


EGG SHORTHAND

A LIGHT-LINE
PHONOGRAPHY
for the MILLION

By

JOHN ROBERT GREGG

New and Revised Edition

772
0

8 Gregg 9
0
215585111? Com (222:

NEW YORK CH ICAGO BOSTON SAN FRANC ISCO LONDON



Copyright, 1893 , By John R . Gregg
Copyright , 1901 . By J ohn R . Gregg

Copyright, 19 16 , By The Gregg Publish ing Company

Copyrighted in the Un ited States ofAmerica
Great Brita in and I reland , France

Germany, I taly and Spain

A -Sl PP- IOO

Ch

2 8 5

PRINTED IN TH E U N I TED STATES OF AMERI CA



PREFACE

CONTENTS

A BOUT GREGG SHORTHAND
A TALK W ITH THE BEG INNER
THE ALPHABET OF GREGG SHORTHAND
F IRST LESSON

Consonants :

V owels :

General Exercise
Simple “ford -Signs ;
Punctuation , etc . ;

SECOND LESSON
The Downward Characters :

Phrase-Writing
Reading and W riting Exercises

K ,
G

,
R

,
L

,
N ,

The Circles
Rules for Joining Circles

M , T ,
D

,
H

Rule for Joining Circles to Ob l ique Curves
Rule I or P lacing F irst Consonant
General Exercise
VVOrd Signs and Phrases
Reading and W riting Exercises

TH IRD LE SSON
The O Hook
General Exercise
Rule for lo ining O Hoolr
General Exercise
W ord Signs and Phrases
Reading and Writing Exercises

FOURTH LESSON
The00Hook
General Exercise
Rule for lo ining OO Hook
Review Exercise on Both Hooks
W and Y
General Exercise



CONTENTS

Word-Signs and Phrases
Reading and Writing Exercises

FIFTH LE SSON
Consonants : S and Th
Rules for J oining S and Th

Z and Th (as in breathe) and X Explained
The Combinations Ng and Nk

Simple Prefixes and Suffixes
General Exercise
V Vord -Signs and Phrases
Reading and Writing Exercises

SIXTH LE SSON
D iphthongs : u

, ow, oi , 12

General Exercise
Vowe l Combinations
V d -Signs and Phrases
Reading and Writing Exercises

SEV ENTH LE SSON
Blended Consonants
Ten

,
den; tem ,

dem; ent, end; emt, emd
General Exercise
Def, dev, tive; jent, jend, pent, pend
General Exercise
Men , mem; ted ,

ded ,
det; ses; xes

General Exercise
Word-Signs and Phrases
Reading Exercise
Writing Exercise

EIGHTH LE SSON
Rules for Expressing R
General Exercise
Rules for the Omission of R
Word—Signs
Reading Exercise
Writing Exercise

N INTH LES SON
Review Exercise on \Vord-Signs
List OfAdditional Word-Signs
Reading Exercise
Writing Exercise



TENTH LESSON
Compound Words

Der1vatives , etc .

General Exercise

CONTENTS .

The Abbreviating Principle
Exercise on Abbrev 1at1ng Principle
Days and Months

Figures , etc .

Reading Exercise
“friting Exercise

ELEV ENTH LE SSON
Phrase-\Vriting
General Exercise
Word Modifications
Om ission OfW

r

ords

General Exerc1se
Special Business Phrases
Reading Exercise
VVr1t1ng Exerci se

TWE LFTH LESSON
Omission OfVowels
General Pr1nc1ples
Omission of Consonants

General Exercise
Reading and Writing Exei cises

TH I RTEENTH LESSON
Joined Prefixes
General Exerc1se 0

Compound Joined Prefixes
Prefixal Abbreviations
Reading and Writing Exercises

FOURTEENTH LESSON
The

“
Tr Principle

General Exercise
Compound D isjoined Prefixes
Derivatives OfWords Ending In
Reading Exercise
“ kiting :E xercise



CONTENTS

F IFTEENTH LESSON
Disjoined Prefixes
General Exercise
Compound D isjoined Prefixes
Read ing Exercise
Writing Exercise

SIXTEENTH LE SSON
Joined Suffi xes
General Exercise
Compound JO1ned Suffixes
Readmg Exerc1se

Writing ExercISe
SEVENTEENTH LE SSON

Disjoined Suffixes
General Exercise
Reading Exercise
Writing Exercise

E IGHTEENTH LE SSON
Disjoined Suffixey —continued
General Exercise
Reading Exercise
Writing Exercise

N INETEENTH LE SSON
Advanced Phrase—Writing
Om ission ofWords

Intersection
Indication of

“
ing

Modification of“ford Forms

Reading Exercise
Writing Exercise

TW ENTIETH LE SSON
Initials
States and Territories

Principal. Cities
Points of the Compass , etc

General Rules
Reading Exercise
Writing Exercise

SUPPLEMENTARY
A Short Vocabulary
Shorthand as a Means Of Mental Cu l ture



PREFACE

In the Preface to the first edition Of this system ,

_

I said

The e ndeavor of the author has been to compile a

system so simple as to be readily acquired by the humb lest
capacity and those possessed Of l ittle leisure , and yet rapid
enough to reproduce verbatim the fastest oratory . In

presenting his work to the pub lic he asks for nothing
beyond an impartial investigation , and with perfect con

fidence awaits the result .

The subsequent history of the system has justified

the confidence expressed at that time . Gregg Short

hand has demonstrated its superiority to the O lder sys

tems in simplicity , leg ibil ity and speed
— and there are

to-day nearly a m il l ion writers of the system . In be

g inning the preparation Of th is edition it was my imten

tion to make some radical changes in the manner Of

presen ting the principles ; but in proceeding w ith the

revision I was forced to the conclusion that it would
be a m istake to depart material ly from the general plan
and form Of the previous edition . NO better evidence
Of the popularity and success Of the previous edition

could be g iven than the fact that , al though nearly a

m il l ion copies of it have been sold , there has been very
l ittle demand for revision except requests for the in
clusion Of those changes and improvements that have
been made in the course Of the past few years .

v ii



PREFACE

This edition , then ,
retains the general plan and form

Of the previous edition , but much of the material con
tained in it is arranged in

‘ more log ical sequence, and the
il lustrations are chosen w ith greater care , with a V iew to

developing quickness in the applicat ion Of its rules and
principles . An attempt has been made to state some Of

the rules more clearly than was done in the Old book ,

and to put them into language better adapted to the

comprehension Ofyoung students .

In the system itsel f few changes have been found
necessary ordesirable . Some new word - Signs and exten
sions of advanced principles have been introduced , but

all Of these are in harmony with the fundamental prin
ciples Of the system . Al l Of them have been subjected

to very careful trial in practical work before they have
been adopted .

In sending forth th is book I desire to express my
heartfel t appreciation of the suggestions that have come

to me from writers , from reporters and from teachers

who are using the system in
.

all parts of the world .

These suggestions have been Of great service to me in

the preparation of th is presentation of the system .

JOHN ROBERT GREGG .

NEW YORK ,
June 17, 19 16.



ABOUT GREGG SHORTHAND

H ISTORY.

—G l
’

egg Shorthand was first pub lished in 1888, in two
l ittle paper-covered pamphlets , under the title ,

“ Light—Line Phono
graphy . F ive years later a revised and greatly improved ed ition

was pub l ished underthe title ,

“Gregg Shorthand . It was not until
189 7

,
however, that the author was ab le to pub l ish the system in

book form .

There are few more interesting or inspiring stories of success

than the career of Gregg Shorthand in the years that have elapsed
Since its pub l ication in book form . TO-day Gregg Shorthand is the
standard shorthand system OfAmerica . It is taught in more than

seven thousand five hundred schoo ls— that is to say,
in more than

eighty-fiv e per cent of the schoo ls that teach shorthand . It has

been adopted in the pub l ic schoo ls Of3900cities and towns
,
and has

superseded the o lder systems in a large number of these cities by
formal action of Boards of Education .

WINS WORLD ’S CHAMPIONSH I P .

— In the 19 21 contest of the

National Shorthand Reporters’Association ,
Mr. A lbert Schneider

,

a writer of Gregg Shorthand ,
won the world’s championship,

defeating the largest number of writers to participate in one of

these contests among them three former champions . In the

championship tests
, consisting of dictations for fiv e m inutes each

at 200words a m inute l iterary matter, 240words a m inute jury
charge , and 280words a m inute testimony

,
he made an average

percentage of On ly one other contestant qualified . Mr.

Schneider also transcribed the l iterary matter d ictations at

0

215

and 175 words a m inute and estab l ished new world records on

both ofthese , tying withMr. Wil lard B . Bottome , an Official reporter
ofthe Supreme Court ofNew York City , on the 175with three errors .

In the 2 15 dictation he made the highest net speed ever attained in

any contestatany speed on matterof this kind words a m inute .

The extraordinary legibil ity ofMr. Schneider
’
s notes was Shown by

the fact that he transcribed fiv e of the highest speed d ictations in

the time al lotted for the three championship d ictations . Mr.



x ABOUT GREGG SHORTHAND

Schneiderwas but twenty years Old at the time of the contest , and

was the youngest and least experienced writerto win the champion
ship.

OTHER PUBL IC TR IUMPHS.

— In 19 10a writerofGregg Shorthand ,
Mr. Fred H . Gurtler

,
won the final contest for the famous M iner

M edal , in the F ifth International Shorthand Speed Contest held
under the auspices of the Eastern Commercial Teachers’Associa
tion . Gregg writers won first, second and third places . A l l Of the
Gregg writers qualified— ten Ofthe fourteen writers ofothersystems

failed .

In the 19 11 shorthand speed contest of the National Shorthand
Reporters' Association ,

a writer of Gregg Shorthand
,
Mr. Charles

L . Swem (then eighteen years Of age) , estab l ished a world’s record
for accuracy on l iterary matter at 170words a m inute for five

m inutes
,
and with a net speed of 237 words a m inute exceeded the

previous world
’
s record by ten words a m inute on a judge’s charge

to a j ury dictated at 240words a m inute .

In the 19 12 Speed contest of the National Shorthand Reporters
Association

,
Mr. Swem achieved a net Speed of 268words a m inute

for five m inutes on testimony
,
and defeated three of the former

champions as wel l as eighteen other contestants—all of them ex

perienced

In 19 12 , in the shorthand contest held at the Business Exhibition ,

London
,
a writer of Gregg Shorthand,

Mr. Ernest W . Crockett , of
L iverpoo l , won the Junior Shorthand Championship,

having less
than one per cent errors in his transcript.

AWARDED MEDAL OF HONOR AT PANAMA -PAC I F IC EXPOSI TION .

At the Panama-Pacific International Exposition , in 19 15
,
Gregg

Shorthand was awarded the M edal of Honor
,
the highest award

evergranted a system of shorthand by any Exposition and the on ly
award ever granted which was based on the resu lts accomplished
by students in a mode l schoo l conducted under the observation of

*Mr. Swem was Persona] Secretary and Ofi‘icial Reporter to President
.

W i lson
for e ight years . H e was twenty years of age when he rece ived the appom tment

at the Wh ite House .



ABOUT GREGG SHORTHAND X1

the International Jury Of Awards . The Gregg system was selected
by the Exposition Authorities foruse in the model schoo l of business
in the Palace Of Education—a schoo l designed to demonstrate the

most advanced methods in business education .

PR INCI PLE S OF THE SYSTEM.

— Needless to say,
Gregg Shorthand

is a radical departure from the Old l ines of shorthand construction ,

for it is only by a radical departure that such marked superiority
in results can be accompl ished .

The fo l lowing synopsis w il l enab le the reader to understand

the leading features of the system
(1) NO COMPUL SORYTH ICKENING .

—May be written

e ither l ight orheavy .

(2) WRITTEN ON THE SLOPE OF LONGHAND
, thus

securing a uniform manual movement.

AS in

(3) POS ITION WRITING ABOL ISHED .

— May be written ordinary
on unruled paper, and in one straight l ine . writing
(4) VOW ELS AND CONSONANTS ARE JOINED , and

fol low each other in their natural order.

(5) ANGLE S ARE RARE —Curves predom inate .

This brief synopsis wil l suffice to Show that the aim of the author

has been to adhere to those natural principles which govern ordinary
writing . By a practical combination of these elements as a founda

tion ,
the system secures to the writer

,
with very little practice, that

perfect command of the characters which is productive Of the best
results

,
and is only obtained by years of persistent, painstaking

practice if the Old geometric systems are employed .

TO SUM UP

EA SYTO LEARN —Gregg Shorthand may be learned in from

one-third to one-half the time required by the old systems . The

records made by its writers prove this beyond all question .

EA SY TO READ— Gregg Shorthand is the most legib le Short

hand in existence . In the pub lic shorthand speed contests , writers
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of the system have estab l ished the highest official world
’
s records

for accuracy Of transcripts on so l id
,
difficult matter. These records

were made in competition with experienced reporters who used the

Older systems , and in contests conducted by reporters and teachers
who wrote such systems . (Ful l particulars of these contests wil l
be sent by the pub l ishers on appl ication . ) Manifest ly , the insertion
of the vowels , the absence Of shading , the el imination of position

writing and the el im ination of the m inute d istinctions Of form meces

sary in the Old systems
,
all contribute to legibility .

EA SYTO VVRITE .

