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INTRODUCTION. 

The obj ect of these lessons is to aid the teacher to teach penmansh ip in telligently and effectively. Home students 

will find the lessons helpful. In fact, anyone who wants to improve hi s penmanship will find the lessons useful. The 

lessons are progressive; they are graded so as to go from the simp le to the comp lex . When a JJ the lessons are practiced 

in this logica l order, the pupil will have completed a practica l course in penmanship. 

Every one admires plain, uniform, legib le penmanship. To acqu ir e this sty le, method or manner of practicing is of 

utmo st import ance . What is meant by this, is the proper way of sitt in g at the desk, the correct way of holding the h an d 

and penholder, and an intelligent way of using the arm in writing. 

The penmanship lesson represents a sma JJ part of the writing that the pupil is required to do. Therefore , when the 

penmanship lesson is ta ught , it sho uld bear as directl y as poss ibl e upon the other written subj ects that the pupil is learn­

in g, such as language, spe llin g, bookkeeping, arithmetic, composition ancl letter writing. A langu age lesson, a spe llin g 

lesson, or any other writt en lesson ought to be, in a true sense, a penmanship lesson . In order to h ave good penmans hi p 

in a JJ written subj ects, it is necessary to drill the muscles thoroughly in movement exerc ises, letters, words, figures, sen­

tences, paragraphs, etc. Th e lessons in this compendium are to serve th is purpose; and if the lessons are in te lli gently 

and persistently foJJowed, a free, easy flowing sty le of penmanship will be the result. 



ARM MOVEMENT. 

What it is-Arm Movement, as app lied to writing, is the action of the musc les of the right arm cooperating in propelling 
the pen. The muscles which cause the fingers to open and close are situated in front of the elbow . The muscles used to 
make the hand and forearm move in a horizontal manner on the desk are situ a ted between the elbow and shou ld er. The 
muscles used to push-and -pull the forearm in and out of the sl eeve are situated about the sho uld er . When these muscles ac t 
in unison, through proper development, the result is known as Arm Movement. 

How to develop it-Arm Movement to legib le, uniform writing is lik e good liniment to a lame arm-it must first be 
rub bed on and then rubbed in . There are four principa l movements: direct; indirect; push-and-pull; lateral, or over-and­
back. The forearm muscle of the riglit arm shou ld rest lightly on the 'desk. The elbow shou ld extend ju st off the edge . 
Th e muscles shou ld be relaxed . Roll tlrn arm on the muscle in front of the elb ow for the direct and indirect movements; 
make the arm go in and out of the sleeve for the push-and -pull movement; and glide the hand and forearm across the paper 
for th e over-and -back movement. The fingers should not move in practicing these movements. The clothing of the forearm 
-should be loose, so as to give freedom to the movement . These movements should frequently be practiced with a dry pen 
for the purpose of estab lishing freedom before using ink. Th e left arm also rests on the desk, and the left hand is used to 
hold and adjust the paper. 

Counting is what creates in terest, enthusiasm, and keeps the class together . · Use a light musical tone of voice. Also 
count by tapping or sliding a pencil or penholder over the back of a book . In counting, use such variety of illustrations 
as will constantly charge the pupil's mind of the things to be acqu ir ed, such as movement , straight or curved strokes, 
stops, position of body, hand, etc., and at the same time retain the rhythm. For instance, in making sma ll I count 1-stop­
·curve; or, push-pull-curve; or, heads-up-curve; or, feet -flat-curve. This is a suggestion for other letters, comb ination of 
letters, etc. Always put snap an d life into the count; never allow it to drag, or be of the s in g-song fashion. 



POSITION AND MATERIALS . 
Illu st ra t ion 1. Illu st ra t ion · 2 . 

Pos ition .-Study th e acco mp a n y ing illu s tr a ti on s ca r efull y . I n t eac hin g po s ition , two thing s s hould b e carefull y con s id er ed: fir s t , 
h ea lth ful pos iti on : seco nd , pos it ion in whi c h th e p u p il ca n d o th e b es t w or k. Th e b es t posi ti on is a lw ays a h ea lthful pos iti on . To 
a cq uir e th ese go od h a bit s , t eac h pos iti on in th e fo llowin g w ay : first , r es t a nd fee t ; second , pa p er; third , a rm s : fourth , pen h old er. 

1. R es t a nd F ee t. Th e pupil sho uld lea n b ac k in th e c ha ir, a nd p lace th e f ee t fla t on th e floor a nd apa rt . Th e space b etw ee n th e 
fe e t va ri es accord ing t o age of pupi l. Th e fee t shou ld n eve r b e p lace d toge th er . See illu stra t ion 3. 

2. P ape r . Th e pape r sh ould b e slightly ti pped a nd place d a littl e t o th e ri g ht of th e ce nt er of th e des k , or di rec tl y in fr ont of th e 



I llustratlon 3. 

right side of. th e pupil. Th e right edg e of 
th e pap e r a nd th e right a rm s hould be 
n ea rly parall el. Th e lef t ha nd s hould 
hold and adj us t th e pap er and s hould be 
pla ce d on the paper a Ii ttle in fr ont of th e 
right h a nd. The pap er shou ld b e m ove d 
forw ard as th e lin es are fill ed , but th e 
ang le of th e paper shou ld not be change d. 
See illu stra tion 5. 

3. Arms. Th e pupil should s it w ell 
ba ck in the chair and in clin e s lightl y for ­
w a rd by b ending at th e hi ps. Th e b ac k 
shou ld b e k ept p erf ec tly s tr a ight a nd the 
shou ld ers square. Both · a rm s sh ou ld be 
plac ed on the d es k, the elb ows ex t ending 
ju s t off the edge ; or, in stead of h av ing 
th e elbow of th e left arm exte nd off the 
edge, it m ay be laid wholly on th e d es k. 
See illu s tr a tion 4. 

