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would have plenty of practice on them. As def
is the wordsign form for differ, different, we
believe deaf should be written in full, especially
as it is an infrequent word.

The form for firm is a wordsign for a common
word; infrequent words are best written in full,
especially when they are very short words like
fern, without enough body to them, either in
sound or sign, to make them distinctive.

192. Why the change of form of the s in
hemstitch, institute, or disinfect?
That is one joining for which 1 have
never seen any definite rule.

The comma s is used in Aemstitch because we
try to preserve the root form of words whenever
possible. The left-motion s is used in disinfect
in order to preserve the distinctive form of dis.
The word institute is given in the Vocabulary
as a special form.

193. Why are such words as keep, business,
bring, corporation, experience,
given as wordsigns, and other words
with similarly constructed forms, as
complete, civil, congress, legisiate,
ignorant, not given?

Generally the forms given in the wordsign
list are for frequently-occurring words, and are
introduced early in order that the student may
be able to take simple dictation early in the
course. It is, of course, highly desirable that the
student should acquire as soon as possible, the
ability to write all commmon words automatically.
Many of the forms given in the Short Vocabulary
are abbreviated in accordance with the principles
of abbreviation—prefixes, suffixes, etc.—which
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were not familiar to the student at the time the
wordsigns were given. Other forms in the list
are included for the purpose of distinction—as
civil, as distinguished from several. As the words
given in the %‘ocabulary are not so common as
thosc given in the wordsign list, it is considered
advisable to defer their study and practice until
the student’s mind is free from the mastery
of new applications of the theory with each lesson.

194. When the wordsign for I is the large circle,
why do you use the broken circle in the
phrase, I-hope?

Just to distinguish it from I-pur. As it is
written in that joining, it does not require much
effort.

195, In dictation how do you indicate that
words are to be typed in capitals?

To indicate that a word, or a series of words,
should be underscored in transcribing (that is:
italicized), draw a single line under the word or
words. To indicate that each word in a series
of words, as in a title of a book or document,
should begin with a capital draw fwe lines under
the words. To indicate that a word, or a series
of words, should be typed in capitals, draw three
lines under the words.

196. Would you please tell me why the dot is
placed over any how?

The dot is placed over the form to suggest
the word Aow, thus distinguishing it from now.

197. I notice that in some of the plates of
reporting matter a dot is used for
and, and a k, above the line (contra)
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for contract. Do you approve of
these, and do you recommend them
for class work?

As contract 1s a very common word in law
reporting, the expression of it by the disjoined
refix contra is decidedly advantageous in that
ine of work. It is not sufficiently frequent
in other work to justify the addition of it to the
abbreviations to be memorized by students,
especially as the complete form requires but one
more stroke,

We have never approved of the use of the dot
for and for reporting or any other work, and da
not approve of it now, notwithstanding the fact
that it is used by that splendid reporter, Fred H.
Gurtler, and by some other experts. But Mr.
Gurtler can do things which less expert writers
cannot do. Qur objections to the dot for and
are:

(a) While a dot looks brief, in our judgment
it requires just as much effort to write a dot
as it does the ecasy, forward »d curve.

(b) You cannot phrase a dot. Think of the
many useful and facile phrases lost by the
use of the dot—and-which, and-will, and-I-
will, and-me, and-my, and-I-am, and-many,
and-there, and-so-forth, and-so-on.

(c) In rapid writing, the dot is often made
so light as to escape attention in reading—
sometimes it is taken for a speck in the
paper. It might be argued that this will
apply to @ and an, but experience has shown
that these words are usually necessary to
make sense, and are therefore supplied.
The word and, being a conjunction, is not
always supplied by the context.

For all these reasons we do not approve of the
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use of the dot. It looks brief, but its apparent
brevity is deceptive.

A scrutiny of the transcripts made by the high
speed writers in the national contests strongly
confirmed the views we have expressed in the
foregoing paragraphs. We noticed, again and
again, that the writers who used the dot for and
either omitted or mistranscribed it in many

laces, while writers who used the stroke sign
Kad no trouble with that word.

