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Introduction

OR many pupils, the difference between good and poor handwriting

lies in the presence or absence of a few outstanding weaknesses or

defects. To improve his handwriting, the pupil should first find these

defects and then direct his efforts toward correcting or removing them.

The writing deficiencies found to exist, have usually been acquired by

the pupil while following a standardized formula. It is obvious that to

continue further with that formula will not correct the defect. Something

more is required.

For years, the author has devoted a large portion of his time to

assisting teachers to analyze, diagnose, and correct pupils' writing diffi-

culties. The processes used and found helpful in thousands of cases , and

in the hands of hundreds of teachers , are assembled in this book. The

book is designed to be used by pupils in or above the sixth grade. Class

instructions may then be given, and individual work assigned according

to the needs of pupils.

Indebtedness to the many skillful teachers, who have worked with

the author, patiently and consistently, over a period of years, is hereby

humbly acknowledged. Acknowledgment and thanks are also due to

Lothrop, Lee and Shepard, Boston, for permission to use the poem, "The

House by the Side of the Road" from "Dreams in Homespun" by Sam

Walter Foss ; to Rand McNally and Company for permission to use

material from "A Vocational Reader," by Forrest Pressey; to Mr. S. E.

Leslie for writing the twenty-nine presidents' quotations ; and to the

Esterbrook Pen Company for furnishing the presidents' signatures .

J. O. P.
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HANDWRITING IN THE JUNIOR HIGH SCHOOL

HE junior high school has made possible a school organization which more nearly adapts

itself to the needs of individual pupils. This has created an imperative demand for text-

books which meet the conditions imposed by this new type of organization.

The junior high school is built around the idea that the individual pupil should be afforded

a better opportunity to overcome his deficiencies, and to find and multiply his proficiencies.

Teachers and school administrators are striving earnestly to arrange courses in accordance

with that principle. The theory, that the needs of all pupils are similar, is exploded. This is

true in the field of penmanship as in other subjects.

The junior high school accepts an allotment of pupils from a number of grade schools.

The conditions, the ideals, the influences of the schools, and the achievement of these pupils

may have been widely at variance. The junior high school attempts to organize and harmo-

nize conditions. It attempts to establish new and higher ideals. It strives to sift out individ-

ual deficiencies and to help the pupils overcome them. It recognizes the personal relation

between the pupil and the subject. It arouses new interests and proposes new avenues of

achievement.

To meet, within its own organization, the conditions with reference to handwriting, the

junior high school is called upon to determine : ( 1 ) How well should a given pupil be able to

write ? (2) How much time and effort is it worth to acquire that ability? (3) What avenues

should be left open for those who wish to advance beyond that required ability ? (4) What

provision should be made to assure the retainment of standards already acquired ? (5) What

provision should be made in the way of hospital classes for the poor and very poor writers ?

(6) How far should penmanship instruction continue beyond the limited field of handwriting

ability ? Consideration of those questions has been permitted to influence the selection and

preparation of the material in this book.

The organization of the material begins with an acceptance of the writing deficiencies

resulting from previous training . The individual's specific handwriting weaknesses are then

located. Next in order, a means of isolating the determining causes of such weaknesses is pro-

vided. Hospital treatment of the handwriting which is found to be below par, is thus indi-

cated. This is followed by remedial instruction and drill offered through a series of several

organized systems of exercises, designed to correct specific types of weaknesses. Thus, for

even the poorest writers, is furnished a basis for self-motivation, self-criticism, self-testing, and

self-instruction, as well as careful direction by the instructor .

General improvement through class instruction is provided for those whose progress is

normal. This kind of practice is vitalized through the introduction of usable and informa- .

tional thought content in the practice material. Habits of application and maintenance of the

standards already reached are stabilized through variety and range of applied business forms

and literary construction. For the apt and skillful pupils, the subject is enriched and the field

widened through the introduction of closely related forms of pencraft.
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CapitalsbyJ.O. Peterson

A B C D E F G ж

I J K L M N O P Q

Ř S T U V W X Y Z

PBRPBR TFIFSS

Smallletters byJ.O.Peterson

1234567890

a bc d e fg h i

j k l mm n o p q r ال

t u v w x yzt

Standard Script Forms

The forms given in the above alphabets are considered standard by a large percentage of

our leading penmanship instructors. They have been adopted as standard by boards of educa-

tion in some of our important cities and by the National Association of Penmanship Supervi-

The forms in the last line of capitals are also quite commonly used. Pupils should under-

stand definitely which style of capitals are acceptable in a given school system, and practice

should be concentrated on that particular style.

sors .
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KINDS OF WRITING MOTIONS

In muscular movement writing, there are three major kinds of motion. They are ( 1 ) the

push-and-pull or slant line motion ; (2) the rolling or oval motion ; (3) the gliding or hinge

motion. In good writing, these three motions are blended. If there is too much of one kind

of motion and too little of another kind, it will show in the writing.

Coollingmuscularstyle
ofwriting resultingfromthe
Juse oftoomuch Holding mu

Imove

mentandnotenough fush
andfullmotion .

Example 1-The Rolling Motion

With the rolling motion we make the ovals . Too much of this kind of movement makes

the letters appear irregular and sprawly. In the above example nearly all letters are formed

with a rolling, circular movement. There are scarcely any straight lines and very few angles ,

and the slant is rather irregular. There is plenty of gliding motion mixed with the rolling

motion, but not enough push and pull. Pupils, whose writing resembles this sample, should

practice push and pull exercises as shown on pages 109 and 110.

ofAstidefcriting,in whichthebeach andpulbriteonis
usedmorethan any other. Thisproducestallmassor

litters whicharealttobestapperwisetheyshou beroend

andwhicharehardtoread.

Example 2-The Push and Pull Motion

The push and pull motion determines the slant and the height of writing. It is impor-

tant that the push and pull be made in the right direction. If there is too much push and

pull, the letters are likely to be rather tall and narrow, as shown in the above example.

Note how the tall loops touch each other in places. This writing would be better if it con-

tained less push and pull, and just a little more rolling motion.

Pupils, whose writing resembles Example 2, should practice exercises like those shown on

pages 106 and 107.

11
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Writing in which

there ذم a

of gliding motioni

the l

ar

an

bitive them

Example 3-The Gliding Motion

In Example 3, there is more gliding motion in the letters and between them than is neces-

sary. The gliding motion between the letters develops a strong arm motion. This style of

writing is sometimes cultivated, and if it becomes a fixed habit, it makes it difficult for pupils

to write long words in narrow spaces, as is frequently required. To reduce the amount of

space between the letters, practice exercises shown on pages 111 and 112.

hisstyleofcoxitingresultsfromthe
Ringe motion.TheBouwnstrokesaremade

nge

towardtheleftsideofthebodyinstead

oftowardthe center. Writing withthetop,

ofthepapertosfartowar theliftatss gives
muchtheSameresults

Example 4-The Hinge Motion

The hinge motion is a mixture of the gliding and the push and pull motion and is the

result of making the push and pull in the wrong direction. Example 4 shows a specimen of

this type of writing. Note that the letters have an extreme slant, and that there are sharp

angles rather than round turns between the letters. If a pupil's writing resembles this, the

first thing for him to do is to correct the angle of the paper. (See Fig. 12, page 101.) He

should then learn to mix more rolling motion, and perhaps a little more gliding motion, in the

writing. ( See exercises, pages 106 and 112. )

12



HANDWRITING SCALE¹

For Judging General Quality of Handwriting

In construction and arrangement, this scale is similar to the Gettysburg edition of the

Ayres' measuring scale. It is intended to aid in measuring the general quality of given sam-

ples of handwriting, by comparing the sample with the specimens shown on the scale. The

specimens used in the scale are arranged in a series of steps. These steps were determined by

averaging the judgments of a number of penmanship teachers, and range from very poor to

excellent. The distance between each of these steps is approximately equal. The samples

used were selected from specimens written from copy which appears on page 20.

By means of this scale, we may determine whether a given sample of writing is good or

poor. We can tell approximately how good or how poor it is. But this scale does not tell us

what is wrong with a poor sample, nor what should be done to improve it. In order to help us

determine what to do in order to improve our writing most satisfactorily, a diagnostic scale has

been constructed. The diagnostic scale appears beginning on page 22.

TO MEASURE THE WORK OF A CLASS

1. Have the pupils turn to page 20, and write the required copy for a period of two

minutes. If some pupils complete the copy in less than two minutes, they should start at once

to write it a second time, using the same sheet.

2. Before the papers are assembled, let the pupils count the number of letters written

during the two minutes. Have each pupil divide the number of letters written by two, and

write the result in the upper left-hand corner of the page.

3. Compare each specimen with the samples found near the middle of the scale, moving

it to the right or left, until the specimen is found which it most resembles. Some samples will

be found which look exactly like those printed on the scale, but in many cases, the sample to

be judged will be found to fit most readily between two samples on the scale. Thus, a sample

which fits between 55 and 65 on the scale will be rated as 60, while one which greatly resem-

bles sample 65 will be given that rating. Write the quality rating in the upper right-hand

corner of the page .

4. Add together the quality scores of all pupils, and divide by the number of pupils to

find the average quality of the class. Similarly, add and divide the speed rating to find the

average speed.

DETERMINING DESIRABLE STANDARDS

Desirable standards, or objectives, for each grade may be determined by a committee of

teachers, or by the principal or supervisor.

Grade standards should be established on a definite basis. In judging samples of pupils'

work, it is well to keep in mind a distinction between concentrated effort, as in practice work,

and the ordinary semi-conscious effort used in composition. During the practice period, when

the pupil is thinking only of his writing, he may write a sample which will score 85. The same

pupil's composition papers may score only 70. In determining standards to be attained, the

teacher should know definitely whether the standard is based on practice writing or product

writing.

The pages containing this scale may be removed from two of the books and mounted on a large sheet of paper or cardboard.

13



PLAINER PENMANSHIP

The table below may be used as given, or it may be modified to meet local conditions .

Desirable Standards for Grades 5 to 8

Grade

Quality

Based on Practice Writing

V VI VII VIII

.60 65 75 85

Speed ( Letters per minute) 60 70 75 75

SAMPLES WHICH RATE BELOW QUALITY 60

Most people regard the dividing line between good and poor writing as somewhere near

quality 60 or 65. All samples which rate below 60 show pronounced defects. These defects

may be located, and corrective exercises determined upon by reference to the diagnostic scale

given on pages 22 to 33, inclusive.

GRADING BY MEANS OF THE SCALE

The relations between the quality scores, the speed ratings, and the established standard

may be considered in determining term grades. In the diagram given below, a column has

been added to indicate good or poor writing position. The grades indicated are intended to be

suggestive. For instance, if we were considering sixth grade pupils, the standards would be :

Rate 70, Quality 65, in which case Robert Rae's grade perhaps would be G instead of F.

It may be said, in passing, that only the classroom teacher is competent to determine the

term grade, since none other is in a position to know the amount of effort that has been made

by individual pupils, nor the amount of progress made.

Penmanship Grade Sheet

School..

Name

John Jones .......

Mary Manners..

Fred Fulton .

Robert Rae..

Ned Names....

d
0
0
0
0

P
o
s
i
t
i
o
n

R
a
t
e

Q
u
a
l
i
t
y

J
A
D
O
3

G
r
a
d
e

75 75

65 70

40 80

75 60

P 80 55

Grade.... 7 Teacher

STANDARDS

Rate ........ 75 Quality 75 ...

