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Flate 1.

-; GENERAL INSTRUCTIONS

| e MATERIALS

Use good black ink that fiows freely., Fens with moderately fine points are
recommended for use in practicing these copies. Good foolscap paper, having
vather a smooth surface, is best for this work. Satisfactory tmprovement can-
not be made when poor materials are used.

POSITION OF BODY

The position of the body, as well as the hand and pen, is of the utmost impor-
tance. Sit square in front, with both arms resting on the table, as shown in the
illustrations. Do not lean too far forward, or bend over your work. Keep the
eyes from twelve to fifteen inches from the paper. Sit close to the lable, but do
not lean against it. Keep the feet flat on the floor. The paper should be grad-
uaily moved forward as the writing progresses, that the arms may be heid in the : ‘
same relation to the paper at all times. The direct front position should be maintained, A correct position must be easy and such as will permit of jree

and natural breathing. ) : 1 . e
A careful study should be made of the two illustrations on this page, and the learner should assume the position shown herewith during the time of writing.




POSITION OF HAND

The position of the hand and the manner of holding
the pen is tl{ustrated in the accompanying engraving.
Hold the kand so that the wvist is nearly flat, thus
bringing the penholder over to the left so thal it
points about over the right shoulder. Let no part of
the hand or wrist louch the paper except the third
and fourth fmgers, and these as nearly as possible
on the [inger rails. The penholder should be held
about at the knuckle. The first and second fingers
and thumb should be slightly bent in holaing the pen.

Uinless a reasonably correct position of the hand
is learned. clmost no amount of practice will make
one a pood writer.

Flate 2.

LR

o
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MOVEMENT

The acquiving of a free arm movement is the jour-
dation for a business style of writmg. The arm
should always rest its full weight upon the desk and
move on the muscular portion below the elbow as a
kind of pivot without sliding the sleeve on the desk.

The movement exercises presented n the next
few plates are intended to enable the (earver o ac-
guire freedom of movement hefore the more difficuit
coples are reached. The acquiring of the right man-
ner of writing, or movement, usually is the most dif-
ficult part of learming to write well.




Flate 3.

Jt is ofien desirable to compare the penmanship from time to time with our best efforts at the beginning of a course of lessons im writing. With Hmf end
in view, we request you to write the following in your very best style. It is not necessary to mmitate these forms of lefters, but use your own naturai styie
of writing. Usually the teacher collects these specimens and preserves them for future reference.
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Flate 4.

(a) This is pne of the most valuable movements in writing practice. It is called the pulling movement, as it consists in pulling the arm in the sleeve and
then allowing the muscies of the arm 1o relax to their normal position. Keep the pen on the paper and move the arm rapidly in and out of the slecve,
Make the lines fine and light and so close togethsr that the white space between the lines will be avoul equal 1o the lines themselves,

(b) The oval movement is lhe pulling movement slightly modified. It consists in moving the arm straipht in and out of the sleeve, and in rolbng the arm
on the large muscles near the elbow. The dowmward lines should be made as fine and light as the upward strokes, and the work shouid be compact. [t
requires from five to ten minules [0 g0 ACroSs the page with one of these exercises if the work be done in a careful and thorough manner. Make the exer-
cises fill two spaces in height.




Flate 5.
(a) Begin by making this movement fill two large spaces and gradually reduce the size of the ovals until the center is reached. (b) Make seven down-
ward lines in each oval and arrange same as shown in copy. The first row is made with the divect movement ; the second row ie made with the reversed
movement. (¢) This is the direct oval continuous movement. Try to keep the downward lines same distance apart and as near parallel as possible,
(d) Large exercise lwo spaces in height made with direct oval movement. The small oval enclosed should be made with the reversed movement.

(e) Make these movements with the reversed movement and use a rapid, rolling motion of the arm.




| Flate 6.

(a) This movement is quite difficult, as the compouna curves are introduced here. It takes the lateral and rolling wotions of the arm to produce this exercise.

(b) Each group of exercises should be made without lifting the pen. The best results will be secured when an even, untform, and rapid movement is used.,

(c) Make the first oval fill space between the two blue lines, then gradually reduce until the very smail ovals are made. See that the muscular move-
ment is used exclusively in making the small movements as well as the larger ones.

