance

I'!i} ﬁl'lt‘

Write

which final 4 18 omitted

and read words In

\‘\.!itt' :Hili I'*':ul “.\.'u::nl:ﬁ 1n
which d 1s omitted before
m or 1

Write and read words con-
taiming prefixes wl, al, sub
Write and read words con-
taxming the suffix less
Write and read brief form
derivatives

Write and transeribe 1n

longhand correctly at least
forty-four words from a list
of fifty. This may be sup-
plemented by '
Lhe

teacher-made

sentencees 1
desired. I'—-HH‘.‘»JH;_;
test 19 Sugo

-
-

gested

successiul
I'l*iiur*;«ll'-l
oreatly
:&Hhin_‘:ul
appointment
acquainted
forces

persuade

in advance mostly
usually attend
almanac asked

considerably
substance
answers
worthless
formerly

allowance

intend
advises
thoughtless
kindly
pound
qualities

acknowledgmentwe advise

Ilti-‘l!'l*}-ﬁ
careful
insisted
glli'li!I]l'ﬁﬁ

admire

representative
needless
changed
Ht]\'iilli't‘lnl‘llt

:l,;_{l't‘m]

longer submitted
]w}'n nd recovered
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0.

Teacher Procedures
Explain that the suffix less is . Explain
and demonstrate that less is written in full
after a vowel, for example, regardless is
written re plus disjoined less to distinguish
it from reality (ality). Explain that when
another word would result less may be
written disjoined I, for example, speechless
18 written sp plus disjoined ! to distinguish

1t from spell

Explain and demonstrate that the deriv-
atives of brief forms are made as are the
derivatives of other words, for example,
acceptable 1s written a plus %k plus s plus b.
Assign two columns of brief forms, from
the chart in the Manual, to each pupil from
which derivatives are to be formed

Dictate test
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XXIV. PHRASING PRINCIPLES

Time Allotment: about 2 days

Unit Objective Teacher Procedures
To learn any unimportant 1. Explain and demonstrate that the, or, of, to
word may be omitted in phrase are omitted 1n phrase writing. Diectate pro-
writing gressively some frequent phrases; for ex-
ample, I will, I will be, I will be able, I
Specific Objectives should, I should be, I should be able

1. To learn to omit unimpor-
tant words in phrase writ-

lII;:’:

-

2. Test on Unit XXIV 2. Dictate test




SHORTHAND

Pupil Activities

Pupils will:

1. Write and read phrases in which the. or,

of, to omitted.

are

frequent phrases as dictated.

\'\-I'J'_Tl' l'l.“:'_l.;r'""'h"i\l']:k-

{WHIHIJ”’“ :i]!|1

bring to class a list of progressive phrases

2. Write 1n shorthand from dictation a list
of fifty words or phrases of which ten per

cent, at least, should

transeribe in longhand

be unfamiliar then

Evidences of Mastery

Ability to:

L.

Omit unimportant words 1in

phrasing

Write

longhand correetly at least

and transeribe 1n

forty-four words or phrases
from a lhist of fitt 1Ths
1y }1*~;1|‘1'f+‘-! by

sentences 1t d ed I
following teacher-thade test
1S suggest |

l!!l;_"lll to have

week or two

able to sy

on the market

one of our

in order to prepare

receirvo

ought to
In such a mannex
In answer to our
]Jt'I‘.ﬁi};f.

worst

adapt

contest

resident

advent

needless

subway
answered
greatly

in the matter

out of thiftplﬁﬁthrn

on account of the wav

adversely
competent
formerly
ought to be
sooner or later
somo of them

in a day or two
incident

for the time being
in order to see
that 1s to say

in reply to your

I am of the opinion
one or two
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Evidences of Mastery

ought to be able
rest

hri._iill'*t

gxtent

mixed

carnest

[t
credits
:u}rin':tlllizl't!
H{n!]_;_'l:if.'t'hh
Names

] alternate
11*1-*'11

considerably

letters

i":li-li‘-lwr‘
titif';‘w'[lnu of time
bill of sale
more and more
:=-‘-.;}|=~:.11}'

eal

ti
ona of the best

some of them
up to the time
here and there
In a week or two
olad to see

in the matter

in such a condition
honest

1.1{'T‘l't't

]mTt‘Ht

t']i'l't

enact

demand

submit

diamond




XXV. THE ABBREVIATING PRINCIPLE

Time Allotment: about 5 days ‘

Unit Objective
To learn to abbreviate words
by writing through the diph
ﬂmﬂ;;" or :’*~fl‘u11f;|}' accented
vowel; by using the longhand
abbreviation : by writing

through the aceented syllable

specific Objectives

1. To learn to abbreviate short
words by writing through
the fliphihnﬂf: or *-‘»HHH;_:']}'

accented vowel

2. To learn to abbreviate long
+ words l-}’ 'll“i!'jl"“ longhand

=

abbreviations

To learn to abbreviate long

words by writing through

the aceented 5}'”:11 e

4. Test on Umit XXV

Teacher Procedures

Fixplain and demonstrate that an abbrevia-
tion 1s a word-form in which the termina-
tion is dropped and that it is not a brief
form. Explain that abbreviations are brief,
suggestive, and form the beginning of the
word. Explain that some words may be
abbreviated by writing through the diph-
thong (especially long i) or the strongly
accented vowel. Explain that unless a dis-
tinetive outline results the abbreviating
principle must not be used. Explain that
words ending in out (excepting doubt) re-
tain the final t; for example, trout. Die-
tate unfamiliar short words which are ab-
breviated by writing through the diphthong
or r-tl'umlu_'l}' accented vowel

Fixplain and demonstrate that if there is a
longhand abbreviation it generally furnishes
a distinetive shorthand outline:; for ex
ample, balance is written bal. Explain that
street 1s written str except with a street
name at which time it is abbroviated to st.
Call attention to memoranda (mem plus a)
and memorandum (mem plus o). The
second day place in columns on the board
the longhand of words that have been
studied

Fxplain that writing through the accented
syllable is really the guiding principle of
abbreviation and is used unless there is not
enough ;.;iﬂ'f?r} to keep the outline distinetive.
For example, deposit is written d plus p
].rfllr-' 0 Illuy_; S

l)i!'titfi' t-_-:-.t




o
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Pupil Activities Evidences of Mastery

Pupils will: Ability to:

1. Write abbreviated words from the manual 1. Write and read short words
in notebooks then exchange and read. which are abbreviated by
Write and read unfamiliar short words writing through the diph
which are abbreviated by writing through thong or strongly accented
the diphthong or strongly accented vowel vowel

2. Write and read abbreviated
]"1'|. 1) '|'l"" Ir:\- LisL1iL, 1]||'

-

longhand abbreviation

Write and read long words
that have been abbreviated
by avriting through the ac-

Il'|-|=P'4i “.'.i_‘l:IlJil,‘
-

2 Write and read the familiar hist of abbre L £ I e ibe 1D |
viated words. Write the shorthand outhines lonchand correctly at least \
for the list of abbreviated words on thi £ !;,,‘ four words I"II-!n:L list
board., erasing the longhand and then :

of fifty. This may be sup

tl'llill:‘*i'f'lh”iliﬁ theén erasingeg the ."‘]'l"lrlh:i!l'i l‘ll’]‘ll'ﬁ‘“l*"-i ]1 sentences it

re
—

and again transeribing desired.  The following

t*'.'l."ill'[ made test Suy-

oested
engagement miscellaneous
balances financial
operate poverty
provide duplicate
deposited accustomed
. _ private magazine
3. Use the dictionary and mark the syllabica- proceedings leneth
tion and accent of the list of words given oo decided]v
in the manual, drawing a line through the TG freight |
termination and writing the words in short- S twdiﬁ{wru]
hand. Write and read long words that have UiV AlaHe e
been abbreviated by writing through the P arowded
accented .*5.1,-]1:':Er1r' certificates }”'1'!1“:11‘
Bigdoi /.- rallroads
applicant grade
material developments
custom derive

strikes doubtful

unanimous doubt
boulevard elaborate
cooperation February
4, Write in shorthand from dietation a list of prineiple discounts
fifty words of which ten per cent, at least, travel memorandum
should be unfamiliar then transcribe 1n  excuse becamae

]Unghan{] [H}‘I.".'f_'l"f'lll confuse




XXVI. ABBREVIATIONS (CONTINUED)

Time Allotment: about 3 days

Unit Objective

To learn to abbreviate long
words by writing through the
consonant following the accent-
ed syllables; to omit the vowel
before shun in termiantions

specific Objectives
1. To learn to abbreviate long
words by writing through
the consonant following the
accented syllable