Illustration 4 , 

4. P enhold er. Th e tip of th e for efing er 
sho uld b e pla ced on th e p enhold ·er wh e re 
th e pe n is in se rt ed a nd th e for e fing e r 
should be curved s lightly ov er the h old er. 
See illu s tr a ti ons 1 a nd 2. Th e forefing er 
s hou ld not touch th e pen. Th e thumb 
s hould. be h eld ba ck of th e for efing er a nd 
the joint m a de to b end outward. Th e di s tanc e between th e tip of the thumb and • the tip of the 
for efing er i·s a bout three -f ourths of a n in ch. Th e third a nd fourth fing ers should curve w ell 
1nd er the h a nd an d should slid e lightly and eas ily on th e na ils ove r th e paper. See illu strat ion 
2. Th e penholder should b e h eld eith er in front or ba ck of th e knu ckl e joint of the first fing er. 
See illu s tration 1. Th e right h a nd should be in a s tanding pos iti on with th e knu ckl e of the 
first fing er fa cing th e ce ilin g . See illu stra ti on 3. In oth er word s. th e p enhold ·er should point in 
th e dir ec tion of th e right sho uld er. Th e wri st sho uld b e n ea rly fla t , in clin ed j ust a littl e to the 



Illustration 5, 
Tight . In a ll writing , the third a nd fourth fingers should slid e on the paper in 
two ways-up a nd down, and ov er. v'i'h en th e fingers a re m a de to slide in these 
two w a ys , a nd the a rm made to work in a nd out of th e s leeve on th e mu scle in 
front of the elbow, the pupil is u s ing a rm mov em e nt ' in writing. Wh en th e pen­
hold er is laid down, th e pen shou ld point to th e right. 

Wh en the foregoing rul es are thoroughl y und erstood b y both t eac h er and 
pupils , the foliowing signa ls pr ece ding th e writing less on, as w ell as pr ece ding 
any other lesson , should be giv en: 

1. R es t position. 
2. Position for writing. 

Th e r est po s ition m ea ns that th e pupil s hould lean ba ck against the chair 
and plac e the fee t flat on the floor and the proper di s t a nc e apart. Th e position 
for writing m ea ns that th e pup il s hould b en d forward fr om th e hip s , tak e the 
penho lder, place both a rm s on the de sk, hold th e pap er with the left hand , s t a nd 
the right h a nd up , point th e ho lder towards th e right s hould er , a nd b e ready 
for writing. Pupils shou ld und ers tand th ese s ignal s thoroughly, s o th a t very 
littl e tim e may be tak en in getting r ea dy to writ e . 

Materials. -"A workman is known by his tool s ." Th e b es t mat erial s shou ld 
a lwa ys be us ed . Tim e is w as ed in using poor pens, ink , hold ers and pap er. A 
penwiper shou ld be u se d to k ee p th e p en clean. A w e t s pong e is best. P en­
wip er s made of wool en or cotton goods are a ll ri ght. A ch a mois sk in makes a . 
poor penwiper; it b eco m es gr easy b y handling it with th e fingers . 

A pe n with a m edium point is b es t , not coarse or fin e . On e's judgm ent 
should b e exercised in th e matt er of u s ing p ens. The numb er v a ri es with differ­
ent pupil s . Some will b e able to us e a p en longer th an others and yet get good 
re s ult s. 

An y good fluid ink is r eco mm end ed, so long as it flows eas ily from the pen. 
A p en should a lw ays be moi s t en ed w ell by dipping it int o the ink a bo ve th e littl e• 
hol e in the p en. If th e ink is w a ter ed, it sho uld be stirred we ll b efor e using 
V e ry littl e wat er s hould b e added at one tim e. · 

A wood en , cork or rubb er - tipped p enholder is b est a nd shou ld b e of m edium s iz e. A sma ll nicke l-ti pped penhold er shou ld not be 
u sed, for th e r easo n that it r eq uires gripping. Any kind of sm a ll p enhold er shou ld n ever b e u se d . 

Th e paper s hou ld b e uniform in ru lin g , s iz e a bout 8x10½ in ch es , a nd the Jin es s hould b e from three - e ighths to one-half inch a part 
On e in ch margin s hould b e observe d on both s id es of th e paper. Pap er with blank in ch margins on both sides and at th e top and bot: . 
tom is r eco mm end ed. 



A,{/ ~ 

Practice on this lesson is merely for the purpose of becoming familiar in a general way with the style of capital let­
ters, small letters and figures used in this compendium. To fix the standard form in the mind, sufficient practice should be 
given to each Jetter and figur e in this lesson, which is given as a model. Each of these letters is presented in the follow­
ing lessons accompanied by more explicit instruction in the practice of which you will probably be able to use more arm 
movement than you can use now. In addition to these capit al lett ers, there appear different styles of a few of the capital 
letters in the following lessons. 



INSTRUCTIONS . 

Les son 1. In making these two exercises (both ways around) the arm should roll freely on the muscle in front of the 
elbow. The fingers should not move. Make about 200 revolutions in a minute for · an exercise this size. The smaller the 
exercise the faster the motion; the larger the exercise the slower the motion . Make the exercise also three spaces for 
volume of motion. The right hand should be in a standing position; the third and fourth fingers must be drawn we ll back 
under the hand and made to glide freely over the paper. Count -one, one. one, one; or, round, round, round, round; or, 
light, light, light, light. Do not let the count drag,-give snap to it. Name the exercises direct and indirect compact 
ellipses. The first one is direct, the second indirect. 



Lesson 2. The fir st copy is the push-and-pull compact exercise; the secon d copy is th e direct or indir ect retraced 
e llips e. Abo ut 200 down war d st rok es or revolutions should be made in a minu te. In the se cond copy, retrace as many 
times as will look well, so that the exe rci se will not be too light or too bl ack. Count. F or the first copy, count one, one, 
one; or, dow n, down, down , repeat in g the word rapidly. Th e count must not lag, but must be repeated with a goo d dea l of 
snap . For the seco nd copy count 1-2-3-4-5-6-7-8, ·or any other numb er of times a round . Remember thi s exerc ise is to be 
made both ways around, but it need not be m a de so on the same line. 