(d) This movement should be made without lifting pen from the paper. See what a forceful movement you can use in producing this exercise.
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Flate 7.
(a) Make these movements fill space between the two blue lines or one half the height of those on Flate 0.

in the previous lesson.
(b) These are the same movements as presented above, but are made very small. Be sure io use the muscular movement in making these exercises

and do rot work the fingers. Make four rows between the two biue lines, and alternate between the puliing and ctreular movements.
(¢) These little movements ave intended simply to tone down the large muscular movemen pained by practicing on the exercises in the former plates.
Make about four down lines in each one of these small ovals. This kind of work will be found an excellent drill for those who have acquired muscular

movement, but who still kave difficulty in obtaining control of the muscles of the arm,

Observe the same general divection as given
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Plate 8.
(a) Before practicing on the capital O, take up the retraced exercise and practice that carefully. This work will accustom r;’{.ra arm fo move in the
¢ a decided improvement in the ap-

divection desived. Alternate, making first the exercise, ien the letter, and continuing that practice until you can notic
pearance of the letier. | . T _ | _ i
Make the capital O, first having the letier fill all the space between the blue lines and then gradually reducing the size as sn.:::a.:’{: in the copy.
(b) In writing capital I, make the letter, and then follow around with the {?I:-'ﬁ'f exercise, beginning large and gradually reducing i to the very small
forms. Use a lively movement of the arm for this work, avoiding a jerky maotion.
" Start the capital B with a slight dot, then form the small loop a little above the center of the letler.
finishing stroke. Study the forms carefully before attempting to make them.

Be very sure that you are careful in making the




Flate 9,

(@) Use the retraced exercise in developing the movement jor the capital €. Notice in this letter that the downward strokes should be made nearly par-
allel., Take up the copies just as they are given,

ULJ This exercise will test your ability in making the ovals. Use the same continuous movement unti three exercises are made without lifting the pen.
Make ten downmward strokes in @ach oval. :

(c) These letters are given as a veview, and they should be practiced carefully with the free movement. Always aim to produce the correct form but do
not sacrifice freedom of movement, i

(2 @ @ @ =




Flate 10.

These movements are intended to develop the sliding or lateral motion of the arm. Fractice on each step for some time, before taking up the next one.
In all of this work keep the hand turned well toward the body, forcing the hand lo slide on the nails of the t ird and fourth fingers. Turn the paper length-
wise and write across the page in order that the blue lines may be used as guide lines for correct spacing. Keep tne down strokes short and light.




These copies should be practiced in the manner suggested in Plate 10. Turn the paper .-_:.-a?g.a{.:.tr._-,si and write across the poge. "F'_M“q 12 ﬁui of ex
ercises close together, and try to write straight across the page. The small © should always ve €103 od at the top. Whenever the molLement bDecomes
CISES {O05F ] ST - (. ! P L.u.. i = ¥ ; - | f . - I '|_| L= '_I..'.. 1
cramped, return to the large movements, and work he arm Vgorous(y until a free movement Is reestabiished,
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Notice the different steps in developing the small
and then ret

M exercise. In making the first movement. slide the hand one half the distance across lhe paper,
“rn and repeat wntil the exercise looks like thoce n the copy. Keep the lines lght, and make a Stght pause at the end of the line.
Next practice the dijferent steps just as they are given, and gradually develop the small M exercise. This is made round af the top and sharp at the
blue line,
Sradually reduce the oval in si

Use a rapid rolling motion 2¢ without lifting the pen. Notice how this s started by
the direction of the little ar movement, and considerable time should be given it,

Flate 12,

of the arm for this movement. and
row. This is a very valuable
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Flate 13.

(a) Make this round at the top. Make the space between the dowrnward lines uniform,
(&) Close 0 al top and notice spacing betiveen letters.
Use a steady, even movement. Make smooth lines, and do not practice carelessiy.

| e e

P P T ey

f::_ - - "
T

m s y; il

_..-r""i:..: # A

F

Use an easy, rolling motion of the arm.
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Flate 14.

(a) Write the same number of exercises on each line as are given in copy. The rolling motion of the arm predominates in making these exercises.
Considerable timte should be given to these small movements.

(b)) Start the first stroke of small me on the blue line and make the finishing stroke as high as the fop of the letter; afterward, combine three small Mm's
without lifting the pen. Be careful not to allow the hand to turn over oo far toward the right.