Many reporters have expressed to us their
regret that they ever formed the habit of using
the dot for and, and several have discontinued
its use after years of practice.

198. You say make the f very short in the com-
bination str. Please explain this.

There is a tendency on the part of many
students to write the upward straight lines rather
long because they are easily-written, forward-
moving characters. Therefore it is well to drill
on making the # short, particularly before 7, as #
is a common combination. In our own short-
hand penmanship work, we drill the students on
writing Z, 4 with a more vertical inclination before
r and /, using (in the first lesson) such words as
fray, tree, trail, dale, dairy. When they come
to the 5, we drill on s#r, pointing out how much
that combination, properly made, resembles
one of the forms for the longhand ». This helps
them to see how easily the form may be made—
In one continuous movement, instead of with a
pause after each stroke. But the appearance
of the form of a longhand r is lost, and also the
fluency of movement in writing the form, if the
¢ 1s lengthened.
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199. Is the outline for secretary written as the
Shorthand Dictionary gives it in order
not to confuse it with security?

Noj; in security the disjoined r expresses -rify.
In secretary the ri expresses ary, in accordance
with the rule. Part of the word being omitted,
it is necessary to disjoin for ary.

200. Will you please say if done can be
expressed by the den blend in the
phrases we-have-done, you-have-
not-done.

The object of making an angle in done when it
stands alone is to distinguish it from fime. In
Ehrasing it is expressed by the blend after Ze,
een, hatve, as n will-be-done, has-been-done,
we-have-done. Advanced writers use the blend
for done in all phrases.

201. I am puzzled to know when to use the
hook for u (dipthong) and when to
use the dipthong form. Please explain.

The rule reads: “Where two vowcls not
forming a dipbthong come together, the minor
or unaccented one may be omitted, and for con-
venience in writing many words the circle may be
omitted in the dip%‘lthong u”

The first part of the rule does not require
further explanation. The second part of it—
relating to the diphthong #—is also clear, but
an understanding of the purpose of it may assist
you. As stated in Webster’s New International
Dictionary, in the diphthong #, “the ¥ sound after
d or n is common 'mpEn land, as in due, new, etc.,
but not in America.” There is also a tendency
to shorten the sound after s, /, 7, #A, as in suif,
assume, lutey jury, Jew, enthusiasm.
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In many words, therefore, the student will
naturally use the sign for ¢o. But it is also
found advantageous—*for convenience in writing
many words,” as the rule has it—to omit the
circle where a more facile form is obtained by
doing s0, and where the sound of oo is a sufficient
indication of the diphthong, Examples: mausic,
continue, mulual, virtue, genuine, museum.

202. Why is the past tense form of fashion
signified by the disjoined dash instead
of the nd blend?

When ed 1s added to shun we use the sign for
the past tense, as in mentioned, motioned, occa-
sioned. In most cases the dash may be joined,
and when this is done, the joining is more facile
than it would be with nd.

203, In the word scissors, why is the same
ses used as in the word says, thus
forming a sharp angle with the r?
The Manual teaches that s goes the
same way as the curve,

In scissors there is an angle in writing ses,
either way. The ses which resembles the long-
hand ¢, used for says, 1s more natural and facile.
In addition to this, if the other ses were used, the
outline for scissors would look like soars, when
written rapidly.

204. In request and requisite, why is the first
e omitted? The Manual gives a rule
that when a forward character follows
re,such as k, 8, r, 1, ¢, d, n, m, the
re is written in full, Example: regain
r-e-g-a-n.

R is used for re in prefixes and before suffixes;
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hence the omission of the vowel before the suffix
forms guest and gquisite.

205. I should like to ask why gives is written
without an angle when we write
cares with an angle.

The reason for making the angle in forming
the plural of certain wordsigns ending in a vowel
is to distinguish them from other words. In the
word cares 1t is necessary to make the distinction,
because otherwise cares and case would be repre-
sented by the same form, and there are possi-
bilities, though extremely rare, where there might
be clashing, as in the question: “Have you any
case?” (or cares). The words gives and guess are
different parts of speech, and so could not clash;
therefore it is unnecessary to make the angle.