2. To learn to omit the vowel
before shun in the termina-
tions tilwon, tation, dition,
dation, niton, nation, mis-

ston, mation

3. Test on Unit XXVI

I'r

Teacher Procedures
Explain and demonstrate that when writing
through the aceented syllable does not make
a clear or distinective outline (absent, ab 1s
not sufficiently clear) writing through the
following consonant clarifies as in the above
1llustration, abs suggests the word absent

Explain and demonstrate what vowel is
omitted 1n the terminations tition, tation,
ditron, dation, mation, nation, mission, mda-
tron. Explain and demonstrate when ¢ is
omitted in the root word and when shun is
added: for example, erpect is written e
plus s plus p, expectation is written e plus
s plus p plus shun

a. Dictate test
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g
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Pupil Activities Evidences of Mastery

Pupils will: Ability to:

1. Use the dictionary and mark each of the 1. Write and read long words

words given in the manual for accent and that have been abbreviated

syllabication. Write outline for each by

the

by writing through the con-

writing through consonant following sonant following the accent-

the accented syllable. Read the words ed syllable
from outlines written on the board by
acher. Make an abbr wiated word dicetion- o '
teach : e, : | - - | ] 2. Wnte and read words 1n
arv in which space 18 left after each WOT( _ |
o : pals which the vowel is omitted

so that new and difficult words may be ad-

{1{"11

hefore shun in the termina-

tions tition, tation, dition,

dation. nitron, nation, mis-

ston, mation

3. Write

longhand correctly at

and transeribe 1n \
least
forty-four words from a list
of fifty. This may be sup-
plemented by sentences 1 f
The

Tf'-.‘f 1'-11

desired. following

teacher-made hity

9 Memorize the six terminations tvtion, tation, words 18 suggested
ditton, dation, nivtion, natwon, MmassOn, ma- associations ‘ﬂ:n]n“‘i:’u
L & " ! L] L ik i ; - M-
- i g i x Y v T i 1 ¥ }}' 1. " - " . .
tion in which the vowel is omitted belore — ., caling imitation
" A '»1te 0 TOT ( ) 3 . ~ . :
shun. Write and read words = “h:‘h th consolidation indicator
OWe 1s omitted '[n-fnii' shun 1n the ter- e e
\:tun.]‘ is omitted | | o8 locally originally
minations, tition, talwon, dition, datwon, temptations condition
ution, nation, MASSTON, matron. Write and . . . .
’“"i’ ot e e gratitude invitations
2q sentences ant short letters containing : " . .
3 A 1 l : Tl tlh socially foundation
abbreviated words and words 1n whicil LHE &Y
LIRPE = 5 | omission totally
vowel 18 ru!;:;fiwl betore shun 1n termina- :
_ | L | innocenca melancholy
tions tition, tatwon, dition, dation, nion, s
| et _ permanently recognition
nation. misston, mation | : :
| adequate destination
separately information
ambitious pamphlets
tradition title
celebrate '[t‘I‘I'i'[Hl'}'
combination practice
ridiculous prominent
absolute similar
accomplish journal
attitude local
bhenefit numerous
9 Write in shorthand from dictation a list canvass ordinary

of fifty words of which ten cent, at

should be unfamiliar then transeribe

'[H‘!+
least,
in longhand

compet 1tion
frequently
notation

indicate
enthusiasm
splendid




XXVII. COMPOUND WORDS

T'ime Allotment: about 5 days

Unit Objective Teacher Procedures
To learn to form compounds l. Explain and demonstrate that the brief
by joining brief forms: to ex- forms any, be, ever-y, here, there, where.
press various quantities after some, wrth, are treated as prefixes and
numerals and after a, per, few, Joined to other brief forms to form com-
several; to write cents. per cent, pounds, for example, anybody is written
per cent per annum any plus body, the vowel being written out-
side the angle.

Point out the modified forms: |
anywhere, the e in any is dropped

anyhow, the e in any is dropped and use

specific Objectives the & dot

1. To learn to form compounds
by joining, as prefixes, the however, the e in ever is dropped o
brief forms any, be. eve r-1,
here, there, where, somu whoever, the e in ever is dropped
with, with other brief forms
whereas, the a in as is dropped and use
the right s

whatsoever, the e in ever is dropped
2. To learn to express quan-

"1...;-"1.~ 1 1o017q o ) . .
titie: llf.l'll NI 1111:\ r‘!.'fr‘(_lﬁﬂr:rf r, Thl} € in ever is 1]1'“1'}?{.'11

sometime, the m in some is dropped

ll

|

3. To learn to use abbreviated somewhere, the r in where is dropped, and |
forms for quantities after the circle is reversed |J

a, per, several, few |
within, the i is inserted in in ' for legibil-
1ty

withstand, the s is reversed in stand to

4. To learn to write cents. ner s -
to learn to write cer A join th with an angle
a‘r'rrf. per cent PET annuwm
vith numerals : : :
Call attention to the here group and explain

that when here joins a straight line the re-

versed cirele and an % dot are used. The re-

versing principle is also used in wherein.
0. Test on Unit XXVII Iictate compound words
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Pupil Activities Evidences of Mastery

Pupils will: Ability to:

| 1. Memorize the outlines for the modified 1. Write and read compounds
| words and the words imvolving the reverse 11 which any, be, ever,
{"i]'{_‘_hj‘_ I1I‘i]]|“.;}-!n“ \\*I-I[tl_" Hﬂbi I'l':til 11,‘!" ]'r'[il'f CUVETY, ;}Fr re. J’."H [ €, i |fJ|!'r e,
form compounds some, with, occur at the be-
ginning of the word
;.I. '\\rllf' !IIl,ll 't :-.-1 SOne ;[}|l1:1-—
viated forms for quantities
written atter numerals
:-. \\‘I'IEII' :I!i:l r":r'] =0O1e ‘.1'fr-
. . 1 ‘ | breviated forms for quan-
2 Write and read abbreviated forms 101 _
; _ 1 : - T]Tl-"-‘. :1_TIE (i, per, .'ni:f"{h’.
quantities ; dollars, hundred, thousard, -
| 1 i A = Feu
},r.*u'l“i‘nr-, .!;f'{'."'ifr'-faff (QOLiars, thousand lr"-‘"?"*-"'-“.
¥ . S : il : ¥ - -.' .4 7 IJI:- ) j Q 1 ) ¥ .I." .I- y .
hundred thousand, hundred ousana ao 1. Wnte and read the abbre ;
IFIII'LI.\‘I., f."_"l;-'ri-'fl'- 1.;""?'?1'; I'-"'- [”‘r i "ir ¥ ';"'.r If' o \ 1:11‘!'1!._ !Iili 111 1.‘l"]. Lt J"" ?y !” I
14 [.If}['ll:.fl:-f.}r.\\.l f’fﬂdl J.,-.r,-'q‘fl l}}f.f"r.:'afr,“\_ II’ .'n'l'!|.f_’ " r}l"l{jillh“" =) ..:. .II‘-"' I i ..!‘ -]-'f r {-'_n'.'.l"".l. Il
and ;"‘“-'*'-'*‘f'«'. aallons. barrels, bushets, feet, with numerals
:I ff'n'.'r{ 3, O 'clock

5. Write and transeribe 1n
1-'1:_',;!J:i!1'| l=-‘§'i+'|'T|:-.' i‘nll_'x'-
four words or phrases from

a list of fifty. This may be
supplemented by sentences
1f desired. Fifty words may
be selected from the follow-

2 Write and read the above abbreviated forms ine teacher-made test of

7

after a, per, scveratl, Ji U seventy five words

meanwhile
within the
t“.t‘l}'}l'nl}' i":ﬂ‘
outfit
whereabouts

several thousand dollars
4 Write and read related context, such 4as

. sometime
]r"t'[rl'ri :t'i:|1 :1111-'11'4 I_'--HI:HI:IH;__T lllr' u-:-uh

: = I]U'lt'tlu'[ﬁ'.
cenlts, pel cent | er cent per annum 101

which the abhhreviated forms may be used abandon
absent
therefore
accusation
association
appreciate
2% per annum
5. Write 1n shorthand from dictation a l1st halance
of fifty words or phrases of which ten per hereafter
cent. at least, should be unfamihar, then celebrate

transeribe in longhand children
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|
Teacher Procedures |
2. Explain and demonstrate that after nu-
merals:
dollars is expressed by a d written eclose
to the numeral and cutting the line of
writing
hundred is expressed by an n written
under the numeral
thousand is expressed by an th close to
the numeral and ecutting the line of |
writing
million is expressed by an m written on
the line close to the numeral
hundred dollars 1is i,‘?{pl‘t'*:-i:-:{'d h}-’ an nd
cutting the line
mivllion dollars is expressed by an md
written with an angle
pounds is expressed by a p cutting the
line
gallons is expressed by a g written under
the numeral
barrels is expressed by a br written be-
neath and to the right of the numeral
bushels is expressed by a joined b and sh
written beneath and to the right of
the numeral
hundred weight is expressed by a joined
n and oo written beneath the numeral
feet is expressed by an f written beneath
and to the right of the numeral
francs is expressed by a joined f and 7
written beneath and to the right of
the numeral
o’clock is expressed by an o written
above and to the right of the number
Explain that compounds of these are made
by joining, for example, hundred thous-
and dollars is written n under the number
th joined then d joined

