


Plate I. 

GENERAL INSTRUCTIONS 
MATERIALS 

Use good black ink that flows freely. Pens with moderately fine points are 
recommended/or use in practicing these copies. Good foolscap paper, having 
rather a smooth surface, is best for this work. Satisfactory improvement 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 table , but do 
not lean against it. Keep the feet flat on the floor. The paper should be grad-
ually moved forward as the writing progresses, that the arms may be held in the 

I 

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 free 
and natural breathing. 

A carefi!I study should be made of the two z71ustrations on this page, and the learner should assume the position shown herewith during the time of writing. 
J 
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POSITION OF HAND 
The position of the hand and the manner of holding 

the pen is illustrated in the accompanying engraving. 
Hold the hand so that the wrist is nearly flat, thus 
bringing the penholder over to the left so that it 
points about over the right shoulder. Let no part of 
the hand or wrist touch the paper except the third 
and fourth fmgers, and these as nearly as possible 
on the finger nails. The penholder should be held 
about at the knuckle. The first and second fingers 
and thumb should be slightly bent in holding the pen. 

Unless a reasonably correct position of the hand 
is learned, almost no amount of practice will make 
one a good writer. 

Plate 2. 

MOVEMENT 
The acquiring of a free arm movement is the foun

dation for a business style of wriling. 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 in the next 
few plates ariJ intended to enable the learner to ac
quire freedom of movement before the more difficult 
copies are reached. The acquinng of the right man
ner of writing, or movement, usually is the most dif
ficult part of learning to write well. 



Plate 3. 

It is often desirable to compare the penmanship from time to time with our best efforts at the beginning of a cou1<se of lessons in wn"ting. With that end 
in view, we request you to wn"te the following in your very best style. It is not necessary to imitate these forms of letters, but use your own natural style 
of wn'ting. Usually the teacher collects these specimens and preserves them for future reference. 



Plate 4. 

( a) This is one of the most valuable movements in wn'ting practice. It is called the pulling movement, as it consists in pulling the arm in the sleeve and 
then allowing the muscles of the arm to relax to their normal position. Keep the pen on the paper and move the arm rapidly in and out of the sleeve. 
Make the lines fine and light and so close together that the white space between the lines wi1l be about equal to the lines themselves. 