206. Will you kindly enlighten me as to why
you write accidental with a disjoined
2

Because the root word, accident, is abbreviated.

207. Why write Jenient with the second circle
outside?

This is an interesting question. When two
circles are written on the same side of a straight
stroke, there is a tendency to curve the stroke.
If vou will write the word /lenient, rapidly, with
both circles on the upper side of the z, you will
see that # assumes the aﬂ'xearance of . Of
course, an expert writer could make a distinction
easily enough, and even if he did not so do, he
could read the form—but our standard is what
the young student in school can do, or, rather,
will do.
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A few words of the same character—that is,
words in which both circles come on the same
side of the line—are rendered absolutely safe by
omitting the second vowel. Among them are
agilate, agitation, earnest. Compare the form for
the latter with earliest (e-r-ly-s) and you will see
the need of this distinction in such ?hrases as
earliest-attention or earnest-attention. It is pos-
sible to omit the second circle in lenient, but the
joining would be more awkward than the insertion
of the vowel.

208. I cannot understand why the 7 is omitted
from salesman. Please explain.

The omission of / from selesman and salesman-
ship is a natural evolution by analogy from
wholesale. As salesman and  salesmanship oc-
curred frequently in some lines of business cor-
respondence, writers of the system gradually
began to use s-z for sale in these words, as was
done originally in the case of wholesale only. The
forms are very distinctive and promote compact-
ness in writing,

209. Please tell me how mutually is written.
Is it expressed by m-oo-# and the
loop for ally, or is it m-oo-#-I with
the circle expressing Iy? We have had
a discussion about it in the class.
Our teacher thinks the former is
correct, but we do not. The word
naturally is written with the circle,
so why isn’t mufually? Pleaseanswer
as soon as possible.

Evidently you want to get your teacher in bad
—or get us in bad with your teacher! Your
teacher is right. The loop is used in mutually.
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In the Manual there are several words in which
the endings 2/ and wual are expressed by /, and
when the /y is added and the ending becomes
ally, ually, the loop is used. If you are still in
doubt as to whether your teacher is right, just
Jook up actually in the Shorthand Dictionary.
The words mutually, habitually, perpetually are
not given in the Shorthand Dictionary, but the
same principle applies to them, of course.

Now as to nmaturally. The word mnature is
abbreviated to nas because it is a frequent word.
We add / for natural, but we do not add the loop
for ally to nat for naturally because nat is not
the full outline for nature. We hope your con-
fidence in your teacher is restored by this explana-
tion.

210, Am I right in explaining to my pupils
that the reason for writing person as
we do is that the complete outline
would require that form of the s?

Yes, your explanation is correct. If person
or personal were written out in full, we should
have to use the comma s on account of the neces-
sity for a sharp angle between s and #.  This
cxplanation applies to a number of joinings in
the wordsigns and contractions which, at first
glance, secem irregular; as, for instance, cause and
accept.

211. Is the termination spect always expressed
by sp?

Yes, except in the word aspect, where the £ 1s
added for greater clearncss, and in such words as
suspect, respect, etc., where other principles
govern.
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212. How can the use of ses in criticise be
justified when the diphthong 7 comes
between the two §’s?

It is justificd by the uscfulness and distinctive-
ness UIJ the form. When a more facile form is
obtained by the use of the blend, and the form
is absolutely distinctive, the strong vowel sound
may be omitted. The form critses could not be
read for anything but criticise—the first part,
being written in full, makes it absolutely legible.

213. Why not use the den blend, which is
given the preference, in ardent, re-
versing the a on the den blend, as in
harden?

In harden we keep the root form of hard,
merely rounding off the angle—that is:” blending
the characters—to add #.