Begin 1st Qtr .

........

End 1st Qtr.

P
o
s
i
t
i
o
n

R
a
t
e

Q
u
a
l
i
t
y

G
r
a
d
e

P
o
s
i
t
i
o
n

End 2nd Qtr.

R
a
t
e

Q
u
a
l
i
t
y

G
r
a
d
e

T
e
r
m

G
r
a
d
e
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HANDWRITING SCALES (FOR MEASURING GENERAL QUALITY)

25) importantfactor whichhelps to

'etermine whether one's handevritting

hall be good or poor its the writt-

is attitude of mind.Inyone who

ras aproper respectfor those who

ris handwriting can usuallywrite

vill enough to make hiswritting

casily legible

One who can write well,and

does not, when he knows that

outher mustread hishand-

noiting,

The small, poorly

formed letters in this

example are due to grip-

ping the pen tightly and

allowing the wrist and

the side of the hand to

rest heavily on the pa-

per. This style is often

spoken of as "pinched"

or " cramped" finger

movement writing.

a

This example shows

lack of freedom of

movement. Compare the

words " important," "de-

termine" and "hand-

writing" with "shall, "

"the" and "mind." Be-

cause of the mixed styles

and lack of free move-

ment, this example does

not look neat.

35)An important factor whics

prulps to determine whether one

handwriting shall begood or

poor is the writer's atti-

tude ofmind. Anyone wh

has aproper respect for thos

who are to read hishan

writing can usually write
well enough to make his

writingeasily legible.
Onewho can write well

and does not, whenhe
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45Animportantfacto
which helpsto de

termine whether

one'shandwriting

shallbegood or

poor is the winteis

attitude ofmind.

Anyone whohas

aproper respect

for those whoare
to read his hano

In this example the

movement used was

quite free and rapid. The

letters are not well

formed, however, and

the slant is quite irregu-

lar. Note the poorly

formed "f's, " "r's," "p's"

and "k. " This is a stage

of development through

which most pupils must

pass in acquiring a good

free handwriting.

This example shows

an attempt to use arm

movement. It is an ex-

ample of the kind of

writing that improves

rapidly with continued

practice. The writer

has a fair idea of letter

forms, but he is not able

to make the letters well,

because the movement

is new to him. Observe

the s's, t's, h's and b's.

55) Animportantpactor

whichhelps todetermine

whether one's handwriting

shallbegoodorpoor

is the writersattitude

of mine. Anyone whohas

aproperrespectforthose

who are toread his

handwriting can usually

write wellenoughto

makehis writing easily
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HANDWRITING SCALES

In this example the

letters are fairly well

formed and the slant is

quite uniform. It was

written with a slow,

halting movement, and,

no doubt, the writer

rested his hand on the

side rather than on the

(65)n'importantfactorwhich

helpsto determinewhether

onis handwriting)shall

begoodorpooristhe write-

ers attitude ofmind.any-

onewhohasaproperrespect fingertips. This quality

for thosewho aretoread

hishandwriting)can/usua-

llywritewellenough to

makehiswriting)easily)

legible.

This is a good ex-

ample of writing done

with combined finger

and arm movement. It

is easy to read, even

though some letters are

not accurately formed.

Observe the pointed r's

and the first stroke of

the w's.

of writing is usually con-

sidered the dividing line

between good and poor

handwriting.

75 An importantfactor

whichhelpstodetermine

whetherone'shandwrit-

ingshallbegoodor

pooristhewriter's

attitudeofmind.Any

onewhohasaproper

respectforthosewho

aretoreadhishand-

writingcan usually
wellenough

17



This example illus-

trates a good "flow" of

movement , well con-85Animportantfactor

which helpsto determine trolled. It appears to

whether ones handwriting

shallbegood or poor
isthe writers attitude

of mind. Anyonewho

has the proper respect

for those who are

toread his handwrit

ing can usually write

wellenough tomake

This example illus-

trates a high degree of

skill attainable by junior

high school pupils. The

pupil who wrote this ex-

ample uses a slight

amount of finger move-

ment combined with the

arm movement, which is

the true muscular move-

ment.

have been easily written

and it is easy to read.

The strong, uniform

movement gives the im-

pression that the writer

enjoys writing.

95 Animportantfact

or whichhelps to

determine whether ones

handwritingshallbe

goodor pooris the

writer's attitude of

mind. Anyone who

has the properre-

spect for those who

are to readhiswrit

ing canusually

18



A PROGRESS GRAPH

Keeping a progress graph adds interest to penmanship practice. Such a graph may be

kept to record the progress for the entire class, or a pupil may keep an individual graph.

HOW TO MAKE A PROGRESS GRAPH

Draw a diagram five inches square, and divide it into one hundred half-inch squares as

shown on this page. Beginning at the bottom, number the horizontal lines to represent the rate

of speed. Beginning at the left, number the vertical lines to represent the quality. Write the

title and the grade standards above this diagram. The suggested standard for your grade is

shown on page 14. Draw columns in which to record the results of your tests below the

diagram.

HOW TO USE A PROGRESS GRAPH

Progress Graph

JohnJones,69

Grade Standards: R70 2.65.

Measure your writing according to the instructions given on page 13. Make a record of

this test in the proper space beneath your graph .

From this record place an "x" at the proper place

on the graph. If your rate of speed was 40 and

the quality 45, you will place the "x" on the

first line up from the bottom and on the second

line to the right. Now lay your graph aside for

two weeks while you strive to improve your

writing. At the end of two weeks, measure

your writing again .

Suppose, in this second test, you find that

the rate is 45 and the quality 45. You will place

the second "x" on the second line up from the

bottom, but still on the second line to the right .

Now connect these two "x"s with a red ink line

or a red pencil line. Then lay the graph aside

for another two weeks.

If, in your third test, you find that the

rate is still 45, but the quality is now 50, you

will place the third "x" still on the second line

up from the bottom, but on the third line to

the right. Then connect these two "x"s as be-

fore. Sometimes you may find that both the

rate and quality have improved. The red line

will then be a diagonal line across the square.

Study the record and progress of John Jones

shown on the graph on this page. You can keep

a record of your improvement in this way, no

matter which of the lessons in this book you are

practicing.

C
a
t
e

No.

2

৬

Quality40 45 یمیرک
70 75

RecordofTeste

Dete
1924

Sept.2

ep 16

3 Sept 29.

Ock is

5Oct 27

4

By using the class averages as a basis for placing the "x"s,

may be kept by this method.

Rate Qugl. No. Date

1924

40456 Nov. 10

10 15

RateQual

6055

45457 Nov. 24. 63 55

6560

1925

6565

70 65

4550

50559 سبو

5555100
-110Jan 16

a graph of the class progress
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PLAINER PENMANSHIP

COPY FOR THE MEASURING SCALE TEST

Write the following paragraphs as directed on page 13 .

Animportantfactorwhich

helps todetermine whetherone's

handwritingistobegoodorpoor

is the writers attitude of mind.

Anyone whohas the proper re-
spectfor those who are toread

hishandwriting,can usually,

writeivellenough tomakehis

writingseasilylegible.

Onewhocan writewell, and

does not do so,when he knows

thatothers mustreadhiswrit

ing,islikelytobe considered.

lazy,careless, selfish orindiffer-

Thatis one of thereasons

whymanyemployersplace a

highestimateon theimportance

ofplain penmanship. They

ent.

believe that one who takes the

painstowriteplainlywillbe

likelytotake painstodomost

other things thoroughly.
20



DIAGNOSTIC SCALE

A Scale for Analyzing and Diagnosing Writing Difficulties

On pages 22 to 33 are given a number of specimens of writing selected from the writing of

some six thousand pupils in the upper grades. These specimens, numbered from one to twelve,

are grouped according to type of writing difficulty, and are arranged in the order of their

importance. Thus, it is considered of more importance to correct the difficulties shown in

numbers one and two than those shown in numbers eleven and twelve.

The object of this segregation is to enable the student, or instructor, to locate definitely

the main deficiency existing in certain kinds of writing, and to guide them in the selection of

the proper corrective measures.

For convenient use in the schoolroom, the pages may be removed from two books and

mounted on a large card or sheet of paper similar to the handwriting scale.

USING THE DIAGNOSTIC SCALE

In order to determine the shortcomings of a given specimen, compare it with the samples

shown in the diagnostic scale. Begin with Type 1, entitled "Illegibility." Move from this to

Type 2, and so on. When youfind the type on the scale which your specimen most nearly

resembles, stop and read the diagnosis. See if the defects mentioned in the diagnosis corre-

spond with those in the sample at hand.

When the specimen has been properly located on the scale, read the instructions which

indicate the kind of practice needed to overcome the defect.

After having practiced these corrective drills for a reasonable length of time, write a sam-

ple and compare it again with the diagnostic scale. If there has been a great deal of improve-

ment, it may be found that the new sample will more resemble some other specimen on the

scale. In other words, the first difficulty may have been corrected, but it may have revealed a

second defect which was less conspicuous at first . Locate this second difficulty on the scale,

read the suggested corrective measures , and proceed as before. In the majority of instances,

the correction of one or two major difficulties will bring the pupil's writing up to par, and he

will be in a position to proceed with the constructive practice course,
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PLAINER PENMANSHIP

MAJOR TYPES OF WRITING DIFFICULTIES

TYPE No. 1—ILLEGIBILITY

A specimen of writing may be classed in this group if some of the letters are illegible. A

letter is considered illegible if it cannot be read when separated from the other letters in the

same word.

In the upper sample, several letters are illegible. Notice the "d" in the first word. Block

off the first three letters in this word and you cannot tell that it is intended for a "d." Apply

the same test to the "w" and "r" in "writing"; the final "r" in "other"; the "h" in "half," and

to the "1" and "e" in "letter."

Apply similar tests to doubtful letters in your own writing. Cover all the other letters in

a word and then ask your friends what the doubtful letter looks like .

In the lower sample, we have illegible letters in a different style of writing. Notice all

the "d"s and the "h"s. Notice the "v" in the word "movement," the "a" in "half," and the "g"

in "good" in the fourth line. Block off the last three letters in the word "half" in the fourth

GoodmX vement inhulр

af good writing,goodbetterX

formsistheother half.

Good
X
movement is haplafe

afgood ruritingigood lette

ment is

halfof 2
writing good letter

is the other alo

Fatt good

fo

morenent is Pulls

writing, good letth fore
line, and notice that the small "h" resembles the capital "S." If the letters are poorly formed,

but still remain easily read, the sample may be classified elsewhere on the scale.

CORRECTIVE MEASURES

Legibility is of the most importance. If your writing is not plain, the first thing you

should do is to learn to make all your letters legible. Position is important, but movement is

of secondary importance, at least until you can write legibly. The analytical practice course,
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which begins on page 34, is designed especially to overcome the defects indicated on these

samples . Follow the directions given in that course, carefully and consistently.

MAJOR TYPES OF WRITING DIFFICULTIES

TYPE No. 2—CRAMPED WRITING

Cramped writing is nearly always the result of tight pen gripping, and the excessive use

of finger movement. This type of difficulty nearly always results in the letters becoming

smaller and tighter toward the end of the word, and poorer at the end of the line .

When we look at a sample of this kind of writing, we have a feeling that the writing is

pinched. Look at the upper sample, and see if you do not experience this feeling.

Both samples may have been written with the hand in good position, but this is not

likely, as neither sample indicates a free writing movement. The upper sample indicates a

cramped finger movement, due largely to the hand being rested on the side instead of on the

finger tips. The lower sample was probably written with the wrist resting heavily on the

desk.