—The easy , natural appearance Of the writing
in Gregg Shorthand appeals to every impartial investigator. The

absence of distinctions between l ight and heavy characters
,
the

continuous run of the writing along one l ine, as in longhand ,
instead

of constant changes Of position
—now on the l ine

,
then a bove the

l ine, and then , perhaps , through or below the l ine— wil l be noticed

at a first g lance . Next, the investigator wil l probab ly attribute
much Of the natural

, pleasing appearance Of the writing to that

uniform slant of the writing , with which both hand and eye are

fam iliar. On ly those who have had previous experience with short

hand ,
however, w il l be ab le to appreciate ful ly how much elim ination

of numerous dots and dashes— m inute marks that have to be placed
with great precision alongside the strokes—contributes to easy ,
continuous , effortless writing .

SUPERIOR IN SPEED POSSIB IL ITIES.

— Writers of Gregg Short
hand have demonstrated in pub l ic speed contests , under the most

trying conditions , that the system has greater speed possibilities
than any other system . A boy of nineteen (who began the study
OfGregg Shorthand in a night schoo l less than fouryears previously)
estab l ished a record Of 268 words a m inute net for five m inutes ,

defeating three formerchampions and eighteen otherexperienced and
capab le "

reporters . The contest committee consisted Of seven
shorthand reporters , all of whom were writers of other systems .

When a mere boy can do this , after such a brief experience , there

can be no question that this system of shorthand possesses greater
speed possibil ities than any of the O lder systems .



A TALK W ITH THE BEGINNER

Success in any study depends largely upon the interest taken in
that particular subject by the student . This being the case , we

earnestly hope that you w il l real ize at the very outset that short

hand can be made an intensely fascinating study . Cultivate a love
for it . Think Of it as the highest form Of writing , which is itself
the greatest invention Of man . Be proud that you can record the

language in graceful l ines and curves . Aim constantly to acquire
artistic skil l in executing those l ines and curves . You can

,
if you

will
,
make the study Of shorthand a perfect joy instead Of a task .

I ts possession has been coveted by the w isest Of men and women ,

for it is not only a practical instrument in commercial work
, but a

much prized and valuab le accomplishment and a m eans Of mental
culture .

BE THOROU GH .

— Skil l in anything is attained by repetition ;

therefore do not Shirk the careful , painstaking practice on the ele

mentary forms given in the Manual . Write each outl ine many
times

,
and aim always at the attainment of ease and exactness in

executNNL

Your future success depends to a very large extent on the way

you do your work now . In order that your progress may be sure

and rapid ,
master each lesson before you proceed with the next .

At first, write s low ly and careful ly ; aim at accuracy rather

than speed ,
but do not draw the characters . You must understand

at the outset that shorthand must be written; but you must also
impress upon your m ind that whatever you write you must read

,

hence the necessity for good penmanship. As Skil l in executing
the movements is Obtained

,
the speed may be increased until the

forms are written rapid ly . Some attention Should be given to

acquiring a capacity forwriting individual outl ines rapid ly without
hesitation , and with a free movement Of the hand .

Aim to acquire a smooth sty le of writing ; execute each char

acterwith an easy , continuous motion of the pen , and pass d irectly
to the next without unnecessary movements . A halting , jerky
movement is fatal to speed , and may be almost always traced to

xiii



xiv A TALK W ITH THE BEG I NNER

indecision
, caused by unfam il iarity with the forms . At first care

ful ly analyze the words . To do this it is
,
Of course

,
necessary for

v ou to think Of them in detail ; but after you
'

have determined the

correct outline , practice it and think of it as a whole.

Facil ity in the use of shorthand depends largely upon the stock
of outlines you have at your ready command . Note the use of

that word ready. This means that you should masterall the forms

given in the Manual by writing them many times . This wil l not
only impress the forms on your m ind SO that you wil l not have
any hesitation in recal ling them , but wil l give you facil ity in writing
them . In shorthand it is not suffi cient to know how to write a

word— you must not only know the form but be ab le to write it

quickly . Hence the necessity formuch repetition practice in writing
the forms .

If, in addition to the words given in the Manual
, you can add

to your stock of outlines otherwords written under the same prin

ciples you w il l have gained a great deal—wil l have laid a broader
foundation for advanced work which wil l lessen the time required
to attain effi ciency .

DEVOTE MUCH T IME TO READ ING WELL -WR ITTEN SHORTHAND .

By doing this you w il l become not only a fluent reader, but you

wil l en large yourwriting vocabular y
. Unconsciously you wil l imi tate

in your own work the easy execution Of the forms shown in the.

printed plates; A l l expert writers have devoted much time to read

ing shorthand .

In addition to the work outl ined in this Manual , we strongly
recommend the use of the exercises given each month in the

Learners’ Department of the Gregg Writer. These exercises can

be used with great advantage from the very first lesson . Each
number contains many helpful suggestions, and a number of short
hand pages that afford valuab le exercises in reading and writing
for students at all stages of advancement .

DON
’T GET D ISCOURAGED .

— The complete mastery of Shorthand
and typewriting is worthy of your best efforts

,
and if you devote

yourself earnestly to that work there can be no such thing as failure .





The A lphabet of Gregg Shorthand

CONSONANTS

Written forward

K G R L N M T D

/
TH

Written downward

P SH

or

NK

(A do")

V OW ELS

A-group O-group

a as in tat 0 Short 0
'

as in hot 0
calm 0 Medium aw

‘

audz
’

t o

came 0 Long (5 ode
"
a

E-
group

Short 2 as in

Medium é

Long (5

Composed

of

e-ao as in unit J ’

ow owl a’

DIPHTHONGS

Composed

oi
“

oi aw-é

z d-é
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2 GREGG SHORTHAND

V OWELS

3 . In writing by sound there are twelve distinct V owels ,
which are arranged in four groups , and three closely
related sounds are placed in each group. In this lesson
we have the first two groups , which for convenience are
named the

“A”group and the
“

E
”
group.

4 . The short sound of a , as heard in cat, ran , is ex

pressed by the large circle ; the medium sound , as heard

in calm ,
ark, is expressed by the large circle with a dot

beneath the circle ; the long sound , as heard in ate
, may,

is expressed by the large circle with a dash beneath the
circle .

a O as in mat m at —z§

a O as in calm k a m {9

as in gate g 51 t q
I

5. The short sound of i , as heard in din , rid (not the

long sound of i , heard in dine, ride) , is expressed by the
smal l circle ; the sound of e, as heard in get, net, is ex

pressed by the smal l circle with a dot beneath the circle ;
the long sound Of e, as heard in me, eat, is expressed by
the smal l circle with a dash beneath the circle .

as in k nit n i t J

as in net

as in meat n e t
I

NOTE : The dot and dash are useful to ind icate the exact vowel sounds in
unfam i l iar or in isolated words . but otherw ise they are se ldom used .



F IRST LESSON 3

RULES FOR J O INING C IRCLES

6. The circle is written on the inside of curves , and on

the outside ofangles .

I nside Curves

e ra

a I
,
Q/ take t a k f

Outside Angles

team t 6 m rail r5 1

meet m 6 t gain g an

7. Before or after straight lines , or between two

straight lines running in the same direction , the circle
is written forward —

as the hands of a clock move .

After

m C

h at J day (15.

Between

mean m E n —<r deed d d

8. Between two reverse curves the circle is turned on

the back of the first curve .

kil l k i l M gear g e r

wreck re k lake 1a k



4 GREGG SHORTHAND

METHOD OF PRA CT ICE

9 . The fol lowing list Of words should now be copied .

In domg this , particular atten tion must be paid to the

sounds of each word . If the student wil l repeat the
sounds as he writes the word , it wil l help to impress

the forms upon his memory and at the same time

fam iliarize him with the process of note—taking .

GENERAL E XERCISE

t ak t

t ra A ?

t rai n

treat t r e
'

t

acre

acme a k m e

n é k
J

k a k deem d é m f
,

a r k r i m

r e d

k i t a r i d

h i t ra n i



eddy

came

creed

cream

merry

lamb

ready

maim

l inen

drama

k r e d

k r e m

m e r i

d r a m a

FIRST LESSON

ill

tickle

ticket

arena

narrate

marine

hatred

camera

tyranny

k

a r e n a

V

n a r a t

m a r é n

h a t r e d

V

t 1 r a n 1

etiquette ~é t i k et

sQ/ 9—c7



6 GREGG SHORTHAND

SIMPLE WORD-SIGNS

10. A large proportion of all written and spoken

language is made
“

up Of a few simple words . For such

words brief forms cal led word -signs are provided . Those

g iven here should be memorized immediately

can in
,
not

go ,
good am

,
more

are , our a , an (dot)

well, w ill would the (th)

PHRA SE -WRIT ING

11. The joining ofsimple words is a great help to speed

in writing shorthand , but it is a d ifficul t art to acquire
if its acquirement be deferred unt i l the habit has been
formed of writing common words separately . The stu

dent Should , therefore , practice it d iligently from the

very beg inning Of his study . For such practice the

simple phrases here g iven w il l serve as models :

in the I would it willnot M

I can I cannot p

I wil l Q/ at the in our

would not it wil l can the



F IRST LESSON 7

PUNCTUAT ION, E TC.

12 . The period “

is expressed by the end of a para

graph by the dash bys , the hyphen by 4 (two short

dashes struck upward) , and the interrogation by "s

Capitals and proper names may be
“

indicated by two

short dashes under the outl ine . The parentheses may be

expressed by the ordinary marks w ith short dashes

through them Other punctuation marks are

written in the usual way.

READ ING E XERCISE

WRIT ING E XERCISE

Ellen Terry read the drama wel l .
Helen Kel lercan read inlthe dark .
The rain wil l make the day dreary .

The enemy may make an attack in- the rear.

The League team w il l meet at-the Arena.



SECOND LESSON

TH E DOWNWA RD CHARA CT ERS

13. The characters for the consonan ts in this lesson

are derived from another el liptical figure ; thus

CH ]

NOTES : Al l these characters are written downwards. CH is pronounced chay,

not see-aitch ; and SH is cal led ish , not as-aitch . SH is a mere t ick .
The fol low ing memory aids w i l l be helpful :

14 . In the writing ofF , V , a rathervertical inclination
is desirable in order that the curve may join easily with
o ther characters . In form ing the combinations fr, fl,
it is not necessary to make an ang le . The motion is

just the same as in writing a part ofYin longhand ; thus

a

vain v a 11 frame f r 5 m

fa ] 9
A / flash f l ash q
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10 GREGG SHORTHAND

GENERA L E XERCISE

appeal ap S l

f i sh

Ch 51 p

b 6 k

cheek ch e k
,A b ak

beam b 6 m

peep balm b am

j ap Chain Ch 5 n

k ab sh a k

peach p 6 ch shame sh {1 m

preach p r 6 ch bread b re d

bridge b r i j

shave sh a v

p a l ,
é/ fray

sherry sh e r i S"



ledge

t fledge

rave

grave

shade

badge

brain

vahd

crash

trash

brave

huch

b i
‘

é f

ch i 11

lr r ii sh

t r ii sh

b x
‘

a
‘

v

ll i ch

SECOND LESSON

page

vague

navy

Shaggy

abate

Java

parish

fl inch

beetle

ar' a l)

11



12

WORD -SIGNS AND PH RA SE S

be , but , by

been
,
bound

before, behalf

belief, bel ieve

form
,
from

change , which

shal l
,
Ship

about

ever-y

name

please

GREGG SHORTHAND

let
,
letter

market
, Mr.

represen t

teach

check

for the

I have

I have not

in which

I shal l

I shal l not

I shal l have

from the

would be

in reply

please ship

NOTE : The rule g iven in Par. 17 appl ies to phrases.

\
o

\
1



SECOND LESSON

READ ING E XERCISE

ek e/ a .

WRIT ING E XERCISE

The maid wil l-be at- the market every day.

Phoebe Cary w il l teach her French .

The team wil l-be ready for-the match game .

Henry came back from-thenavy after he had achieved fame .

The range in-the kitchen wil l bake good bread .

Jennie wil l-have the meal ready in about an hour.

Please pay for-the ticket in cash for I -can-not take a check.



TH IR D LESSON

TH E O-H OOK

19 . The lower part of the elliptical figure 6 b , (cal led
the o-hook) represents the short sound Of o, as heard in

hot, top; the hook with a dot beneath it expresses the

sound Of aw, as in awe
, law ; the hook with a short dash

beneath it expresses the long sound of o , as in owe, no.

as in rot

aw U as in raw r aw

as in wrote r O t

GENERA L E XERCISE

Shaw sh aw

ought aw t shaw l sh aw I

taught t aw t show

Odd shoal sh O l

n 6 d

Maud In aw d

mode m o d foam f o m



coach

b low

botch

hobby

fraud

wrought

rogue

pil low

shal low

elbow

rope

polo

bore

b l O

b O Ch

h O b i

f r aw d

r aw t

II aur l

THIRD LESSON

/ 7

paw

pawn

dodge

lodge

broad

dough

arrow

p aw

b raw d

ch o p

15



16 GREGG SHORTHAND

20. The O-hOOk is placed on its side before N
,
M

, R , L ,

except when preceded by a downward character, as
in bore, bone, pole,foam , J ohn .

h aw l

aw r dome d O m f

moan m 6 n Nome n O 111

GENERA L E XER CISE

nor n aw r home h 6 m

aw r b flown f l O n

own knol l n 6 1

whole h 6 l drawn d r aw n

hol low h 6 l O b lown b l O n

aroma a r

'

Om a tone t 6 11

core atone a t 6 11

known 11 O n door (1O r

roam rO m adore a d O r

comb k 6 m alone a l 6 n

In 6 l

O m i t dawn d aw n
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18 GREGG SHORTHAND

READ ING E XERC ISE

WRIT ING E XERCISE

1 . The team wil l haul the heavy load ofcoal .
2 . Judge Lodge would-not keep the letter from -the pub lic .