3. Point out that these same contractions are
used with a (a dot), per (pr), several (sev),
Jew (f diphthong u)

4. Explain and demonstrate that cents when
preceded by dollars is written in numerals,
very small, above the numeral representing
the dollars; when cents is alone it is written
as a right s above and to the right of the
number : per cent  1s ]’i;-___f]lt 8 below the ﬂf_‘,'
ures, and by adding n to per cent you have

per cent per annum
Dictate test

o |
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Evidences of

few thousand
consequence
invitation
k““'\"ﬁ'l'l‘l.l;_:l.‘-
hereto
definition
otherwiseo
HHHLI'W]H_‘I'U
12 per cent

3 o’clock

109

Mastery

few hundred dollars

notwithstanding

H2¢

$10.92

$100,000

language

45 lb’[l.

1llustration

combination

a million dollars

}rnlii'}'

pleasant

sometime

addition

capable

convenience

{]t_‘\.'i‘]np

paid

SOomeono

answer

apologize

per gallon

300 feet

thanksgiving

elsewhere

whereas

herewith

fourteen hundred
dollars

$3.000,000

500 1bs.

five gallons

r,‘l}i3[r1"r:ltfl

900.000

absolute

a hundred dollars

ambassador

brilliant
dictation
cancel

500 franes
recognition
:tllj'}m‘-.'f
catalog
station
6.000.000,000
alendar




XXVIII.

ANALOGICAL WORD-BEGINNINGS

Time Allotment: about 6 days

Unit Objective

T'o learn that certain prefixes
are disjoined to express #r and
a following vowel; that deriv-
atives of words in ¢t do not
disjoin ed, or, er, we: and that
simple syllables such as in, un,
dus, re, nomn, may be _iuinwl to
word beginnings to form com-
pounds

Specific Objectives

1. To learn to recognize that
certain prefixes followed by
tr and a vowel are disjoined
to show omission of tr and

the vowel.

2. To learn to I:r]:lt‘i‘ the dis-
joined prefix above the line
of writing near the remaind-
er of the character

o. To learn to recognize and
read fluently words involv-
ing ‘‘tr’’? principle

4. To learn that derivatives of
words ending in ¢t, drop
the final ¢ and join the end-
ings ed, or, er, we, and that

ed 18 t*?{['rrt'*:ib‘mi by

9. To learn that simple pre-
fixes such as in, un, dis, re,
now may be joined to pre-
fixes for disjoined word be-

ginning to form compounds

6. To write and read fluently

from good shorthand plates

7. Test on Unit XXVIII

1%

L2

o

=]

Teacher Procedures
Explain that the prefix is disjoined and
placed above the line of writing to show
Place

long hand words on board and inelose tr

omission of tr and following vowel.

and vowel in parenthesis to show omission,
then write the prefix and the remainder of
the word in shorthand thus connecting the
omission in longhand with the shortened
shorthand outline. Illustrate. that centr,
counter 1s expressed by k; constr is ex-
pressed by ks; detr, deter is expressed by
d; distr, destr is expressed by ds; electr,
electric is expressed by el; extr, exter, excl
1S expressed by ex; wntr, inter, enter, intel
1S expressed by n; instr, is expressed by ns;
retr is expressed by r; restr is expressed by
TS

Demonstrate that the remainder of the
word follows the rule for the line of
writing and that the prefix is written above
and close to it

Additional practice of words into prefix tr
and vowel, and remainder of words

Demonstrate the readability of the outline
omitting the final ¢; then add t for ed, r
for or, or er, and v for we and point out
I1lus-
trate by use of such words as contract,

that the outline is éasily readable.
contracted, contractor, constructed

Explain that the joinings of in, un, dis, re,
non to the prefix to form a compound does
not change the position of prefix, nor make
the character less readable

Direct reading and practice of ‘‘Reading
and Dictation Practice’’

Dictate test
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SHORTHAND

Pupil Activities

Pupils will:

1. Point out the first syllable, the tr and fol
]u“"ing}:‘ \’l.r“‘r"lr-, :Hul the 1t'ln:'til‘nh'*l‘ of u'nlﬂi
from words on board and from teachers
dictation

o

9 Write and read words involving the ‘“ir’’
principle

3 (over the longhand prefix and read the

shorthand outlines for words 1n the text

4, Take primitive forms and add tr and vowel

to form derivatives

E'.JI

Cover longhand and read from shorthand.
Memorize the joining of these simple syl-

lables to disjoined prefixes

Read and write dictation practice

-]

_-1

Write in shorthand from dictation a list of
fifty words and phrases, of which at least
ten per cent are unfamiliar, then transcribe

1n longhmnl

111

Evidences of Mastery

Ability to:

1. Analyze the words recog-
nizing the prefix and the
omitted tr and following
vowel

2. Recognize the prefixes and
place them above the line
of writing and close to the
remainder of the word

3. Sound the prefix and omit-
ted r}'li:llnl*'. and read the
entire outline rapidly

4. Recognize and write the de
rivatives of primitive forms

5. Write and read words con-
taining compound disjoined
word ]!-1';_'[il.;H'!!1;_‘[-

6. Read fluently from short-
hand plates and from own
notes

7 Write and transeribe 1n

£,

longhand correctly at least
forty-four words or phrases

from a list of fifty

active interested
central intel i*.sf'lli;_f
center interests
construction interfere
contract interview
contrary introduced
control contractor
destroy countersign
distribution construe
distriet deteriorate
effective distrust
alectrna i"]l_‘t‘fl'ii'ﬁ_‘-'
enter extraordinary
entered extravagant
entering exterior
entertain intrude
exclusive internal
extra introduction
extremely entrance
instruet interrupt
instructed instrument
instructions retreat
instruction restriction
intelligent produective
interest erected




To

jui]lf’*i]

XXIX,

Unit Objective

that
characters

dis-

1':*})1‘&~51"*11t

learn certain

analogical word-beginnings, and
that these may be compounded

with other prefixes

specific Objectives
To learn to
disjoined prefixes, and their
that
some may be joined when

recognize the

correct positions; also

outline 1s distinetive

To learn the meaning and

spelling of words having

disjoined prefixes

Write and read words hav-
disjoined

ing analogical

‘.'-.'{11‘1]-}Jt?;__;'illuillgﬁ
that these word-
mayv be

To learn
h(_';__fillnin;:‘s com-

pounded with other prefixes

To read fluently from good
shorthand plates

Test on Unit XXIX

ANA IJ() ':"} 1(—1 Al

Time Allotment:

iy
'!.:'l-

Ut

6.

WORD-BEGINNINGS
about 6 days

Teacher Procedures

Demonstrate that with the exception of post
the prefixes are placed above the line of
writing near the remainder of the word.
Explain that the s’s for the prefixes self,
cvreu, curewm are written as they would be
1f the prefixes were spelled in full. Demon-
strate that agr, aggr are expressed by agr
loop; ant is expressed by a circle; decl is
expressed by de; wnel is expressed by e
circle; magn or me are expressed by m;
maltt 18 expressed by mu; over is expressed
by o; reecl is expressed by re; grand is ex-
pressed by gay; super, supre are expressed
by right s; short and ship are expressed by
sh; susp, suscep are expressed by ses; trans
15 expressed by t; wunder is expressed by oo

Point out that words compounded with over

and wnder are mot hyphenated. Develop
the meaning of these ‘words
Dictate words and sentences containing

analogical word-beginnings

Demonstrate that the joining of these pre-
fixes to other prefixes gives .a distinetive,
readabla form

Direct reading and practice of ‘‘Reading
and Dictation Practice’’

Dictate test




SHORTHAND

Pupil Activities
Pupils will:
1. Point out the part of the word which 1s the
prefix and state which character represents
1t

2. Define and i'liﬁjﬂill!'*l

prefixes

‘-Aill [l \'n"lf“lf"\ ]l:i‘.]ﬂ;

read words dictated, also read

3. Write and

from text with the longhand prefix covered

4. Distinguish the compound disjoined prefixes

]
d read them

and write an

5. Read and write dictation practice

6. Write in shorthand from dietation a list of

fifty words of which ten per cent, at least,

should be unfamiliar, then transeribe in

longhand

Evidences of Mastery
Ability to:

113

1. Recognize the prefixes and

character of each

l]r Wi II'I]_"';.