Good movementis

half offood writing; good

letter forms is the oben

haly
half God movementis

halfof good writing: good

Goodmovementishalfof

goodwriting; goodletter

formsisthe otherhalf. Good

movement is hafhalfof

goodwritins goodletter.
CORRECTIVE MEASURES

To correct the difficulties indicated here, will require careful study and application of cor-

rect pen holding, relaxation, and free movement. Study the illustrations and instructions on

pages 96 to 104. Follow this by careful practice of the movement exercises on pages 116 to 118.

When good position and free movement have been developed, practice the progressive drills

indicated on page 47.
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MAJOR TYPES OF WRITING DIFFICULTIES

TYPE No. 3—SLOW WRITING

Slow writing is indicated by rough, heavy, or shaky lines; and is frequently, though not

always, the result of poor hand position.

The letters in the upper sample were evidently drawn with a very slow finger movement.

This sample may or may not have been written with the hand in a good writing position. It

is very likely, however, that it was written with the wrist resting on the desk or paper.

In the lower sample, the hand position was probably good. This sample indicates an effort

to use muscular movement. However, the rough lines indicate that the movement was too

slow.

Slow writing is sometimes the result of slow thinking. One of the objects of penmanship

practice is to speed up the thinking processes while we are engaged in writing.

Goodmovementis

halfofgoodwriting;

good letterform is the
otherhalf

Goodmovement

ishalf ofgood

writingsgood

lette forme isthe

other half.

CORRECTIVE MEASURES

The first step in correcting this difficulty should be to check over very carefully the

instructions concerning hand position, as indicated on page 99. Follow this with some drill

on the formal movement exercises on pages 116-17, and finally practice the special speed exer-

cises beginning on page 42.
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MAJOR TYPES OF WRITING DIFFICULTIES

TYPE No. 4—UNCONTROLLED MOVEMENT

Both of these samples indicate a very free movement. This excess movement, poorly con-

trolled, has produced irregular and loosely formed letters. This type of writing sometimes indi-

cates a certain amount of carelessness. More frequently we find that this difficulty is due to

too much practice on the formal movement drills, especially on the ovals .

Pupils, whose writing resembles these samples, should learn to control and apply the

movement more definitely in letter formation. Some of the excess movement can well be

sacrificed in this process.

Goodmovementis

halfofgoodcoriting
goodletterformsis the
other halfGoodmove-

mentishalfofgoodcwriting

half Goodarovemen

isthhalf ofgood
peodoroweg

cwriting:good-

lettendornais

the other half

CORRECTIVE MEASURES

Pupils, whose writing is classified under Type 4, should practice the analytical drills and

instructions beginning on page 34. They should pay special heed to the suggestions concern-

ing speed and type of movement as given on those pages. The drills in simple lettering, begin-

ning on page 127, will also be found of special value to such pupils.
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MAJOR TYPES OF WRITING DIFFICULTIES

TYPE No. 5—IRREGULAR SLANT

The samples in Type 5 are somewhat related to those in Type 4. Closer analysis will

indicate that in these samples the chief difficulty is lack of uniform slant .

Notice, in the upper sample, that the down strokes in the one space letters are made in

several directions, while the slant of the loops is more nearly uniform.

While this type of writing is legible, it lacks neatness, which is an important quality in

good handwriting.

The lower sample would sometimes be classified as "vertical" writing. Examine the down

strokes carefully, and you will notice that some of them slant forward and some backward.

This is especially noticeable in the word "other."

Good movementis half

ofgood writinggoodlether

formis the otherhalf. Good

movementis half ofgood

writinggoodletterform

&ood movement is

half of good writing

Good letter forms is

the other . Sood

movement is half

CORRECTIVE MEASURES

Study carefully the illustrations and the instructions concerning the direction of move-

ment and the angle of the paper on page 101 .

A liberal amount of drill on the push and pull exercises, as indicated on page 109, will

prove beneficial. The push and pull drills may be followed by the drills on the spacing exer-

cises on page 111. Some drill on the letter analysis, beginning on page 36, will also be of value.
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slant.

MAJOR TYPES OF WRITING DIFFICULTIES

TYPE No. 6-EXTREME SLANT

Writing, which may be classed as good, is sometimes difficult to read because of extreme

On an eight by ten sheet, a line, drawn from the lower left-hand corner to a point three

inches to the right of the upper left-hand corner, will indicate the ideal slant. A reasonable

amount of variation from this ideal may be permitted.

Extreme slant is indicated by sharp angles which affect the legibility of the letters .

Good movementis

Kalf ofgoodwrit

ing good letter

for master the other

Laff half

Goodmovementis

halfofgood writing

good litter forms.

is the other half

Goodmoement

CORRECTIVE MEASURES

is

Extreme slant is the result of the wrong position of the paper, the wrong direction of the

movement, or a combination of these two. Study the illustrations, and read carefully the

instructions on page 101. Practice the push and pull drills outlined on page 109, and the gliding

motion on page 111, to differentiate the two movements.

When the right direction of slant has been acquired, some practice on the analytical letter

drills on page 36 will help to reform the letters on the new slant basis.
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MINOR TYPES OF WRITING DIFFICULTIES

TYPE No. 7—ANGULAR WRITING

The samples under this type show sharp angles at the top and bottom of the letters .

In the upper sample, the sharp points at the top and bottom of the letters indicate a com-

plete stop of the pen at these points.

The lower sample might have been analyzed under Type 6. Close analysis, however,

will indicate that many of the letters are not extreme in slant .

Goodmovementés

halfofgoodwritings
goodletter formsis

theotherhalf.
Goodmovement

movementss halfofgood

writinggood letter formos

theother half. Good

Movementishalfof

goodwriting, goodletter

CORRECTIVE MEASURES

Pupils, whose writing resembles the upper sample, need to practice the rolling motion

drills on page 106, and the space reducing exercises on page 112.

Pupils, whose writing resembles the lower sample, should study the illustrations and

instructions given on page 101. This should be followed by some practice

pull drills beginning on page 109, to correct the extreme slant in the loops.

drills on the rolling motion which begin on page 106.

on the push and

Follow this with
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MINOR TYPES OF WRITING DIFFICULTIES

TYPE No. 8-POOR LOOP LETTERS

In these samples, the one space letters are formed much more accurately than the loop

letters. Correcting the loop letters in each of these samples, would improve the appearance of

the writing at least twenty-five per cent.

In the upper sample, the loops are made with much more slant than the small letters .

In the middle sample, the loops are very irregular in slant, while the small letters slant

quite uniformly.

In the lower sample, most of the loop letters have been retraced like the letter "t ."

Goodmovem

entishalf of

goodwriting

лаGoodimovement

half ofgoodwaiting,

goodletterforme is

aschoolteam knowe

howgreatadifference

thereisin ballplayers.

CORRECTIVE MEASURES

Study carefully the instructions and illustrations concerning the direction of movement

and angle of paper indicated on page 101. Practice consistently the push and pull and loop

exercises beginning on page 109. Follow this with word and sentence practice from pages 47

to 59.

29



PLAINER PENMANSHIP

MINOR TYPES OF WRITING DIFFICULTIES

TYPE No. 9—IRREGULAR SPACING

In the upper and middle samples, the spaces between the letters are very irregular. In

the lower sample, the spaces between the words are nearly all too wide.

Goodmovementishalf

ofgood writing,goodletter

formsistheotherhalf.

Isood mooment

d half of good

writing ; goodlet-

Goodmovem

entis halfaf

guadureting)

CORRECTIVE MEASURES

Pupils, whose writing resembles the upper and middle samples, should practice the glid-

ing and spacing exercises beginning on page 111. The first four of these drills may be passed

over rapidly. Practice should be concentrated on the special reducing exercises on page 112.

Pupils, whose writing resembles the lower sample, should study and learn to apply the

rules concerning spacing strokes, as given on page 41.
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MINOR TYPES OF WRITING DIFFICULTIES

TYPE No. 10—FAULTY PEN HOLDING

These three samples were written by pupils who held the pen with its "eye" turned too

far to the left. Holding the pen in this position results in an undesirable quality of writing.

In the upper sample, the horizontal connecting strokes are much heavier than the down

strokes. Notice the light downstrokes and the heavy sidestrokes in the "h," "l," "f," and "d."

In the middle sample, the writing tends to become angular and the lines are too light.

The lower sample indicates the result of holding the pen at a wrong angle when speed is

applied. Notice the effect on the "o" and "v" in the word "movement."

Goodmovement

ishalfof good

Goodmovementis

chalfofgorduriteo
ung, goodlitter

form isthe
otherhalf.
Goodmovement

CORRECTIVE MEASURES

Study the instructions and illustrations concerning pen holding on page 100. Practice

retraced ovals as shown on page 117. Stop and correct the position of the pen after making

each retraced oval exercise. Select a sentence and write it one word at a time. Stop long

enough to check up the position of the pen after writing each word.

Pupils sometimes form the habit of holding the pen at this angle when breaking in a new

one. Sometimes the oil on a new pen prevents a free flow of ink when the pen is held in the

proper position. To overcome this, dip the pen in the ink and wipe it thoroughly several
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times to remove the excess oil. Rubbing a new pen with chalk dust will help to remove the

oil.

When the pen has been used for some time and held at the wrong angle, the nibs become

unevenly worn, and it is almost impossible to write with it in the proper position. The remedy

for this is to break in a new pen, holding it in the proper position.

When the pen is held correctly, the "eye" of the pen is in line with the middle of the

finger nail of the index finger which rests on top of the penholder. In some instances, it will

help the pupil if the top of the penholder, where the index finger rests, is flattened slightly

with a penknife. This will act as a reminder each time he begins to roll the penholder to the

left.

MINOR TYPES OF WRITING DIFFICULTIES

TYPE No. 11—FAULTY SPACING STROKES

Spacing strokes, properly made, do much to improve the appearance of handwriting. Such

strokes lead the eye easily and smoothly from one word to the next one, thus making the writ-

ing easy to read.

In the samples shown, the beginning and ending strokes of the words are faulty. Improv-

ing these strokes will improve the appearance of the writing from ten to thirty per cent.

Goodmovement

ishalfpofgood

writing; goodlet-

Good movementло

half of good writings

good letter formo

Good movement is

half of good writings

goodletter forms

In the upper sample, the strokes are too long and not properly placed.

In the middle sample, the beginning and ending strokes have been omitted entirely.

In the lower sample, the beginning strokes of the loops are made too long and with too

much slant.
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CORRECTIVE MEASURES

Study and learn to apply the rules concerning spacing strokes as given on page 41. Some

practice on the analytical letter drills beginning on page 37 will also be of value.

MINOR TYPES OF WRITING DIFFICULTIES

TYPE No. 12-EXTREMES IN SIZE

Some writing is too large or too small, which interferes with its legibility.

The upper sample might be classed as reasonably good, if it were smaller, so that there

would be no interlacing of letters .

In the lower sample, the writing is so small as to make it extremely difficult to read.

Goodmovements

halfofgoodwrit
ing. Goodfetter

Joomfistheother
fewer

ThalfGoodioriting
foomodiorthing

Good movement is
ement is halfofgood writing,

good letter forens is the ther

half Good movement is half

of good writing, Good letter

forme is the other half. Good

CORRECTIVE MEASURES

Some latitude as to size of writing may be permitted. Pupils who write large, as indi-

cated in the upper sample, should practice reducing exercises as indicated on page 45.