The placing of an initial circle on the back of a
curve is unusual and not very facile; therefore,
in ardent, it is preferable to usc the other form,
which has the additional advantage of yielding
the complete word.

214. We are now studying “The Great Stone
Face.”” Why is the clockwise th used
in that book in writing the name
Gathergold?”

There are two rulcs governing the writing of
th in Gathergold, one governing it when it is
joined to g and the other when 1t is joined to 7.
When this occurs, the preference is given to the
th which vields the more facile form.

You will notice that the rule about joining #
to o, 7, /, applies chiefly at the beginning or end
of words, as in though, thought, throw, moth,
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earth, health. The object of the rule is to secure
a sharper angle than would be sccured by the
usc of the clockwise #4. In the body of words
it sometimes happens that, on account of the
form of the character preceding #4, the clockwise
th yiclds a more facile and more leﬁible outline
than the other form for #h—hence the clockwise
th is used in such words. Examples: menthol,
Anthony, anthroid, anthropology-
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ANALOGICAL ABBREVIATIONS

BY JOTIN ROBERT GREGG

(Copyright, 1979: by John R. Gregg)

This was the title of a lesson in the old edition
of the manual. It was a lesson that was excecd-
ingly popular with teachers—and with the writer.
We remember the reluctance with which we
reached a decision that the series of beginnings
and endings of words contained in that lesson
should be classified under Prefixes or Suffixes, or
placed under the application of a definite rule.

Since the appearance of the revised edition
many teachers, while admitting that the new
arrangement was an improvement, have expressed
a regret over the disappcarance of a lesson which
they found so intcresting to teach.

This idea of grouping words with similar be-
ginnings and endings is an old hobby of mine in
teaching. 1 have always been a great believer
in the value of teaching shorthand by analogy, or
“association,” as the memory people term it
All teachers who have been under my instruction
are aware of this. Another principle—that of
contrasting forms—is helpful, too, but teaching
by analogy or association 1s vastly more effective,
and has a much wider scope.

The following examples will be found very
helpful.

In gerse, versity, verge, vergemt, vergency, r is
omitted.
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Verse, Versity

772/,7
Key: Converse, diverse, inverse, obverse, perverse, reverse,
transverse, traverse; adversity, perversity.

Verge, Vergent, Vergency

77 8/7 7
Key: Converge, diverge; convergent, divergent; conver-
gency, divergency.

R 1s not omitted in vert, version and versial.

Vert

N
Key: Avert, controvert, convert, divert, invert, pervert,

revert.
Note: This is done to distinguish from other forms; thus:

272 77 72

Key: Covet, covert; defeat, divert; rivet, revert.

Version, Versial

JZJjJ{,

Key: Aversion, inversion, conversion, perversion, sub.
version; controversial.
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Tain, Tine

-l SR
S o
(/fr“/"f
£ Cor L,
/'_iﬂnfﬂ_af

Key: Ascertain, attain, captain, certain, contain, detain,
entertain, maintain, obtain, pertain, retain, sustain:
adamantme, asbestlnc, bngantme, destine, gelatin, intestine,
libertine, nicotine, quarantine.

Key: Content, intent, latent, patent.

Dent, Dient

?/F/ZE__C/‘
e Cpm g B
%—’/"L{/;/

Key: Antecedent, evident, improvident, imprudent, im-
pudent, president, res:dent, student; expedient, gradient,
obedient.
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Cient, Tient, Ciate, Tiate

Key: Ancient, efficient, deficient, proficient, patient; emaci-
ate, excruciate, officiate, differentiate, substantiate.

Mal, Nal
/f._——\_..-— A_—\___, _—

o,-—'\_-/ L__..-f 2

2
- —_— ‘6 =F

Key: Dismal, formal, normal; arsenal, cardinal, communal,

eternal, external, final, infernal, internal, maternal, patern
supernal,

Tal, Tile, Tual

_(/——"—""______/‘*--—-’

g
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e et G
G o
s T F, e
WLMW

Dot e & B

Key: Acquittal, brutal, crystal, dental, fatal, frontal,

hospital, immortal, lncldental mental, metal morta] onental
Earental pedestal, rectta] rental vn:al ducrlle, fertlle, futl]c,

cstlle, projectile, textile; "actual, eventua! mutual, perpetual,

‘nrtua

Sional, Tional

Occasional, professwna], provisional; national, ra-

tmnaiP sensational, traditional.