(b) The oval movement is the pulling movement slightly modified. It consists in moving the arm straight in and out of the sleeve, and in rolling the arm 
on the large muscles near the elbow. The downward lines should be made as fine and light as the upward strokes, and the work should be compact. It 
requires from five to ten minutes to go 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. · 
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Plate 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 sewn down
ward lines in each oval and arrange same as shown in copy. The first row is made with the direct movement; the second row is made with the reversed 
movement. ( c) This is the direct oval continuous movement. Try to keep the downward lines same distance apart and as near parallel as possible. 
(d) Large exerr:ise two spaces in height made wz1h 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. 

~~~~~ 



Plate 6. 

( a) This movement is quite difficult, as the compound curves are introduced here. It takes the lateral and rolling motions 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, uniform, and rapid movement is used. 

(c) Make the first ova/fill space between the two blue lines, then gradually reduce until the very small 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. S ee what a forceful movement you can use in producing this exercise, 
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Plate 7. 

(a) Make these movements jz1! space between the two blue lines or one half the height of those on Plate 6. Observe the same general direction as given 
in the previous lesson. 

(b) These are the same movements as presented above, but are made very small. Be sure to use the muscular movement in making these exercises 
and do not work the jz'ngers. Make four rows between the two blue lz'nes, and alternate between the pulling and circular movements. 

(c) These little movements are intended simply to tone down the large muscular movement gained 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 have difficulty in obtaining control of the muscles of the arm. 
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Plate 8, 

(a) Before practicing on the capital 0, take up the retraced exercise and practice that carefully. This work wz71 accustom the arm to move in the 
direction desired. Alternate, making first the exercise, then the letter, and continuing that practice until you can notice a decided improvement in the ap
pearance of the letter. 

Make the capital 0, first having the letter fill all the space between the blue lines and then gradually reducing the size as shown in the copy. 
(b) In writing capital E, make the letter, and then follow around with the oval exercise, beginning large and gradually reducing it to the very small 

forms. Use a lively movement of the arm for this work, avoiding a jerky motion. 
Start the capital E with a slight dot, then form the small loop a little above the center of the letter. Be very sure that you are careful in making the 

;'z'nishing stroke. Study the forms carefully before attempting to make them. 

0-0--(/0-~ (7(/ {J ~ u rYO- ~ ,0-
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Plate 9 . 

(a) Use the retraced exercise in developing the movement/or the capital C. Notice in this letter that the downward strokes should be made nearly par
allel. Take up the copies just as they are given. 

(b) This exercise will test your ability in making the ovals. Use the same continuous movement untzl three exercises are made without lifting the pen. 
Make ten downward strokes in each oval. 

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

0e:0~@e0e0e; {5~(?;,ea,~ e-

_t?lil)J?j/~ 

@;@;(5 e~~o-000-0 0 



Plate 10. 

These movements are intended to develop the sliding or lateral motion of the arm. Practice 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 to slide on the nails of the third 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 the down strokes short and light. 



Plate I I. 

These copies should be practz'ced in the manner suggested in Plate 1 0. Turn the paper lengthwise and wn'te across the page. Make the rows of ex
ercises close together, and try to wn"te straight across the page. The small o should always be closed at the top. Whenever the movement becomes 
cramped, return to the large movements, and work the arm vigorously until a free movement is reestablished. 



Plate 12. 

Notice the different steps in developing the small m exercise. In making the first movement, slide the hand one half the distance across the paper, 
and then return and repeat until the exercise looks like those in the copy. Keep the lines light, and make a slight pause at the end of the line. 

Next practice the different steps just as they are given, and gradually develop the small 1n exercise. This is made round at the top and sharp at the 
blue line. 

Use a rapid rolling motion of the arm for this movement, and gradually reduce the oval in size without lifting the pen. Notice how this is started by 
the direction of the little arrow. This is a very valuable movement, and considerable time should be given it. 

~- ~ 



Plate 13 . 
(a) Make this round at the top. Make the space between the downward lines uniform. Use an easy, rolling motion of the arm. ( b) Close o at top and notice spacing between letters. 
Use a steady, even movement. Make smooth lines, and do not practice ·carelessly. 
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Piate 14. 
( a) Wn'te the same number of exercises on each line as are given in copy. The rolltng motion of the arm predominates in making these exercises. 

Considerr;;ble time should be given to these small movements. 
(b) Start the first stroke of small m on the blue line and make the finishing stroke as high as the top of the letter; afterward, combine three small m's 

without lifting the pen. Be careful not to allow the hand to turn over too far toward the right. 
Try to secure even and uniform spacing in wn'ting the word copy. Do not crowd your work too much nor spread it over toq much space. Write 

, ust the number of words that are given in the copies. Look at the copy often. · 
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Plate 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 developmg the small i exercise, start with quite a long stroke, 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 together. Make the exercises sharp at top and round at the 
blue line. 



Plate 16. 

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 carefully across the paper on the 
nails of the third and fourth fingers. 



Plate 17. 
(a) Notice carefully ' the formation of the small w. The last part of this letter· should not be made quite as wide as the first part. It is often desirable 

to finish thew with a slight dot at top. Practice 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 shown in the first line of this copy. This 

should be made w11h a careful movement. Next take up the word copy and practice systematically. Look at the copy frequently. 

-----£/ v---~ ~ ~ ~ ~ ~ ~ ~ 
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Plate 18. 

The smalls is a difficult letter. The downwani stroke is composed of a slight compound curve. A number of wont copies are given to a/Joni ample 

practice in making this letter. 

_/ J/ _,d/ ~ _d/ -<V -c:£,,. _J/ ~ ~ 
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Plate 19. 

( a) Review small o and follow instructions previously given for this letter. Next, take up small a and study the form carefully. The oval parl of the 
a should be slanted slightly more than the oval in the o. Wnre the word copy with a careful movement. 

( b) Curve the up stroke well in making the c, and give a slight pressure to the pen at the end of this !z'ne, 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 wont copies. 

~ ~ ~ ~ ~ ~£_./ 
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Plate 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 1t 

(b) There is but one angle in this letter-that when the dot is formed. Use a forceful movement in wn1mg the word copy. 

( c) The downward stroke in the first part of small x is made with less slant than the downward line in v. The letter should be finished with a 
short straight line made by placing the pen on the blue line, and completed with an upward stroke. 
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Plate 21. 
( a) This is the reversed oval exercise. Make ten downward lines in each. Make the downward lines fine and light. 
( b) This 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 

downward stroke same as given in copy. Next practice carefully on the reversed oval principle . . In making this there are two downward pulls in the 
sleeve together with a slight rolling motion of the arm. 

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

The last part of the capz1al Xis the same as the first part, only it is reversed. It is quite difficult to join the two parts of the letter properly. When some 

space is left between the two parts they may be connected with a short straight line. An example of this kind is given in the copy. The figure 6 is de

veloped from the last part of the X. The word copies should receive their share of attention. 
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Plate 23. 

· ( a) The capital Wis composed of the reversed oval and the small final t. The two parts should be practiced carefully before the W ts 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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Plate 24. 

( a) The Z is composed of the reversed oval pnitciple and the loop below the line. Make quite a wide shoulder at the top of the loop, and form another 
small loop 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 wz71 afford excellent drill in changing the direction of the movements. 

;2;;;;;2;;;2;2;;; 
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Plate 25. 

( a) The loop is composed of the oval and straight line. The oval movement and the pulling movement should be practiced before undertaking the loop. 

The first stroke in the loop should be a decided curve and the downward 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 blue lines, and gradually work the size down to very 

small. Use an easy movement, checking the motion just a little at the base line. The two lines should cross about one third the height of loop. 

~ _, 
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Plate 26 . 

The small h is composed of the loop and the last part of small 1n. First practice making small m exercise, and be sure to make it round at the top. 

Force the arm to move easily 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 improvement. 

...----7~...----7..-------z----7....---?....---?....---?...---7-~ ~ ~ 

_//Z/~/2/h~~-L--h~~ 