Try to secure even and uniform spacing in writing the word copy. Do not crowd your work too much nor spread it over loo much space. Write
st the number of words that are given in the coples. Look at the copy often.
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Flate 15.

(a) Use the rolling motion of the arm to produce this movement. Strengthen the weak and nervous lines by increasing the speed,

(b) In developing the small € exercise, start with quite a long siroke, then make a short downward pull, and finish with a line the same length as the first
stroke. Gradually work this exercise down until the downward strokes are made quite close logether. Make the exercises sharp at top and round at the
blue line.
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Flate 106.

Turn the paper lengthwise and practice these small letters and word copies across the page. Strive to keep a straight line and make the rows of letters
close together. Allow the blue lines to serve as guide lines for correct spacing. In this work the hand should slide carefuily across the paper on the
nails of the third and fourth fingers. ;
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Plate 17. ‘

(a) Notice carefully the formation of the small w. The last part of this letter shouid not be made guite as wide as the
fo finish the w with a slight dot at fop. FPractice the work copy, and aim to keep your work uniform, '

(b) Try to get the correct idea of the formation of the r by carefully studying the two parts of the letter as shownm in the first line of this copy. This |
should be made with a careful movement. Next take up the word copy and practice systematically. Look at the copy frequently.

Jirst part. It is often desirable
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Flate 18.

The small 8 is a difficult letter. The downward stroke fs composed of a slight compound curve. A number of word copies are given to afford ampie

practice in making this letter.
o
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Flate 19,

(a) Review small 0 and follow instructions previously given for this letter. Next, take up small @ and study the form carefully. The oval part of the
@ should be slanted slightly more than the oval in the ©. Write the word copy wiith a careful movement,

(B) Curve the up stroke well in making the ¢, and give a slight pressure to the pen at the end of this line, forming a dot.  The downward stroke should
be slightly curved. Always be careful with the finish of letters. Observe closely and imitate carefully the spacing in the word copies.
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Flate 20.
(a) This exercise is composed of compound curves, and should be made round at top and round at blue line. Control the movement well in making i.
(b) There is but one angle in this letter—ihat when the dot is formed. Usea forceful movement in writing e word copy.
(c) The downward stroke in the first pa The letier should be finished with a
short straicht [ine made by placing the pen oit

vt of small oo is made with less slant than tne dowmeard line m 0.
the biue line, and completed with an upward stroke.
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Flate 21.

(a) This is the reversed oval exercise, Make ten downward lines in each, Make the downward lines fine and {ight,

(b) Ihs principle is involved in the formation of a number of capital letters. Start by making the little oval movements, and finish the exercise with a
downmward stroke same as given in copy. Next practice carefully on the reversed oval principle. In making this there are two dowmward pulls in the
sleeve together with a slight rolling motion of the arm.

(c) The same principle as given above is involved in forming the Q. Finish with a slight compound curve and form a small loop at base line. This
loop shoutd be made n a horizontal position.  The figure 2 Is evolved from the capital .
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Flate 22.

The last part of the capital X is the same as the first part, only it is reversed. It is quite difficult to join the two pavis of the letter properly. When some
space is left between the two parts they may be connecied with a short straight line. An example of this kind is piven in the copy. The figure 6 s de-
veloped from the last part of the X. The word copies should receive their share of attention.
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FPlate 23,

(a) The capital W is composed of the reversed oval and the small final 8. The two parts should be practiced carefully before the W is attempted,
(b) The second part of the W should be made the same height as the first part. The last stroke of the letter should be made about two thirds the height
of the other strokes.
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Flate 24.

(a) The Z is composed of the reversed oval principle and the loop below the line. Make quite a wide shoulder at the top ¢f the loop, and jorm ancther
small locp at base line. This loop should be made parallel to the blue line, same as in the capital Q.
(b) These letters and the word copy are given as a review. Do not stop to practice on any one letter separately, but make each line complete as it is

given. This will afford excellent drill in changing the direction of the movements.
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Flate 25.

(a) The luop is composed of the oval and straight line. The oval movement and the puiling movement should be practiced before undertaking the loop.
The first stroke in the loop should be a decided curve and the dewnward line should be made practically straight.