Les son 3. Begin th ese exercises la r ge and gra duall y have th em dimini sh from the top to about the size of a small 
n or u. Th e bottom of the exerc ises should be k ept on the lin e. Mak e them both ways aro und, as in the fir st copy. Also 
ma ke the singl e retrace d e llip se bot h wa ys around. Tll e push-and-pu ll compact dimini sh ed exerc ise should be practiced 
thoro ughl y. Th e movement use d in makin g a n exe rci se of thi s kind is very impor ta n t. If des ir ed, converging lin es may 
be drawn for th ese exerc ises. Count . For eac h exerc ise count one, on e, on e; or, round, round , round; or, down , down , 
down, being sure to count rap idl y. 



Lesson 4. The two exercises in the first copy shou ld be mad e compact-direct and indirect. The second and third 
copies are the direct and _ind ir ect open ellipses and should be made with a faster movement than used in the compact 
exercises . The exercises in the third and fourth copies shou ld dim inish to · about the size of a small e. Count . For each 
exerc ise count one, one, one; or, light, light, light ; or, round, round, round . Be sur e to count rapidly. 
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· Lesson 5. The first two copies are small m and u exercises enlarged. Retrace each copy three or four times, then 
reduce the exercise as in copy 3. Considerable push -and -pull movement must be used in these exercises. After thorough 
practice of retracing, try the same exercises as in copies 4 and 5. In copy 5 the spacing shou ld be wide betwe en the down­
ward strokes for the purpose of giving freedom of movement across the paper. Count. For copy 1 count up-down, up­
down, up-down, up-down, up-down ; for copy 2 count up-down, up-down, up-down, up-down, up-down, up; and the same for 
copy 3 except faster. In copy 4 count up-down, up-down, up-down, up-down, up-down, up-down, up-down, up-down, stop ­
curve. At the end of the last downward stroke stop the pen, then make the ending curve. For copy 5 count glide-stop, 
glide -stop, glid e-stop, glide -stop, glide-stop -cur ve. Between the stops the pen shou ld glide rapidly. · 
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Lesson 8. Turn the paper and make the sma ll o exe rc ise across the lines, be in g carefu l to place the o on the line. 
Pr actice other letters, and write simple words, in this way. It teaches one to wr ite straight with out lines. It a lso teaches 
exactness, since there is a definite place for the letter. Count- 1, glide-2, glide-3, gli de-4- curve; or, o, glide -o, g lid e-o, 
glide-o-curve. Stop the pen at th e top of each o as it is closed; glide the pen rapidly between the o's. 
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Lesson 9. The purpose of the preceding lessons has been to establish freedom of arm movement. This lesson is the 
beginning of the small letters . From here on the lessons are presented in systematic order. Let thoroughness be your 
watchword; not how much but how well. Count. For a count 1-2-stop-curve; or, 1-2-3-curve . A long dash means a 
pause or stop in the movement. This must be remembered throughout the lessons. For copy 2 count 1-2-stop-glide-1-2 -
stop-glide-1-2-stop-glide-1-2-stop-curve. For the single o count 1-curve, and for the joined o's count 1-glide-2-glide-
3-glide-4-curve. For copy 5 count 1-glide-1-2-stop-glide-l-glide-1-2-stop-curve . Never - count slowly, 
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Lesson 12. In joining lett ers such as u, w, n, and m, think of spacing as being narrow between the parts of the letters 

and wide between the letters themselves. This spacing never changes between the parts of letters, but often changes 
between letters themselves, as in lesson 14. Occasionally sit at the desk and write and count for the pu])i!s. Also have 
th sm watch you while you write, so that they can study position and movement. Count. For small u count glide-1-2-stop­
<:urve; and for the u exercise count glide-1-2-stop-glide-1-2-stop-glide-1-2-stop-glide-1-2-stop-curve. For the single w 
connt g!ide-1-2-3-4-dot-curve; or, glide-1-2-3-4-stop-curve; and for the w exercise count glide-l-2-3-4-stop-glide-1-2-3-4-stop­
glide-1-2-3-4-stop-glide-1-2-3-4-stop-curve. The pen must glide rapidly between the stops. 
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Lesson 13. ,More words can now be practiced, maKi,1g use of the letters in the preceding lessons. In writing words, 
the pen should not stop so decidedly as it does in making sing le letters, and exerc is es of single letters, but should be made 
to glide over the paper easily and rapidly with rhythm and freedom of movement. 
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Lesson 14. Wide spacing between the letters is for the purpose of g1vmg strength and freedom to the movement . 
Lateral movement is used in writing this word. This movement is swinging the forearm from the elbow freely across the 
paper. Let only the weight of the arm rest on the desk. Do not allow extra weight on the right arm. Count. 1-glide-1-2-3-
4-dot-glide-1-2-stop-curve; or, count by naming the letters o-w-n. 
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Lesson 15. The x is exactly the same as the second part of n. The cross-stroke may be made either upward or down­
ward. Be sure to cross the downward stroke in the middle. The v has the same dot as the w. Count. For x count 1-2-
curve-cross. For v count glide-1-2-dot-curve. Joint the v but not the x. Count for copy 3 glide-1-2-dot-glide-1-2-dot-glide-
1-2-dot-glide-1-2-dot-curve . Join v and w, and v and o as in copies 4 and 5. 
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Lesson 16. Practice these words carefully. Practice several lines of each word-or several pages for that matter­
and try to keep the words in columns. Aim to move the pen lightly, freely and rapidly over the paper. Study height, 
width and slant of letters. 



Lesson 17. This copy furn ishes more practice in writing across the lines. First write on the lines and then turn the 
paper and make the w exercise. Do a great deal of this kind of practice. In writing cross-w ise, be carefu l to place the 
letter in exact ly the right position - on the line. Pupils shou ld be encouraged to count for themselves as they make the 
letters. Counting creates interest, ent hu siasm and keeps the class together. 