3 . He wil l -pay for-the lot if Mr. Cone wil l take a check drawn
in-our-favor.

4 . I -can-not very wel l fol low the form given in—the letter.

5. After the bal l gameLaura cam e home in-the launch .

6 . The good ship Jane dashed on a rack , but all the p
‘

eople
reached the shore .



FOURTH LESSON

TH E OO-H OOK

21. The upper part of the -smal l el liptical figure fi n.

(cal led the oo-hook) represents the short sound of u,
heard in hum ,

dumb (not the long it heard in use
, which

wil l be g iven later) ; the hook with a dot beneath it

expresses the sound of00, as in took ,
foot; the hook with

a short dash beneath it expresses the long 00, as in

doom , boom .

11 as in tuck

as in took t 66 k

as in tomb t 00m

GENERA L E XERCISE

doom d 00m

shove Sh ii v

sh 11 t

shoot sh (i ) t

shook sh 66 k



20 GREGG SHORTHAND

f OO t 2/ up

7
hush h u sh 7 ju g

gush g u sh

honey h 171 n i

duck d 11 k
.

hood h 66 d f OT) I

hook h 66 k toot

dove d if v oven 11 v n

tough t if f

ruddy rad i

whom h 00m chuckle ch 11 k 1

hudd le h 11 d l boom b 00m

tattoo t at 00 lucky I 11 k i

22 . The OO-hook is always placed on its side after
N orM ; it is also placed on its Side afterK orG when

followed by R orL .

nun n u n mug m u g



REVIEW E XERCISE ON B OTH H OOKS

FOURTH LESSON 2 1

h 6 t loam l O m

100m

home h 6 m

hum h 11 m

moan m 6 n bone b O n

moon m 00n boon b 00n

mode m 6 d coach k 6 ch

mood m 00d

dome d O m

doom d 00m

W AND Y

23. When fol lowed by a vowel , W has the so

'

und of

00, as OO -a-t— wait. W is therefore expressed by the

OO-hOOk .

W aw l k /

weave W e V woe

w a t f woo l w oo l b

24 . In the body of a word it is general ly more con

v enient to express w by a horizontal dash under the



22 GREGG SHORTHAND

vowel , but this dash may Often be om itted .

twig t w i g equity é k w i t i f
—f

t w i n E dwe l l d w é l /4L ’

quick k w i k headway h e d w a

25. In wordSbeg inning w ith a-h or a-w
, fo l lowed by

a vowel , a is expressed bv adot placed on the l ine close
to the next character.

ahead a h e d awake a w a k 9
A

away a w a g ahem a h em F
“

26. W h is pronounced hw , as h-w-e-l— wheel, hence

the dot forh Shou ld be written first .

whit hw i t 2
7 whack hw a k

V

W hig hw 1 g h whim hw i m P

27. Y is equivalen t to e, as e -O -r— yore, and is

therefore represented by thesmal l circle .

Vyacht y 0t

yawn y aw n yaw l y aw 1 Q/

NOTE : W hen the comb ination yo oryaw precedes R orL . the hook i s not placed
on its side .

28 At the beg inning Of a word yi o r ye is e xpressed
by a smal l loop, and ya by a large loop. When neces



FOURTH LESSON 23

sary to denote the exact shade of vowel sound , the dot

or dash is placed beneath the loop.

yea yel low

year ye r

GENERAL E XERCISE

acquit a k w i t

wave w a v k w a l

wade w a d Broadwav I) raw d w a

wake w a k roadwav r 6 d w a

wage w aj await a w a t

weed w e (I awoke a w 6 k

widow w i d O wheel hw e l

weep w e p wheat hw e t 9
7

wal k w aw k

wash w 6 sh 3
’

hw i f j

watch w 6 ch 7

wove w O v Yarrow yarO



24 GREGG SHORTHAND

WORD -SIGNS AND PH RA SES

above of your

become , book to you

could do you

you have

you have not

we have

move we have not

much you can not

should we can not

sure-ly we wil l

upon from you

your letter

world ifyou have

ifyou wil l

you , your ifyou can

W is om itted in the fo l lowing words
week when

were

where won -one
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FIFTH LESSON

S A ND TH

29 . From the smal l el l iptical figure g iven in the last
lesson two smal l curves are Obtained which are

written downwards to express the very common letter
S, and upwards to express Th .

S

down

NOTE : I t is very important to keep stead i ly in m ind that the curves for S
are written downwards , wh i le those for TH are written upwards and at a greater
incl ination . The fol low ing is a useful memory aid K

RULES FOR J O IN ING 8 AND TH

30. When S is joined to a curve , the S is written in

the same direction as the curve to which it is joined ,

thus securing a uniform movement. A circle vowel
occurring at the j oining does not affect the appl ication
of th is rule .

spray C; makes

7
case f

?

(5 Skate Slay ( j

sphere L Sick sales é / r

NOTE : W hen 8 precedes a down stroke , the base of the down strokerests on the

l ine.

26



F IFTH LESSON 27

31. When S is joined to T , D , N , M , the S is used

wh ich forms a sharp ang le . A circle vowel occurring at

the joining does not affect the application of th is ru le .

stay W Odds smack W

same a
b

nets f f snow

seen knees

32 . When S is j oined to Sh , Ch , J , the S is used which

is written with the clockw ise movement— cal led the
“

comma S.

”
sash 9

)
Chess

33 . In words consisting of S or Th , or both , and a

circle vowel , S orTh should be written with the clock
wise movement .

Circle and 3 Circle and Th Combinations

9 heath i
f

these 0

a) hath b
f

sees

essay 09

34 . The clockwise Th is g iven the preference , but

when joined to O , R , L , the other form is used .

thick f
f

“

though moth

theme throw earth u

athlete health L /



28 GREGG SHORTHAND

35. In words beg inning with so, the comma S

is used .

4

sorrow

36. The combination us is written without an ang le
at the beg inning of words , or when it fol lows a down

stroke orK , G .

gracious

vicious

37. Z is represented by the Sign for S, but an Oblique
dash marks the distinction in iso lated words . Ifmeces

sary , the Th heard in breathe may be distinguished from
the sound heard in breath in the same manner.

f ? face 9
) breath

gaze phase 93 breathe
NOTE : The sound of zh , heard in azure. rouge, garage, may be d ist inguished

from sh by the ob l ique dash . but th is is necessary only where it is desired to mark
the precise sounds offoreign words .

38. The letterX mav be expressed at the end , or in

the body of words , (but not at the beg inning ) , by a

sl igh t modification Of the curve for S, as shown in the

fo l low ing examples :
coax
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39 . The sound of Ng , heard in long , is expressed by
N written in a slightly downward direction ; and Nk

(wh ich is sounded ngk , as rang
-k— rank) by a longer Sign .

rang C g king 1

rank Q kink ”k

SIMP L E PREFIXE S AND SUFFIXE S

40. The prefixes con , com , coun are expressed by K ,

and the vowel is om itted in the prefixes en , in ,
un

, em ,

im when the prefix is followed by a consonant. The

prefix ex is expressed by es .

condo le f /
T /

infancy impress z

convey
a)

envy exto l 3<

compass

Z
emboss explode C /

41 . The suffix ing or thing is expressed by a dot

placed beneath or close to the preceding letter; ings is
expressed by S in the same place , the S being written

contrary to the hands—Of-a-c lock movemen t .

Singing anything —o .

doing ”5 5
.

sayings 0
3

ringing readings
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42 . The suffix ly is expressed by the small circle , and

ily,
allyby a loop.

on ly calm ly prettily

readily total ly

43 . The suffix tion , sion (shun) is expressed by SH .

nation session 7
) action

oration motion fashion

G ENERAL E XERC ISE

guess

seem chase throat

save sleepy

serene booth

solemn gang

scratch stray

death

swear

score smash

hymns sm ith

fasten Q
) sw im

NOTE : W’
hen sw is fo l lowed by T , D . N , orM . the w is expressed by the hook .



trace

terrace

Shows

husky

hustle

audacious

zealous

efface

ethics

sabre

saucy

essays

story

sparrow

FIFTH LESSON

threat

throne

wrong

zero

suffix

el ixir

applause

sedate

sashes

sober

loath

preface

condone

complex

concave

combat

county

enrich

infamous

relation

expression

invasion

shipping

feelings

thickly

brutally
craftily



32 GREGG SHORTHAND

W oRD-SIGNS AND PH RA SES

than
,
then

business

cause , because their
,
there

course them

desire

else , l ist thing , think
inclose

instan those

was

is the

must is this

next

other there is

I

receive this is

some in these

soon for that

speak , speech

state

in such



https://www.forgottenbooks.com/join


SIXTH LESSON

D IPH TH ONGS

44 . A pure d iphthong is the union in one sy l lab le of

two simple vowels uttered in rapid succession . The

diphthongs are therefore expressed by joining the circles
and

“

hooks representing the vowels of which they are

composed .

as in fume f il m 2 .

ow f as in now n ow —6 ’

oi J as in oil o i l U

(9 as in d ie d i /0

NOTE : The d iphthong is a comb ination of E and ow , of a and 00; oi .
ofaw and E. The sign for the d iph thong i”is a large c ircle with an indenta tion

resembl ing a com b ination of a and E
, wh ich . if uttered in rapid succession .

yield a sound almost equ ivalent to i . Th is sign for i is generally called the broken
circle .

GENERAL E XERCISE

fine f i n

cow mute m (I t

bough b ow

annov a n oi Hoy le h oi 1



S IXTH LESSON 0U
l

C
l

5 (
b
l

Wunique

ounce ow n s hum id h (1 m i d

scout s k ow t

youth fl th

th ow v ow v ow

m i n p r i s

rhyme r i m

guide g i d

a l 01 comply com p l i

Chime Ch i m in\ ite in v i t

a j oi n en j o i

impugn im p u n

mouth m ow th exude ex (1 d

noise n o i s m ightily m i t ilv 4

_
1N

’0TES : (a) The rules governi ng the j o in ing of the c ircles apply to the d iph ~

thong 2. In theiwords N ile, tile , for instance . the Sign is placed outside the angle ,

as is done in nail , tale.

(b) In somewords it w i l l be found unnecessar y to write the l ine through
the large circle to express the d iphthong . Forexample , it is sufficient to write mat
formighl , as

“

it mat (might) be . and ma for my, as
“

in ma (my) opin ion , etc .

Othercommon examples are : life, quite, lively.



36 GREGG SHORTHAND ~

V OWEL COMBINAT IONS

45. Consecutive vowels which do not form

diphthong are joined in their natural order.

Leo 6 l i 6

Owen o e n
4

cameo lc a m e o

Noah n O a
7
/ snowy s n O i

NOTE : W hen long 0is fol lowed by a smal l c ircle , as in Owen , (6 ti n) , the

dash is usual ly placed beneath the hook .

46. Any vowel fol lowing the diphthong i is expressed
by the smal l circle within the large circle .

J l i fi n

H i t a" science s i e n s
Ca l
—f

dial d i a l fl /
i O t a

NOTE : When io beg ins a word it is written (as in iota, g iven above) w ith the
same movement as o in longhand , wh ich it resemb les in appearance .

47. Where necessary , short i fol lowed by a as in

mania, is expressed by the large circle with a dot placed
within it ; and e fol lowed by any large circle vowel
sound by the large circle with a dash within it . These

distinctions are seldom necessary .

mania m an i a O lympia O l im p iaQ Y
medial m é d i a l j

/

ammonia am On i aa —fl f—
o

create k r é a t J Lydia l i d i’ a



SIXTH LESSON 37

48. There are a few words in which there are no con

sonants . In such words the dot for the aspirate , or the

marks distinguish ing the vowel sounds , should be used .

ah" O

awe hue , hew

owe , oh" woe

W OO

WORD-SIGNS AND PH RA SES

al low point , I find
appoint

behind right, write

find 9
) side please wire

how
,
out please write

write me

yourkind
letter

on this side a ?

new wife f I would l ike f
j

SPE CIA L BUSINESS PH RA SE S

DearSir Yours truly Yours very truly

DearMadam/
f

Very truly yours"Yours respectful ly V



38 GREGG SHORTHAND

READING E XERCISE

”A A
" ? V

1Y
.

'

_ a

.

4 a

l

00

WRIT ING E XERCISE

1. Julia Marlowe wil l-not play Ophelia this year.

2 . I i-you find that Mr. Boyd is out of-the city , please-wire-me

so that I -can get other help fO I you .

3 . Please write me ful ly as t- o what you do about increasing
the price on the lots in Butte .

4 . Beforewe pub lish the book we-must find out about the size

of type which you-wish us to use.

5. The chimes willring in the new year.



SEV ENTH LESSON

BLENDED CONSONA NTS

49 . When two straigh t l ines form an obtuse or b lun t
ang le , the natural tendency of the hand is to

“

slur”
the ang le and al low the l ines to form a curve ,

thus :

The characters have been so arranged that many fre

quen t comb inations form an obtuse ang le , and th is ang le
not being Observed ,

the l ines b lend natural ly in the

form of a curve .

50. Al l of the fo l low ing b lended consonants are

ten upwards from the l ine ofwriting

TEN
, DEN as in tenor denote

TEM
,
DEM as in temper demol ish

ENT
,
END as in paint Q bond

EMT ,
EMD as i n prompt C/deemed

NOTES : (a) A s the comb inations are pronounced as syl lab les , m inor vowe ls
occurring between the consonants are om itted . but d iphthongs and strong ly
accented vowe ls are inserted . For instance , dean , dine, team , tame , dome, d ime

,

are written i n ful l . The b lend is used , however, in words end ing in lain as detain .