(b) Combine three of the loops without lifting the pen, then make the loop fill all the space between biue lines, and gradually work the size down to very
small, Use an easy movement, checking the motion jusi a little at the base line.  The two lines should cross about one thivd the height of loap.
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Flate 26.

The small I is composed of the loop and the last part of small m. First practice making small M exercise, and be sure to make it round at the top.
Force the arm to move eastly in and out of the sleeve in order that the loops may be formed well, Study each word copy carefully, and do not discontinue

practice on the copy until you can see some impravement.

-

ﬂf;}” = *"f/’{ - S i ,a;”’i,f __,s;:ff/g;f AP 7 7 7 7

O e = e o e P i i S e S e i e e S

/ 7 = j.{.ﬂ /; / / %
FL AR A EP AT Pl A f"’.-"'/f P AP AL 7 PR R A —EP PP A 77l

.f:?_. y - 7 i 7 B / 1 _.-f.:: . g ,f’ = + g ] f;-,rif:j /“ : / ) ;;-
-/r“-' - - e i ____?i.'_ .-.I",‘ __/r. / : ﬂa - ¥,
WE&-,;-- i S A B S A= .#"'"M — 2.#-'"" E i

P




Flate 27,

a) Maike the b large and gradually reduce it to the smaller forms without lifting the pen. This is excellent practice in controlling the novement.
Strive at all times to get the correct form as well as the free muscular movement. Do your best in writing the one space letters as well as the loop letters

i the word copy. i _ )
(b) The small b is compesed of the loop and the last part of the w. If the upward stroke in the loop s not curved sufficiently the letter wnil appear as

slanting too much.
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Flate 28.

| study to make. the last part Sf the small & well,
a r&‘nl'-}r traight dowmward line paraliel to the downward stroke in

It takes considerable practice nﬂ’ careful

1 it is composed of a left curve forming a very small loop, and
the loop. Finish with an upward stroke same height as last part of letter. Notice the
not hurry over any part of the work. These difficuit letters .-:.:_;a.'.a.-'r." be practiced carefully and maste :1-'_'-*

Ly |

different copies given in this pi -.J:n L.P-E' ao

o A i i : Ly ; F, ; L
# e 3 i : . : ; ;

7 o) A ; : /i - J \
. ; -' & . s 2 2 ) 7 & b o i ,ﬁfﬂ i b .
e B AT R AN - ; ,r/? L il 4 : & - / o #~ ; £ & o o
i R e e e e e T e = - E. - = o e - ; ’
S il Iy i Sy o S L--"'-:'-J:’:-f'?fi---'?#'._'__._-“’ ey d____._;.-:,:f d_,,-l;r{?:__ o ,:T' g .- - _.______,_...?" — f."

C—~F PO T FPES 72




JE.E-I':IrE .r?y s
» : wd the letter fe finis 7 ' - he [ Thi ' onsiderable scope in
The T has an extended loop above the line, ana the letter is _Hf'ﬂ.mf!.-?ﬂ' same as the 5:_#.&:’! T Ie!:ef-i:w the ."I{!E. This :’errerrrfqmrf's r:_* J_w: c;prweé;; :
movement. The dowmward line should be made practically stralght. The two loops do not join, out, as will be noticed, a r:_::f.. e space is given between the
fﬂﬂ'}?f SE‘M}’ of the fﬂr?rfrs r:'f the letters Is very important, It is z'm?rfrss.*'fﬁ."e? 1o ;ma’zrw a letter unit! a correct and an indelible mental picture of it has been
obtained. Look at the copy often. Whnte with a free movement. |
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Flate 30,

(a) As will be noticed, the strokes used in making the small @ play quite an important part in forming other letters. The d is composed of the small
@, with the last part extended above the @ one space. This straight line should be retraced until the @ part of the letter is reached.

( &{f }’?re ;:.-:Isa‘ipart of the d is precisely like the £. In making this letter be careful not to form a loop at the top, but retrace in the same manner as sug-
rested for the .
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Flate 31.

¢ the reversed oval movement 1s used in connection with the pulling mation, The first line should be made nearly

In making the loops below the ln fully.

straight, and the two lines should cross al the base line. Make the dot over the § distinct, Practice the copies in this plate very care)
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Flale 32,

This exercise introduces the small @ as the begiming part of the ¢f. Finish this letter same as the j. Be careful not to siant the loop too m{{fﬁr and
also be very sure that you are making the downward line straight and on wmain slant.  The fingers may be used a little in forming the loop, but the arm
should be moved along at the same time.
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Flate 3.3.