For pupils, whose writing is too small, the reducing exercises on page 45 may be reversed.

Instead of working from large to small, they should work from small to large.

As a final step, a paragraph may be selected and the size of the writing enlarged, or

reduced, by a series of steps similar to those used in enlarging or reducing the words in the

drill on page 46.
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For Improving Letter Formation

In order to form letters well, one must know how they are made, and be able to visualize

them correctly. The ideal letter forms are made up of various combinations of a few simple

strokes and elements. The object of this analytical course is to segregate these separate

strokes , and show how they are combined to form the various letters .

In order to learn these strokes, it is not necessary that they be made at first at top speed.

It is, however, very essential that the correct position be maintained, in order that the princi-

ples here set forth may be utilized in the actual rapid writing to be done later.

In all muscular movement writing, there is a varying amount of finger action. There

may be so little finger action that it is almost imperceptible, and on the other hand, there may

be a great deal of finger action. If, however, position and relaxation are correct, the finger

action may improve rather than mar the letter formation.

The drills which follow may, therefore, be practiced with a combined finger and arm

action. Since accuracy is the objective, speed should not be considered of importance at first.

When facility in letter construction has been developed, speed drills may be practiced as out-

lined on pages 42 to 44.

Study and observe carefully the instructions concerning position, penholding, and angle

of paper, as given on pages 96 to 105, before beginning practice on this course.

RHYTHMS, RESTS, AND RETARDS

RHYTHM (COUNTING)

In all writing, there is rhythm. When we write the same letter over and over in groups,

the rhythm is regular; that is, the same strokes, or "beats," are repeated in regular sequence

at regular intervals. Thus, we may count or beat the time for each stroke.

Above are examples of placing the count to correspond with the upstrokes. Note the

commas.

21

2

Above are examples of placing the count to correspond with the downstrokes. Note the

commas.

Reference to the drills given in this course is made frequently in the corrective measures outlined in other parts of this book.
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Usually the counts or beats are made to correspond with the downstrokes in the letters.

The downstrokes are then made on the count, and the upstrokes are made between the counts .

No matter how short the downstroke may be, it takes a count, for it is the turn that uses up

the time rather than the length of the stroke. Writing the letters in groups to a count, helps

you to get the rhythm for the separate letters .

When we write words, however, we find the rhythm is broken, because all letters do not

have the same number of strokes. Some words are easy to write because they contain several

letters with similar rhythm. Thus, "bananas" is much easier to write than "biscuit, " or

"bitumen," though all three words contain the same number of letters .

2, 2 21, 3,

Above are examples of regular and broken rhythm in words. Note the commas.

RESTS AND RETARDS

When the rhythm in a word

in doing this without knowing it.

done.

is not regular, we try to regulate it. Sometimes we succeed

But, it may help us a great deal to observe just how it is

We can partly overcome the broken rhythm in a word by putting in rests. These rests

are so short that, when you watch a good penman, you can hardly notice them at all. We put

them in wherever they are needed to overcome confusion. The first time you write a long,

unfamiliar word, you may unconsciously put in quite a number of the short rests. After you

have written the word a few times, you may find that you can eliminate some of them. Let

us try it with the word "susceptibility."

avoceptibility
Example 1

If we write the word like Example 1, there may be no perceptible pauses.

puppeptibility
Example 2

If, however, we try to make the letters more accurately, as in Example 2, we may find

slight pauses, probably, at the points indicated by the arrows. The places marked "S" may be

complete stops, while those marked "R" may be only slight retards in the speed.

The rests or stops usually come where there are sharp points or retraces . The retards

most frequently occur on the downstrokes, just before the pen makes the turn at the bottom.

The placing of these rests and retards, when we write words, is usually done unconsciously.

There is no fixed rule for placing them. The occurrence of rests and retards in a given word

will depend; first, upon the difficulty of the letter combinations ; second, on your skill as a

writer; and third, on your familiarity with the word.
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The rests and retards enable you better to control and organize the writing movements.

The more skillful you become, the less these rests and retards will be noticed. But, they will be

there just the same. Practice of the letter building drills on pages 37 to 41, and the space reduc-

ing drills , on pages 111 to 113, will help you to use rests and retards correctly.

LEGIBILITY

wwnyrnu

Vandeveitinamneement

Nandwriting movement

This plate is not intended for practice, but for study and observation. The words "Hand-

writing movement" were written three times. In the top line, the upper half of the letters

was blocked out, and in the second line, the lower half of the letters was blocked out.

Cover the two lower lines with a sheet of paper, and see if you can read the top line. Then

cover the top and bottom lines and see if you can read the middle line. No doubt, you will dis-

cover that the upper parts of the letters differ more than the lower parts. In other words, the

upper part of most letters determines their legibility. Note the many similar undercurves in

the top line.

STRAIGHT AND CURVED LINES

Jenmanship p

penmanship penmarship

penpenmanmanship

penmanshippenmanship
The above plate is for study and observation. In the first line, the word "penmanship"

was written twice. In the word at the left, the upstrokes were blocked out, leaving only the

downstrokes. At the right, the downstrokes were blocked out, leaving the upstrokes. By a

little observation, you will note that the downstrokes are slanting lines, nearly straight, and

that the upstrokes are nearly all curved. In the lessons which follow, you are asked to pay a

great deal of attention to these slant downstrokes and curved upstrokes .
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Lab

SLANT

bcdffghijkl
mnopqrst uv wxyz

This plate is for study and observation. Dotted lines have been drawn through the down-

strokes to show the amount of slant in the letters. All downstrokes in one person's writing

should slant the same, but everyone need not write with the same degree of slant. Your letters

may slant a trifle more or a trifle less than those in this plate, but they should all slant uni-

formly.

Oval SlantLine Roll Push Push Glide Swing Wave Understroke Overstroke

un

The kind of curve we find on the right side of the oval we call a "right curve." We call

it a right curve whether it is big or little, whether it was made upward or downward. Simi-

larly, we call the kind of a curve found on the left side of the oval a "left curve."

In the small letters, most curves are made with an upward push, and the downstrokes

with a downward pull. At the right of the line, you can see how the downward pull and the

upward push are combined in the understroke. Also, you can see how the upward push and

the downward pull form the overstroke. The swing is the curve found at the bottom of a large

oval, and the wave is formed by combining the two curves found at the top and at the bottom

of the oval. The wave may also be made with the underswing before the overswing.

دور

VVVVVVV VVVVV

Practice a page or more of the downward pull strokes, and two pages of the upward push

strokes. Make a fourth page of the two strokes combined in the understroke. You need not

work rapidly on these strokes at first ; your practice will be of value only as you keep your

hand in good position. Do not pass over these exercises too rapidly, but master them thor-

oughly so you can apply them in the lessons which follow. See pages 26 and 27 for illustra-

tions of irregular or extreme slant .

At the right of the top line, in the following plate, we have two right curves combined

with a small loop. In the second line, the slant line and the right curves are combined to
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رررراااااررررںںوردنسولولوم

ії ми winwinw

) ٢٢)ررر٨٨ Nnmv

nnmmvvvv NAN

form the " i," "u," and "w. " In the third line, both the right and left curves are combined to

form the "n, " "m," and "v." At the right of the fourth line are two styles of "x"s. The first

two are made by letting the understroke touch the overstroke. The last two are made by

crossing the over-understroke with a straight line. This crossing stroke may be made upward

or downward, but it should be made to slant the same as the upward curves . Enough prac-

tice should be devoted to this page to fix the forms accurately in mind.

In this plate, the right curve and the slant line are crossed and combined to form the "1."

The lines cross at the height of the "i." Practice them slowly at first to get them right ; then

increase the speed gradually. Make them two-thirds or three-fourths of a space high.

Remember about your hand position.

jjjjjjjj jjjjjj

Here we have the left curve crossing the slant line to form the "j." At the right of the

first line, the left curve blends into a right curve. This is necessary to join the "j" to some of

the other letters.

The slant lines in the following plate are drawn through the ovals to show how much

they should slant. The "o"s are connected with a wave as shown in the second plate, page

37. Observe carefully the slant line on the right side of the "a. " Note also how the "a" s

are connected with the blended or compounded right and left curve .

"a" and "o" are measured at the right of the fourth line.

See how the slant of the
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οιοιοιοι Φ Φφφ σσσ000

otototot o مممه000000م

이이이 οι ου ου οι ααaa

qqqq aaaa aaaaqo

kkkk cccc cccc cocoa c

Note carefully the little slant line which begins the "c," and how this letter is finished with

the understroke. When speed is applied to the "c," the left side tends to become a curve like

the left side of the "o."

ノノノノノ`̀ `` ` `̀ ISJUvvrrrrr

رررررر SSSSSSSSSSS

The standard "r" has a little straight line connecting the right curve with the understroke.

This little line slants at right angles to the right curve. Just a trace of the shoulder of the "r"

is retained in the "s." The right side of the "s" is a right curve made downward. It is pulled

well to the left to close the bottom of the "s." The style of "r" shown in the lower line is made

by retracing the right side of the overstroke and connecting it with a right curve or a wave. If

the right side is not retraced, this style of "r" looks like the "v." If the connection is not well

made, this "r " often looks like an "n." It is not necessary to learn two styles of "r." Use the

one you can make the plainest.

AMATULLAHرررررراد

لالا di du du d d ddd

ارالامممم pppppp

tadpole tamperedpatented
The way to make good "t's, "d's, and "p"s is to be sure to curve the first stroke well, and

to carry this curve well up so it can be retraced with the downstroke. The "t" and "d" are

finished with an understroke. There is a tendency to loop the "d," which is permissible. The
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left curve, which crosses the downstroke of the "p," turns back with a right curve and is finished

like the "s. " Be sure to keep the slant of these letters the same as the other letters .

رررر vvvbbbbb

DIN~~fhhhh

DCCUUlkkkkk

fbpklbhkbulkhulkk

Most penmen allow the fingers to help a little in forming these loop letters. Be sure you

support the hand correctly, otherwise the two movements will not mix. Remember that the

right curve crosses the slant line at the height of the "i." The "b" is finished with two right

curves like the "v" ; the "h" is finished with the over-understroke, and the "k" has a finish all

its own. Note the analysis of the "k" in the third line. See page 29 for illustrations of poor

loops.

///// ^0^ ~~~ ~/ Yyyy

7777 3 zzzzz

이이이

9 9 9 gggggg'g

gray gauze glazeyoung

There are no new strokes in the "y." The first part of this letter is like the last part of

the "n, " and the last part is like the "j. " In the "z, " we find a very small left curve which con-

nects the overstroke with the slant line of the loop. The "z" should receive careful study and

practice. Few people make this letter well. The "g" will be easy if you can make a good "a"

and a good "j. " Correct hand position is a very important factor in making good loop letters.

In the "q," on the next plate, we have the upper part of the left curve connected with a

shorter right curve to form a fold. This fold is also used in the lower part of the "f. " Per-

haps you will find the long slant of the "f" the most difficult. There is a tendency to make
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이이이 ۲ وورهه ggg

offffff11111ددددد

qualifyqualificationfrequency

this line a left curve which spoils the looks of the letter. Practice the long slant line sepa-

rately if you have this difficulty. Make the "f," "q," and "y" about the same length below the

line.

Spacesbetween the words

ودرارد asbetween
////

aşi, eb,bt, etc.

// Asbetween gon,yz, zn,etc.

// Asbetween an,sv,kry, etc.