Lesso n 18. Th is sma ll e exercise is for the purpose of generating speed in mak ing the pen glide lightly and rapidly 
over the paper. Make from 200 to 250 e's in a minute. The exercise may be reversed so as to make the e upside down. 
The movement used in practicing it both ways he lps to make n, m, v , i , u and w. Notice carefully how the exercises are 
written cross-wise . Count , one , one, one, one , one, one, repeating the word very rapidly. Thoug htf u l practice wins. 
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Lesson 19. The downward stroke in c and e sho uld be practically straight. Begin the c with a small dot. Count dot­
down-curve; or, dot-stop-curv e: and for the e count glide -down - curve; or, glide -stop-curve. Do not j oin the c in an 
exercise . For copy 3 count glide-down-glide-down-glide-down-glide-down-curve. This e exercise is quite different 
from the e exerc ise in Lesson 18. Here the pen comes to the line with a stop - in Less ,on 18 it do es not. Practice copies 4 
and 5 very carefully. Study the copy, then practice, study the copy aga in , and again practice - this kind of practi ce is what 
makes good writers . 
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Lesson 20. Practice several lines of the word avenue, th en the word cocane and so on . In these words a great many 
of the one space sma ll letters are used. Practice the words faithf ully until you see a noticeable improvement. Be careful 
not to make the e nding stroke long. 
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Lesson 21. The r and s are considered difficult letters to make; but not difficu lt if taught right. The beginni ng stroke 
of these letters should be nearly straight and shou ld not lean far to the right. The shoulder of the r (the short stroke that 
connects the first and downward strokes) is made short and straight with considerable slant. The s is pointed at the top 
and closed at the bottom. The second s shows a different sty le which many may care to use. Cou nt . For r count 1-2-
down -curve; or, up -shoulder - down-curve. Long da s h mea ns a stop in the mot ion. For s count 1-stop; or, up-curve. For 
the s in copy 3 count up-down - finish; or, up-stop-finish. Practice hard on lines 4 and 5. 
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Lesson 22. In word practice the r and s may be made a trifle higher than the rest of the letters. Let the pen move 
lively and lightly over the paper in writing these words. The third and fourth fingers should be free to slide on the paper. 
Pushing and pulling the arm in and out of the sleeve ist one of the principal mo_vements used in word practice. 
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Lesson 23. Figures are just as im porta nt as letters . They should receive careful and persistent practice . Learn to 
make a good plain legible figure. Considerable practice will now be given to the figures. This lesson is for form study 
only. Th e figures should be made large, and in order to make a perfect form draw the figure out slowly by making it a 
whole space high . Th e O should be round and not quite a whole space in height, the first part of the 4 should not be a 
whole space in height . Figures 9 and 7 extend a trifle below the lin e. The pupil must first have a clear mental picture of 
the correct letter or figure before he can make the right form. This lesson is for mental practice. Do not leave it until 
you can make eac h figur e correctly, so that you may be able to carry with you to the next lesson the right mental concep­
tion of each figure. Begin each group with the figure 1 which is the unit of measure. 
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lofo tLq:7 
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lo fo Jq7 
la fo dCf 7 

Lesson 24. In the first two copies make the figures half a space in height and begin to use arm movement in making 
them. Try to retain the good form that you learned in Lesson 23. In the last two lines make the figures still smaller and 
use more arm movement . Practice several pages of the figures this size, and try to keep the columns vertical. Be critical 
with your own work ; find fault with your fingers and writing; criticise your own mistakes ; learn to help yourself. 
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Lesson 25. In this lesson reduce the figures to a still smaller size than used in Lesson 24. This is the size of figure 
you should learn to m ake for your ev ery -day use whenever and wherever you have occasion to make figures. Practice a 
great deal in writing figures in columns-this is splendid drill-work. Do not give up until you have learned to make a 
plain, legible figur e. Re ly on your own efforts. Learn to help yourself , this is better than to have some one help you. 
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Lesson 26. Continue the practice of figures in columns as given in this lesson. Be careful in making the $ and try to 
keep the decimal points straight. The lines underneath the columns are made from right to left, and should be made 
lightly and quickly. The lines may also be made straight, in this case they can be made from left to right. Frequently 
look up the column of figures to see that you are keeping them vertical. 
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Lesson 27. Here are signs, abbreviations, etc., that should receive careful attention and practice. Do not pass over 
them rapidly, but learn what each sign is and learn to make each one well. Sometime or other you may have occasion to 
use everything in this lesson. Think before you practice and practice before you think and then there will be rio loss of 
ink, 



Lesson 28. This lesson is intended as a general introduction to loop letters above the line, I, b, h and k. In making 
these exercises and lett ers-except the first movement exe rcis e-th e principal movement is push-and-pull. Learn to push 
and pull the arm rapidly in and out of the sleeve. In the second copy make a part of the push-and-pull exerc is e then follow 
it with one, two, three, or four l's without raising the pen. The I must be made quickly, stopping the pen on the line at the 
bottom of each downward stroke. Do not use the fingers. Count. For the first exercise in copy 2 count 1-2-3-4-5-6-7-8-9-10-
up-down-curve, and continue the count up-down for any number of l's following the pMsh-and-pull exercise. For the l's 
joined at the en d of copy 3 count 1-stop-1-stop-1-stop-1-stop-1-stop-1-stop-1-stop-curve. In counting, use such 
variety of illustrations as will constantly charge the pupil's mind of the things to be acquired; such as movement, straight 
or curved strokes, stops, position of body, hand, etc., and at the same time retain the rhythm. 

( 



Lesson 29. Practice faithfu lly on the sing le I, then join five in an exercise . Do the same with the b. Make these let­
ters rapidly with push-and-pu ll movement. Count- for the single I up-down-curve; or, 1-stop - curve; or, push-pull-curve; 
or, heads-up-curve. Varying the count in this way adds enthusiasm and brings results . For the I exercise count 1-stop -
1-stop-1-stop-1-stop-1-stop-curve; or, feet -flat-feet-flat-feet-flat - feet-flat-feet-flat-curve . For the sing le b count 
1-2-3-dot-curve; and for the b exercise count 1-2-3-dot-1-2-3-dot-1-2-3-dot-1-2-3-dot-1-2-3-dot-curve. A rapid push-an d­
pull movement is the secret of making these letters well. 