(a) Start with the small @ form and finish same as the last part of the small . See that the finishing part is maae just the same as the copy.
(b) The first part of the Y is nearly the same as the first part of the small v. Finish with the loop and make all the loops on the same slant, Swing

]I !

the hand with vigor. Do rot be discouraged if your work is not as good as the copy. Do as weil as you can and keep at it. Loock at the copy often.
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Flate 34,

Make rather a broad twrn at the base line and form the loop. Keep your loops

The first part of the small # is the beginning part of the small M.
tice on the exercises and word copies they should be taken up m the exact

quite jull without making them teo wide. To secure the best resulis from prac
order given.
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Flate 3 5.

(a) This form of the small P is very practical, as it can be made without lifting the pen. Do not make the loop part 100 widge, Finish with a small oval
brought as far toward the left as the loop. (b) Make the fipure 1 with a short, straight line, and without shade. Begin fipure 2 with a slight dot and
finish same as capital ). The figure 3 should be begun with a dot, then form a small loop about haif the height of the figure. Finish with an easy semi-
oval. Start figure 4 with a short figure 1, and make the second stroke straight and running parailel with the base line. This should be carried a fitlle

distance beyond the last stroke. The last line should be curved very slightly ot the {op,
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Flate 36.
Connect both parts of the figure & ; e oval part is finished same as figure 3. The figure 6 should begin with a straight line, and be made slightiy
higher than the other figures. The last part of the fizure 6 is the small oval, and the dowmward line should be made parallel to the first part of the fipure.
The & is composed of a slight dot, a short compound curve, and a straight line extending below the base line. Make quite a prominent compound curve in
the dowmward stroke of the figure 8 and close the fizure at the top, The oval part of the figure @ rests on the blue line, and the straight line should extend
below bese line, same as in figure ¥. The cipher is made very much like the small o, only slightly larger. Close it at the top
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Hate 37.

Jr.Efff;f.”E.S In s exercise are LI?F(IF&-_"E'H in !.JLJSJ fion r.F.--.”' -'.':TJ-.JF!',E"' and .'J-IH"LF{}"”IE" This will ".-".-'If'i’.'." excellent drill in ret ”1-3'4.12‘ Ir _.-' pures and in Fel tin E them
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Flate 38.

J ] [ e 1 i
The characters given in this plate are N UVery common use. Make the forms about HEEI same size as I'.I[i'ﬂsni;' in Ihlﬂjfﬂpﬂi.ﬁ Eiiiﬂ’bﬁ lé:;ﬂ E?frequem
practice as outiined in the foregoing copies. Study each copy carefully. A corvect position s imporiant whiie aoing ; i

instructions regarding position of the body and hand.
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Flate 39,
e

The figures in the fractions should be made very swiall but plain. No shading is requived. Make the difjerent lines of copies exactly like the ones g
in the plate. Make careful and frequent comparison of your work with the copy.
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Flate 4 0.

Try to make them with absolute accuracy. Very litie benefit wkll be derived jrom

Make the fi gures about the same size as those given in the copy.
If you learn to make these characters correctly and easily you will have gone far

this practice unless the closest attention be paid to every particuiar.
towards becoming a good writer,
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Flate 4 1.

The stem group of capital letters i's begun in this exercise. The hook form of the stem will be found especially practical in business writing. It takes
considerable practice, however, to make it just right. Start with the compound curve, or capital stem, forming a broad turn at the base line, and bring this
up to nearly one half the height of the stem on the left. Stop the motion suddenly and finish with a slight curve running in the direction of the broad turn.
This stem should be made rapidly, and the movement should be checked suddenly in order to form the hook. Practice the hook until you can make it well.
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Flate 42,

The stem part of the T should not be made full height of the letter, as some space should be glven at the top of the stem for the finishing part of the cap-
ital. Try to get the hook finish and then make an a;:rpe’:mnm: of this in the word copies. The idea of giving this hook finish is to enable the writer to Jjom
the capital to the small letters following without ifting the pen.  This efffects quite a saving of time in business writing. Many business men use this style

of hook finish wherever applicable.
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Flate 43.
First practice the retraced exercise, going over the line four times.  The first part of the X7, including the dot, should be made without (ifting the pen.