~~~~~~ 

~~~~ ~~~/4 



Plate 27. 

(a) Make the h large and gradually red«ce it to the smaller forms without lifting the pen. This is excellent practice in controlling the movement. 
Stnve at all tzmes to get the correct form as well as the free muscular movement. Do your best in wn'ting the one space letters as well as the loop letters 
in the word copy. 

(b) The small b is composed of the loop and the last part of thew. If the upward stroke in the loop is not curved sufficiently the letter will appear as 
slanting too much. 

~~~~~ 
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Plate 28. 

It takes considerable practice and careful study to make the last part of the small k well. It is composed o.f a left curve forming a very small loop, and 
a nearly straight downward line parallel to the downward stroke in the loop. Finish with an upward stroke same height as last part of letter. Notice the 
different copies given in this plate, and do not hurry over any part of the work. These difficult letters should be practiced carefully and mastered. 

_//C/~--h4--b4~~~ 
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Plate 29. 
The f has an extended loop above the line, and the letter is finished same as the small q below the line. Thzs letter requires considerable scope in 

movement. The downward line should be made practically straight. The two loops do not join, but, as wz7I be noticed, a little space is given between the 
loops. Study of the forms of the letters is very important, It is impossible to produce a letter untz7 a correct and an indelible mental picture of it has been 
obtained. Look at the copy often. Wnre with ajree movement. 
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Plate 30. 

( a) As w17l be noticed, the strokes used in making the small a play quite an important part in forming other letters. The d is composed of the small 

a, wz1h the last part extended above the a one space. This straight line should be retraced until the a part of the letter is reached. 

(b) The last part of the dis precisely like the t. In making this letter be careful not to form a loop at the top, but retrace in the same manner as sug

gested for the d. 
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Plate 3 I . 

In making the loops below the line the reversed oval movement is used in connection with the pulling motion. The first line should be made nearly 
straight, and the two lines should cross at the base line. Make the dot over the j distinct. Practice the copies in this plate very carefully. 
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Plate 32. 

77zis exercise introduces the small a as the beginning part of the g. Finish this letter same as the j. Be careful not to slant the loop too much, and 
also be very sure that you are making the downward line straight and on main slant. The fingers may be used a /iitle in forming the loop, but the arm 
should be moved along at the same time. 
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Plate 33. 

(a) Start with the small a form and finish same as the last part of the small f See that the finishing part is made just the same as the copy. 

(b) The first part of they 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 

the hand with vigor. Do not be discouraged if your work is not as good as the copy. Do as well as you can and keep at it. Look at the copy often. 

a/rrrrr~~~~~FF 
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Plate 34. 

The first part of the small z is Jhe beginning part of the small m. Make rather a broad turn at the base line and form the loop. Keep your loops 
quite full without making them too wide. To secure the best results from practice on the exercises and word copies they should be taken up in the exact 
order given. -
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Plate 35. 