Erial, Orial

--—(r\‘___"——ﬁ-“‘--—"’/':__\___,
/'-A_/__——-_*__._./dv‘"‘—""

Key: Imperial, ministerial, secretarial, editorial, memorial,

pictorial.
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Tor, Ture
dﬂ""-—-%‘/"’“—’“"

Ao A )
= e
P = NV — Y
W@M@ﬂ

)»J"‘,&u/-’/-'

Key: Actor, motor; adventure, creature, curvature, de-
parture, feature, fixture, forfeiture, immature, miniature,
mixture, moisture, nurture, pasture, picture, posture, rapture,
stature, texture, torture, venture,

Ism
i By g i
a2 T

W"—H_/_ﬁ'?_.__é_-_i__

Key: Aphorism, baptism, barbarism, despotism, egotism,
epicurism, heroism, magnetism, mechanism, modernism,
optimism, organism, paganism, pauperism, socialism,

Cism

'_Maéq’-—-——ﬁ-f
& s

Key: Criticism, fanaticism, mysticism, paroxysm, skepti-
cism, witticism,
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Cert, Cern

A

- & 2

Key: Assert, concert, desert, dissertation, exert, insert.
reassert; concern, discern, unconcern.

Erly
/e’ —_— I

Key: Dearly, mannerly, merely, sisterly.

Fuse

7 @2y

Key: Confuse, diffuse, cffuse, infuse, refuse.

Ponent

2%5&

Key: Component, deponent, exponent, opponent.
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Sive, Nsive

2737
725;

Ke_y Corrosive, discursive, excm-swe, repulsive; apprchen»
sive, comprehensive, defensive, expansive, expensive, inten-
sive, extensive, pensive.

Ric
— 2 L e s
Key: Cambric, cerebric, chimeric, chivalric, choleric, citric,

empiric, exXoteric, gastric, generic, historic, hysteric, lyric,
panegyric, rhctorlc, spheric.

Teous

Lhdéd LG
AT e B

Key: Beauty, beauties, beauteous; bounty, bounties,
bounteous; duty, duties, duteous; pity, pities, piteous.
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Liness
C"_ _— P R P ,?)"--

e / P € o mer i

Key: Brotherliness, cleanliness, comeliness, courtliness,
earthliness, fatherliness, holiness, homeliness, liveliness, loneli-
ness, orderimess, sickliness, silliness, ugliness.

Iness

fz‘#ﬁ'z:/{;‘f

—z —= ¥ =

Key: Cosiness, craziness, creepiness, dizziness, happiness,
laziness, messiness, noisiness, rosiness, sleepiness.

Diction, Duction

Key: Contradiction, benediction, prediction, malediction,
valediction; introduction, reproduction, production.
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Lection, Liction

Key: Collection, election, dereliction, selection.

Spect, Spection, Spectation
¢l 64 ¢

_ Key: Circumspect, expect, inspect, introspect, prospect;
circumspection, inspection, expectation.

Ization
,:re___f “L_f —y B
’/‘K_.-af

Key: Analyzation, centralization, crystallization, naturaliz-
ation, demoralization, memorization, realization, utilization.

Quisite, Quisitive, Quisition
e s s op Bl P
o2 o o —

_ Key: Exquisite, requisite; acquisitive, inquisitive; acquisi-
tion, disquisition, inquisition, requisition.
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Ration, Lation

In words ending in mation, mission, nation,
nition, we omit the vowel; but we retain 4 in
ration, lation.

éﬂzw

C\PMWZO

Key: Aberration, adoration, arbitration, commiseration,
compilation, duration, elation, installation, peroration,
relation, restoration, revelation.