(b) A lthough the b lends ent, end , cml , emd are pronounced as syl lab les . j ust as
sh i s pronounced ish , the vowe l preced ing the b lend is seldom om itted , except at
the beginning ofaword , as in entry, entaiL

39
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GENERAL E XERCISE

tenets detain temple

tenant threaten attempt

tenacious (a ) tendency demur

dense attendance wisdom

condense timidx

condensation freedom

continent kingdom plenty

condemn moaned

intention (5 ) dawned

extension phantom fastened

contention autumn

sweeten sanctum

latent (b ) brand steamed

mutiny

stencil

mutton
O J/ Indian

obtain gained addenda(b )

NOTES : (a) The ru le given in Paragraph ‘

16 appl ies to the circle between
the b lended consonants and straight l ines as in the ‘

word tenacious .

(b) W here i t is possib le to use e ither ten , den , orent. end , the ten . den b lend is
given the preference .
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52 . The sy l lab les men , mem are expressed by leng then
ing m , that is , by joining m and n; ted , ded , det, by a
long stroke upwards , equal to t and d joined ; ses or

sns , by joining the two signs for s; xes , by joining x and s .

MEN,
MEM as in mention memory

as in heated seated

2 as in passes c?
)

S 2 as in boxes m ixes —
5
?

NOTES : The comb ination det usual ly occurs at the beg inn ing of words , as in
detach , detest, wh i le ded , ted , usual ly occurat the end ofwords .

The stroke is used to express ted , ded after short word s only , a d isjo ined dash
being more conven ient in most word s as explained in Par. 53 .

GENERA L E XERCISE

man effem inate D L— é Roman

many nom inate romance

menace exam ine Ottoman f f
—F

minute maintain fam ine

month m inimum human

amen stam ina Manhattan

acumen women commonly

immense omen detach

emanate om inous detection

memoir remain waited
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masses f f
? teases sustain V

‘

guesses f
“

? possess cessation
9
K

races c f leases v 4
? annexes

basis fences taxes X

NOTE : In rapid writing the first s in ses may become obscure . and yet the second

5 , be ing written contrary to the rule for writing '

a s ing le 5 , clearly ind icates the
plural form . Compare face , faces , case , cases , pass , passes .

53 . A t the end ofmany words ted , (led , and som etimes

ed , may be expressed bv t placed beneath or close to the
preceding character.

invited divided 6? demanded fl printed Ca//

54 . Advantage may be taken of the b lending principle
in phrase writing ,

thus : t-me forto me
, t

-do forto do .

to meet ought to know

to do to make at auv time

to draw to my what to do

to mean to know in due time

WORD -SIGNS A ND PH RA SES

and , end assist 7 date
,
did

attention definite

agent between devote



44

difier-ggge 0
difficult-y O .

duty

endure

exist-ence

says, system

GREGG SHORTHAND

society

to-morrow

want

went

in time

and there

and there is

and am

and I am

at hand

all my time

at that time

for the time

yourattention

kind attention

every attention

my attention

READ ING EXERCISE
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i g /

WRIT ING E XERC ISE

1 . The society asks for d ifferent working cond itions and a m ini

m um wage law .

2 . The memoirs of-this famous man read l ike a romance ; such a

bOOk w il l -be an inspiration t
'

o-me .

3 . Andrew Temple w il l study printing and book b inding in the

evening classes at the Manhattan Academy .

4 . Your- letter reached me
,
but I—have had no time to-make the

definite reply demanded .

5. That youcare in business means that you
-are doing something

for-which mankind is w il l ing to-give you rno
’

ney.

6 . \Ve-can-not grant the extension oi- time you
-wish

, and if-the

money does—not reach us by
- the date mentioned , we- shal l draw

ou-

you through our bank .

7. The auditorwho was sent to exam ine the books for-the season

had to devote a month to- the work .



EIGHTH LESSON

RULE S FOR E XPRE SSING R

55. The circle or loop i s written w ith a reverse move
men t to express R :

(a) Before or after straigh t lines , or between two

straight lines in the same direction .

Before Between

arm mar marmot

harsh /O Share

(b) Between a horizon tal and an upward character.

mart lard garden

(c) Between a downward character and T ,D , N , M .

pert barn

e 5
NOTE : A s there is a tendency in rapid writing to curve a Straight l ine when it

is fo l lowed by a c irc le , the d istinctive method of j oin ing the c ircle when reversed
after Ch , J ,

i l lustrated in chart (compare w ith pert) , is adopted to prevent any

possib i l ity of m isread ing .
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(d) Between SH ,
CH , and L .

churl Charles charlatan

56. By chang ing the form

loop at the end of a straight

dares manners

readers preachers

7
57. Before straigh t l ines S in ser, cer, sar, and T h in

ther, thir, may be written contrary to the usual m ethod

of joining to express R .

sermon assert serge sard ine

concern concert insert

desert Thermos

G ENERA L E XERCISE

heart
’0/ army harness

hearty Armenia ‘ 0—
1 3

heartily harm a ? earn

of the reversed circle to a

l ine , the letter S is added .

stars tires

cheers
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yearn oyster guarantee

barter courtesy

Yarmouth H ibbard

harmony Tartar

Armada tender

cashier burden
herm it mermaid spared

hurt* murmur shepherd

murder

near martyr charter

mere marten journey

sojourn

adjourn

domineer b il liard germ

anger H il l iard Charlotte

poniard hammers

attire farmers

carter soldiers

mutter cartridge 9

7
surname

* I t is general ly more fac i le to use the c ircle for the obscure vowel sound

heard in ur.
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59 . The reversing principle is used express L in

fo l low ing words :
til l , tel l

sm ile detail

f

NOTE : The plura‘l of these words is expressed by a reversed loop— see Par. 56 .

deals mai ls styles detai ls

WORD-SIGNS

certificate merchandise W particular

determ ine territory

trust

merchant refer-ence

READ ING E XERCISE

N J
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04 z

WRIT ING E XE RCISE

1. The poems of Robert Burns portray his love for mankind,
as shown ih -the l ine “A man’s a man forall that .

”
2 . VVe-can-not fi l l your first order until we-have heard from -vour

references .

3 . In-the northern territory this organization sells only to certain

firms
,
but in-the southern cities it does a large mail order business .

.4 . The firm in-question deals in hardware and sel ls all sty les
urns

,
hammers and other tools to-the farmers ia-this and

ring countries.



N INTH LESSON

WORD -SIGNS

60. The form s on this page should be transcribed

without referring to the key. Afterwards the student

should compare his transcript with the key, and make

corrections .

REVIEW E XERCISE ON WORD-SIGNS



NINTH LESSON 53

KEY To REVIEW EXERCISE ON
‘

WORD—SIGNS
61 . The s tuden t should test his know ledge of the

word-signs by writing the fo l lowing words in shorthand ,

afterwards comparing the forms he has written with those

g iven on the opposite page . In doing this it is a good

plan to place a ring around any word incorrectly written ,

and afterwards write several lines of the correct form .

1 . a-an ,
about, above , after, agent , all, a l low , am-more , and-end

,

any, a
re-our

,
ask , assist .

2 . at- it
,
attention , be-but—by, become—book , been-bound , before

behalf, behind ,
be l ief-be lieve , between , beyond , body , business,

cal l , can .

3 . care
,
cause-because ,

certificate, change-which
,
check , company;

keep, could ,
course

,
date-did , defin ite , desire , determ ine:

4 . devote , difl er-ent-ence , difficult-y,
duty

, else- list, endure , ever-y,

exist-ence , fal l-fo l low ,
far-favor, find , firm ,

first.

5. for, form -from
,
friend—ly,

ful l-y,
gave ,

gentlemen ,
give-n

,
g lad

,

go
-good , great, hand .

6. have, he, how-out
,
I
,
in-not, inclose , instant- instance , is-his,

judge,kind ,
let- letter, l ight , l ike .

7. l ittle ,
long ,
look

,
market—Mn

,
Messrs ,

m ost , move
,
much

,
must .

8. name ,
new

,
next

,
of

,
one

,
order

,
organize-organization , other,

particular, please , point-appoint , public-pub l ish , put .

9 . question
,
real-regard

,
receive , refer-ence , reply , represent,

right—write , says-system ,

“

season , Shal l-ship, should
, side

,

society , some .

10. soon
,
speak-speech , state , such , sure

—ly,
teach , territory , than

then ,
that

, the , their-there , them , they , thing-think , this , those .

11. time
,
told , to-morrow

, trust, until , upon , use , usual -ly-w ish ,

very
,
want

,
was

,
week , wel l -wil l , went .

12 . were ,
what , when , where , while , why,

wife , wire , word ,
work,

world , would , yes , you
-your.
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L IST OF ADD IT IONA L WORD-SIGNS

62 . Many of these words are written in accordance

with rules g iven at a later stage of the study , but are

presented now so that the studen t may beg in dictation

on connected matter. As these words are of frequen t
occurrence , the form s should be diligen tly practiced ,

in

order to gain facility in writing them .

accept
-ance

acco
'

rd capital

accordance car, correct

acknow ledge carry

acquaint
-ance character

advantage charge

advertise clear-ly

agree col lect

always consideréation

arrange -ment copy

avoid corporation

correspond-ence

cover

credit



NINTH LESSON

custom import

del iver improve-ment

direct industry

dollar influence

insur

dupl icate invoice

during , Dr.

educate mortgage

effect never

either newspaper

enough

experience

fau l t (seefall) occasion

future OCCUP
' iiuon

office

oPficial

Opinion

princip
-f
‘

;

immediate-ly pub l ication

55



56

qual ity

quantity

railroad

railway

recent

record

regret

remark

rem it-tance

report

respect
-ful-ly

return

satis
{Y
factory

satisfaction

Signific

smal l

GREGG SHORTHAND

stand

stock

strange

strong
,
strength

suggest-ion

thank

thorough- ly,
three

throughout

truth

typewriter

value

vowel

weal th (see well)

w ithout

wonder

yesterday

young

J
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u . fl \

WRIT ING E XERCISE

1 . The government wil l insure the goods against loss.

2 . Your acceptance of our order is in accordance with the

arrangement
,
a Copy ofwhich I gave to your C lerk .

advertising Copy wil l be an ad

with the Insurance corporation .

quantity . Yourmotto should
be Not how much ,

’

but how wel l .
5. The charge of the judge wil l oblige the jury to consider the

Character and
/
occupation of the victim.

‘

6. The agent reports that he could not send the book yesterday
bTIt

‘

that he wil l deliver it to-morrow without fail .
7. The typewriter is of great value in the business office . In

tfi th it is difficult to do business without one .

8. He says that most of his pupils wish to take the ful l course
and that he is planning the organization of a new class at t he

beginning of next month .

9 . We suggest that the society arrange to take some action on

this report and that such action be made a part of the record .

10. P lease send a check with yournext order or we cannot ac

cord it immediate attention .

11. The report of this season
’
s business is thoroughlysatisfactory .

12 . The object of this pub lication is to place before the pub lic
the truth about the recent report on the railway stock .



TENTH LESSON

COMPOUND WORDS

63. A number of compounds may be Obtained by

joining simple word -signs , as il lustrated in the second

lesson by the word before The fo l lowing words are

formed on the same principle

ever-y

there

where Q7
y

soever

some

NOTE : S l ight mod ifications or om issions are made in the forms for anywhere,

anyhow , hereinafter, herewith , however, sometime, and somewhere. These should
receive Spec ial attention . The form fornotwithstanding is not-with-s.

59
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MISCE LLANE OUS COMP OUNDS
nobody nevertheless otherwise

5,

meanwhile —CD standpoint fl thanksgiving

KEY TO COMP OUND WORDS

any: anybody , anyone , anywhere , anyhow .

be before , beforehand ,
behindhand ,

belong
,
beside .

ever-y: whatever, whenever, whichever, however, whoever, Every
body

,
everyone

,
everywhere .

here: hereafter
,
herein ,

hereinafter
,
hereinbefore

,
hereon

,
hereto

,

heretofore, hereunto ,
herewith .

there: thereafter
,
therein

,
therefore

,
therefrom

, thereon , thereto
,

thereupon , therewith .

where: whereabouts , whereas , wherever, wherefore
,

‘

wherein ,

'

whereof
,
whereon

,
elsewhere .

soe
-
ver: whatsoever, wheresoever, whensoever, whosoever, whomso

ever.

some: somebody , somehow , someone , sometime
,
somewhat, some

where .

with: within , withstand , forthwith ,
n otwithstanding .

DERIVA T IVE S, E TC .

64 . After abbreviated words and words ending in a

reversed circle , a short dash struck upward is used to

express the past tense ; the disjoined r expresses the

term inations er, or, and the disjo ined ri , expresses ary, ory.
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wanted d irector cal ler

experienced 5 directory f customary / 7
dearer nearer murderer

NOTE : W hen the forms are d istinct ive , er, or, ary, ory. may be joined , as in

greater, boundary, receiver, stronger, writer, reporter.