Read

1'.1_1!11- |

nmtaining analog

i o H]H‘” Illl!] ;,;'il't‘ ﬂw 1]11'-:1]1511;;‘4
dictated

:ll:'] L} !:Tlr -';i';“..!il-:l1"!.\

i oy
lr |¢1

disjoined word beginnings

4, Recognize

Illlal

I't':lr]

and

write words involving these

compound disjoined prefixes

. Read

hand pl:

notes

0. \Write

fluently from

and from

tl'!lll"*‘l'l'!hl‘

longhand correcfly at

fort y four

list of fifty

L

agTeo
agreement
cireular
grandma
ineluded
inclusive
overdue
paragraph
post office
shortly
Hll}:]'lr';l't
transaction
transit

nnderstand

aggrevation

antecedent
decline
agreeable

agriculture

circumstances

inclined
includes
Over
overlooked

p ostage

b}writ

Filu}l't-

oW

1N

least

words from

b

superintendent

.‘"‘Hi'i] cilg

transfer

transportation

understanding

antagonize
antic
magnity
agreed
anticipate
grand
include
including
overcharge
oversight
postal
shortage
superior
suspect
tI':illhlﬁvl‘]mI
under
understood

anticipation

declaroe




XXX,

Time Allotment:

Unit Objective

that 1n
stand and misunderstood words

To learn misunder-
and phrases that the first syl-
lable, word or phrase is placed
line of

stood beneath to ex-

on the writing with
stand or
press under; that such words as
exira, enter, over, under, short,

center, counter, and agree are

expressed by prefixal forms
over next word; that done is
expressed by den in phrases;

that than is expressed by =n in
phrases; & may be used for us
in phrases; d is used for de-
partment 1m phrases; and that
words are omitted in phrases
where grammatical construction

necessitates their restoration

specific Objectives

1. To learn that in misunder-
and misunderstand
that the first syllable, word,

or phrase is placed on the

stood

line of writing with stood
or stand beneath to express

under

2. To learn that extra, enter,
over, wunder, short, center,
counter, agree are expressed
by prefixal forms placed
over next word

3. To learn to express done

by the den blend in phrases

4. To learn that than may be

expressed by 7 in phrases

5. To learn that us in phrases

may be expressed by s

1.

2

LD ™

=l

=1
.

PHRASING PRINCIPLES

about 4 days

Teacher Procedures

Demonstrate on board misunderstand, I un-
derstand, I do mnot wunderstand the read-

ability of this prineiple

Place phrases on the board illustrating use
of these prefixes as words in phrases and
point out the position of these prefixes in
relation to rest ofl the phrase

Explain that den blend saves time by
eliminating the angle, and is easily read in

phrases

Demonstrate that = substituted
for thn (than) in phrases to inerease speed
without loss of readability

may be

Show the readability of s for wus, and
demonstrate that it 1s often joined contrary
to rule to distinguish from other possible

words

Explain that the d is placed in the wng-
position

pointing out
modifications or omissions which must be
phrase grammatically

Analyze phrases on board

restored to make

correct




SHORTHAND

Pupil Activities

Pupils will:

1

0o

vy

0.

=]

Write and read words and phrases contain-

ing understand and understood

Experiment with phrases containing these

prefixal words, thereby learning the use o1

them in phrase writing

Write and read phrases containing the word

(fr;fff“

Practice phrases which use n for than

Practice phrases in which us 18 rx]-ws:qwl

by s

Suggest names of departments with which

thevy are familiar, thus 1li*1i-l||i~il|;: the use

phrases

of iiiﬁjrlihrwi d 1n

and read these phrases until

Write

thoroughly fixed in memory

S, Read ‘¢1 Netation i ractice’’

9.

Write this exercise

10. Write 1n shorthand from dictation a list

of thirty-five phrases and later transeribe

1n lunghuml

115

Evidences of Mastery

_\1l“ily to:

1.

6.

Write

phrases

and read these

Make use of

these prefixal
forms in phrase 1

ing

¥ =4

WTi

\IIIPI\ T]lt' H’I-' I ]*]1'?“1 O
{lh.':i‘*-l' ( rimT:!éTI.E!:;L T]:*' ‘.'w.'lll'l{
;!'.i].n.i'

Write and read fluently
phrases in which n 18 used
for than

Write and read }r]lfﬁ: eSS 1N
v'-}ll'.'!l "" ::"""1 Tptll' LS
Write and read phrases in
which d is used for depart-
ment

Write and read these

phrases without hesitation

Read fluently {from short-

hand plates and from own

notes

Write with high tlt};[iw' of

accuracy on this new ma-

ter i:il
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specific Objectives
To learn to express depart-
ment by disjoined d

To learn that word forms
are modified or a word is
omitted where grammatical
construction of sentence
makes i1ts restoration neces-

sary for clear meaning

To read fluently from good
shorthand plates

To apply the phrasing prin-
ciples to the ¢“Writing
Practice”’

Test on Unit XXX

Teacher Procedures

8. Direct reading of ‘‘Reading and Dictation

Practice?’

9. Assign this practice for study

10, Dictate test
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10,

—r

L17
Evidences of Mastery
Write thirty-five phrases
from the following list and
later transcribe in long-
hand correctly at least
!}:H'I_\' one
NOoTE: The following is
sugge ted as a prac-
tical plan for grad
g this test and

simiuar ones

or oo correct 1 or A
z or B

y or O

” it or D

T less v D 0] ]:

under any

short time

agrea with you

]lilﬁ In'i‘I't 1IIIIHI.‘
oreater than

better than

FIVEe UsS

write us

shipping department
f course

at once

day’s sight

oreat deal

}'-HH' iu]*]t*l‘

first class

to a great extent

at the same time
once 1n a while

In My opinion

im the first place

as soon as possible
as a matter of fact
over and over again
on hand

I cannot understand
should be done
nearer than

let us

shipping department
as follows

on account of the fact
whether or not

at all events

do you know




XXXI.

Time Allotment:

Unit Objective

To learn certain analogical

word-endings which are joined

Specific Objectives
that the joined

represents a

1. To learn
word-ending
com-

definite syllable or

bination of syllables

2. To learn to write joined

and i]{igit'ﬂl WOl ll-i‘llt.lill_‘,{i

3. To learn to read words
containing anological word-

endings

4. To learn the meaning and
spelling of words in the

manual

To read fluently from ;mu,i

) |

shorthand plates

6. Test on Umit XX X1

L

6.

ANALOGICAL WORD-ENDINGS

about 6 days

Teacher Procedures

Place the word-endings on the board, show-
ing that their outlines represent the long-
Demonstrate by
that
these word-endings makes a distinet, read-

hand syllable or syllables.

writine shorthand outlines joming

able outline

Drill on words containing joined word-

endings. such words as,
that the dis-
-itlillt"“c] }H!'I&K 1s written above the rest Hf

that the jog is omitted 1n

Point out 1n
cureumspect and E..”-fli"ﬂ.\'f_'-‘f_ Cl
the outline;

termination nment. In the termination
flect, flict joined to consonants at angle the
suffix is written without an angle, and when
joined to consonants without an angle the
[ of
Demonstrate that the endings scribe, pute,

fleet, flict are abbreviated, and that shun

the suffix 1s joined with

1s added to give the tion ending; stent and
{tent are t‘f{]_‘rl‘t‘:'ir“t".] I-_v sht and that ciency
adds se; ure 1s expressed by r; ture 18 ex-
pressed by tr; wal and tual are expressed
by l; quire expressed by ki; pire 1s ex-
perssed by pi; nsive 18 expressed by nsv
and that the n» may be blended with 7 1n a
ten blend; sure, jure are expressed by shu

and J—H{.

Work through the words in manual em-

phasizing the readability of the joined

suffixes
Develop through oral spelling and definition
the correct spelling and meaning of words

im the manual

Direct reading and practice of ‘‘Reading
and Dictation Practice”’

Dictate test

an angle.