Lesson 30. Write several pages of these words. To .become a good writer one must not only write several lines but 
several pages. Make the downward strokes straight in the I and b. Be careful to end each word with a right curve extend­
ing as high as the minimum letters, or a trifle higher. For the loop letters use a rapid push-and-pull movement; for the 
minimum letters see that the pen moves along freely and easily over the paper. The count may be given by naming the 
letters. 



Lesson 31. First practice single h and k, and then join five of each letter in an exercise. Alternate the letters in an 
exercise as in copy 5-this is splendid practice. If you are unable to make these letters well with the push-and-pull move­
ment, practice on the push-and-pull compact exercise-this will help you to get the movement. Count. For h count up­
down-1-2-curve; or, push-pull-1-2-curve; and for the h exercise count up-down-1-2, up-down-1-2, up-down-1-2, up-down 
-1-2, up-down-1-2-curve. For the k count up-down-1-loop-down-curve; or, curve-straight-1-loop-down-curve; and for 
the k exercise count up-down-1-loop-down, up-down-1-loop-down, up-down-1-loop-down, up-down-1-loop-down, up­
down-1-loop-down-curve. The pen must glide rapidly between stops. The long dash always means a pause or stop in 
the motion . 
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Lesson 34. Begin the j the same as the small i and cross the loop on the lin e. The j should not extend above the 

line any higher than i or u. It may or may not be dotted. In these lessons it is not dotted. The beginning of the g is like 
small a. Count. For j count 1-2-3; or, 1-2-cu~ve. Do not join the, j in an exerc ise-it is too difficult. For the g count , 
1-2-3-4; or, 1-2-3-curve. The downward stroke should be straight in these lett ers and the upward stroke curved. Count for 
the g exercise 1-2-3-curve-l-2-3-curve-1-2-3-curve-1-2-3-curve-1-2-3-curve. Practice thoroughly on the g o exercise and the 
j u exercise. ' 



Lesson 35. Be careful not to make the small j any higher than the small a or m in the word jam. The loop letters 
below the line should extend to about the middle of the space. If they are longer than this they interfere with the writing 
on the next line. Practice several lines of each word. 
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Lesson 36. The small y is the same as the small h reversed. The first part of the y is the same as the second part 

of sma ll n. The first part of z is the same as the first part of small n. Notic e these similarities with care. Count. For 
small y count 1-2-3-4-curve; or, 1-2-3-straight-curve. Count ra pidly. For z count 1-stop-1-2; or, 1-straight-1-curve. Do 
not join these letters in an exercise -th ey are too difficult. Practice copies 3, 4 and 5 very carefully. 
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Lesson 37. In writing your, young and zone, do not raise the pen in going from the loop letters to the small o. When 
a small y or a small g comes at the end of a word, it may be made straight as in the word young. Count by naming the 
letters. 



Lesson 38. The loops below the line in q and f are alike-each loop is closed on the line. In making the ·loo p below 
the lin e always come up on the right side of the loop and close on the lin e-never come up on the left side. By coming up 
on the left side an old-fashioned s is the result-this should be avoided. Count. For q count 1-2-3-4-curve; or, 1-2-3-stop­
curve. For f count 1-2-3-curve; or, 1-2-stop-curve; or, push-and-pull-curve. These le tte rs are too difficult to join in an 
exercise. Practice copies 3, 4 and 5 carefully. 
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Lesson 39. In case the q and f are difficult to make well, practice on the push-and-pull exercise one, two and three 

spaces high. This will help to get the movement in making these letters. These words should be written over and over 
again . Make rthe downward stroke in the f straight. Aim to close both q and f on the line. 
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Lesson 40. Practice the one space push-and-pu ll exercise before making these letters. An introductory stroke may 

be used in making the t as in copy 2. The t and d should not be quite so tall as I or h. Count. For the first style of t 
count down -curve -cross; for the second style count up-down -curve -cross; or, 1-2-curve -cross. For the d count 1-2-down ­
curve; or, 1-2-3-curve. In writing the words do not ra ise the pen betwe en t and a in the word t aint , or between the i and 
<I in the wor d dividend . Learn to connect the letters by keeping the pen on the paper . 



Lesson 41. Before making these letters practice on the push-and-pull exercise. Both styles of small p should be made 
as tall as t and d. The style of p with the loop below the line is considered to be very practical-this loop is like the loop 
is small j or g. In making both styles of p, the small loop on the line should be closed. Count. For the p in copy 1 count 
up-down-1-2 . Do not raise the pen in making this letter. For the p exercise in copy 2 count up-down-1-stop-up-down-1-
stop-up-down-1-stop-up-down-1-stoP:-up-down-1-stop. For the second style of p in copy 3 count 1-2-3-loop; or, 1-2-3-stop, 
being sure to make it rapidly. For the exercise in copy 4 count 1-2-3-stop -1-2-3-stop -1-2-3-stop -1-2-3-stop -1-2-3-stop. 
Make the pen glide rapidly between stops. 



I 
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Lesson 42 . Notice the style of p used in the last word pen in copy 2. This loop joining is very practical, providing 
the loop is not made too big. Give these words a great deal of practice. 



~ J J J J L_ ~ ~ J ~ ~ ~ 
]-d d d v( d 4 c( 

\___ 

cl d c( cl c( 
.J , ~ 
/YYlA/'Yl ~ ~ ~ ~~ 
d~ . /YYlA ~ ~ ~ ~~ 

Lesson 43. These letters are the final t and d and are u sed on ly at the end of words . They can be made easily and 
rapidly . The ending stroke of t should be half the height of the letter and should be well curved. The ending stroke of d 
should be well curved and the loop shou ld be crossed the height of the a part of the letter. After practicing thoroughly on 
the letters, write the words. Count. For the t count up-down-curve; or, 1-2-curve. For the d count 1-2-3; or, 1-2-curve; 

,or, 1-2-quick. Be sure to end the t and d with a light quick movement. 