" Asbetween yoi,gl,ze, etc.

The right and left curves are used as spacing strokes between words, Various combina-

tions are shown in the above plate. The spacing strokes should be quite close together, but

should never touch. The initial stroke usually begins under and slightly to the left of where

the final stroke of the preceding word ends. Correct spacing between words adds much to the

appearance of one's handwriting. See page 30 for illustrations of spacing defects.

Goodpenmanshipisplain

Everyletterislegible. Itisneat

andattractive. Allthedown strokes

slantthe same. Thispleasestheeye.

In your practice of this plate, apply the principles you have practiced from the preceding

lessons . Test your writing as to speed and quality by means of the scale on pages 15 to 18 inclu-

sive. If your rate of speed is low, follow the suggestions regarding speed practice beginning

on page 42.
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Nearly all the formal practice courses are based on a given rate of speed, usually 180 to 200

downstrokes per minute. At this speed, we will write perhaps an average of from 70 to 80

letters per minute, when writing ordinary words. Often we find that, while pupils have

learned to make ovals and formal exercises at the desired speed, they have never acquired the

ability to carry this into their actual writing.

The speed drills, which follow, offer a practical means whereby pupils are enabled to

increase their writing speed by a series of gradual steps. When the writing of a given room is

measured by the means of a handwriting scale, as outlined on page 13, usually there will be

found some pupils whose writing is below par in speed. The writing position of such pupils

may be good. The quality of the writing may be satisfactory, but they write at a very slow

rate. Such pupils will be benefited by practicing the drills herein outlined.

This speed course will also be found beneficial in stepping up the speed of those pupils

who have previously practiced the analytical course, which begins on page 36.

A light, free movement is absolutely essential to the development of speed in writing.

Before beginning practice from these drills, read and practice the instructions concerning

position, penholding, and kinds of writing motion on pages 96 to 104.

Holdyourhandcorrectlyandwrite

plainly, thenincreaseyour speed.

Write the above sentence a few times, to fix in your mind the three points to remember

in your speed practice.

nineninenineninenine

nineninenine ninenine

ninenine nine nine nine

In the above sample, the first line was written at the rate of 24 letters per minute; the

second line was written at the rate of 40 letters per minute; and the third line was written at

the rate of 90 letters per minute. Observe each line closely, and note the difference in the

smoothness of the lines and the gracefulness of the curves.

Begin your practice by writing the word "nine" at your own speed for one minute. A

watch with a second hand will be necessary. Count the letters and see how many you wrote

during the minute. If you wrote 30 letters during that minute, try to write 35 in your next

attempt. In your third attempt, you may be able to write 40 letters. Now compare your first

and last efforts. See if the letters are as well formed in your last line as in your first. If the

letters written at the rate of 40 per minute are not so well formed as those written at the rate
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of 30, do not try to increase your speed further in your next effort. Be content to practice at

the rate of40, until the shape of the letters becomes as good as those you wrote at the rate of

30. As soon as the letters you write at the rate of 40 are as good as those you wrote at the

rate of 30, try to increase your speed on these letters to 50.

Work up the speed by a series of steps. Stay with these letters until you can write them

at the rate of 80 as well as you formerly wrote them at the rate of 30; then proceed to the

nextplate.

nineteen nineteen/nineteen

nineteen nineteen nineteen

nineteen nineteen nineteen

If you have closely followed the instructions for the first plate on page 42, you will be able

to work up the speed on the letters in this word in much less time. Do not proceed too hur-

riedly. Follow the same steps for this plate. Take time to work up the quality of the letters

at each successive step.

Ninenicemeninninemines

Ninenicemeninninemines

Nine nicemeninninemines

The letters practiced in the preceding plates are repeated in this drill, and two new letters

are added. Practice for two minutes at a time; then count the letters and divide by two in

order to determine the speed. Retain the quality of the letters and work up the speed by a

series of steps as before.

Ninetallmeninstraightlines

Ninetallmeninstraightlines

Ninetallmenin straightlines.

The first line in this drill was written in 50 seconds; the second line was written in 35

seconds; and the third, in 20 seconds. This is at the rate of 30, 50, and 80 letters per minute

respectively. Not all letters are made at the same speed. Loop letters usually require a trifle

more time, thus slightly slowing up the speed. Make them fast enough to keep the lines firm,
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however. The word "straight" is the most difficult. Practice until you can write it well at least

ten times in a minute.

Aquick, brown foxjumpedover

the lazydogs

Aquick brown foxjumpedover

thelazydogs.
This sentence contains all the letters of the alphabet. Some of the letters are repeated,

so there are 35 letters in the sentence. The first copy was written in a little less than a minute.

The second was written in about 25 seconds. Practice consistently until you can write it at

least twice in a minute. When you can do this, try the first sentence of the paragraph begin-

ning on page 79. That sentence contains 80 letters, and should be written in one minute or

less.

abc d e fghijklmno

p q r s t u vwxyzrt

ABCDEFGHIJKLMNOP

QRSTUVV XYZ PORTITI

The above alphabets, not including the duplicates, were written in fifty seconds. You

should be able to write the two alphabets legibly and neatly in from sixty to seventy seconds.

This does not allow for much waste motion between the letters.
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When we first begin to use muscular movement, it is easier to write large than small.

This is because the muscles of our arms are more used to making large movements. As we

learn to control our writing muscles and to make the letter forms better, we usually learn to

write smaller. Sometimes, however, we find that we cannot write small without making a

special effort .

These exercises will help you reduce the size of your writing if you are inclined to write

too large. If you write too small, you can reverse these steps, thus gradually increasing the

size of your writing.

Large writingpromotes

muscularmovementand

developsamuscularsensea

ofletterformation

maximum

penmanship maximum

penmanship

penmanship

penmanship

penmanship

Example 1

maximum

maximum

minimum

Write the word "maximum" the size you usually write it. On the next line below, try to

write it just a little smaller. Begin a little to the right, and end at a little to the left of the

word above. Practice this several times until you have reduced the size of the word one step.

Then go through the same process reducing the word another step. Take one step at a time,

and practice each step consistently until you have reduced the size as indicated in these five

steps.

Now take the word"penmanship." This is a little more difficult because it has some tall

letters. Reduce the size of this word by a series of steps in the same way. Then select a few

other words of your own and reduce them in the same way.
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When in the course

Whenin the course ofhu

Wheninthecourse ofhumanevents

Wheninthe course ofhuman evente itbe.

Whenin thethe course eventsit becomesneofhuman events.

Example 2

When you have succeeded in reducing the size of several words in the manner indicated

in Example 1, try the same process with a series of words. In Example 2, we have the first

words of the first sentence in the Declaration of Independence. Notice that, as the writing

gets smaller, each line contains approximately one and one-half words more than the preced-

ing line.

Practice each step separately as suggested in Example 1. Be sure to keep all the writing

in a single line the same size. Look especially to see if you are inclined to make the words

at the left of the line larger than those at the right of the line. When you have succeeded in

reducing a complete sentence to the proper size, select a paragraph containing three or four

sentences and try to write it within a given space.
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For Improving the General Quality of Handwriting

Pupils, whose handwritings show no pronounced defects when measured by the diagnos-

tic scale on page 21, but who wish to continue practice for further improvement, should follow

this general course.

We may practice penmanship in several ways. In the specific movement drills, beginning

on page 105, different kinds of movement are emphasized. In that kind of practice, a certain

kind of movement may be considered of first importance. Accuracy and speed may be second-

ary. When the desired movement is mastered, attention may be transferred to accuracy of

letter formation.

In the analytical course, beginning on page 34, you are told to concentrate on form. In

that type of practice, accuracy is the first consideration. Movement and speed are secondary,

but position is of prime importance at all times.

In the speed course beginning on page 42 you are told to write certain letters or words at

a certain speed. In that kind of practice, speed is your first consideration. Then, by successive

steps, when a certain speed has been established, you transfer your attention to the letter for-

mation.

The lessons, which follow, introduce still another kind of practice. In this course, legi-

bility and fluency are considered of prime importance. It is presumed that you can maintain

good position; further, that you have acquired an easy movement, and also that you can

make each letter accurately if you are thinking only about that letter.

The following lessons, therefore, present a general, rather than a specific practice course.

In this kind of practice, position, movement, accuracy, and speed are all considered, but they

are considered in a blended form, much as when we are actually writing instead of practicing.

The aim is to improve all of these qualities together. To provide practice material of this

kind, the various letters are presented in groups of separate words, which are then arranged

in sentence form. These practice sentences are intended as vehicles in which to present the

different letters, and do not have much thought content. Sentences with thought content

appear in the course in applied writing, which begins on page 71 .

A PLAN OF WORK

Be systematic in your practice, and follow a definite plan. As a minimum assignment for

each lesson, let us suggest such a plan. First, practice at least a half page of the single letters,

stopping to make comparisons at intervals. Cross practice, as shown on page 121 , is inter-

esting. Second, practice from a half page to a page of the words. Several lines of prac-

Remember to stop andtice of each word is best. Third, practice a full page of the sentence.

make comparisons, for it is in picking out and improving one thing at a time that we make

progress. Remember, also, that position, movement, and speed must be observed, or your

practice will not prove of lasting value.
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HOW THE LETTERS ARE GROUPED

Letters made with similar movements are grouped together in this course. For the small

letters, the groups are as follows : letters based on the understroke, "e-i-u-w" ; letters based

on the overstroke and understroke, "n-m-v-x," and the retraced "r" ; small letters with mixed

strokes , " o-a-c-r-s" ; tall loop letters, "l-b-h-k" ; tall pointed letters, "t-d-p" ; letters with low

loops, "j -g-y-z," and letters with an underfold, "q-f. " Letters made with simple movements

come first. Those made with the more complicated movements are given last.

For analysis of the "e-i-u-w" group, see page 38. Practice a few lines of these grouped

letters so you can feel the similarity of movement in them.

The " e" is made with a simple rolling motion, almost like the repeated understroke. For

a complete analysis of the strokes, see page 38. The speed should be 120 letters per minute.

even even weeds weedsseedsseeds

Eventhereedsandweedshaveseeds.
When writing "e"s in words, the important things are to make them with open loops and

to keep them slanting the same as the other letters in the word. There are ten "e"s in the sen-

tence. Make them all with a loop. Watch especially those which come at the end of a word.

The "i" is made with an undermotion. See the analysis on page 38. Make six in a group.

Dot the "i" s of the first group before making the second group. The dot is as important as

any other part of the "i." It should be in line with the slant of the downstroke. Make about

65 "i" s per minute.

inininisisissixsix nicenice

In thisline wefindsie nice i عب

There are seven "i"s in this sentence, counting the capital. Make them all pointed and

place the dots over them carefully. Always finish writing a word before dotting the "i's, or

placing the apostrophe.

мили мишимиша миши

The two downstrokes of the "u" should appear parallel. The space between the letters is

wider than the space between the strokes in the letters. About 60 or 65 letters per minute is

the proper speed. An analysis is given on page 38.
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userule ruleregular musclemuscular

Useregular muscular movement.
asarule.

Observe carefully the slant of the strokes in your "u's when practicing the above words

and sentence. The "u" is the only sharp pointed letter used in these words. Be sure your

"u" s are pointed at the top.

The "w" is the last of the understroke group. The dot finish is a closed loop, not an angle.

The analysis, on page 38, shows in detail how to make this letter. The connecting strokes

between the letters should dip a little. Write this letter at the rate of 40 to 45 per minute.

sawtwowindow swallow swallowow

Wesawtwoswallowsatour Westwindow!