-
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Pupil Activities Evidences of Mastery

Pupils will:

: |

1. Memorize joined word-endings.

from shorthand outlines on the board

from the

2. Write and read words studied

manual. Experiment with the joined word.

endings on new words to develop the ability
to recognize the word-ending in unfamiliar
words

o. Cover longhand suffixes and kev and read

nvolving word-end

without hesitation

Write sen-

4, Spell and define these words.

tences containing these words

0. Read and wnrite ‘‘Dictation Practice?’

6. Write in shorthand from dictation a list of
transcribe later in long-

fifty words and

hand

Read words

,'\ili“l}' to:
I E ]El‘i':ill

]‘t':u]

lrl.-:itll

from

the

1] 3T 11}

Use

familiar wo

'-’l'! i

and to use

‘I||_|i]:{'1!

familiar

¢ hne

\Ynlrﬁq-l‘iiiiiliL:F.

outlines Oon

and

rds

the

In sentences

:}, I{l‘;ltl

hand plates and from own

I[Htl*_‘*}

6. Write and

longhand correctly at least

forty-four

st of fifty
subseription
ancient
proposed
secure
picture
t‘li!Iii]
prospect
i]liilli!T‘
agency
assure
treasure
assignment
expectation
1!i5¥|*'ﬁ111
Inquiring
]nrn]mr&itif:!l
secured
rlt'ﬁf*ril}lﬁ
patient
¢1i*-‘~]br!.‘4itii'|]l
nature
feature
actual

expect

requ 1ro

fluently

I*l'HIiI

tra II.“-{'I'”'I‘

words from
urgency
Measure
result
assuring
imspect
assurance
patience
supposed
required
description
disposed
reputation
lecture
mutual
inspection
requirement
expensive
leisure
pressure
adjournment
]r!‘n:-]u'i_'fi\'{_#
eventual
expected
pictures
results

\1‘”]'1! t'flrf-

",5.1|!'|1-:

1].".’.‘[ i'-'?]1‘u'f]_‘~.'

short-




To

word-endings

XXXII. ANALOGICAL WORD-ENDINGS

Time Allotment:

Unit Objective

learn certain analogical

which are dis-

joined

)
s

0.

sSpecific Objectives
To learn that certain word-
endings are disjoined and
that the
preceding vowel is omitted

1t 1s understood

To learn to read words
confaining disjoined ana-
logical word-endings

To learn to write words
containing disjoined ana-

logical word-endings

To learn the meaning and

spelling of words in the

manual

To read fluently from good
shorthand plates

Test on Unit XXXII

I

o

E'..'-I

0.

about 6 days

Teacher Procedures

Demonstrate on the board the division of

the words into the beginning syllable, the
omitted vowel, and the disjoined analogical

word-ending

Explain that the vowel must be supplied in

reading words containing the disjoined

analogical word-endings

Assign words in the manual pointing out
the positions of the endings, showing that
they “are written close to and after the last
character with the exeeption of egrahpy and
its derivatives which are placed above the
last character. Explain that ward is joined
in forward, afterward, wpward and back-
ward. Point out the two positions for logy,
logical, and in normal position for ograph
Show that tical, icle,
acle are expressed by %; tic is expressed by

and its derivatives.
a cirele, tical by a loop, tically by a loop
with e loop inside like the longhand o; Lty
1s expressed by [;
and wlation adds shun; bility 18 expressed

ulate is expressed by wu

by b; city is expressed with right s as
though city were written out; fication is ex-
pressed by f,; gram is expressed by gay;
ship is expressed by sh; mental is expressed
by m; mity is expressed by mt blend and

mty by nt blend; stic is expressed by st

Dictate words to be spelled orally and de-
fined

Direct reading and practice of ‘‘Reading
and Dietation Practice’’

Dictate test
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Pupil Activities Evidences of Mastery

Pupils will: Ability to:

1. Hi“t"l'i:’__{l]i?t‘ ”I.t_‘ 11.11*1' iij‘».'ir-:il_sn:% nf Wnl'ri:-; COTIl- 1 Ht'('u;j_’lii.{i? t]lt‘ |]iﬁj.ti11{1-'l

taining disjoined word-endings; analyze the analogical word-endings

words which are lrlru'ml on the board into and to divide words into

the three divisions the three divisions

shorthand outlhines
Supply the

vowel and

o ]{t‘:ul
phonetically.
omitted

recog -
nize the suffixes

3. Write and read words in
volving the disjoined ana-

9. (Cover longhand endings and key and read t. Spell, define and use cor
' ' : 4. sSpel, denne andt 86 COT-
]Jl:!]lt ’.it'!l”}' .‘*-i'.‘-]”l:li;!l !|1['{]][]f‘;~; e .” | f . | | |

rectly words involving ana-

]1.;11-;11 'U,'l‘J]ll t'!ll“li:__:."i i“

manual

5. Read fluently from short-
]mrul [}1:111*.*% Et[ul 1‘Iilll'l Oown

notes

6. Wnrite and

I'q*{'[l}‘ al

transeribe cor-
least
words from a list of fifty

Ty

3. Read and from the

'f“‘:'l*'_l}'.'i]l*"_l

wrrtp s t114 1 6 : _
VI words studied h*l'i}‘-llbur
manual. Recoenize and write the

word endings in unfamiliar words . ,
: ' article authority

Ilt'!liti*f sincerity

political specification
personality photograph
formulate desirability

]a_-;;”];i_’tiun tl_']t.*;_[l'ill"]l}'

hl"!lhlll'rll]l_"-' program

4. Spell and define these words and use them | 7l _
: | s simplicity friendship
correctly in sentences .

theoretical domestic
security musical
classification medical
justification eritical

i;lu:-tn;_{[':tpll}' ff,ll'”l:i“t}'

telegraph regulate
5. Read and write ‘¢‘Dictation Practice’’ telegram ability
: afterwards capacity
fraternity electricity
practical majority
physical popularity
eritie notifieation

6. Write in shorthand from dictation a list of
fifty words at least ten per cent of whieh
are unfamiliar and transeribe later in long-

hand

locality
formulation
possibility
reliability

scarcity

T}'['m[_f]“:i[l}l_‘l.-‘
telegrapher
telegraphie

forward

courtship




To

have no

writ
very

X XXIII.

Time Allotment:

Unit Objective

that
and

understand imitials

context, when
ten the characters must be
To that

accurate. learn

small longhand letters are given

pref
and
o 1

of 1

Q.

-l
L

erence 1n writing initials
to learn that certain phras-
nake use of the expedient

ntersection

Specific Objectives
that

importanee 1n

To learn accuracy 18

of prime
writing shorthand initials

To learn that ]t"p_'i]ill‘ II.IHL"-
hand is essential in writing

mitials

To to shorten oft-re-

peated phrases peculiar to

learn

the business by means of

intersecting, without loss of
I't‘:lm]ilililjt}'

To learn intersected phrases
in the manual

To read fluently from good
shorthand plates

To fix rules and methods of
writing words in the last

three units

Test on Unit XXXIII

)

8}

INITTALS

about 3 days

Teacher Procedures
Demonstrate that the character represent-
ing the sound 1s used for the initial

Explain the vast amount of time and money
wasted in trying to figure out incorrect

HAINEeESs

[ixplain that the writer must use his own
initiative in making up and writing inter-
that the
must be rapidly and easily written in order

sected outlines, and intersection

to be a time saver

Fixplain that these are oft-repeated phrases
common to many businesses, and they will
serve as models for their own initiative in

iIl"r'I'r-iu-nl"Ii]”.:

Direer reading and practice of ‘‘Reading

and IDiectation Practice’

transeribe new

Analyze

and have pupils
for additional

these for elass to show application of rules

Dictate

words practice.