Titude

B’ et € e

Key: Altitude, aptitude, attitude, beatitude, certitude,
exactitude, fortitude, latitude, platitude. .

Constitute, institute, gratitude are written with
one # only.

—ate endings

The rule for the omission of # or 4 when slightly
enunciated has been generally interpreted as
applicable only when the 7 or 4 is preceded by a
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conscnant, as in best, defect, fact, past, evident,
etc. It has been gradually extended to many
words in which a vowel or diphthong precedes #
or 4. In the revision of the dictionary greater
uniformity of practice was established in this
respect.

The practice is to omit # in the termination
rate, late, tate, sate; but not in cate, fale, gate,
mate, nate, vate. The ¢ is retained in cate, fate,
gate, mate, nale, vate, because it requires no effort
to execute.

Rate
2 2

i )

s, T R
@ o & s

G Lo oL
ﬂpza/‘-”\__@(p

;f—pgaﬁ/c—-—-ﬂ—@_la

o~

2o ~F

Key: Accurate, ameliorate, aspirate, asseverate, censorate,
citrate, commemorate, commiserate, consecrate, decorate,
" desecrate, desperate, electorate, execrate, exhilarate, exoner-
ate, federate, frustrate, generate, incinerate, ingrate, in-
veterate, iterate, lacerate, operate, penetrate, perpetrate,
prostrate, quadrate, reiterate, saturate. tolerate, ulcerate.
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Late

Z_f_) Civ T

Key: Annihilate, appellate, assimilate, circulate, collate,
correlate, desolate, inflate, interpolate, inviolate, percolate,
relate, scintillate, translate, ventilate, violate.

Tate

Key: Agitate, apostate, cogitate, felicitate, gravitate,
hesitate, imitate, intestate, irritate, necessitate, habilitate,
potentate, resuscitate, testate.

Sate

Key: Compensate, insensate.

Cate, Gate

A curious thing about cate and gate, especially
when preceded by a short e or short 7 (icate, igate)
is that the abbreviating principle is almost invari-
ably applied after ¢ and g. This has grown up
generally without conscious thought or direction.
Note the following:
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Key: Adjudicate, complicate, delicate, implicate, indicate,
deprecate, medicate; castigate, fumigate, interrogate, irrigate,
litigate, mitigate, relegate.

When cate and gate are written in full it is
usually for the purpose of distinction; thus:

‘/—-«uﬁ/ﬂ//j
%7/—(56’/”6/’-0’

Key: Authentic, authenticate; detect, dedicate; extract,
extricate; predict, predicate.

AT e
f@f’?;
2,57 =T B

Key: Abnegation, abrogation, aggregation, allegation,
castigation, conjugation, derogation, instigation, investigation,
irrigation, legation, propagation.
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In all of the terminations where a double vowel
precedes the #, the latter is retained.

7‘2_.&""@’//15

Key: Affiliate, alleviate, ampliate, appropriate, collegiate,
conciliate, create, delineate, inebriate, mediate, palliate,
radiate.

After a diphthong (especially 7) £ or 4 is almost
invariably dropped.

e B e B,

Key: Appetite, decide, coincide, expedite, ignite, impolite,
provide, recondite, satellite, untie; adroit, doubt, proud.

Ciency, Gency

The analogy between ciency and gency in sound
and form may not have occurred to some students.

2 P2
o {’? JQ 7 7
Key: Efficiency, deficiency, proficiency; agency, astrin-

gency, cogency, contingency, effulgency, exigency, pungency,
regency, urgency.
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Pathy, Pithy

a
© &

Key: Allopathy, antipathy, apathy, homeopathy, hydro-
pathy; pithy.

Cted, Ctor, Ctive

Key: Addicted, contracted, constructed, detected, de-
tracted, cﬁ'ectr:d elected, mstmcted reconstructed trans-
acted; conductor contractor, constructor, detractor, extractor,
instructor, retractor; adjective, attractive, constructive, detec-

tive, destructive, eHchve, inductive.
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