The word "window" gives a "w" at the beginning and at the end of a word. It is an excel-

lent practice word. The word "two," while a short word, is not so easy to write. There are

eight "w" s in the above sentence. Another lesson on "w's is to be found on page 108.

സസപ്പe amor nmon on

For analysis of the letters in the above overstroke group, see page 38.

nnnn nnnn nnnn nnnn

The "n" is made with two overstrokes and one understroke. The strokes may be studied

separately as in the analysis shown on page 38. The distance between the downstrokes of the

"n" determine its width. Keep the letters quite narrow, but be sure your "n"s are round at

the top. Make them at the rate of 60 or more per minute.

nine inninginningwinningwinning)

Nedwas winningin the secondinning.

There are nine "n's in the above sentence. Keep them uniform in size and appearance.
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Observe carefully the spacing between the words in the sentence. If the spaces between your

words are too wide, the page will appear spotty.

m mmm mmm

The three overturns in the "m" should be uniform. That is, they should be the same

height and about the same width. Sometimes we are likely to make the first overturn wider

than the second and third. This letter is analyzed on page 38. About 45 letters per minute is

the right speed.

maymaymany manysum summer

ManyAmericans maycome thissummer).

There are six "m"s in this sentence. Perhaps the most difficult combination is in the

word "come. " Let the stroke dip down a little between the "o" and "m" in this word. In all

writing, "m"s and "n's occur very frequently. They have an important bearing on the appear-

ance or style.

The movement in the "v" is a little more complex than in the "m" or "n." The first part

of the "v" is an overturn, as in the "n." The finish of the "v" is like the finish of the "w." For

analysis of this letter, see page 38. Make this letter at the rate of 70 per minute.

vote voterinvolve active everyvirtue

Voters motivesinvolve everyactive virtue!

There are seven "v"s in the above sentence . The combination "ve" occurs four times.

Watch this combination closely. Let the stroke dip between the "v" and "e" so as to permit

looping the "e.”

This style of "x" is made with an overstroke and an understroke placed so that they

touch each other. For an analysis, see page 38. These "x"s are completed without going back

and crossing them. Make them at the rate of 65 or 70 letters per minute.

xxxx XXXX

This is an alternative style of "x. " It is necessary to go back and cross this "x" after
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completing the word. The crossing stroke should be made parallel to the upstroke. This is

most easily done if the crossing stroke is made upward, and it should go through the down-

stroke at about the middle.

ex ex expectexpressextra boxsix

Keniaexpectssix'extra boxesbyexpress.

There are six "x's in this sentence. Note carefully the difference between the "x" and

the "r" in the words "extra" and "express." Unless this style of "r" is well made, it may look

like an "x" or an "n."

This style of "r" is placed here because it belongs in the overstroke group. Many people

prefer the standard "r," shown on page 52. The upstroke in the "r" here shown is a straight

line. It is finished with a closed loop like the "w" and "v. " For analysis of this "r, " see page

39. If the other style is preferred, practice on this one may be omitted. It is not necessary

that pupils should be able to make more than one style of "r," but that style should be well

mastered.

river arrived arrivednarrownarrow

raft.Poyarrivedearlyona narrowriverra

There are nine "r"s in this sentence. Some writers use this style of "r" within a word, but

never at the beginning of the word. Be sure the finish of each "r" is a dot or closed loop, not

an angle.

oars oacrs oacrs oaers

The above letters containing mixed strokes are analyzed on page 39.

مسه هل

The " o" is made with a simple rolling motion, finished with a small closed loop. Make

the "o"s at the rate of 70 to 80 letters per minute, and be sure they are closed at the top.

Measure the slant of your "o"s by drawing a slant line through the middle. There should be

a curve on the left side as well as on the right side of the "o. "
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our good goodlooklookbook book

Oh,come and look atourgoodbooks.
There are nine "o"s in this sentence. They are all closed at the top. Keep the distance

between "oo" the same as between other letters .

aaaaaaaaaaaa

The distinguishing features of the "a" are the pointed top and the understroke finish .

For analysis, see page 39. Practice them at the rate of 70 to 80 letters per minute. Be sure

to close them at the top.

an am andas are allsawwasmay

Agooda can be madethisway: a.

There are six "a"s in this sentence. Compare the slant of the downstroke in the "a" with

the slant of the other letters. Check up frequently to see that all your "a"s are closed at the

top.

The secret of making good "c"s is to swing the top over to the right, thus forming a hook.

An analysis of the strokes will be found on page 39. Sixty-five or 70 good "c"s can be made in

a minute.

across across come come corner corner

Come directlyacross, cuttingeach corner

There are six "c"s in the above sentence. Watch especially the "c"s at the beginning of a

word. Keep the downstroke of the "c" slanting the same as the downstrokes of other letters .

Note the final "r" in the word "corner. " This style of "r" should never be used except at the

end of a word.

This is the standard "r. " If the other style of "r" is preferred, it is not necessary to prac-

tice this one. The advantage of this "r" is that it resembles no other letter. The other style,

when poorly made, may resemble the "v," or the "n," or the "x." Many people make the
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standard style as rapidly as the other style. For analysis of the strokes in this "r," see page

39. Make about 65 or 70 "r"s per minute.

river arrived arrivednarrownarrow .

Roy arrivedearlyona narrowriverraft.
In the words and in the sentence above, note that the little point on the top of the "r"

projects above the other small letters. If the other style of "r" is preferred, see page 51 .

The top part of the "s" is like that of the " r." For analysis of the "s," see page 39. Be

sure to close your "s"s at the bottom. Write them at the rate of about 80 letters per minute.

assists successsmiles) some sometimes

Successsometimessmilesandassistsus.

In this sentence, there are twelve "s"s. In the words "sometimes" and "smiles," there

is an "s" at the beginning and at the end of the word. As in the standard "r," the point at

the top of the "s" projects slightly above the other small letters. Examine the "s"s you make

to see that they are closed at the bottom.

lbkk lbhk lbhk lbhk

For analysis of the strokes used in the tall loop letters, see page 40.

миллиме

The "l" should be about two and one-half times as tall as the low letters, such as the "u"

or "n. " One of the difficult things about the tall loop letters is to keep them at the proper

slant. Study the pictures and read the instructions concerning direction of motion and angle

of paper as shown on page 101. This will help you maintain the proper slant. Keep the down-

stroke of your "l"s reasonably straight. Make them at the rate of 90 to 100 letters per minute.

lekletallallwillwillwillinglearn

Letallwillinglearnersplayuntil called.

There are ten "l's in the above sentence. Strive to keep them uniform in height. Watch
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especially the "l's which come at the beginning or at the end of a word. The upward stroke

in the "l" should be a decided curve.

bbbbbbbb bbbb bbbb

For analysis of the "b," see page 40. The finish is like that of the "v" or "w. " Remember

about the position of your paper when you practice this letter. This letter should be made at

the rate of 60 or 65 per minute.

blew blew blew bubble bubblebubble

ButBobbyblew the biggestbubble!

There are seven "b" s and two "B's in the above sentence. This sentence will test your

ability to make loop letters at the proper slant. Test the slant frequently. Remember the

importance of curving upstrokes .

hhhhhhhhhhhhhhhh

The finish of the "h" is like the last part of the "n. " For an analysis, see page 40. Strive

to keep the height of the loops uniform. Make from 60 to 70 letters per minute.

hehehethe the the hump humph

Humph!said the camel, humph!humph!

Do not slight the word "the" in the above sentence. This word is written perhaps oftener

than any other word. Aim to keep the "h"s at the beginning and at the end of the word

"humph" as nearly alike as possible .

kkkkkkkkkkkk kk

The "k" has a finish unlike any other letter. See the analysis on page 40. It takes more

time to make this letter well than the "h" and "b. " Write them at the rate of about 50 letters

per minute.
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knuckle knuckling knuckling knuckling

knowknow knack knack work working

Knowthe knackofthinkingandworking.

There are five "ks in this sentence .

the beginning and at the end of a word.

intervals.

The word "knack" is inserted to introduce a "k" at

Test the two slant lines in the "k" at frequent

tdps tdfb tdpt tdpt tdpt

For an analysis of the tall pointed or retraced letters, see page 39.

ttttt ttttt ttttt ttttt

The letter "t " should be almost, but not quite, as tall as the loop letters. The push and

pull strokes should be retraced half way or more from the top down. The crossing of the "t"

should be as nearly horizontal as possible. Each "t" should be crossed separately, except

when two "t" s appear together in one word, as in the word "little." In practicing the groups,

cross each of the "t's in one group before making the next group. Make 60 or more "t"s in a

minute in this manner.

it it to time little think take

Takealittle time tothink aboutit.

There are eight "t"s in this sentence. Two of them are final "t's, that is, "t's which end

a word. The final "t" does not need to be crossed. Check the "t"s in your sentence writing

and note the following points about them: The downstrokes should slant the same as in other

letters. They should be retraced at least halfway down. The crossing should be nearly hori-

zontal. Except where the lines retrace, the "t" should not be darker than the other letters .

dddd dddd dddd dddd

The "d" was originally a retraced letter like the "t." In recent years, however, it has

become permissible to make the "d" with a narrow loop. A final "d," in which the downstroke

swings below the line, is coming into use. This final "d" is used only at the end of a word.

For analysis of the "d," see page 39. Make them at the rate of 60 to 65 per minute.
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endendendandanddodgeddodged.

Dan andDavid dodgedaround theend!

There are nine "d"s in this sentence. You may use the final "d" at the end of a word, as

in the word "dodged," if you prefer. When you use the final "d," begin the next word after

it rather carefully, or it will show an uneven space. Be sure the "a" part of the "d" is closed.

pppppppppppppppp

Make the "p's the same height above the line as the "t"s and "d"s. Keep the loop short

below the line. Swing the overstroke to the left far enough to close the finish. This letter is

analyzed on page 39. The "p" should be written at the rate of about 60 per minute.

pleaseput papersproper properly

Please putallpapersproperlyinplace

There are seven "p"s in this sentence. In the word "properly," keep the lower loops of

the "p"s at least as small as the lower loop in the "y." Check the slant of all the tall letters

in your sentence.

j qyz jgyz jgyz jgys jgyz

The lower loop letters , shown in this group, are analyzed on page 40.

jjjjjjjj jjjjjjjjjjj

The distance from the writing line to the dot of a "j " should be about the same as from the

writing line to the lower part of the loop. In other words, the writing line divides a "j" about

in the middle. As with the "i," the dot should be in line with the slant of the downstroke. To

join two "j "s properly, it is necessary to combine them with a double curve, which is analyzed

on page 37. Make about 60 "j"s per minute. Dot the "j"s in one group before making the

next group.
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justjustjoke jokejollyjollilyenjoy

Jonesjustjokedjollilyandenjoyedhisjob
There are six "j"s in the above sentence. It is easier to join a "j" to an "o" than to a "u."

Do not overlook the tall loops in the sentence.

да gggggggg gggggggg

The "a" part of the "g" should be nearly half the total height of the letter. Observance

of this rule will help you make short loops. Analysis of the "g" is found on page 40. Make

"g"s at the rate of 65 per minute.

eggsgave gavegoodgood grocer

Gregorygavethegoodeggstothegrocer.