Dictate test




SHORTHAND

I

[em—Y
-
e
- -
'

Pupil Activities Evidences of Mastery
Pupils will: Ability to:
1. Memorize the outlines for i1nitials 1. Write the outlines for

initials accurat ly

Lﬂ ’F:;t-- Nnames :1rt|11f|TI']Y

and speedily

} F - 3 | 3 11 1 ¥ b
2 Write names containine initials and ex
l'}HfTiuﬁ' ?r-1*1~-v-}t= to see 1f namnmes are I-h~;l}

Write and read intersected

-

read by another
}41[:*&1- thTi: a8 Inudcil f1+w

{it'-IH oS ||T1I_-l_"" ]IILIT".‘.“V“

hands plates and from own

Il .'I__. -
3. Coin new intersections from pupil’s Knowl- 6. Write and transcribe i1
edge of terms used in different organiza- longhand the new words
tions oiven for additional prac-

price list selling price

list price market price
4. Write and read intersected phrases 1n hank draft School Board

manual order blank member banks

political party stock market

enclosed blank

General Manager

Assistant General Manager

bills payable

Li]!ﬁ Iﬁw’vikﬁilu*

5. Read and write ‘‘Dictation Practice’’ . :
proit and loss

Board of Trade
application blank
bond and mortgage
chairman of the ]Jluiril
commercial paper
6. Write and transeribe new words account current
certificate of f]t*]lnh'it
commercial draft
Federal Reserve Board
torture

:erFilul

transeription
7. Write additional practice test proficient
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Evidences of Mastery
€Xpose
exposition
computation
dispute
{it‘]'l:l'rtlll‘n
capture
eventual
ritual
umpire
expire
St I‘ih;’_;l‘fu*}'
I':Uilt‘:il
logiecal
suracal

athletic

emphatic
I,,_H-.ti!-.
fatality
I.I'i\'!rlif}'
facility
stimulate

insulation

stipulate
stipulation
impartial
f.t‘:'l.‘w'i}}i]it}-'
possibility
I'l""'%I]I"i_‘t':i.Eill}it:h‘
durability
veracity

scarcity

tenacity
geologist

}'IEU]H}_:}'

apology
popularity
sineerity

security
1dentification
classification
curb market
Chamber of Commerce
Board of Eduecation
endowment policy

vice versa

1demnity policy




XXXIV.

To

Time Allotment:

Unit Objective

learn the outlines for

states and territories and prin-

cipal

cities of the Umted

States

0.

L AYE

Specific Objectives

learn the outlines for

states and territories

To learn the adopted long-
hand abbreviation

for
the

outhnes

llf'

the

cities

To learn

prineipal
United States

To read fluently from good
shorthand plates

Test on Unit XXXIV

STATES, TERRITORIES
OF THE U.

CITIES

AND PRINCIPAL
.

about 4 days

Teacher Procedures

. Stress the similarity between longhand
abbreviations and shorthand outlines 1n

many of the states

. Point out that the abbreviations in long-

hand are those adopted by the Post Office
Department

Explain that few cities are spelled out, and
that most of them make use of the abbre-
viating prineiples

4. Direct reading and practice of ‘¢ Reading

and Dictation Praectice?’

Ihetate test




SHORTHAND

Pupil Activities
Pupils will:

1. Practice outhines for states and territories

2. Memorize the correct longhand abbrewvia-

tions

the outlines for the principal

cities by writing and reading

3. Memonze

Practice’’

4 Read and write ‘¢ Dictation

5. Write in shorthand from dictation a list of
fifty names of states and cities and later

transeribe in longhand

Evidences of Mastery

_\}li]if}' to:

1. Automatically

write

and

read outhnes for states and

territories

rapidly an

‘llhilt_*-'-i'l"]}n"
hidly  the

T

liit

these cities

4, Ht'.‘lr.i

2. Transeribe

fluently

accurately an

abbreviation

accurately

from

hlllrl'f.

d

and

“‘-:Hllr"- IIU['

hand plates and from own

notes

0. Write

and

transeribe 1n

longhand correctly at least
forty-four of a list of fifty

names of states and cities

Jalif,

D. O,

Guam

_lw;\r;t

Maine

Mont.

NLYr

Pa.

R, H.

Utah

Vt.

Wyo.
Chicago
Philadelphia
[.os Angeles
St. Louis
San Francisco
Minneapolis
Kansas City
St. Paul
Louisville
Rochester
Denver
Houston
Akron

Omaha

San Antonia
Richmond
Norfolk
Bridgeport
Miami

Des Moines
Jacksonville
Salt Lake City
Wilmington
Albany
Lowell
Duluth

K1 Pasco
Spokane
Alabama
Conn.,

Idaho

Md.

Texas
Pittsburgh
Indianapolis
Memphis
Dayton

Fall River




XXXV.

NAME TERMINATIONS, ‘“STATE OF?”’ JOINED,

CANADIAN PROVINCES AND CITIES

Time Allotment:

Unit Objective

To learn name terminations,

burg, ville, field, port, ford, ing-

ton,

ingham, ton, and town;

certain cities and states may be

phrased ;

phrase ‘‘state of’’;

of 1s omitted 1n

:I.];\;n lt'HI'Il

Canadian provinces and ecities

)

—

Specific Objectives

To learn the

burg, ville, port, j'f}r'ff, ﬁf'hf_

terminations

'?.-HI(HUH, iai‘yhnm, ton, and

town

To learn to join states to
cities when possible

To learn to omit of 1n

phrase ‘‘state of’’

To learn outlines for Ca-

nadian provineces and cities

To read fluently from good

shorthand notes

Test on Umit XXXV

about 5 days

Teacher Procedures

Explain that the terminations burg, ville,
field, and port are generally expressed by
the first letter of the termination joined or
disjoined ; that ford is expressed by fd;
mgton by the ten blend in the ‘‘ing’’ po-
sition, tngham by m in the ‘‘ing’’ position;
that ton is expressed by ten blend and the
termination town 1is written according to
rule

Demonstrate that the joining of states to
cities saves time and speeds up transerip-
tion because the city and state is read as
a unit

Demonstrate that by omitting of and join-
ing the word state to the name of the state,
(with the exception of over curves) the out-
line 1s very legible

Demonstrate that
also make use of the abbreviating prin-

many of these outlines

ciples. Drill on these outlines

Direct reading and writing of ‘‘Reading
and Dictation Practice?’’

Dictate test




Pupil Activities

terl I 1 L | niiia
1 t | S, S
) |:_ “4 . . i
\L.\\-\\ai"h 1 '| - ’ ]

SHORTHAND

=1N o thel VoI
1
T1OWNS 8 |.__bT
|!I4 - ] |
them wherevi

l. l.—} erine | | '! f 1 | 1 Tl|.| Wil |
Stats 1 il Liines o t 1 <tati 11 (]
territories

4 Write and read the outlines foi the Cana-

‘]“1]’1 I-IIJ\jleq'a ,'-_}|4! ci1ti1es

5. Read and write ‘¢ Dietation

6. Write in shorthand from dic

fifty names of ecities and

transeribe later in longhand

Practice’’

tation a list of

countries. and

129

Evidences of Mastery

\L}'l!i?'\' 1o«

Write i'z!'ti read ti]t't;."_‘" 01

familiar and 1
||TI_| -
Connect city and state
l i | T } Bl B !"
Vial * L1l
{ TATIO]
L W |l with
11 .r1.| i TE“ |
$ | P |
v t f -
| . ||1‘l | 1 ¥
L ] r | i 4
\ \\‘".I L L1 * transcripe
longhand correctly at
forty-four of a list of
LIS '.']. SLALeS :LEI*.i i

Harrisburg
Fitehburg
Zanesville
Knoxville
Plainfield
Johnston
Davenport
Rockford
Kensington
Birmingham
Charlestown
3uffalo, N. Y.
Boston, Mass.
Mich.
State of Nebr,
State of N. J.
3altimore, Md.

Memphis, Tenn,

Detroit.

.'\Timu'*:'t]n:nlﬁ. Minn.

State of Mass,
Stato of La.
State of Minn.
Nova Scotia
Qll{*hi'ﬂ
Ontario

.

NN IsAINniileatl

-

1§ -
™

-

]1- =1
nitcs
lt;"‘
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Evidences of Mastery
Saskatchewan
\iberta
British Columbia
N. W. Territories
Newfoundland

Winds

= t Jol 3
Bell |

{ Ingtol
Fiaston




To learn

XXXVI.