65. When a word -sign ends w ith the last consonant of
the word , the reversing principle may be used to express
erafter straight l ines .

sooner firmer teacher

66. The word - signs after (of) and out (ow) may be

used as prefix form s .

aftertimes afternoon outside

GENERA L E XERCISE

cared co l lected creditor

favored Cl
)

corrected ful ler n
)

returned insured

bel ieved insurer kinder

caused advertiser recorder

inclosed clearer speaker
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sender o
z
e/ thinker afterglow A . »

shipper
‘

i

worke
'

r outgoing f “
.

pub lisher afterthought Outfit

TH E A BBREVIATING PRINCIP LE

67. Many long words may be abbreviated by dropping
the term inations . I twould be a waste of time and effort

to write more of a word than is necessary to suggest it

when transcribing . This principle is already fam iliar
in

'

longhand , as Rev. for Reverend , ans . for answer, J an .

for J annary, P hila . forPhiladelphia, etc .

The exten t to
.

wh ich the principle may be applied
depends upon the fam iliarity of the writerwith thewords
and subject matter. Every writer can apply it easily
and natural ly to fam iliar words , and adapt it to the

special requirem ents of the line ofwork In Which he may

be engaged .

The words g iven in this lessoh are among the most

common and useful il lustrations of the application of

this principle .

‘
vVhen these have been studied , it wil l be

easy to apply the principle in general practice . Many

of the words g iven in subsequen t lessons are abbreviated
in this way. I t is importan t to bear in m ind that all

the words so abbreviated wil l usual ly occurin sentences .

Forinstance in the sentence He was received with great
enthusiasm ,

”
it would be sufficient to write enthns for

enthusiasm; and the sam e form m ight be used forenthusi

astio in
“

He m et with a most enthusiastic reception .

”
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ILLUSTRAT ION OF A BBREVIA T ING PRINCIP LE

that the s
’

itccess . Of the magaz ine may

,5 a».

necessary to change the policy of the association

at the next meeting in P hiladelphia sometime in J anuary .

Have you a memorandum of their financial standing?

we cannot cancel the balance . The February number w il l

contain an original story by a
“ very prominent writer.

7
.

Please answer this letter before September first . We

(
5

remember your co-operation at

our appreciation when there

cf

that time and we

is an opportunity

c
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E XERCISE ON ABBREVIA T ING PRINCIPLE

The fo l lowingwordsare to be written in shorthand ,

and afterwards comparedwith the form s g iven on the
n ‘ u

opposite page .

“ 3
.

1. aband(on) , abbrev(iate) , accus(tom ) ,
alph(abet) , ambass(ador) , anim(al ) , anon (yh10h s) , ans(wer) .

2 . apo l (ogize) , apprec(iate) , assoc(iation) , attitfli de) , attrib(ute) ,
bal (ance) , bril l (iant) , cal(culate) , canc(el ) .

3 . cap(ab le) , Cath(olic) , . ce1e chil(dren) , col lat(eral ) ,
conseq(uence) , co deg(ree) .

4 . delib(erate) , dilap(idate) , dilig(ence) ,
dis(count) , emin(ent) .

5. Eng(land) , entit(le) , estim (ate) ,
fam (iliar) , finan(cial) , freq(uen t) , gen(eral ) .

hund(red) , inaug(urate) , indic(ate) , innoc(ence) ,
invol (ve) , irresis(tib le) , j ourn(al ) .

7. knowl (edge) , lang(uage) , leg(a1) , leng(th) , l ib(erty) , loc(al) ,
mag(az ine) .

8. mat(ter) , melan(choly) , memo(randum) , mod(erate) , neg(lect) ,
negoti(ate) ,

9 . num (erous) , Obse(rve) , obv(ious) , oppor(tunity) , Ordin(ary) ,
orig(inal ) , pamph(let) , pecu(liar) , pecun(iary) , perman(ent) .

10. perpend (icular) , pleas(ant) , pol (icy) , pop(ular) , pos(sib le) ,
pov(erty) , predeces(sor) , pref(er) , prej (udice) , prelim (inary) .

11 . prep(are) , pres(ent) , presi(de) , priv(ilege) , prom in(ent) , rath(er) ,
relinq(uish) remem (ber)

12 . remons(trate) , rev(erend) , ridic(ulous) , scrup(ulous) , separ(ate) ,
sev(eral ) , simi l (ar) , simul (taneous) , singu(lar) .

13 . splend(id) , suc(cess) , suf(ficient) , synon(ymous) , temp(erance) ,
trav(el ) , unan(imous) , un(ion ) , vul (gar) .



https://www.forgottenbooks.com/join


66 GREGGSHORTHAND

68. The Abbreviating Principle 'may be applied to a

shortword when a distit iye out l ine is secured . U sual ly
this is done aftera diphthong orstrong ly sounded vowel ,
as il lustrated in the word-signsl

‘

right
-write, find , light, side.

The fo l lowing are useful examples :

c lient trade

private Q grade

3 rrive QQ N 0 freight {a

derive doubt I claim

decide loyal—ty poor

unite power cure

strike proud Q;

entire thousand f é
‘

to-night

DAYS AND MONTH S

Sunday August

Monday September

Tuesday March October

Wednesday April 6 November

Thursday May December

Friday une

Saturday



TENTH LESSON
"

F IGURES, ETC .

69 . After numerals the word dollars is expressed by
d; hundred by n placed u nder the numeral ; thousand
by ih; million by m placed on the line close to the

nuI -
‘

neral ; billion by b; pounds (weight or money) by p;

gallons by g; barrels by br; ,

bushels by bsh,
’ feet by f;

francs by fr; cwt by nw; o
’
clock by 0placed over the

numeral

Cf/
f

five gal lons
f five barrels

5/ five bushels

i
f; five feet

s
,
000

,
000 f , ” five cwt.

J J

5 lbs . (or £5) 9
;

500feet

500lbs . (or £500) 5 fiv e francs

7
70. These signs may be used after the article a and

such words as per, few , several

a dol lar few thousand dol lars J/
a thousand dol lars a pound

five o
’
clock 5

0

a
,

7
fa
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a hundred thousand per hundred C

several hundred 2 a m il l ion

several hundred do l lars 2 a gal lon

71. Cents when preceded by do l lars may be expressed
by writing the fi gures represen ting them very smal l and
above the numerals for the do l lars ; when not preceded

by do l lars the Sign for s is placed above the figures .

P er cent is expressed by s written below the figures ;

per centperannum by adding n to per cen t .

five cents five per cent
’

five pe
r cent per annum

”
O

RE A D ING E XE RCISE
l“ l/J

‘

L "
l

c/ J 2 7
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WRIT ING E XERCISE

1. Elsewhere in this issue you wil l find a notice which should be
read by everyone who desires general know ledge about the legal
rights of women in the different states in the union .

2 . He advertised in the afternoon papers foran experienced col

lectorand by 10o '

clock that night a hundred repl ies were received .

3 . The eloquent speakerwas greeted with enthusiastic applause
which indicated that his views were popular.

4 . If the qual ity of this merchandise is not as represented you

may return the goods to us and we wil l give you credit for them
,

but we cannot possib ly al low you any discount on the balance .

5. The creditor wil l not rel inquish the c laim which his first
mortgage gives him

, and therefore we cannot sel l the entire stock
at
fi
a

‘

uction as the other creditors suggested .

6. We al low a d iscount of 5% on cash sales .

Some customers take advantage of this even when they find
sit necessary to borrow the money

,



ELEV ENTH LESSON

PH RA SE -WRIT ING

72 . The studen t should cul tivate the practice of j oin

ing smal l words , for w ithout it great proficiency can

neverbe attained . Al l the common phrases consisting
of two or three words should be written with the same

facility as an ordinary word—form , but noth ing is ‘gained

by straining after special forms for uncommon phrases ,
or where the outl ine requires more than five efforts of

the pen. Wh ile experience must ever be the supreme

teacher in phrase—writing , the fo l lowing suggestions w il l
be useful .

(a) At the outset short and common words only shou ld be joined .

(b) The words should make good sense if standing alone
,
as

I am glad .

(c) The outlines for the words should be capab le Of being easily
joined .

(d) Phrases that carry the hand away from the l ine of writing
shou ld be avoided ; in otherwords, the writer should aim at on vard
movement .

(6 ) Pronouns are general ly joined to the words they precede , as
I am,

I shall
, you can ,

we have.

(j) A qual ifying word may be joined to the word it qualifies, as
good men .

(g) The prepositions to, of, in and with
,
and the conjunction and

70
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are general ly joined to the words they precede , as to have, of which ,
in case, with this , and there.

(71) The auxiliary verbs should
,
would, could are general ly joined

to the words they precede, as should be, would be, could be.

In practicing the phrases g iven in th is manual , the
student should keep steadily in m ind that they are g iven
as examples, and that he is to form his own phrases on

sim ilar l ines in general practice . He should study the

phrases here g iven w ith a V iew of noting not on ly the

nature of the joinings , but also the nature of the words

that are joined .

GENERA L E XERCISE

of our

of the I can

to the we are I have

to this from the you have

in the from you I would

on the which the Z I wil l

of his P which is you can

oftheir which can A

that the

there is it was

there are in which



72 GREGG SHORTHAND

all right in this

by which there were in these

to you there wil l in those

for the /
2
‘ may be in thus

for this 27 wil l be I inclose

w ith the would be we inclose

with this W at
k
hand in regard

W ORD MOD IFICA T IONS

V ery useful and distinctive phrase- form s are Obtained

by mod ifying the forms for certain words .

73. Before words beg inn ing with a doa ard charac

ter orO ,
R ,
L , to is expressed by t.

to be to favor
07

to honor

to have to please t / to receive

to pay to believe to look

74 .
When repeated in a phrase , the word as is

expressed by s:

as wel l as M as great as m as many as

as good as V
”
) as much as as long as
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80. The phrase was not may be easily and leg ib ly
expressed by writing wasn’

t, that is , by joining s to nt

without an ang le . For the same reason , it is not is

written it isn
’
t and there is not is written there isn’t. If

the contractions wasn
’
t, isn

’
t need to be clearly indicated ,

an apostrophe is placed over the form s .

it is not it was not he was not it wasn
’
t

X/ e/ ,
«y

81. The words ago,
early, few, him , hope, sorry, want,

are modified as shown in the fol lowing phrase- forms

weeks ago to him

months ago I told him

years ago we told him

at an early date

at an early day
early reply a/ I am sorry

we are sorry

I want

you want

few months ago we want

few minutes ifyou want

few m inutes ago do you want
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OM ISSION OF WORDS

82 . The phrase of the maybe om itted and its om ission

impl ied by writing the words it connects close together.

Yourletterofthe
4th inst .

u 7" time ofthe day

end ofthe week state ofthe market —
C /

credit ofthe firm M A l ist o i the people

83 . The wordsfrom and to are om itted in such phrases

as from time to time.

from time totime from month I
f

to m onth

from day to day from year
to year

from week to week m from season

ito season

84 . The word after is om itted in such phrases as day

afterday, but the words are not joined

time aftertime week afterweek J

dayafterday”0 month aftermonth

hourafterhour “ r yearafteryear

85. The word by is om itted in such phrases as day by

day, the last word being written a little below the first

word

day by day l ine by l ine c a l /f f

week by week f “ l ittle by l ittle
r “
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86. The word to is om itted after the words able, ao

cording , glad , like, order, please, reference, regard , regret,

relative, respect, wish.

ab le to say
in reference to the
matter

in respect to the glad to see N 4;

in regard to the
matter —x _ -fi

-
z§ I regret to say Or ;

in reference to th
7

W iSh to say 5
87. Any unimportan t word may be om itted where the

grammatical construction of the sentence would compel
its restoration when transcribing .

in the world some of them

here and there week or two

more and more son-in-law

GENERA L E XERCISE

to see as nearas

to ship as low as

to which as soon as

to reach you have been

to l ike there has been

what has been

had been able



wil l not be ab le
have you not been
ab le
"had been

they had been

I do not see

I do not know

we do not know

I do not l ike

I don '

t see

there was not

days ago

ten days ago

fora few days

I hope to hear

I am sorry to say

ifyou want any

particulars of the
work

cheer after cheer

side by side

on the question

ELEVENTH LESSON

in a day ortwo

in reply to your

ought to receive

out of the question

in a week ortwo

by the way
hand in hand

that is to say

system of govern
ment

form ofgovernment

one of our

one or two

one of the best

ought to be

ought to have

more or less

one of the most
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7

SPE CIAL BUSINE SS PH RA SE S

DearSirs

DearMr.

My dear Sir

Yours Sincerely

Yours very sin
cerely

Very sincerely

Sincerely yours

(See A l so Page 37)

Very respectful ly

Cordial ly yours

Very cordial ly yours

I am in receipt

W e are in receipt

I am in receipt of

your favor

M

W e are in receipt Of

your favor

I am in receipt of
your letter

READ ING E XERCISE

w e
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J 0 fl 2 fi k fi x

WRIT ING E XE RCISE

1

DearMadam

we learn from your letter ofMay 10that you are returning the
books which we sent you a few months ago . You wil l be credited

w ith these books when they reach us and the charge for them w il l
be canceled . We are g lad to know that you appreciate our cour

tesy in accepting theirreturn . When you need anything more in

our l ine , you wil l find us ever ready to serve you .

V ery sincerely yours,

DearSir

W e have yourrecent letter asking us to take advertising space

in your newspaper. Ouradvertismg plans for the next few months

w il l not al low us to take any more newspaper space at this time .

Ifyou wil l bring this matter to our attention again in about three

months
,
we may be ab le to arrange for a ful l page in the hol iday

Issue to which you refer.