This sentence uses seven "g"s. Aim to make them of uniform length below the line, and

try to keep them slanting uniformly the same as the other letters in the sentence.

yyyyyyyyyyyy уууу

The first part of the "y" is round like the first part of the "n." Careless writers frequently

make this first part of the "y" sharp. The length of the loop below the line is the same as for

the "j " and "g. " Practice "y"s at the rate of 65 per minute.

daywayawayyesterdayyou youryesب

Yesterday passedaway, todayisyourday.

This sentence utilizes six "y" s. Most of them appear at the end of a word. Note the

comma after the word "away." A comma occupies a space, therefore, the distance between

two words separated by a comma is a little wider than the distance between the other words.

Use the double curve to finish the "y" at the end of a word, and you will be able to make this

stroke gracefully when it appears in letter combinations .

Few people make good "z"s. The loop is different from the loops in other letters, because

it is not pointed at the top. Study closely the analysis of this letter on page 40. Make "z"s at

the rate of 65 to 70 per minute.
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zipzipwizardwizard zigzag puzzle.

Zip, the wizard, drewazigzag puzzle.

Six " z" s are used in this sentence. Keep the loops in these "z" s about the same size as

those in "g" and "p." Note the double curve connecting the "z" and "l" in the word "puzzle."

ofof ofof ofof gfgfofof of

gggg gggg gggg gggg

While the "q" starts exactly like the "g," it is finished with a fold instead of a loop . The

fold is about the same size as a loop. This letter is analyzed on page 41. Practice "q"s at the

rate of 65 letters per minute. Do not leave the fold open.

quote"quotes" quotationsrequireinquire

Quotationsrequire quotation marks, orquotes"

There are only four "q"s in this sentence. Be sure to close the "a" part of each "q." Kеер

the fold small and your writing will appear neat .

ffff fffb bbbbbbbb

Because of its length, the "f" is frequently regarded as difficult. It may be well to review

the discussion of position, direction of motion, and angle of paper appearing on pages 99 to

102. An analysis of the "f" is given on page 41. Nearly two-thirds of the letter is above the line.

Strive to keep the downstrokes at the proper slant and reasonably straight. Write " f's at the

rate of about 60 letters per minute. It is permissible to flex the fingers a little in such letters.
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of of offine fine findfindfriend

Findfourfinef'sfor yourfriend.

Six " f" s are used in this sentence, and at the beginning of a word. In addition to prac-

ticing this sentence, select and practice a few words with two "f"s in the middle, and one or

two with an "f" at the end.

abcdefghijklmnop

grst ivwx yz yzot

When aboyhaslearnedto

writewellitisusuallyregarded

as an indication thathehasthe

abilitytodo other things well.

THE CAPITAL LETTERS

Many of the capitals now used are different from those used twenty-five or more years

ago. For the most part, our capitals have been modified so that they can be made with light ,

free, continuous motions. Like the small letters, the capitals may be grouped according to

the motions used in making them. The “O, A, C, E," and "D" are made with the direct oval

motion. The "I" and "J" are made with the indirect oval motion. The "P, R," and "B" are

made with the push and pull motion combined with the indirect oval. The "H, K, N, M, W,

X, V, U, Y, Q," and "Z" are built onto the capital stroke. The “S, L, G, T, " and "F" are built

around the double curve. All the different forms of capitals, now in use, were published by

the Spencerian authors more than fifty years ago. While the standard capitals are given in

the drills which follow, other widely used forms are also shown.

A single capital repeated rapidly makes an excellent movement exercise. To make a

single good capital at the beginning of a word requires more skill than to make several good

ones, one after the other. It is well, therefore, to practice capitals in connection with words as

well as singly. For that reason, the following lessons offer both kinds of practice. Following

each line of capitals, are the names of important cities beginning with that letter. Writing the

names of these cities, and reading the text which follows them, will help you not only to make

better capitals, but will also help you to remember the location of these places .
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ED
Write the above capitals, which are based on the direct oval motion, one after the other,

a few times, so that you will feel the similarity of movement in them.

OOO OOO O O OO O O O Oh

Omaha Oneida Ottumwa Ogden Oakland

Practice the ovals on page 116 a few moments before writing the "O"s. Make the "O"s

curved on both sides, and closed at the top. Swing the finishing stroke upward. Make

65 "O"s per minute. Omaha, Neb., Oneida, N. Y., Ottumwa, Ia. , Ogden, Utah, Oakland, Calif.

a aa aa aaaaaaAu

Athens Atlanta Albany Ashland Adair

The "A" is pointed and closed at the top. The finishing stroke should retrace part way

down. Make 65 or 70 "A"s a minute. Athens, O., Atlanta, Ga., Albany, N. Y., Ashland, Ore.,

Adair, O.

@ @ @ @ @ @ @ @ @ @ @ @a

Canton Chicago Columbus Camden Concord

The little loop on the right is considerably below the top of the "C." Leave consider-

able space between this loop and the backstroke. Finish the "C" with an upward swing. Make

about 65 or 70 "C"s per minute. Canton, O., Chicago, Ill., Columbus, O., Camden, N. J., Con-

cord , N. H.

६ ६६ ६ ६ ६ ६ ६ δ ε ε Ενω

Elmira Emporia Elkhart Evansville

"E" is made with a horizontal direct oval motion rather than with a slanting oval motion.

The little loop in the middle lies in a horizontal position. Make them at the rate of 45 letters

per minute. Elmira, N. Y., Emporia, Kans., Elkhart, Ind. , Evansville, Ind. See the horizontal

ovals on page 106.
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DDD D D D D D D D Do

Denver Detroit Dallas DuluthDawson

The "heel" and "toe" of the "D" rest on the writing line. The "toe" lies horizontally

along the line. Bring the loop at the top well to the left so as to be sure to close the top of the

"D. " Finish with an upward swing. Make about 45 "D"s per minute. Denver, Colo. ,

Detroit, Mich., Dallas, Texas, Duluth, Minn., Dawson, Alaska. See an analysis of the "D"

on page 114.

Write the above capitals, which begin with the indirect oval motion, a few times to note

the similarity of movement.

Id d d d d d d Il fo

Ithaca Independence Ishpeming Iron

Begin the upward motion of the "I" slightly below the writing line. Keep the top part

rather narrow. The oval finish lies horizontally along the line. Use either the oval finish or

the "boat" finish. Make about 60 letters per minute. Ithaca, N. Y., Independence, Mo., Ish-

peming, Mich. , Ironwood, Mich .

JJJJJJJ & J J J J J Ju

JoplinJonesboroJamestownJacksonville
Begin the upward swing of the "J" slightly below the writing line. The three lines

should cross at the writing line. The top of the "J" should be a little larger than the bottom.

The lower loop of the "J" should be a little larger than the loop of the "g. " Keep the backs of

the "J"s straight. Make about 60 letters per minute. Joplin, Mo., Jonesboro, Ga. , and Tenn.,

Jamestown, N. Y., Jacksonville, Fla.

The above capitals are based on the push and pull combined with the indirect oval

motion.
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ppppppppPPPh

Portland Providence Pittsburgh Pasadena

Aim to retrace the push and pull strokes in the "P," then finish with an indirect horizon-

tal oval. Swing the finish upward. This letter may be made with or without the initial stroke.

Let the retraced strokes become a loop rather than to leave space between them. If the

Spencerian style of "P" is desired, see below. Make about 60 "P"s per minute. Portland,

Ore. and Me. , Providence, R. I., Pittsburgh, Penn., Pasadena, Calif.

13 13 13 13 13 13 13 13 1B1B1B1Bo

Boston Baltimore Burlington Billings
Like the "P," the "B" may be made with or without the initial stroke. If the initial stroke

is used, be sure it is curved. The little loop on the right side of the "B" lies in a horizontal

position. The upper oval part of the "B" should be at least as large as the lower part. If

desired, the "boat" finish may be used. Make 45 "B"s per minute. Boston, Mass. , Baltimore,

Md. , Burlington, Ia., Billings, Mont.

RRRRRRRRRR Ra

ReadingRaleigh Roanoke Rochester Ranger

The little loop in the middle of the "R" should be tied around the downstroke. Notice

the slant of this little loop. Keep the finishing stroke reasonably close to the first downstroke.

Make about 45 letters per minute. Reading, Penn., Raleigh, N. C., Roanoke, Va., Rochester,

N. Y. , Ranger, Tex.

BB

Optional forms of "P," "B," and "R. " If preferred, the forms shown above may be used

in place of the standard capitals used in the drills. If the teachers in your school prefer one

style, use that style. If not, then use the style you can make best.

のI W K N M V

The above are capitals which begin with the capital stroke.
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F F F N N N N N H He

Houston Hoquaim Harrisburg Hartford

The loop, which completes the second part of the "H," should be tied around the capital

stroke. This holds the letter together. Do not make the letter more than about one-third as

wide as high. Keep the capital stroke reasonably straight, and curve the top of the second

part slightly . Make about 35 or 40 letters per minute. Houston, Tex., Hoquiam, Wash. , Har-

risburg , Pa. , Hartford, Conn .

KKKKKKK KK K K K K

Kokomo Kenosha Kearney Kewance Keokuk

The second part of the "K" is a double curve. The little loop in the middle should be tied

around the capital stroke. Keep the downward finishing stroke fairly close to the capital

stroke. Make about 35 or 40 letters per minute. Kokomo, Ind., Kenosha, Wis. , Kearney,

Neb . , Keokuk, Ia., Kewanee, Ill .

NNNNNNNNNN N N No

Nashville Newport Newark Norfolk Norwalk!

The "N" is made with a continuous motion. Aim to retrace the pull, push stroke, but let

it form a loop rather than leave a space between the two strokes. Keep the letter reasonably

narrow. Make about 45 per minute. Nashville, Tenn.. Newport, Ky. and R. I. , Newark, N. J. ,

Norfolk, Va. , Norwalk, Conn.

M MM MMMM M MM MMMMMi

Memphis Mobile Manila Muskogee Marion

Make the overstrokes of the "M" reasonably narrow, but keep them round at the top.

Use either style of finish. Make them at the rate of 35 to 40 letters per minute. Memphis,

Tenn. , Mobile, Ala. , Manila, P. I., Muskogee, Okla., Marion, O.
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V VV V V V V V V V V V V

Washington Wilmington Waterbury Waco.

The finish part of the "W" is like the final "t" except that the downstroke is slightly

curved. Keep your "W"s sharp at the top, and reasonably narrow. Make them at the rate of

about 40 letters per minute. Washington, D. C., Wilmington, Del. , Waterbury, Conn., Waco,

Tex.

% % % % % % % % % % z z * X

Xenia Xamiltepec Xpanthus Xingu

The second part of the "X" is made as a separate stroke. It resembles a large figure six.

Aim to make the two parts touch. Make 35 to 40 "X"s per minute. Xenia, O., and Tex. , Xa-

miltepec, an old city of Mexico, Xanthus, an ancient city in Asia Minor, Xingu, a river in Cen-

tral Brazil.

V V V থ থ থ থ V V V V থ

Valentine Vinton Villisca Vincennes Vicksburg

The "V" is finished with a double curve. Keep the letter narrow and swing to the right

with a snappy motion at the finish. Make 60 or more letters per minute. Valentine, Neb. ,

Vinton, Ia. , Villisca, Ia, Vincennes, Ind., Vicksburg, Miss .

यययययययययययय U Use

Utica Umatilla Urbana Uniontown

Aim to retrace the second part of the "U" at least halfway. Keep it about the same width

as the "V" and the "N." Make about 40 letters per minute. Utica, N. Y., Umatilla, Ore. ,

Urbana, Ill. , Uniontown, Pa.