Criticise the work. Try to see the faults or there will be no improvement. Compare position with the engravings at the beginning of these lessons.
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Flate 44.

The upward stroke in the 8 should be a decided curve. ~Finish the letter with the hook stem. The more difficult exercises should receive the Mmost Study
and pmc“tjfca Make your practice paper show constant improvement in neatness, arvangement, and geneval appearance.
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* Flate 4 5.

(a) Begin this form of the L with the right curve and make the loop extend about one half the height of letter. The small loop showid run parallel fo
base line. :

(b) This form of letter is started with a slight compound curve and a hook is formed at top. This is a very popular style among business writers.

(c) In writing these copies carr) ‘he hand along without bending the wrist. Watch the principal faults in the writing. This is the secret of rapid im-
provement, : :
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Flate 46.

The first part of the ID is a slight compound curve ending in a small horizontal loop at the base line.  Finish the letter the same as the finishing stroke
in the capital O. Study the form carefully, as unless you know how 10 malke the letters, no amount of practice will make you a good writer. You must
learn good forms before you can make them.
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Flote 47

o @

The upward stroke in capital I should not be curved too much as in that case the loop part of the letter would be too wide.

: : i : The points of the pen should
rest eveniy on tie paper to secure smooth lines. Assume a correct position while practicing.
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Flate 48,

The loop part of the capital G should be made about two thirds the height of the letter. Use the hook finish. Make all the dowmward lines as light as
possible, as much depends upon getting a very fine, light stroke. :
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late 49,

Give the upward stroke considerable curve so that the first part of the H may be on the proper slant and not be too wide. The [first part of this letter 1s
not quite as hiph as the last part, The last part of the H shc!d be curved slightly at the top, Study the finishing part carefully.
Hold the hand so the penhoider poinis toward the right shoulder.

Make smooth [nes.
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Flate 50.

The last part of the K is composed of two cmr*murd CUrves ;nmm' by a small loop. The loop should be made one half the height of the letter. The

first part of J’L is the same as the beginning part of the H. The forms of the letters must be » studied so carefully and mastered so completely that an im-
perfection will be nstantly a stected,
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FPlate 51.

The first part of capital X’ is made same as first part of eapital H. Be careful io make the oval at the left of the stem wide and thie jinishing oval
narvow. The last part should be brought doum one half the height of the letter. The last part of this letter is very apt fo be made too wide, Measure
yours with your eye ana compare wi th the copy.
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Flate 52.

The first part of the R is same as the capital P.  The letter is finished with a small loop made one half the height of letter, and then a short compound
curve brought down to the base line. When the capital ‘s not connected to the small letters following, the last line may be brought a little below the blue line.




Flate 53.

If the two previous capitals have beer mastered theve should be no trouble with the capital B, Finish the letter with the hook. Try to get uniform
spacing and slant in your writing. |
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Flate 54.
Try to make all the lines cross at the base line,

The top part of the o is made somewhat wider than the lower part. Makg the downward line straight.




Flate 55,

The small oval in this letter is begun same as the oval in capital €). Make all the downward lines straight, parallel, and on main slant. Notice the
relative height of the three parts of the M.,
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Flate 56.

The capital ¥ is composed of the small oval and two compound curves. The last part of the letter is made a trifle shorler than the first part, First
practice the compound curve movements, making them fill all the space between the blue lines, and then start large and gradually work down to the smail

exercises. Control the movement in making these exercises, and make the turns reasonably short at the top and at the base line.
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Sate 57.

The first part of the U is the same as first part of the V. Allow the finishing pert to be brought up just a trifle shorter than the first part of the letter.
With beginners it is sometimes a help to check the movement a little at the top of the finishing stroke. Use the movement but keep it under control.
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Flate 58.

M i p ] i g A
; 11 3o 4 Jragla Aol % ‘mer the ¥ Sop that the dowmward stroxe in the Y 15 mage E!Fﬂ?gﬁu.
If the capital U has been mastered there will be out little difficulty in forming the ¥. See th W
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Flate 589.

1 ; : G el i T, filly the arrangement of the words.
nce copies are excellent practice, as they afjord practical drill on miscellanecus words. Study ca¥e’uily ine arrangen 3
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| Flate 60.