Lesson 44. This lesson begins the study of the cap ital letters . These exercises establish the movement for 0, D, C 
-and A. In connection with these exerc ises practic e the direct retraced ellipse and the dir ect compact ellipse. Count. 
For copy 1 count 1-2-3-4-5-6-7-8-loop. Count in the same way for copy 2, except a less number of t im es around for the small 
exercises. l<'or copy 3 count 1-2-3-4-5-G-loop, and follow this exercise with the capita l o. counting 1-2-loop. End the O down­
ward with a small loop . A light, rapid circular movement should be used in making these exercises and the letter O. GP.t 
this lesson well before passing to the next one. 



Lesson 45. The capital O ends wi,th a sma ll loop and is closed at the top . Capi'tal D has the same kind of loop. The 
e:::pital C shou ld have a narrow loop in beginning and the downward stroke should be well curved. Capital A sh.ould be 
closed at the top and can be made with either ending - an upward curve or a downward curve. Count. For O count 1-2-
loop : for D 1-2-loop; or, down-2-loop; for C loop-curve; or, loop-circle; or, 1-2, or, loop-swing; and for the first style of A 
·count 1-2-3-curve; or, 1-2-down-curve. For the A that ends with the downward stroke count 1-2-3; or, 1-2-light; or, 1-2-
curve; or, 1-2-quick. This style of letter must be ended with a light quick movement. Give this lesson a great deal of 
:practice. 
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Lesson 46. In this lesson the capitals O and D are used in word and sentence writing. Practice several lines of words 
before writing the sentences. The sentences should be written over and over again. Sentence writing is more difficult 
than letter and word practice. Sentence practice tests one's skill as a wri 1ter. Practice many lines and many pages of 
sentences. 



Lesson 47. In this lesson word and sentence practice is continued. In the word Allure ,:the small I may be joined or 
may not be joined to the capital A, as is shown in the copy. It saves time by joining the I to the A which means that the 
pen does not need to be lifted from the paper. Keep freedom of arm movement constantly in mind; never allow the mGve 0 

ment to drag. 

\ 



Lesson 48. Turn the paper and practice the C across the lin es by placing a letter in every other space . This is 
splendid practice. All the capital letters can be made in this way. Do not only practice the C in this way, but practice 
many other capi-tal lett ers in th e same way. 



Lesson 49. The exercise in copy 1 should be practiced thoroughly-they establish the movement for making the E. The 
first exercise begins by making the E and then circling rapidly around it with the retraced ellipse . The second exercise 
begins in the same way and then follows to the right on the line with a small open ellipse. These exercises develop 
circular motion which is needed in making the E. Count. For the first exercise in copy 1 count dot-1-2-3-round-round-round­
r ~und-round-round . For the second exercise count dot-1-2-3-round-round-round-round-round-round-round-curve. Make these 
exercises with a light rapid circular movement. For the first style of E count dot-1-2-loop; or, dot-1-2-3; for the second 
styl e count dot-1-2-3; or. dot-1-2-curve. 

.I) 



Lesson 50. Notice that the spacing between ,the words in word and sentence writing is about the width of small a. 
Observe this little rule in practicing from all of these lessons. Watch final t in the word Eminent and the straight stroke 
in ending the word Employ and Diligently. 
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Lesson 51. This lesson gives the introductory movement exercises for a great many capital letters. A lesson of this 

kind should receive a gre a t deal of practice. Notice that the exercises lead directly to lett ers; in fact, parts of the exer­
cises are letters themselves . The push-and-pull movement should be well cultivated in making the M and U exercis es as 
in copies 2 and 3. Count. For 'lhe first exercise in copy 1 count round-round-round-round-down. Stop the pen on the line at 
the word down. For the second exercise in copy 1 count round-round-round-round-round-round-down. This exercise is the 
indirect compact ellipse made small. Stop the stroke and the pen together on the line as the downward stroke is made. 
For the first exercise in copy 2 count loop-down, making it quickly. For the M exercise in copy 2 · count loop-down-up­
down, repeating "up-down " sever a l times and ending with a curve. Count in the same way for the U exercise . Inst ead of 
saying up-down for the count, 1-2; or, push-pull can be used by counting rapidly. Do not use a slow movement-give life 
and snap to it. 



Lesson 52. Practice copy 1 thoroughly before beginning N and M. This small loop is used in beginning eleven-capital 
letters. This exercise is a large figure 6 reversed. Carry this conception with you in beginning letters like N and M. In 
making this loop exercise the stroke and the pen must be stopped together on the line-the end of the downward stroke 
must not be made with a quick jerky movement. Count. For ·N count loop-down-up-down-cu rve . For M count loop-down -· 
up-down-up-down-curve. These letters may be ende d with a downward curve as in the last copy. If so ended, the curve 
must be made lightly and quickly. 
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Lesson 53. The words and sentenc es should rec eive careful , persistent, and thoughtful practice. A long narrow loop 
may be made in the N and M as in the third word Nineteen and in the third word Maintain. Be careful not to make this 
loop wide. 

(.) 



Lesson 54. The downward stroke in the first H is straight and in the second curved. The beginning of the second 
downward stroke in both H's is slightly curved-please observe this. Count. For the H in copy 1 count loop-down-down­
Ioop. For the H in copy 2 count loop-dot-down-loop. Stop the pen at the count dot. For the first K count loop-down-1-
down-curve; or, loop-down-1-2-3. For the second K count loop-down-1-2; or, loop-down-1-light. Make each part rapidly. 
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Le&"son 55. Always join a small letter to the H as in the word Humility. This can also be done with the K as in the 
word - Kindly. Anoth er way of writing words when the K is use d in shown in the word Keeping. 

(J 



Lesson 56. These exercises help to develop the free arm movement to be app lied in mak in g the letters and parts of 
letters with in the exercises. Make the G and then circle around it with the indirect retraced ellipse . Do the same with 
the capita l I. Begin capital I on the lin e. Observe the direction of each exercise and notice how parts of the letters are 
made. Also notice where the pen sho uld be stopped and wher e ang les shou ld be made. Let the movement be perfectly 
free. Do not use the fingers. 