Time Allotment:

Unit Objective

the words of short

vocabulary

L
LB

sSpecific Objectives

there

01

learn

To

words

al'C  INndny

fre-
quency which are necessary
Lo

ulary

not high

make a workable vocab-

To learn the words in the

short vocabulary

To learn spelling and defi-
of

nition these words

To read fluently from good

shorthand notes
To wnte with readiness
dietated matter
To transeribe understand-

ingly matter dictated dur-
ing a five minute period

Test on Umit XXXVI

A SHORT VOCABULARY

1k

-

about 6 tl:l_'f:'-':

Teacher Procedures

Point out that the words in the short vo-

cabulary are common to practically all

businesses. Show that many make use of
the abbreviating principles and they also
make use of the analogical word-endings

and word-beginnings
Drill on the words in the short vocabulary

Dictate words in vocabulary to be spelled

orally and defined

Direct reading and praectice of °‘Reading
Direct reading and praet f ¢“‘Reading
Dictation to
time have pupils read from longhand matter

and Practice’ From time
similar in intensity to dictated matter in

order to compare reading rate

Dictate and redictate matter until pupils
can write it fluently. Dictate original or
selected matter making use of words con-

tained in repeated dictation

Dictate uniformly and with meaning orig-
inal and selected matter. Permit pupils to
make use of dictionaries and other author-

1ties, including the shorthand dictionary

Dictate unit test




SHORTHAND

Pupil Activities
Pupils will:

1. tealize the words as

part of a |

sStenog

asiec voeabulary for a

I'ﬁl‘rh(.‘l’

I | l | - 1 ..l —
2. Write and read the words in the vocabular)

: l'1.‘-«.1"' tltl-‘. 1 1 - | i 1 Qi T|-1 I~ 1!!1
1
‘.!Itill T[I ("lass
4. Read and reread shorthand plates

readine rate comparable to

notes to dey r",--.;:

longhand printed matte:

nrnh-r--‘l:meiiri:

5. Write with confidence and

the matter dictated

use
Read

thus

6. Prepare for transcription by making
of dictionarv and other authorities.
notes l':i[ti*“\' once before transceribing,

avoiding dilatory habits in transeribing

7. Write suggested unit test

133

Evidences of Mastery

.'\l-liif}‘ to:
l. Appreciate
these words
ulary

) ]1
gyt il | S ]
Fa VL) 110 .00

|'i1ll

iIl one ‘:-l ‘-.m‘:_'i"f.r-

the value

and all

write

short vocabulary words

Transeribe

tainine

the

'.1 ..|'_'l|.||:

material

words 1n

COIl=
the

1ary

=8 ¥ 1" ! "M i A
il r A ..-4|' i ' | .

“-[-' vted matter 80 words a
1t
New matter 60 words a
minute
Syllable imtensity \PProx-
tely 1.40
6. "1 seribe 1 horthand

lowinge

Stan

'iH!!E*'

(lass .lfa rhrr’ ns

Rate 20

words a

minute

\ccuracy 989

.“‘“'I“ ”.‘lll|**

i:];:lh']_‘-' 1.

fi-]ii‘l\‘llt‘

n'-rmu‘l:JItl:lit'

arrangemendt

letters
7. Write

efficiency

unit

abandon
accurately
alphabet
American
argument
attorney
benevolent
elerk
1HIH‘|1111|*
fault
]H'Hi]n;ll:l! ters
jurisdietion

legisliate

intensity

standards

approx-
0
do mnot
an artistic
of business
test with usual
likewi1se
messenger
mortgage
observe
parcel
}ll:'til]\‘ i
;tlur‘-«m-n?n
punctual
quahify
salesman
.wln‘-:*ifitt

=188 1'1'\“11




SECOND YEAR
specific Objectives

1, To understand the aams and values of HI"]lil:'_tl'.'lilllilf tl':li]lill_{:_‘

2. To know the facts as to vocational opportunities for voung women and
young men with stenographic training

). To know of the promotional possibilities for young women and young men
i stenographic positions ‘

4, To appreciate the value of personal hygiene, cleanliness, and pleasing per-
sonal appearance, good manners

5. To develop desirable business traits

6. To wmprove reading ability

7. 'To improve writing ability

8. To build a large vocabulary and make it automatic

Y. To understand and appreciate the value to the stenographer of exact use of

the mechanies of Knglish

10, To !lt‘\i’frlli :l]ﬂ]”_\' to detect errors in ]':II_LL“E*]L and t:.']'l!tl,'_[

11. To acquire speed in taking dictation

2. To transeribe according to a commercial standard

— .

Teacher Procedures

1. Explain that research studies by leading psychologists and educators have
proved that the mind training derived from shorthand study is equally as
valuable as that provided through pursuit of the traditional academic studies.
lixplain that the major aim of stenographic study is gainful employment
and that the best jobs usually go to those who are most fit. Explain that
culture in the history of individuals and nations has never preceded in-
dustry and ecconomiec success. Explain that out of stenographie training
should come a readiness to serve not only in taking dietation and trans
cribing but in the multitudinous activities of the business office.

2. Give talks on advantages and disadvantages of shorthand as a vocation.
Arrange for talks by graduates and others familiar with the business and
protessional uses of shorthand. Suoggest books and articles to be read on
this subject. DBring out the fact that in many instances young people are
employed because of their stenographic training, where a major portion of

the work has to do with duties other than stenographie. This suggests the

fact that stenographie tramming should be ;u-.-nmp:mivtl with other commer-

cial traming

-

3. Explain that certain businesses offer employment to young men with sten-
ographie ability because of the policy of advancing those who show capacity,

to secretarial and adnunistrative positions. I-:\;li]:]in that many young wo-

L

men gain promotion through successful handling of stenographic and cler-

ical work. Secure talks by graduates who have gained promotion through

) oa

stenographic service
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4. Give talks on health, suggesting value of sleep, recreation, and other ways

of keeping personally fit. Talk of advantages of courtesy, deference to
elders and to superiors, consideration of others. Have pupils rate them-
selves on matters pertaining to personal appearance, physical fitness, and
courtesy

O. Discuss the ten most desirable traits of the secretary. Set up projects to
develop desirable business traits. Call attention to literature that gives

suggestions for developing superior personal qualities, such as manners, con-

'S

duct, and appearance. Stress the value of physical fitness

6. Time the reading of the daily assignment in Specd Studies, Intenswe Exer-
cises, and other supplementary material, Establish a minimum rate of 120
words a minute. Assign matter in shorthand plates to be read in one-min-
ute relays. Have pupils attempt to read shorthand notes at rate equal to
their reading rate of printed matter. Note rate as well as aceuracy in all
recitation work from pupil’s own notes. Discuss meaning of unusual
words or selections

' Dictate the same letter or artiele at an ir11"rr'.‘i-1r|.',_; rate ot .H}HHI In order to
develop fluency of outlines, Note errors in reading notes and find the
causes. Was 1t due to proportion, similar outlines, incorreet phrasing?

Conduct penmanship drills on characters, words phrases and sentences

oo

Test on 25 words and phrases daily in third semester; test frequently in
fourth semester. Give frequent reviews of text material. Emphasize wide,
general reading. Discuss magazine articles whieh should prove of value for

self-improvement, Correlate this work with that of the English department

to gain assistance in mastery of voeabularies for speecific lines of business

thus derivine benefits trom intensive F[iili}'

g
J. Using shorthand reading matter as a basis becide the spelling, punctuation,

capitalization, sentence structure, paragraphing, et¢. Where signs for quo-
tations and parentheses appear decide on the correct use of other punctua-
tion marks in connection with them. Report to English teachers the problems
most difficult for stenographic pupils. Dictate for transceription exercises
which give practice in diseriminating use of punectuation marks

10. Help pupils to develop habits of critically reading all typed matter before
handing it in as a finished piece of work. Have pupils exchange typed
matter including transeripts for the purpose of providing practice in de-
tecting and correcting errors

11. Emphasize that a good memory 18 a great aid to one taking dictation.
Repetition practice of prepared matter. In third semester dictate about
one-fourth new matter; at the beginming 959% famihar matter; in the
fourth semester from one-fourth to three-fourths new matter. Sustain
interest Ill]ti11;]| l‘ii][j!H“lTiHH, Dictate mi mory sentences

12. See that pupils have a thorough understanding of the rules of punectuation,
capitalization, and sentence structure
Note: There shquld be a close correlation and coéperative spirit between

this department and the Business English department

Present and discuss letter forms in correlation with typewriting practice.
Stress spelling. Stress neatness, placement, and arrangement of letter.

Time the transcription work. Develop initiative and independence. Pro-

vide for practical work of actual commercial value. Direct the editing of
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letters brought in by members of the class. Select dictation material for its

practical value and ethical and social content

Pupil Activities

Pupils will:

.

0.

11.