Very cordial ly yours
,



TW E LFTH LESSON

OM ISSION OF V OW E LS

88. When two vowels not form ing a pure diphthong
come together, the m inor or unaccented vowel may be

om itted , and for convenience in writing many words the
circle may be om itted in the diphthong u .

deity ratio radius

m usic continue

89 . In the body of a word short i t and ow are om itted

before 11 , m , 11g , nk , m,
ml .

run come sun round

found rung pungent

NOTES : (a) The short u is not om itted when it occurs between two horizontal
straight strokes as in m m, numb.

f

(b ) The om ission of ow between two horizontal straight strokes is ind icated
by the “

jog or broken l ine , as in renown , announce.
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93. The vowel is om itted in the term inations tition ,

tation , dition , dation , nitton , nation , mission , motion

repetition addition ignition omission

station gradation stagnation formation

GENERAL PR INCIPLES

94 . While the om ission Ofvowels in general is left to a
very large extent to the judgment Of the writer, the

fol lowing suggestions wil l be of assistance :

(a) A v el is O ften om itted between two reverse
curves .

maker struck scarce

attract eager secure

(b) A hook vowel ‘ is Often om itted between T , D ,
R ,

L , and P , B .

Dub lin
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(c) A circle vowe l is O ften om itted between P ,
B

a horizontal or upward character

pity rapid open

5

OM ISSION OF CONSONANTS

95. D is om itted when it immediately precedesM orV

admit administer adverb advocate

NOTE: In the words adm ire, advise, advance, com ing underth is rule, the initial
vowel may be om itted . Th is enab les the writer to form such useful phrases as

I admire, we admire. to advise, I advise, we advise, to advance, in advance.

96. When sl ightly enunciated , T is omitted

the end Of a word .

fact detect

defect insist desist

combination expressed by raising

kil led Arnold

building bewilder golden Reynolds



84

arduous

genuine

astute

musician

virtue

theory

IB USCU HJ

lunch

colum n

front

brown

drown

sound

surround

foundry

GREGG SHORTHAND

GENERA L E XE RC ISE

astound

redo

-

and

renounce

announce

rej oice

review

repent

respond

replace

w reside

resort

resource

betray

beseech

deserve

debase

debate

decision

discharge

disarm

discern

distort

discard

m isprint

m isquote

m isguide

perhaps

perm ission

promo tion

pro long

provide

proper
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feature extenuation evident

venture attest exact.

event attestation contact

eventual detest consist

adventure detestation persist

failure demand

error

serious Q4 deduct

previous resident

tuition president

9 8. The fo l lowing words com ing under the rules give
in this lesson are also useful il lustrations of the Abbre

viating Principle .

benefit probab le

manufacture progress

m isfortune

m istake

disagree
ment

disappoint: person
-al respons

-fble
ment

NOTE : In disagree, disappoint and their derivatives. it is found convenient
write d fordis .

punctual C

9

7
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READ ING E XERCISE

WRIT ING E XERCISE

1. The theory was advanced that a so lution of the bewildering
mystery could be found only by fo l lowing up every clue .

2 . A specialmeeting was announced for the purpose ofdiscussing
the formation ofa society for the benefit of the metal workers in the
foundry .

3 . Much damage was done to the baggage through rough
handling and one package was entirely crushed .

4 . Silence about the details of youroffice work is a virtue . The

repetition of an innocent remark has Often caused the failure of an

important business deal .
5. The manager Soon found there were profound m isgivings

about the outcome Of the expedition .



TH IRTEENTH LESSON

J O INED PREFIXES

9 9 . Most Of the joined prefixes are already familiar
to the studen t . They are repeated at th is time for the

purpose Of furnishing sufficient practice to elim inate
hesitation in using them

'

in actual work .

100. Al, expressed by aw ; and U I, by i t .
almost also u ltimo (ult. )

101. Com , Con , Coun ,
Cog , expressed by k .

competition confess counsel cognomen

2

NOTES : (a) Before t ord the prefix form may express can .

cantaloupe cand idate candor cand le

(b) W hen Com orCon is fol lowed by a vowe l or by r or I , write km forcom and

kn forcon .

comedy comrade con ic Conroy
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105. For, FOre , Fur, expressed by f.

forgive foresight furnish forearm

02 /a _ _

NOTE : W hen For or Fore is fol lowed by a vowe l , d isjoin f and write the next
CharacterClose to i t , as in forearm . W hen For orFore is fol lowed by rorZ, form
an angle afterf. as in forerunner, furlong , page 9 2 .

106. Sub , expressed by s .

subdue subpoena submit substance
4

NOTES : (a) Before R , L , Ch , J , or a hook , s is written contrary to rule to

express sub.

sub l ime subway subord inate

(b) W hen Sub is fol lowed by a C ircle vowe l . s is d isjoined and the next

Character is written close to it.

subed itor subagent subhead subequal

, 7 , , c /

GENERA L E XERCISE

ulster

compel

ulterior common

ultimate

ultimatum



commence

comm ission

commotion

commutation

comity

comatose

conceit

contest

concur

concussion

conditional ly

confirm

consign

confound

conso lation

conso lidation

consternation

conduce

consummate

convince

TH IRTEENTH LESSON

convene

consu l

conscious

cognate

embrace

emperor

impartial

imperfect

impossib le

impoverish

impression

engine

encourage

enchant

infirm

invent

invest

investigate

9 1



unkind

uncouth

unlearned

emerge

emotion

inhab it

immersion

inaction

uneasy

unnoticed

expert

excess

exaggerate

excite

excursion

exhaust

explosion

exhib it

oxal ic

oxidize

GREGG SHORTHAND

fortune

forsake

foreground

forerunner

farlong

forenoon

furnace

further

furthermore

furthermost

furtive

furn iture

forehead

foreordain

subside

subsequent

sublease

suburb

subsist

subacid
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PRE FIXAL A BBREVIAT IONS

108. The fol lowing are useful abbreviations under

rules g iven in this and in previous lessons :
accomplish 0

?
economy

V effort

command

commerce

commercial

comm ittee

communicat exerc'se

compare

express

conclusion

confiden ie indeed

c ongress

connect

country subject
*See suffix able, page 109 .



TH IRTEENTH LESSON 95

READ ING E XERCISE

t

2
)

WRIT ING E XERCISE

I . The world wil l l ittle note nor long rememberwhat we say

here, but it can never forget what they did here .

"

2 . It needs no prophet to tel l us that those who l ive up to their

means without any thought Of a reverse in life can never attain

pecuniary independence .

3 . To the cost of manufacturing and shipping add the profit of

the manufacturer and that of the shipper
— these items make up

the price paid bythe ultimate purchaser.



FOURTEENTH LESSON

TH E TR PRINCIP LE

109 . Certain prefixes orletters are disjoined to express
tr and a

'

fol lowing vowel . The prefix is placed above
the line and very close to the remainder Of the word ,

wh ich rests on the l ine ofwriting .

Contr contract counteract

(or counter)
Constr construct constraint

extract exclamation

intricate intel lect

instruct instrument

R etr retract retrograde

R estr restrict restraint

Detr detract detriment

Distr distract distribute

E lectr electric e lectric car

(orelectric)
c: c:

A lter altercate /
3
/

alternative
9

U ltra 64 “
ultramarine
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extradition

extraneous

extraordinary

external

exc lude

exclusive

internal

interest

introduce

intervene

intel l igent

intel ligence

entertain

enterprise

international

interpret

intersect

interrupt

interview

instruction

GREGG SHORTHAND

retrieve

retrospect

retraction

retribution

restrain

restriction

deterioration

distraction

d istress

d istrust

electricity

electrician

electrotype

electric l ight

alteration

alternation

centrifugal

l iterature

l iturgy

letterpress



FOURTEENTH LESSON

maternal pattern

metropol itan patron

nitric petroleum

nutriment Austria

Datrician ostrich

COMPOUND D ISJO INED PREFIXES

110. Some very useful compounds are Obtained

joining simple syl lab les , such as an , in , dis , re, non

d isjoined prefixes .

uncontradictecl 7 unconstrained

uncontro l led inextricab le

incontrovertible uninteresting

unrestrained reconstruction

redistribution m isinterpret

d isinterested il l iterate

uninterrupted eccentric

unintel l igent concentration

unintel lectual nonintervention

indestructib le unalterab le

immaterial . compatriot

99
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DERIVAT IVES OF WORDS END ING IN CT

111 . In form ing the derivatives Ofwords ending in ct,

as contract, it is not necessary to disjoin to express ed ,

or
,
er, or ive. The t is om itted in the prim itive form

(under the ru le g iven in Par. and also its derivatives .

contracted restrictive

contractor unretracted

contractive detracted

constructed active

constructor effected

constructive effective

instructed affected

instructor defective

instructive detected

extracted detective

READ ING E XERCISE

P M

?
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D ISJO INED PREF‘IXE S—CONT INU ED

112 . Aggra-e-i
, expressed by loop a ; and Anta

-e -i, by
Circle a .

aggravate

113. Ineli-e-u , expressed by i (smal l circle) .

incline inclemency include inclusive

O V

114 . Decla-i, expressed by de ; and R ecla- i . by re.

declare decl ine rec laim recline

4 :
NOTE : On account of the d istinctive character of the form , Dec la-i may be

expressed w ithout d isjo in ing ; thus
declare decline declaration dec laim

115. Hydra-o , expressed by i (diphthong i
hydrant hydrau lic hydropathy hydrophobia
3
9/ <9 a
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116. Magna-e-i (or MC) , expressed by m ; and Multi
,

by mu .

magnanimous magnificent McDonagh multiform

NOTE : W hen a d istinction is required between Mc and Mac , write the stroke
doub le length forMac .

117. Over, expressed by 0; and U nder, by u .

overdue overthrow understand underneath

0 n

118. Para, expressed by p ; and Post
,
by p (on the

l ine , close to the nex t character) .
parasite paral lel postman postal

c

119 . Self, Circu-m , expressed by s (to the left) .

K g

selfish self-esteem circulation circumvent

120. Super, Supre, expressed by s (
“

comma S

superlative supreme superficial‘ supervise

M

121. Short or Sh ip, expressed by sh ; and Trans , by t.
shorthand shipwreck transaction translation

y
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122 . Saspi, Saspe , Suscep, expressed by ses .

suspicion suspense susceptib le
f f I

/
GENE RA L E XERCISE

d

aggrieve hydrogen

hydrocarbon

magnet

aggression magnesia

aggressive

antidote

Mac i ntosh

McDougall

antediluvian mul titude

antithesis mul tiply

declamation overtake

decl ined overbalance

recl ined overcharge

incl ined overlook

incl ination overcome

0

inclusion overestimate f
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COMPOUND D ISJO INED PREFIXES

untransacted untransferab le é

Untransparent é self-contro l

untranslatab le0” self-contradiction

disinclination A
7

6
unsuspected

self-interest unsuspicious

unselfish ”
7/ unsusceptib le

unparal leled i / electromagnet

123 . The words misunderstand and misunderstood are

expressed by stand and stood placed under mis , with

mis placed on the line Ofwriting . This is extended to
understand and understood when preceded by a pronoun,

a wordsign ora short phrase form .

m isunderstand I do not understand f )
"

m isunderstood I cannot understand { 1

7

we understood
5» thorough ly understood

124 . The words extra enter, over, under, short, alter,

center, counter
,
construe, agree, deter, are expressed by

the prefixal forms placed over the next word .

extra discount V centerrail

enterinto counterclaim m y



overthe

underany

short time

FIFTEENTH LESSON

alter this

construe the

SenatorCumm ings

READ ING E XERCISE

0/

107
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WRIT ING EXERCISE

1. Self-know ledge, self-reverence
,
self-control

, these three alone
lead men to Supreme power.

2 . It was our understanding that Doctor MacChesney was to

translate that discussion on the transplanting of magnol ia trees

for the next issue of the Agricultural Review .

3 . The extra discount al lowed on the b il l for goods purchased
at the regular counter was not according to the new contract in

which we agree to make a special price only on sales amounting to
more than $200.
4 . The circulation of the magaz ine is over fifty thousand w ithout

taking into account the extra copies sent out as exchanges .

5. It was self-evident that coal would be recognized as a contra

band Of war.

6 . There was a general suspicion that his antagonist was a

man of great intel l igence and magnetism .

7. This system of shorthand is the very antithesis of the anti

quated methods , and it is easy to demonstrate that it is vastly
superior to any of them because there is a superabundance of evi

dence in its favor.



https://www.forgottenbooks.com/join


110 GREGG SHORTHAND

(b) Where the root word is abbreviated to one character, ness is written in
ful l , as in the word goodness , wh ich is written g-n-e—s . If the prim itive word ,

although a word-sign , is more ful l y suggested , the suffix form is used .

ful lness l ittleness gladness friend less

2

(c) An angle is formed in jo ining ness where the absence of an ang le would give
‘h e form of a d ifferent word .

hardness sadness madness lowness

harden
‘

sadden madden

129 . P ose , expressed by po ; P osition , by po-shun ;
Pute , by pu ; and Putation , by pu-shun .

impose imposition impute imputation

7 7 7

130. P ire , expressed by pi ; and Quire, by lei .
aspire inspire conspire respire

acquire inquire require

131. Quest,
request

esquire

97 3

lacs ; and Quisite, by kest.

requi site exquisite



SIXTEENTH LESSON 1 l l

132 . Self, expressed by s ; and Selves , by ses .

h imself yourself themselves ourselves

9

133. Sult , expressed by su; and Sume , by sm .

result insult assume resume

134 . Sure , expressed by shu ,

‘

and Jure , by ju .

assure measure injure perjure

135. T ion , Sion (shun) ; T ient, Cient , by shun-t; and

Ciency, by shun-si .

passion patient ancient efficiency

a
136. W orth , expressed by uth ; and W orthy, by thi .