Lesson 57. The capital I-both styles-should begin on the line. The capital J should begin a trifle below the line. 
Th e loop above the line in J is about twice the width of the loop in I. The loop in the I should be long and slender-not 
short and wide. Count. For the first I count 1-2; or, 1-dot, being sure to make it quickly. For the second I count 1-stop­
finish ; or, 1-stop-hook. For J count 1-2-3; or, 1-2-quick. In beginning the"01 and J the arm must be pushed upward and out 
of the sleeve. Mak e each letter rapidly, 



Lesson 58. Notice how the N is join ed to the i in the word Inhuman. This joining is to be done without lifting the 
pen. Observe the same joining in writing Jamaica. Give the words and sentences carefu l practice. 



Lesson 59. Thi-s lesson is a general introduction to the le tters within the exercises. Make the letter first and then 
circle around with the exercise. The first copy gives one style of capita l C. Make the upward stroke quickly , stop at the 
top and then circle rapidly around the letter with the direct retraced ellipse. The second sty le of C is easily made. In 
copies 3 and 4 begin the exercise with a downward compound curve and then circle around this curve with the indirect 
retraced ellipse, being careful to finish in the right way the last time around. The second exercise in copy 3 shou ld be re• 
traced a few times rapidly. Thi s form is used over the cap it a l T and F. Notice shape of it. 



Lesson 60. Make the S'tem of the F and T first, then make the top. The top should not touch the stem. The begin­
ning of the top should be nearly circular and the end should drop down to the right of the stem. Count. For the F in copy 
1 count 1-2-dot-\-2. There must be an angle at the left of the stem. The stem and the top must be made quickly. For the 
Tin copy 2 count 1-hook-1-2; or, 1-finish-1-2. In making the F and Tin copy 3 end the stem with a dot. Make the stem 
quickly. 



Lesson 61. The h can be joined to the T, as in the words Them and Think. As a ru le do · not join a sma ll letter to 
the F because it does not make a legib le letter, and might be mistaken for a T. Give the words and sentences a great 
dea l of practice . 



Lesson 62. These letters begin with the same stem as used in T and F. Make the space wide to the left of the 
downward stroke and narrow to the right of the downward strok e. Count. F'or the B count 1-2-3-stop-fini sh, making it 
rapidly. For the R count 1-2-3; or, 1-2-Iight; ' and for the P count 1-2; or, 1-dot. Study the form of each letter carefully. 
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Lesson 63. Notic e how the a is joined to the B in the word Banking. This should be done without raising th e pen . 
This same joining can a lso be used for the R. There lis a good thought in the sentence, "Be true to your ideal at all times. " 
Practice th e lesson faithfully. 



Lesson 64. Some prefer this style of B, R and P. Study each Fetter carefully. Notice the !Jeginning curve olf each 
letter. The circular part of the letter should1 lif.e the same in height as the downward stroke. Count. For the B coumit up­
down-h2-stop; or, 1-2-1-2-dot; . or, 1-2-fe etr-fl!a:t:; or, up-down-swrng 0aruund. Make the circular part quickly and stopi cthe 
pen at the end which makes a dot For the first R count up-down-1-2'-3:..Cm·-ve; for the second R collLilt up-oown-1-2;: or, 
up-dow.D.-1-llght. For the P co=t up-dbWlil~l-2; or, curve-down,-1-stcrp; or, curve-down-swing. 



Lesson 65. A long narrow loop may be made in the B as in the last letter in copy 1. In this style the stoo in the 
motion is not so decided at the end of the downward stroke. Notice how the u is joined to the B in the word Business. 
_Practice faithfully on the lesson. 



Lesson 66. This style of H and K is practical and is us ed a great deal. The first part of the letter should be made as 
tall as the second part. Notice how the exercises in Lesson 56 develop these letters . . Count. For the H count 1-dot­
down-loop. Make a dot at the end of the first part on the upward curve. Make each part of the letter rapidly. For the 
first style of K count 1-dot-1-2-3; or, 1-stop-1-2-curve. For the second style of K count 1-dot-1-2; or, 1-stop-1-light. The 
first stroke in the second part of the K is a compound curve-observe this closely. 



Lesson 67. Join the u and i to the H as shown in the words. This same joining can be used in the K, but is not shown 
in the copy. Write the words and sentences over and over again. This must be done in order to learn to write a good 
hand. 



Lesson 70. This style of W is a practical lett er and is easily made. Use push-and-pull movement in making it, being 
careful to curve the letter on the lin e . Begin these lett ers a little above the line. Study each letter carefully. End each 
letter rapidly. Count. For W count 1-2-3-4-loop; or, 1-2-3-4-light, being sure to count rapidly. For L count 1-2-3; or, 1-2-
light. For C -count 1-2-3; or, 1-2-loop. Do not use the fingers. 



Lesson 71. While you try to "'Weave good character into your life ," try also to weave a good character of line into 
your writing. This means a good quality of line-smooth, clean and clear. Give these words and sentences a great deal. of 
good hard practice. 



Lesson 72. These letters begin a little above the line of writing . Study the beginning stroke carefully. Try to get a 
clear mental conception of the form of each lett er before beginning to practice it. Count. For the C count up-circle; or, 
up-swing . Make the first stroke quickly, stop at the top and then finish the letter with a light , circular movement. For 
the first style of E count up-1 -2-loop. End the lette r lightly. For the second E count up-1-2-3; or, up-1-2-curve. Make a 
small loop about in the middle of the letter E. F1or the L count up-1-2; or, up-1-light. 



Lesson 73. Notice how the small lett er a is joined to the C, and the I to th e E. A small letter can be joined to the L, 
but it is difficult to do. ,vrite the words and the sentence many times. Does not the thought in the sentence mean that the 
person who works faithfully and persistently will come out on top? 