(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 too wide. R'nish with a small oval 
brought as far toward the left as the loop. (b) Make the figure 1 with a short, straight line, and w1~hout shade. Begin figure 2 with a slight dot and 
finish same as capital Q. The figure 3 should be begun with a dot, then form a small loop about half 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 runnz'ng parallel with the base line. This should be earned a little 
distance beyond the last stroke. The last lz'ne should be curved very slightly at the top. 
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Plate 3 6 . 

Connect both parts of the figure /5; the oval part is finished same as figure 3. The figure 6 should begin with a straight line, and be made slightly 

higher than the other figures. The last part of the figure 6 is the small oval, and the downward line should be made parallel to the first part of the figure. 

The 7 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 downward stroke of the figure 8 and close the figure at the top . The oval part of the figure 9 rests on the blue line, and the straight line should extend 

below base line, same as in figure 7. The cipher is made very much like the small o, only slightly larger. Close it at the top. 
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Plate 37. 

The figures in this exercise are arranged in position for adding and multiplying. This will a/ford excellent dn'll in review in figures and in getting them 
in proper position for practical purposes. Do not make the figures too large, and they should be made without shade. lf shaded at all, it should be 
done very lightly. · 
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Plate 38. 

The characters given in this plate are in very common use. Make the forms about the same si'ze as those in the copy. Observe the general method of 
practice as outlined in the foregoing copies. Study each copy carefully. A correct position is important while doing this work. Refer frequently to the 
instructions regarding position of the body and hand. 
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Plate 39. 

The figures in the fractions should be made very small but plain. No shading is required, Make the different lines of copies exactly like the ones given 
in the plate. Make careful and frequent companson of your work with the copy. 
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Plate 40. 

Make theflgures about the same size as those given in the copy. Try to make them with absolute accuracy. Very little benefit will be derived from 
this practice unless the closest attention be paid to every particular. lf you learn to make these characters correctly and easily you will have gone far 
towards becoming a good writer. 
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Plate 41. 

The stem group of capital letters is begun in this exercise. The hook form of the stem will be found especially practical in busmess writmg. It takes 

considerable practice, however, to make it just nght. Start with the compound curve, or capz~al 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 shght 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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Plate 42. 

The stem part of the T should not be made full height of the letter, as some space should be given at the top of the stem for the finishing part of the cap
ital. Try to get the hook finish and then make an application of this in the word copies. The fdea of giving this hook finish is to enable the wnter to jom 
the capital to the small letters following without lifting the pen. This effects quite a saving of time in business writing. Many business men use this style 
of hook finish wherever applicable. 
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Plate 43. 

First practice the retraced exercise, going over the line four times. The first part of the F, including the dot, should be made without lifting the pen. 
Cn11cise the work. Try to see the faults or there will be no improvement. Compare position w11h the engravings at the beginning of these lessons. 
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Plate 44. 

The upward stroke in the S should be a decided curve. Finish the letter with the hook stem. The more difficult exercises should receive the most study 
and practice. Make your practice paper show constant improvement in neatness, arrangement, and general appearance. 
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Plate 45. 

( 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 ioop shoula run parallel lo 
base line. 

( b) This form of ietter is started with a slight compound curve and a hook is formed at top. This is a very popular s tyle among bus mess wn)ers. 
( c) In writing these copies carry the hand along without bending the wrist. Watch the principal faults in the wrz)ing. This 1s the secret of rapid im

provement. 
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Plate 4 6. 
The first part of the D is a slight compound curve ending in a small hon'zontal loop at the base !me. Finish the letter the same as the finishing stroke in the capital O. Study the form carefully, as unless you know how to make the letters, no amount of practice will make you a good wn'ter. You must learn good forms before you can make them. 
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Plate 47. 
1ne 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. The points of the pen should 

rest evenly on the paper to secure smooth lines. Assume a correct position while practicing. 
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Plate 48. 

The loop part of the cop11al G should be made about two thirds the height of the letter. Use the hook finish. Make aii' the downward lines as light as 
possible, as much depends upon getting a very fine, light stroke. 
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Plate 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. 7he first part of this letter 1s 
not quite as high as the last part. The last part of the H should be curved slightly at the top. Study the finishing part carefully. Make smooth lines. 
Hold the hand so the penholder points toward the right shoulder. 
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Plate 50. 