Harmsworth A insworth praiseworthy trustworthy

GENERA L E XE RCISE

suitable eatab le

irritab le

salab le



112

nimb le

readab le

seasonab le

admissib le

admirab le

laudab le

assignab le

attainab le

terrib le

pliable

interm inab le

tangib le

formidab le

incomparab le

endurab le

example

GREGG SHORTHAND

simple

transcribe

transcription

inscribe

inscription

confl ict

confl iction

inflict

infliction

handful

bashful

useful

watchful

wonderful

successful

aim less

fearless

homeless

breathless

thoughtless
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yourselves

consu l t

desultory

consume

leisure

treasure

censure

pressure

adjure

GREGG SHORTHAND

conjure

efficient

deficient

deficiency

proficient

proficiency

Ellsworth

b lameworthy

noteworthy

COMPOUND J O INED SUFFIXE S

feebleness

hopefulness

thoughtfulness

playfulness

carefulness

hopeful ly

thoughtfu l ly

playful ly

heed lessness

thoughtlessness

fearlessness

breathlessness

hopelessness

fearlessly

hopelessly

impatiently

actionab le

fashionab le

m issionary

consu ltation
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indescribab le momentary

measurab le supplementary

immeasurab le e lementary

requirement complimentary

acquirement trustworthiness

READ ING E XERCISE



GREGG SHORTHAND

i
?
/9

xc

H ”

WRIT ING EXERCISE

1. H
/
is w s desultory a

'él therefme

f
without result .

2 . The achievement (S 5
60re arkable th

o
at i is almost incredib le

,

but the truth (ii/the report is vouched for by several reliab le
people.

3 . After careful investigation they came to a decision that the

additional loans would be too large an investment for the company
to undertake with the capital at its disposal at that time .

4 . The shorthand notes are legible , but the transcription is not
acceptab le because Of the lack of neatness in the work .
5. The missionary underwent indescribab le torture with a

fearlessness which evoked the admiration Of the savages.

6. Tfie contribution is praiseworthy for its direct treatment of

the subject , but it is not suitab le for use in ourpub lication and we

are therefore. returning t o yhu.
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139 . Hood orVVard , expressed by d .

Childhood l ikelihood homeward

NOTE : In many words ward may be jo ined .

forward afterwards towards

140. A Cle , I cal, I cle, expressed by k .

tentacle medical classical chronicle

141. I tis , expressed by ts .

appendicitis meningitis peritonitis tonsil litis

O n _

7/f

142 . U late , expressed by i t. In form ing derivatives,
the o ther letters are added .

modulate modulated insulator

insulation formulate emulate emulative

7

NOTE : In most words ulate and its derivatives may be joined w ith perfect

safety.

speculation speculator speculative

c
,

e;



wil l ingly

appal lingly

strikingly

meaningly

soothingly

cheeringly

longingly

exceedingly

grudgingly

M il lington

Farm ington

VVarrington

\Velling ton

Harrington

Rockingham

Cunningham

plausibility

SEVENTEENTH LESSON

GENERA L E XERCISE

M

6 X 9

M—fi é

nobility

sensib il ity

advisab il ity

legib il ity

desirability

affability

qual ification

gratification

SignIfication

c lassification

mortification

indemnification

identification

certification

lettergram

phraseogram

pilgrim

119
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anagram l ivelihood

knighthood

statehood

monumental onward

c lerkship upward

apprenticeship
G it/f

northward

Q
4 southward

eastward

steamship westward

kinship awkward

warship reward

worship article

womanhood clerica l

manhood physical

girlhood psychical

boyhood musical

hardihood

motherhood radica l

brotherhood 4/ technical

neighborhood
f

cuticle
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WRIT ING E XERCISE

1. The Classification and identification of the candidates proved
to be an exceedingly difficult task .
2 . If you have the essential educational qual ifications

,
we can

easily arrange for the certification .

3 . The technical nature of the matter makes the work of the

medical reporter very difficult .

An article on psychical research appeared in a recent issue Of

the periodical .
5. Every girl , when She reaches womanhood ,

should be prepared
to earn her own l ivelihood even though there is no l ikel ihood of

her being ‘

cal led upon to do so .

6. You may matriculate in the co l lege when ‘

you receive a noti

fication Of your e ligibility .

7. The articles of co-

partnership were drawn up according to
the specifications .

8. The law stipulated that the statement of ownership should
be pub lished every six months.



E IGH TEENTI—I LESSON

D ISJO INED SUFFIXES—CON T INU ED

143.
-R ity , -L ity,

-City , -V ity,
-N ity,

-Mity , with or

without a preceding vowel , expressed by r, l, s , v, nt, ml,

respectively .

A rity, E tc . A v ity, E tc .

popularity depravity

prosperity nativity

majority brevity

Ality, E tc. Amity, E tc .

brutal ity urbanity

utility trinity

frivo l ity affinity

A c ity, E tc . Am ity, E tc . .

tenacity calamity

fel icity sub l im ity

pomposi
'

ty proxim ity
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NOTE : In words end ing w ith '

ernity, the reversed Circle is used to express

before the suffix Sign

fratern ity taciturnity

144 .
-Stie , with a preceding vowel , expressed by st.

elastic domestic artistic atheistic

145.
-T ic, with a preceding vowel , expressed by

large circle; -Tical
, with a preceding vowel , expressed by

a loop . In form ing derivatives , the o therletters are added .

po litic pol itics energetic energetical ly

L
O

hypnotic systematic systematical systematical ly

45
NOTE : In many cases the loop may be j o ined .

pol itical theoretical grammatical automatical

<
7 7

“ 9
7

146.
-NtiC , with a preceding vowel , expressed by n .

In form ing derivatives , the other letters are added .

gigantic authentic frantic frantical ly
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hilarity

regularity

fam il iarity

sincerity

temerity

priority

minority

authority

futurity

security

alacrity

integrity

real ity

national ity

rascality

punctual ity

crim inal ity

GREGG SHORTHAND

GENERAL E XERCISE

c/c /

technical ity

vitality

mortal ity

moral ity

fidel ity

docil ity

versatil ity

facil ity

futil ity

garrulity

incred
i

ulity

capacity

mendacity

veracity

loquacity



femininity

humanity

Chris tianity

extremity

d ignity

journal istic

maj estic

statistics

automatic

erratic

critic

critical

critical ly

pneumatic

theoretical ly

romantic

E IGHTEENTH LESSON

romantical ly

Atlantic

cal l igraphy

telegraphic

photographic

photographer

phonography

biography

m imeograph

geography

geographical

hectograph

physiological
0

physiological ly

ornithology

chronological



128

doxo logy

tauto logy

analogical ly

entomology

GREGG SHORTHAND

entomologist

phrenologist

mytho logy

philology

RE AD ING E XERCISE
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ADVANCED PH RA SE WRIT ING

150. Om ission ofW ords . The rules for the om ission

Ofwords in phrase writing are Of great importance , and

should be careful ly studied . W e
”
now g ive a few more

il lustrations .

in order to j udge for the tim e being
I wou ld l ike to

In orderto prepare know

in order to see I would l ike to have

on the subject I am of the opinion

7
question of time kind ly let us know

sooner or later bil l Of particu lars

l ittle or no thanking you for

yourattention
l ittle or nothing

(1 t0you mean 0

in the matter
say

0 h
In the market 111 S11C a. manner

on account of the

way
on the market

up to the time some time or other
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151. Intersection . The expedien t known as inter

section , or the writing of one character through another,
is sometimes useful for special phrases . In applying
this expedient the writer must rely very largely upon

his own judgment . In his daily work as stenographer

orreporter, he may find some terms pecul iar to the busi
ness in which he is engaged occurring so frequently
that special form s may be adopted for them which wil l
be brief and yet absolutely d istinctive . Very O ften the

intersection Of one character through another wil l meet

the exigency . The fo l lowing are usefu l examples

Democratic party

Repub l ican party

Progressive party

0. D . po l itical party

Baltimore Ohio
(B .

New York Central

sel l ing price M ichigan Central

market price I l l inois Central

Chamber Of Union Pacific
Commerce

J f
Board Of Trade Canadian Pacific
BO

Ed
c

iifa
f

tion
Northern Pacific

7
4

Board of Managers Grand Trunk
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General Manager inclosed b lank
Assi stant General

application b lankManager
endowment po l icy order b lank

indemnity po l icy Great Britain

bank draft bond and mortgage

vice versa Associated Press

152 . Indication of Ing . I ng-the, ing-that, ing-you ,

ing
-

your, ing
-his , ing

- their
, ing

-and , ing
- this , ing

-as,

is expressed by writing the word fo l lowing ing in the

ing position— just as ington is expressed by writing ton
in the ing position .

doing the knowing the

doing h is knowing their

doing your knowing this

doing their

doing this

giving the

giving their

giving you

giving us

mailing you

working and

having the

having their

having your

com ing and

seeing this

wishing that
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E steem ed

esteemed favor

youresteemed favor

esteemed letter

your esteemed let
ter

I am in receipt ofyour esteemed

letter
I am in receipt Ofyouresteemed

favor
we are in receipt Ofyour esteemed

favor
we are in receipt Ofyour esteemed

letter

B eg

I beg to acknowl

edge receipt
I beg to inclose

I beg to thank you
we beg to acknowl

edge
we beg to acknowl

edge receipt

by this mail

by to-day’s mail

by this day's mail

by return mail

by mail

by same mail

by early mail

Course

as a matter Of

course

Sure

be sure

to be sure

you maybe sure

as a matter of fact

cal l your attention

to the fact

in point of fact

you are aware Of

the fact

I am aware of the

fact

wel l -known fact
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we are sure

you w il l be sure

P lease

please find inclosed

inclosed please find

please let us hear
from you

I would be pleased

we w il l be pleased

P resent

present time

at the present time

at the present

moment

on the present

occasion

C lass

first-c lass

first-c lass manner

first-class condition

Again
overand overagain

again and again

A ccount

on account ofthat

on account ofthis

on account Ofmy

on account of the

fact

T hank

city of Boston

1O5

thanking you for
thanking you foryourattention
thanking you foryour kind atten

tion

thanking you for
yourfavor

thanking you foryour letter
I desire to thank
you

I have to thank you
for

we have your order
thanking you foryour order

C ity
city Of Chicago
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Departm ent

treasury depart
ment

wardepartment

navy department

post
-office depart

ment

state department

pol ice department

fire department

legal department

inquiry department

credit department

Shoe department

furniture depart

ment

purchasing depart
ment

Shipping depart
ment

mail order depart
ment

Avenue

WashingtonAvenue

Wabash Avenue
Massachusetts

Avenue

GREGG SHORTHAND

Company
and company

railroad company

express company

insurance company
transportation

company
telephone company

electric company

electrical company

trust company

to us

write us

please write us

please wire us

kind ly give us

shareholder

pol icyholder
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WRIT ING E XERCISE

1. Gentlemen : Asrequested we are sending you a copy Of our

price l ist giving il lustrations and ful l descriptions of all the artic les
we now handle . If you are in the market for anything in our l ine
we should l ike to have ourrepresentative cal l on you with samples .

Thanking you for the inquiry and hoping to be favored with

your order, we are Very truly yours, (66)

2 . Dear Sir: A few days ago we received a letter from you in

which you asked us to furnish you w ith information about a firm

in this city . W e are sorry to report that this firm has never done
business with us and that therefore we have no data in our fi les
about it . We have heard again and again that these people are

doing a good business and so far as we know their affairs are in

first-class condition at the present time . W e regret to state that

we cannot give you further details .

Yours very truly
,

(9 9 )

3 . Gentlemen : Thank you for the order which has just been
received . This order wil l be fi l led immediately with the exception
of the second item . As our supply Of this article is completely
exhausted we shal l be unab le to ship fora few days . W e trust

’

that this arrangement wil l be entirely satisfactory to you and that

you wil l not be inconvenienced by the delay .

Assuring you Of ourprompt attention at all times, we are

Very respectful ly yours,



TW ENTIETH LESSON

IN IT IA LS

O o

P w 0

C a )

T

U J ’

154 . I t should be borne in m ind that there is no

context to initials . They should therefore be written
with unusual care . Many writers preferto write initials
in longhand , and if th is is done a great saving in time may

be effected by writing them in smal l letters and j oining
the letters , thus :
A . B . Smith E . F . Jones

M M
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STATE S AND TERRITORIE S

(The contractions used are those adopted by the Post -Office
Department . )

Alaska

Cal if. Mass .

M ich .

Conn . M inn .

M iss .

S. Dak .

Mont . Tenn .

Nebr.

Guam U tah

Hawai i Z/Q N . H .

Idaho

N . Y .

Iowa (7 N . C .

Kans. N . Dak .
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GREGG SHORTHAND

155. The term inations burg , ville, field , port may gen

erally be expressed by the first letter, joined or disjoined

as convenient ; and ford , byfd .

Harrisburg Evansv il le Wil liamsport

Fitchburg Knoxvil le Oxford

Danvil le Springfield Rockford

Zanesvil le Davenport Hanford

Jacksonvil le Newport { 7 M ilford

156. A clear d istinction should be made between ton

and town .

Johnston Johnstown Charleston Charlestown

Zf if
157. The names Of cities and states may Often be

joined .

Buffalo, N . Y . Detroit, M ich .
(f t
/" 7

Rochester, N . Y . Baltimore, Md .

St. Louis, Mo . Chicago , I l l .

M inneapolis, M inn . Denver
, Colo .

St . Paul
,
M inn . Memphis , Tenn .