Lesson 74. Some may like this style of T and F. Be careful not to curve the horizontal stroke much. Making it 
straight is better than curving it a great deal. The F in copy 1 and the T in copy 3 should be ended by stopping the pen 
with a dot. Count. For the F in copy 1 count dot-1-down-cross; or, dot-1-stop-cross. For F in copy 2 count dot-1-stop­
g!ide-dot. From the top of the F to the angle the letter should be made rapidly. For the T count dot-1-2; or, dot-1-stop. 



Lesson 75. Practice the words and sentences very faithfully . Isn't it true tha:t, "Faithful pupils m ake real progress?" 
Notice how the h is joined to th e T. 



Lesson 76. Study each letter carefully before beginning to practice. Notice how the character & and the C are joined 
together. Th ese are join ed tog ether for the purpose of writing &Co. Count. For the W count 1-stop-1-2-3 ; or, 1-stop-1-
2-curve . The ending strok e should be curved half the height of the lett er . Tho point in the middle part of the letter should 
be made a trifl e above the beginning loop. For the X count 1-stop-1-loop ; or , 1-dot-1-2. The-second part of X is th e sam e 
as the first part reversed . For &C count down-loop-up-circle. Mak e the first part of the character & rapidly , stop on 
the line and then make the small loop al).d the capital c rapidly. Practice the &Co. 



Lesson 77. There is a good motto in the sentence, "Write well when you write." Try to do this at all times, then your 
time will never be wasted. 



Lesson 78. Curve the downward stroke in the Q a great deal, make a small loop on the line and end a little below 
the line. The first part of Z is exactly the same as the first part of M. Extend the loop of Z half a space below the line . 
Count. For the Q count 1-2-3; or, 1-2-light; or, use-the-arm. For the Z count loop-down-1-2; or, loop-stop-down-curve_ The 
Z can also be made by making a very small loop on the line. _ This style is not given in the copy, 



Lesson 79. Some may care to join a small letter to the capital Q. This joining is not given in the copy because it 
is difficult to do. As in the copy, make the Q drop a little below the line with the ending stroke, then begin the u close to 
the Q. Do not raise the pen in joining the o and a to z. Practice the lesson carefully. 



Lesson 80. Notice that the second part of these letters is almost as tall as the beginning loop. In ending the v with 
the short downward stroke, be careful not to r etrace the upward stroke far, since this would make the letter look too much 
like U. Extend the loop of Y half a space below the line. Count. For the V count 1"2-3; or, 1-2-light. For the U count 
1-2-3-4-curve; or, 1-2-3-down-curve. For the style of U at the end of the line count 1-2-3-curve; or, 1-2-3-light. For the Y 
count 1-2-3-4-curve; or, 12-3-4-loop. 



Lesson 81. Notice the style of V at the end of the line in copy 1. This is a very good style of letter and some may 
care to make it. Surely, "Youth is the time for improvement;" and surely now is the time to improve your penmanship. 
Make good use of your time. Practice the words and the sentence very faithfully. Study height, sla.nt and width of letters. 
Observe little things for yourself. 

/ 



Lesson 82. Every one will have occasion to write salutations, a:bbreviations and complimentary closings. This lesson 
furnishes a few of those most commonly used. Practice each one thoroughly until you can write it well. A lesson of this 
kind should not b~ assed over hurriedly, since it is of practical value. 
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Lesson 83. Combination practice is interesting. Practice the CB combination carefully. Make the pen glide rapidly 
and free ly over the paper. In the first combination stop the pen at the top of the C, at the end of the downward stroke in 
the B and at the end of the B. The stroke and the pen should stop together at the end of the B- this niakes a dot. Make 
the pen glide rapidly over the paper in combination writing. Learn to combine the initials of your own name. Since this 
lesson is only suggestive, a great many other capital letters can be joined in this way. Think of other capital letters that 
can be joined. Capital le tters that cannot be joined together well, make sing le. 



.. 
Lesson 84. This lesson shows how capital letters can be joined together in writing proper names. The lesson is only 

suggestive. A great many other names can be written in this way. Learn to write your own name, in a characteristic 
way, after this fashion. You are at that stage in your writing when you ought to be using an individual, characteristic 
style of your own. Character in your writing is as desirable as character in your life. Practice these names, and many 
others, earnestly and faithfully. 



Lesson 85. See how well you can write this lesson. Practice it over and over again until you feel satisfied that you 
have done your best. Then compare your present style of writing with the style you wrote before beginning to practice on . 
the lessons in this book. Always write with free arm movement. 



Lesson 86. Every one ought to be ab le to write the correct form for a receipt. Practice th is receipt over and over 
again until yo11 can not on ly wr ite it well, but also be ab le to carry the form of a receipt in your mind. In addition to 
this rece ipt practice writing a note, check and bank draft. 



Lesson 87. This lesson shows how the beginning of a business letter is usually written. Practice it thoroughly until 
you can write it well. In addition to this lesson practice writing a whole letter, being careful with the arrangement of the 
heading , address, salutation, body, indentations for paragraphs, complimentary closing and the signature . 



Lesson 88. The author would not only like to have you write this paragraph for the practice in penmanship, but also 
to learn it as a memory gem to be carried with you through life. Select other paragraphs and practice them carefully and 
faithfully. Paragraph writing is exce llent practice . 



~ ~ 
Lesson 89. Ledger Headings are usually written a trifle larger and a trifle heavier than the ordinary style of writing. 

This lesson merely gives the idea how ledger headings are written. Write other words such as Cash, Loss and Gain. 
Resources and Liabilities, and others that you may have occasion to use. 
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Lesson 90. A marking alphabet of this kind is used for marking packages, boxes, etc. It is a very practical style of 
letter and every one should learn to make a letter of th is k ind. The paper should be held paralle l with the edge of the 
desk and the pen shou ld be drawn to the right for all the downward strokes. All heavy strokes are made downward and 
the pen is raised on the line. The letters are made somewhat slowly with more or less finger movement. A flexib le pen 
is best for this work. A stiff pen shou ld not be used. In add ition to making these letters an d figures wr i te words, proper 
names, etc. 
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