Learn to adapt your writing to the space in which it is to be written. Follow the line in writing sentences. Make top of small € no larger than copy.
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Flate 61.

Practice these difficult sentence copies carefully. Wiiting letters in words and sentences is the real test of skill. Try to get the correct slant. Put
the copy close to where you are writing, and do your very best. Try to make the lines smooth, which you can do by keeping the pen flat on the paper,
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Flate 6.2.

In practicing the sentence copies try not only to form the letters well, but to get the general appeavance right. Perhaps your writing is taking up 9
much space. Whrite just the number cf words to the line that are given in the copy.
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Flate 63.

Make the capitals and small letters forming the words look as though they belong together. Carefully watch the spacing. Criticise the work from
every standpoint o be sure that improvement Is being made.

oA
e e 2.2 2t M/,xzfﬂt,iiw %E%Mﬁﬂf 2L

M ’ g f & f / 2y, L3t 7 Z
A2 AL LT ﬁ;fff Cott - o'z Lt oD prrre Sl Aoz

f A T

) i o "
o : o
S L
i _r--:q:_-.-? / - # > M e i R ;4‘;" ,s -_._', il '_r ._,..__"'Ilr: "'rll i rﬁ" - "H—:\-_;'//? P =] & = _,,-?:’,
I-ud""'f" =L -ﬂ'._r"a.——},r'-- ""'""-"_I__:_— b ST L "_-.'-"'-'":r-"'-i"".-"“"- i I e g P T e |-" Vi ] e _:'-':,r"'_..:- L 3’7 L L 4 ML Sy ol = L




Flate 64.

Strength of line in writing depends chiefly on the downward strokes, Make the lines look like the copy in every way. Be sure that the J slants as
much as the copy.
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Flate 65.

Keep the one space letters the same height. Put words same distance from each other. Note carefully the beginning and ending stroxes of words.
Uniformity of height of the small letlers and their proper position on the line are of the greatest importance.
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Flate €6,

Practice the capitals in the order given, ana make a complete set without practicing separately on any one letter. This will give the diferent changes
in movement that are necessary in good writing. Frequent and careful practice on the entire alphabet will produce excellent results.
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late 6 7.

These Ledger Headings will be found valuabte fo students studying bookkeeping. As a rule the letters are made a irifie larger in Ledger Headings
than in ordinary writing, These should be plain, and should be made very legible.
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Flate 68. |
Look at the copy often and practice cavefully and persistently. Keep your pen clean. 4
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Flate 69.

Compare each letter and word with the copy often, and watch closely for faults. Progress will depend on correct conception of the forms of the letters
and persistent practice.




Flate 70.

Do not make the capitals too large nor the loops too long. Such little things as a careless crossing of the & or a heavy dot over the % may mar e ap-

pearance of the whole page. Think about the liftle hings.
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Frate 71.

Observe the general arrangement of the writing and see that each part of this letter is given the same marginal space as is given in the copy. Make
your work uniform and neai.
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Flate 72.

Remember that practice in writing should train the eye, the arm, and the hand.  The constant aim should be to write better, easier, and faster. [Functua-
tion marks are often made too large. They should be made in writmg like those of the copy, WO MOre CORsPICUOUS.
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Fate 7.3.
Good business writing is uniform in size, spacing, slant, etc. Slovenly and careless scrawls, however quickly done, are not acceptable jor business
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Flate 74.

Make the first line or heading a trifle larger than the rest of the writing, The figurés should be made plam, but not 100 large.
pearance as pleasing as possible,

Make the general ap-
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Flate 75,

Notice the aifferent sizes of writing. The heading should be the largest, the journal entries slightly smaller, and the explanations still smalier. Com-
pare your worx with the copy often and see if it occupies the same space as the writing in the plate.
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Flate 76.

This style of lettering is suitable for box marking, ledger headings, the lettering of labels, and can be used for many other useful purposes.
Start the shade with a light dot, then gradually widen the stroke wntil the same thickness of line is reached as shown in the copies. Be sure that you
slant the letters to the left as much as copy. Use care vi the spacing. Try o secure an even and umjorm pressure on the pen for the shading, and these

shades should not be made too rapidly.
Any one can learn to do good leltering work by practicing these coples carefully.
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