Washington ,
D . C . Omaha,

Nebr.

Boston , Mass . Louisvil le, Ky.
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158. When the words S tate Of precede the nam e ofa

state , om it of and join the words , if convenien t .

State OfNew York State ofMassachusetts

State of Nebraska State of Pennsylvania

State Of I l l ino is State of Louisiana N
6
)

PO INTS OF TH E COMP A SS
, E TC .

159 . In certain l ines Of business the following form s

wil l be found very useful .

north northeast

south southeast

northwestern

west southwestern

northern northeastern

southern southeastern

eastern northwest quarter

western southwest quarter

northwest J

?
) northeast quarter

southwest 52 southeast quarter j
’
f s
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GENERAL RULES

160. When thedistinctive appearance Of the primitive
word-form can be preserved , it is al lowab le to join to

form the derivatives .

favorab le careless nameless

161. I f it shou ld be found desirab le to indicate with
precision the short sound of any vowel , a smal l curve
can be placed beneath the vowe l .

m inion imm igrate onion

NOTE : Th is exped ient is seldom necessary . I t is useful , occasional ly , to make
a clear d istinction between words l ike return and writ, em igrate and immigrate,

and between the d iphthong u and tu , as in minion .

162 . The fol low ing words are g iven to illustrate the

importance Of placing the second circle outside the line
when two circles are joined .

namely daily carry
/

e9
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166. A very easy and graceful b lend may be secured

by joining S to V withou t an ang le in the termination

sive.

expensive expansive Offensive

extensive defensive intensive

167. The Scotch or German ch, the
'

Irish gh , and the

Welsh ll may be expressed by a dot over 13 , g , and l,

respectively
Loch

168. The contracted forms for hundred and thousand

are employed on ly where these words are preceded by

numerals , the article a or some such word , as few, many,

several. Note the fol low ing .

f / xf /

KEY: Thousands ofpeople visited the Exposition and it was said that hundreds
were turned away .
Several hundred came to the convention . I have d isposed ofa thousand copies

of the magaz ine.



A?

TVVENTIETH LESSON

RE AD ING E XERC ISE

M

7 9 i "

V
“

147
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f c/

WRIT ING E XERCISE

1. In the United States , imm igration always greatly exceeds
em igration .

2 . The e lection writs were correctly made out but the returns

were far in excess of all expectations .

3. The laws in the state of New York differ from those in the

state Of Nebraska in this respect .

4 . A lmost daily many people are kil led through the careless
ness Of agents of the electric railway companies .

5. The payee Of this draft, Mr. J . M . Johnstown ,
is unknown

to us and it wil l be necessary forhim to be identified before we can

give him the money .

6 . The firm positively declined to accept the
_

consignment of

oranges from F lorida. They c laimed that this shipment had been
damaged on account of the carelessness in nailing the boxes as wel l
as by the unfavorab le c l imatic condition during transit .

7. The urgency of the case cal led for emergency measures and

the manager, Mr. R . K . Johnson , after an exhaustive study Of the

matterdecided that the plan proposed by one of the agents , Mr. D .

E . Hanford, is the only way out of the difficulty .
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covenant

crucib le

cultivation

curious

danger

dangerous

deceive

default

defendant

demoral ize

deponent

designate

develop

disadvantage

disaster

GREGG SHORTHAND

discover

doctrine

duration

earnest

economical

election

engage

Engl ish

employer

enormous

envelope

evaporate

execute

executive

exorbitant

expedient

fulfill

generation

glorious

handkerchief

headquarters

hieroglyphic

hitherto

horizontal

husband



inc losure

incoherent

institute

institution

intend

TWENT IETH LESSON

legislative

N /legislator

litigation

luxury

manuscript

messenger

m isdemeanor

introduction

juxtaposition

modern

neghgence

obedient

Ob l igation

o
’
clock

Operation

parl iament

partial

passenger

persecute

practical

practice

precede

prevail

procedure

proceed

production

promulgate

property

prosecute

prospectus

prove



provoke

punctuation

quarter

reason

reciprocate

refuse

remunerate

repugnant

revolutionize

salesman

secretary a
t“

a

GREGG SHORTHAND

situation

social

Specific

specify

strugg le

stupidity

subal tern

support

sympathy

testimonial

testimony

thankful

thermometer

thwart

tranquil

unavoidab le

unusual

variety

various

verd ict

versatile

versus

vocabulary

vocation

vo lunteer

vote

warrant

warehouse

wholesale

withdrew
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SHORTHAND AS A MEANS OF MENTAL
CULTURE

(Key to Shorthand P late on page 153)

With shorthand every person may form his own

books of reference according to his own requirements ,
and that in the same space as though they were printed ;
and no se lection of printed books would con tain and

on ly contain what he wanted . Any person who wil l
col lect only for a brief time such facts in to shorthand

as appear likely to be useful in l ife , and sometimes read

over what is so co l lected , wil l find the ideas secured

again and again recurring in future reading . If this

selecting be con tinued ,
it wil l come to be recognized

that every newspaper or magazine article , and not a

few Of the so-cal led new books , are but a more or

less ingeniously contrived patch -work of Old ideas ,

though doubtless the writer in many cases bel ieved
them to be orig inal ; and the readerwil l end in know
ing ideas apart from words , and wil l recognize them in

whateverdress they may be presented , j ust as we know
our friends by their features , however they may be

attired . For ideas , as s een in print , heard in words , or

fel t in the m ind , are much l ike the stars—many refl ec

tions of a few orig inals— C. R . Needham .



SO ME G R E G G P U B L I C A T I O N S

Prices subject to chang e w ithout notice

SHORTHAND INSTRU CT I ON BOOKS

Gregg Shorthand Manual . Revised ed ition . Bound in c loth
Gregg Speed Stud ies . Comb ined textbook and d ictation course

A compan ion for the Manual . 328 pages ; C loth . .

The Gregg Shorthand Jun ior Manual . A non-vocational presen
tation of shorthand . 184 pages ; c loth
Supplementary Exerc ises in Gregg Shorthand A col lection Of
words, sentences , letters , tests and charts in shorthand and
type , arranged in accordance w ith the d ivision of m aterial in
the Manual . 62 pages
rogressive Exerc ises in Gregg Shorthand . Revised for use w ith
the Manual . Test students

’ know ledge of each lesson
radcd Read ings in Gregg Shorthand . B y A l ice M . Hunter. A
new read ing book adapted to early d ictation . 120pages ; c loth

La Stenograph ie Gregg . French adaptation of Gregg Shorthand .

By Dr. E . W . Farmer

B eginners’ Letter Dri l ls. B y lAlice M . Hunter. S imple bus inessletters written in Gregg Shorthand , supplementing the first six

lessons in the Manual . 24 pages ;
Gregg Shorthand D ictionary . New ed ition , contain ing the out

l ines of nearly words . Sem i -fl ex ible b ind ing
The New Gregg Shorthand Phrase B ook . Contains about
usefu l phrases . A great aid in attain ing speed .

Practical Dri l ls in Shorthand Penm ansh ip. By George S . McClure

Taquigrafia Gregg . A n adaptation of Gregg Shorthand to Span ish
German Adaptation of the Gregg Shorthand Manual . By S . V .

Gr .eenberg 9 1 pages ; c loth .

SU PP LEMENTARY

Word and Sentence Dri ll in Gregg Shorthand. By Mark I . Markett. Contains l ist of words . sentences , and letters i l lustratin g
the princ iples as set forth in the Manual . A l l in type . 123

pages ; c loth
Notes on Lessons in Gregg Shorthand . B y W i l l iam Wheatcroft,
London . Observations and explanatory notes on the lessons in
the Gregg Shorthand Manual . 85 pages ; c loth .

Lesson P lans in
G
regg Shorthand . By Lulu Westenhaver. 190

pages ; c loth . . Net

Analytical Lessons in Gregg Shorthand . By Mrs . l\'I innie De

Motte Frick . 374 pages ; c loth
Constructive

‘

D ictation . By Edward Hal l Gardner. Embodies a

new idea of teach ing practical bus iness Eng l ish along w i th
d ictation . 376 pages ; cloth



FOR TH E REPORTER
Shorthand Championsh ip Tests . By W alt H . Mech ler. Con tains
material used in all the shorthand speed contests conducted by
the National Shorthand Reporters

’
A ssoc iation . 309 pages

Gregg R eporting Shortcuts . By John Robert Gregg . A co l lection
of reporting phrases and shortcuts compi led from the w ork Of
expert writers . 248 pages ; c loth

The S tenograph ic Expert (Gregg Ed ition ) . B y W i l lard B . Bot
tom e . Adapted to Gregg Shorthand by John Robert Gregg .
263 pages ; c loth

READ ING BOOKS I N GRE GG SHORTHAND
Th e S i gn of the Four. By Sir A . Conan Doyle . 188 pages ; c lothLetters from a Self-Made Merchant to H is Son . By GeorgeHorace Lorim er. Rev ised ed ition . 120pag es ; c loth
A Chri stm as Caro l . By Charles D ickens. 56 pages
The Great Stone Face . B y Nathan iel Haw thorne
The Legend of S leepy Ho l low . By W ash ington Irving
Rip V an W ink le . By W'

ash in g ton Irv ing
H am let . . A s to ld by Charles
A l ice in W onderland . By Lew is Carro l l . 154 pages

TYPEVJ R I T I NG
Rationa l Typewrit ing . By Rupert P . SoR elle
The New Rat ional Typewriting (19 27 Ed ition ) . The latest de

velopm en t in the Rational idea of touch typewriting . 156

pages ; c loth
he New Rat ional Typewriting (Intens ive Course ) . A n imten
s ive course desi gned for four m onth s

’
work when two periods

a day are devoted to typewriting . 164 pages ; c loth
Typewriting Speed S tud ies . By Adelaide B . Hakes . .

Jun ior Typewriting . By El izabeth S . Adams . For Jun ior H igh
Seven Speed Secrets of Expert Typing . By Sm i th and W iese . S7

ENGL I SH ,
SPE LL ING

Appl ied Bus iness Eng l ish an d Correspondence . By Hubert A .

Hagar and Rupert P . SoRelle . Teach er’s key furn ished . Text,Separate Exerc ises .

S ixty U n its in Business Engl ish . By Harold S . Brown . A prae

tical course for short term
'

and even ing schoo l c lasses. 162

pages ; c loth

O FF ICE TRA IN ING
Secretarial Studies . B y Rupert ‘

P SoR elle and John Robert Gregg .Takes the e lem entary materials of shorthand , typewriting ,
Eng l ish , and the co l lateral techn ical subj ects and we lds them
into a smooth work ing equ ipm ent . Adapted to both private
and publ ic schoo l courses . 402 pages ; c loth . Tex t
Laboratory Materials
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SchoolMonth oftheYear

Seventy-five thousand writers and teachers of shorthand study the GreggWriter every month .

“
The Principles,’ the shorthand l earner’s department,

the A rt and Credentials Department, the Reporter
’
s Department and the

special artic les and ed itorials are all packed fu l l of information and in spira
t ion for ev ery stenographer, reporter, or teacher. The magaz ine contains
from ten to fifteen pages of shorthand plates each month .

“

Subscriptions , $1 . 50a Year i n the United States ; Canada and
Mex ico, $1 . 65; other countries, $1. 75. Sing le copies, 15 cents .

Send all Subscriptions and Correspondence relating to the

Magaz ine to

THE GREGG
'

WRITER
16 W . 47th Street NewYork , N. Y.



Gregg Shorthand

Dictionary
Contains the outl ines for words

—more than double the number in the

old edition. Conforms to the Gregg
Shorthand Manual .

Beautiful ly bound in extra qual ity
brown cloth, semi- fl ex ible, w ith sides

stamped in g o ld ; 208 pages ; Size

4%x6% inches. Can be carried in the

coat pocket ; convenient for reference.

Sent to any address
, postpaid, for

The New Gregg Shorthand

Phrase Book

Contains about useful phrases of all kinds ; a great aid in

attaining speed , and invaluab le to all practical writers. Bound in
red cloth, semi- fl ex ible, pocket size

,
uniform w ith Dictionary .

Sent to any address
, postpaid, for

The regg Publishing Company
New York Chicago Boston San Francisco London



W orld
’
s Champion Shorthand W riter

MARTIN J . DUPRAW

In the National Shorthand Reporters’ A ssociation shorthand

speed contest he ld in Philade lphia on Aug ust 16, Mr. Martin J .

Dupraw , writer of Greg g Shorthand,
dupl icated his victory of

1925 by w inn ing the World’s Championship T rophy for 1926.

A l though the speed of the 1926 tests was increased by 20words

a m inute, Mr, Dupraw broke all previous records for accuracy .

Three Greg g ChampionsGregg Shorthan‘

d is the on ly system that has produced m ore than one

champion in the National Shorthand Reporters
’ Assoc iation contest inaug u

rated in 1909 . S ince 19 2 1 the cup has been won five t imes by Gregg writers .

The w inners w ere

19 2 1 A lbert Schne ider 19 24 Charles L . Swem
19 2 3 Charles L . Sw em 19 25 Martin J . Dupraw

19 26 Martin J . Dupraw
Mr. Schne ider is now a mem ber of the shorthand reportin g stafi of the

U n ited States Congress .

Greg g Shorthand the Standard System
Gregg Shorthand is the standard Am erican system and is taught in m ore

than 9 570of all h igh schoo ls in the U n ited States that teach shorthand . I n

the pri vate commerc ial schoo l s “ Greg g”and “ Shorthand" are synonymous.