The last part of the K is composed of two compound curves joined by a small loop. ]he loop should be made one half the height of the letter. lne 
first part of K 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 instantly detected. 
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Plate 51. 
The first part of capital Pis made same as first part of capital H. Be careful to make the oval at the left of the stem wide and the finishing oval 

narrow. The last part should be brought down one half the height of the letter. The last part of this letter is very apt to be made too wide. Measure 
yours with your eye ond compare with the copy. 
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Plate 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 thelLJ!- short compound 
curve brought down to the base line. When the capital is not connected to the small letters following, the last line may be brought a little below the blue line. 
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Plate 53. 

lfthe two previous capitals have been mastered there should be no trouble with the cap1~al B. Finish the letter with the hook. Tty to get uniform 
spacing and slant in your writing. 
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Plate 54 . 

The top part of the J is made somewhat wider than the lower part. Make the downward line straight. Try to make all the lines cross at the base line. 
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Plate 56. 

The capital Vis composed of the small oval and two compound cui-ves. The last pai-t of the letter is made a trifle shoi-tei- than thr,, _itrst parl. First 
practice the compound curve movements, making them/ill all the space between the blue lines, and then start lai-ge and gradually work down to the small 
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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Plate 57. 

The first part of the U is the same as first part of the V. A llow the finish mg part to be brought up just a trifle shorter than the first part of the letter. 

Wzth 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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Plate 58. 
If the capital Uhas been mastered there will be but little difficulty in forming the Y. See that the downward stroke in the Y is made straight. 
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Plate 59. 

Sentence copies are excellent practice, as they afford practical drill on miscellaneous words. Study carefully the arrangement of the words. 
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Plate 60. 

learn to adapt your writing to the space in which,~ is to be wn'tten. Follow the line in wn'ting sentences. Make top of small c no Targer than copy. 
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Plate 61. 

Practice these difficult sentence copies carefully. Writing 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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Plate 62. 

In practicing the sentence copies try not only to form the letters well, but to get the general appearance right. Perhaps your writing is taking up too 
much space. Write just the number of words to the line that are given in the copy. 
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Plate 63. 

Make the capitals and small letters forming the words look as though they belong together. Carefully watch the spacing. Cn~z'cise the work from 
every standpoint to be sure that improvement is being made. 
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Plate 65. 

Keep the one space letters the same height. Put words same distance from each other. Note carefully the beginning and ending strokes of words. 

Uniformity of height of the small letters and their proper position on the line are of the greatest importance. 
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Plate 66. 
Practice the capitds in the order given, and make a complete set without practicing separately on any one letter. This will give the different changes 

in movement that are necessary in good writing, Frequent and careful practice on the entire alphabet wi 11 produce excellent results. 
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Plate 67. 

These Ledger Headings will be found valuable to students studying bookkeeping. As a rule the letters are made a tnfle larger in Ledger H.adings 
than in ordinary wn'ting. These should be plain, and should be made very legible. 
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Plate 68. 

Look al the copy often and practice carefully and persistently. Keep your pen clean. ~r,~/J, /f'th;' 
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Plate 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. 
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Plate 70. 

Do not make the capitals too large nor the loops too long. Such little things as a careless crossing of the t or a heavy dot over the i may mar the ap
pearance of the whole page. Think about the little things. 
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Plate 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 unijo, m and neat. 
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Plate 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. Punctua
tion marks are often made too large. They should be made in writing like those of the copy, no more conspicuous. 
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Plate 73. 

Good business writing is uniform in size, spacing, slant, etc. Slovenly and careless scrawls, however quickly done, are not acceptable for business 
purposes. 
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Plate 74. 

Make the first line or heading a trifle larger than the rest of the wn1ing. The figures should be made plain, but nat too large. Make the general ap
pearance .as pleasing as possible. 
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Plate 75. 
Notice the different sizes of wn"ting. The heading should be the largest, the journal entries slightly smaller, and the explanations still smaller. Com

pare your work with the copy often and see zf II occupies the same space as the" writzi1g in the plate. 
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Plate 76 . 

This style of lettering is suitable for box marking, ledger headings, the lettering of labels, and can be used/or many other useful purposes. 
Start the shade wllh a light dot, then gradually widen the stroke until 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 in the spacing. Try to secure an even and uniform pressure on the pen for the shading, and these 
shades should not be made too rapidly. 

Any one can learn to do good lettering work by practicing these copies carefully. 
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