Keep desks in order, file papers, get papers from files, clean and cover ma-
chines. Do work at desk and machine in quiet, unobstrusive ways. Observe
things that need to be attended to and cooperate in attending to them. Be
ready to assist matters of class and school administration routine. Volunteer
to do stenographic and ' clerical service for teachers and principal’s office
Interview business men and women. Talk with graduates who successtully
['nI]']Il]i.‘tt’lI r-'-li‘lln;;l':l]r[lil' COUrses. Read articles 011 \.qu':ltluu;ﬂ l']'fllil'lllllitji‘.'é
[Listen to talks on promotional opportunities in business. [nterview grad-
uates, business and professional men and women. Read biographies of
successtful people

Discuss ways of cleaning hands, faces, teeth, finger nails, and bodies; how
to keep garments fresh and attracfive; shoes in repair and polished. Discuss
the true meanings of courtesy and deference. IEvaluate personal appearance,
physical fitness and courtesy according to some scale, or plan worked out
by class
Observe desirable traits of office workers. Make an analysis of day’s work,
attempting to evaluate one’s efficiency. Report on readings that suggest
the development of outstanding personal qualities., Learn and apply health
prineiples

Time the reading of the daily assignment. Underscore difficult words and
phrases; practice writing these in shorthand. Read five times and determine
inerease in rate

After reading the daily assignment, practice difficult outlines, new words,
and phrases. Write a mmimum of 2000 words daily of practice. work at the
mid-year, and 4000 words daily of practice work at the end of the year.
Criticize notes and mark the best copy. Exchange these copies and eriticize
for one specific thing—slant, proportion, artistic outlines, Use penmanship
drills found 1n The Gregg IWriter

Master the vocabulary given in all texts used—Manual, Speed Studies, Ii-
tenswe FExzercises, and General Readwng, Master new words found in sup-
plementary reading in the Gregg Wnriter, ete. Learn to write and to use
the new words heard or read anywhere. Cultivate a dictionary habit. Write
in shorthand lectures, sermons, h}ii‘l"i'ill'.‘*, heard direct, over the radio, qQr
from the phonograph. Always complete every sentence begun

When reading shorthand plates decide problems of spelling, punctuation,
capitalization, paragraphing, ete. Using typed exerecises, insert punctuation
marks, capitals, ete., giving reasons

Read all typed matter and make all needed corrections in order that com-
pleted work may be perfect or at least free from errors in grammar, punc-
tuation, form, and t}'IliI::_f. See that .blotches; ]'iu;_:w‘l' marks, ete. are removed
and that all errors are neatly corrected or that the paper is rewritten

]h".'r'inlr manual i]!‘.“{lt"l'lf}’ ]r}' the use of 1]1;_1'if:- or of a memorized sentence

composed largely of brief forms. Note and practice phrasing. Inecrease
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1

Ilw memory span 'I-.‘.' ;:I:u%r.::'.”“».' I Ei:”u'! Ing wrining, and 1-'T:;;!'I' i=]:?:-.~-1'« and
sentences, [':ht' HH!E._HH!' i1l iil.“t.':r-lil'__[ ‘\1':!}- and means ot ogetringe “"i'f'i' men-
tary dictation

Hand in mailable letters daily. Learn to punctuate notes by listenming to
the inflections that the dictator uses to convey the meamnge. Take dicta-
tion for the principal, department heads, and other teachers having com-
mittee work [H'iT.'H!il!!; to school. work., sSeek part-time WOork 1n a business

office. Make a hist of firms for whom members ot

-
—
i
|
e
-

‘n.‘u.ul'];.; 11'1 i‘:zl'!L 1..!'.l!i-r'l --i.':"-T ol H'E; 111 ],.- INnterviews :-,|;.j Lrom 'Ulifl-ll:: ill‘
obtains one or more letters. Participation in such interviews strengthens
Tll{" iirlirli'ﬂ "-.I'I"'.!l.":?.'1i Interest, L!dﬂiti.‘w 1D Nhis vocal '_‘-i'|.'1‘.'. and .'1'4 [ affords a
means of contact between the commercial *]U }I':.‘!HL"!:’ and the business man.
Diseuss, and, 1f necessaryv., edit the letters brought in by the elass. Trans
eribe new material at the rate of 25-30 words a minute or better Paxy

attention to details

Ability to:

1.

)

et s

il
L) s

Be apt 1n giving servic Attend to details and gain accurate results
Realize that there are many exaggerated notions as to the opportunities open
to stenographers with 2 the mmercial preparation or fitns

Hl?t!l [NNECessary Be alert in -';i““"-“[!f",_'_' Hih"__:* that ?"'i'at to be done :1]!_ii|
doing them

Grow in politeness to pupils, teachers, and wvisitors. Improve

-
—
-
d
.
-
bl

traits desirable 1n business

|':1.II_'~; out directions without immediate .=*L}w1x1aéu'|. Develop an immereasin
ly pleasing personality. DBe present and to do effectively each day’s work
(et the meaning from a Pagi of shorthand at a rate :I;'}II'I.“-Hi!i':Ti‘-:L;' that of
a page of longhand. Class medwans for reading shorthand notes: 3rd semes-
ter, 120 words a minute; 4th semester, 120 words a minute; syllable inten-
sity, 1.40

Habitually write shorthand notes legl ly and rapidly

Take familiar matter at a rate limited only by manual dexterity

[mprove correctness in English construction in transeript

Improve correctness and neatness of all work handed in for approval

Take dictation at rates indicated: 3rd semester, repeated matter, 100 words
a minute and new matter, 80 words a minute, syllable intensity, 1.40; 4th
semester, ]“F”'”I""i matter, 120 words a minute, new matter, 100 words a

minute

12. Transeribe on the typewriter at rates and skills indicated below:”
Class Medtans
Third semester Flourth semester
Transceribing rates, 25 words a minute Transeribing rates, 30 words a minute
Transeribing accuracy, 989 Transeribing acecuracy, 989

Rules for grading transcripts are given in the Gregg Writer **Shorthand-

Typing Awards’’ booklet.
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Another way of grading transcripts is offered here as a suggestion. The ad-
vantage of this method is that while adhering to high requirements the penalties
for mistakes are so loaded as to bring the resultant grade down to that common

1in most school systems

Suggested Plan for Grading Transcripts

1. Deduct 5% for each wrong word

2. o 0% " word inserted

3. ‘ 0 i word omitted

4 2 0% " " word misspelled

0. E 1% " " typing error

0. Z 19, ” " error in capitalization

7. & 19, »' “ error in use of major punctuation marks
S. 150 " “ error erased and acceptably corrected

,‘;}Tf{infffr' f,f l’r'(f' r
Gentlemen:

The circumstances that have made it 1mpossible for you to settle your account
when due are T'H“}' Ill'lltt‘t'ﬂlh”i and as an evidence of this Ell'llll,‘t.*iiifil'_'.lll we are
going to grant you a reasonable extension.

What amount can you arrange to send us monthly on this account? It is to
your interest to make regular payments. If you do so, we can furnish you the
goods you require, to a reasonable amount, to be paid for on the tenth of each
month according to our regular terms.

1t 1s our desire to cooperate 1n any way possible,

Very truly yours,

Total words 100
Syllable intensity 1.51
Stroke intensity 9.2

[.et us assume that the above letter has been dictated by the teacher and trans-
cribed by a pupil at an acceptable rate with these errors:
1. Wrote ”Im:-':;illlw" instead of ¢ inilmﬁﬁ'll)lu*"‘ in the first sentence- "-fl_[]l.'llilltj'
2% )

2. Inserted ‘‘mot’’ before®‘ going

.

in irst sentence— (Penalty 5% )
3. Omitted ‘‘regular’’ in third sentence—(Penalty 5% )

(Penalty 5% )

4. Misspelled ‘‘reasonable’” in fourth sentence

5. Skipped space in writing ‘‘according’” in fourth sentence— (Penalty 1%)

-(Penalty 19%)

/. Ended second sentence with a period instead of interrogation point—
(Penalty 1% )

8. Two erasures neatly done and corrections acceptably made—(Penalty 14%

6. Began complimentary closing with a small letter

for each — 19%)

Total number of errors 0
Total penalty 249
Net grade 109, — %¢1)? oy Lé412 :u"m_nw]irl;: to the

particular system of grading in use
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If this pupil had made only errors 5 and 8 the grade would have been 989% or

”‘\_? Or ”1‘_. :H'.'l H:L‘ l"ll}*il‘.‘; ’n,‘{ul‘tl u.“”}‘il he -“iit:l““t':t"t”l}'" ]!‘ error number 1
had been made and the paper were otherwise correct the 7l ade would be 95%,
is unsatisfactory and a

but on account of the character of the error the letter

I”l['il \-1\‘11” i_””L{ ![Hf "‘H‘I'“Jit 1 ‘-Hﬂ‘j"l"h\" !1”]!‘-!'1"1" :.I‘ ﬁ:t‘[;mzhl;_.-t”!}- 1:"[“-:‘—\. D rl‘xt'-]-l'irlllia

the 1h*ﬂiﬂuﬂtf}' should not be ]1i~~+Wl. In the case :jHHT cited two other letters of

equal difficulty and length transeribed without erro would bring the average up to

089, the suggested standard for transeripts
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Notes by Teacher
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Notes by Teacher
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