Y YYYY Y Y Y Y Y Y Ye
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Yakima Youngstown Yellowstone Yacolt

Make the upper portion of the "Y" like the "U" and finish with a loop. Keep the loop

reasonably small-about the same size as for the "y." Make about 40 letters per minute.

Yakima, Wash., Youngstown, O., Yellowstone, Idaho, Yacolt, Wash.

222222222222222

Quincy Quakertown Quiniault Quilcene

The loop at the bottom of the "Q" lies horizontally along the writing line. Pull the capital

stroke well to the left to make the loop, and swing the finish well out of the way below the line.

Make about 45 letters per minute. Quincy, Ill. and Mass., Quakertown, Pa., Quiniault, Wash. ,

Quilcene, Wash.

ZZZZZZZZZZZZZZZ

Zanesville Zillah Zeeland Zurich Zurich

Make a very small loop or angle at the bottom of the capital stroke and finish the "Z" with

a loop no bigger than that used in the "y." Keep the hump at the top of the loop small.

Write "Z"s at the rate of 45 letters per minute. Zanesville, O., Zillah, Washington, Zeeland,

N. D. , Zurich, N. Y.

The above letters are based on the double curve. (See special drills on page 114. )

SSSSSSSSSSS kh

Superior Seattle Scranton Spokane Salem

Make the first part of the "S" with a decided dip or curve. Aim to let the lines cross at

about half the height of the letter. The oval finish is made with a horizontal motion. The

"boat" finish may be used, if preferred. Write 45 or 50 letters per minute. Superior, Wis. ,

Seattle , Wash., Scranton, Pa., Spokane, Wash., Salem, Ore. and Mass .
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LLLLLLLLLLLLL Le

Lincoln Lancaster Lebanon Lewiston Lorain

Make the first stroke of the "L" a decided curve. Cross the two lines at about half the

height of the letter. Pull the double curve well to the left at the bottom in order to make the

loop horizontal. Swing the finish well below the writing line. Make about 45 letters per

minute. Lincoln, Neb., Lancaster, Pa., Lebanon, O., Lewiston, Ida. , Lorain, O.

GGGGGGGGGGGo

Glenwood Geneseo Galveston Galesburg

Start the "G" exactly like the "S." The double curve is broken in the middle in the "G."

The sharp point at the right of the "G" is the distinguishing feature. The finish is an horizon-

tal oval. The "boat" finish is also widely used. Make about 45 "G"s per minute. Glenwood,

Ia. , Geneseo, N. Y., Galveston, Tex. , Galesburg, Ill .

Topeka Trenton Tampico Tacoma Toledo

There are two double curves in the "T. " The first one, the stem, is made in a slanting

position. The second one, the cap, is made in a horizontal position. Make the stem first, and

place the cap immediately over it. The style shown here is the standard "T." Make them at

the rate of 40 letters per minute. Topeka, Kans., Trenton, N. J., Tampico, Fla., Tacoma, Wash. ,

Toledo, O.

Flint Freeport Franklin Frankfort
The "F" is like the "T" except that it is finished with a check mark through the stem at

about one-half the height. The check mark may be joined to the stem, thus forming the

"boat " finish. Practice the "F"s at the rate of 35 letters per minute. Flint, Mich. , Freeport, Ill. ,

Franklin , Pa. , Frankfort, Ky.

FFFF F FF JJ J

Optional forms of "T" and "F."

:
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Good, plain figures are of great importance. Each figure must be so plain that it can

always be read separately. When once we have learned how, it is as easy to make good, plain

figures as to make poor, obscure ones. You can learn to make good figures through study,

practice, and application. Even after you have learned to make good figures in the penman-

ship class, it will require some effort on your part to learn to use good figures in your arith-

metic. Good figures can be and should be made quite rapidly, but in figures speed is never

as important as legibility.

I23 4 5 6 7 8 9 0
1462357890 1462357890 1462357890 1462357890

The large figures in the above plate are to help you learn the correct shape of the figures.

Make your first figure very slowly. Draw it, if necessary. Then retrace each figure five or

six times, with increasing speed. Make a whole line of each figure this size.

141414141414141414141414141414141414

1616161616161616161616161616161616161616

1212121212/2/2/2/2/2/2/2/2/2/2/2/2/21

131313 1 3 1 3 1313 131313 1 3 1 3 1 3 13 1313131313

15151515151515151515151515151515151515

17717/7/7/7/7/7/7/7/7/7/7/7/7/7/7/7/7/7

191919191919191919191919191919191919191

1010101010101010101010101010101010101010101

18181818181818181818181818181818181818181

When you have retraced the large figures a number of times, so that you have each shape

definitely in mind, practice arranging them in a different order. In this plate, each figure is

alternated with the figure 1. Alternating them in this way will help you keep a check on the

slant of your figures. It will also help you acquire the relative height of each figure. In this

practice, notice that the second downstroke of the 4 and the figure 6 are taller than the figure

1. All other figures are the same height as the figure 1, but the 7 and the 9 extend below the

line. A half page of each figure, arranged in this way, should be a minimum assignment.
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1234567890 1234567890 1234567890

$ ¢ % % # $ ¢ % % # v $ q % % # v

1/22/9/4/5/6977/85 27894/5/6/778 1/2/3/4/5/6/899910

Practice the signs and symbols carefully. Remember that, in figures, accuracy should be

first and speed second.

Large:Labels, tags 1234567890

General; Sales-slips 1234567890123

Average; Checksetc 123456789012345678

Accounting: Ledger 123456789012345‌678901

Small: Cardfiles 1234567890123456789012345678901234567890

FIGURES FOR DIFFERENT PURPOSES

Figures are made of different sizes for different purposes. In the above arrangement,

notice that as the figures are made smaller, the space between them is reduced. The fourth

line contains just twice as many figures as the first line. It is seldom that you will be called

upon to make figures as small as those in the fifth line. Making figures this size is good prac-

tice, however, as it will help you acquire the habit of making each figure distinct.
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You are either a good penman or a poor penman, according to your ability to write rap-

idly and legibly, while thinking about what you are writing rather than how you are writing.

In your whole school life, the ability to write well will assist you in acquiring and attaining

knowledge. In business, nearly all transactions are dependent upon written records .

Most of the foregoing exercises have been designed to help you learn how to write. The

lessons which follow are designed to help you learn how to use your writing ability. The prac-

tice matter includes some useful information, and when practicing think somewhat about that

information. While doing so, however, do not forget entirely about the writing process .

STATES AND ABBREVIATIONS

Not everybody knows how to spell and how to abbreviate the names of all the states in

the union. Practicing the following plates will help you acquire that ability. You will have

occasion to write these abbreviations many times. Try to be systematic in your practice and

follow a plan something like this: First write from five to ten lines of the word Alabama, and

then of the abbreviation. Then write several lines alternating the full name and the abbrevia-

tion. Then do the same thing with the word Arkansas and the abbreviation for it, etc.

Alabama Arkansas Arizona Ala. Ark.Ariz.

Alabama, admitted in 1819, 22nd state. Arkansas, admitted in 1836, 25th state. Arizona,

admitted in 1912, 48th state .

California Colorado Connecticutt ColaCalif. Conne

California, admitted in 1850, 31st state. Colorado, admitted in 1876, 38th state. Connec-

ticut, ratified Constitution in 1788, one of the thirteen colonies.

Delaware DistrictofColumbia Del. D.C.

Delaware, ratified Constitution 1787, one of the thirteen colonies. District of Columbia,

established by Act of Congress in 1790.

Florida Florida Florida Florida Fla.

Florida, admitted in 1845, 27th state.

Georgia Georgia Georgia GaiGa.

Georgia, ratified Constitution in 1788, one of the thirteen colonies.
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Idaho Indiana Illinois dowa

Ada! Ida! All. Ill! Ind. Ind. da: fa

Idaho, admitted in 1890, 43rd state. Indiana, admitted in 1816, 19th state. Illinois ,

admitted in 1818, 21st state. Iowa, admitted in 1846, 29th state.

Kansas Kansas Kentucky Kans. Kans. Kyr

Kansas, admitted in 1861, 34th state. Kentucky, admitted in 1792, 15th state .

Louisiana Louisiana Louisiana La.

Louisiana, admitted in 1812, 18th state.

Maine Maryland Massachusetts Michigan

Minnesota Mississippi Missouri Montana

Me. Md. Mass. Mich. Minn. Miss. Mont. Mo

Maine, admitted in 1820, 23rd state. Maryland, ratified Constitution in 1788, one of the

thirteen colonies. Massachusetts, ratified Constitution in 1788, one of the thirteen colonies.

Michigan, admitted in 1837, 26th state. Minnesota, admitted in 1858, 32nd state. Mississippi,

admitted in 1817, 20th state. Missouri, admitted in 1821, 24th state. Montana, admitted in

1889, 41st state .

Nebraska Nevada NewHampshire NewJersey

NewMexico NorthDakota North Carolina N.Y.

NewYork Neb. New N. AFN.I. N.M. N.C. N.Dak.
Nebraska, admitted in 1867, 37th state. Nevada, admitted in 1864, 36th state. New

Hampshire, ratified Constitution in 1788, one of the thirteen colonies. New Jersey, ratified

Constitution in 1787, one of the thirteen colonies. New Mexico, admitted in 1912, 47th state.

New York, ratified Constitution in 1788, one of the thirteen colonies. North Carolina, ratified

Constitution in 1789, one of the thirteen colonies. North Dakota, admitted in 1889, 39th

state.

Oklahoma Ohio Oregon Okla. Ore. O. Orei

Ohio, admitted in 1802, 17th state. Oklahoma, admitted in 1907, 46th state. Oregon,

admitted in 1859, 33rd state .
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Pennsylvania Pennsylvania Pa. Penni

Pennsylvania, ratified Constitution in 1787, one of the thirteen colonies .

Rhode Island Rhode Island R.D., R.d.

Rhode Island, ratified Constitution in 1790, one of the thirteen colonies.

South Carolina South DakotaSC Dak!

South Carolina, ratified Constitution in 1788, one of the thirteen colonies. South Dakota,

admitted in 1889, 40th state.

TennesseeTexas Tenn. Jenn. Tex. Jen. Tex.

Tennessee, admitted in 1796, 16th state. Texas, admitted in 1845, 28th state.

Utah Utah Utah Utah Utah Utah

Utah, admitted in 1896, 45th state.

Vermont Vermont Virginia Virginia V. Va.

Vermont, admitted in 1791, 14th state. Virginia, ratified Constitution in 1788, one of the

thirteen colonies .

Washington West Virginia Wisconsin Wyoming

Wis. Wis. Wyo. WyorWash,Wn. V. Va, V.Va

Washington, admitted in 1889, 42nd state. West Virginia, admitted in 1863, 35th state.

Wisconsin, admitted in 1848, 30th state. Wyoming, admitted in 1890, 44th state .

QUOTATIONS

The quotations which follow have thought content. They have been selected from state

papers or from speeches of our presidents. A quotation from each president up to the time of

the present writing has been included. To some extent, these quotations show the style of

thinking followed by our great statesmen. To some extent, the quotations reflect the temper

of the times, or indicate questions which dominated national thought at certain periods of our

national life. The successive presidents are given in proper order .

While given as a penmanship exercise, each quotation may also be considered in its cor-

relations. Thus, each quotation may be regarded as an example of sentence construction, as
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an expression of national thought, or as a sequence study in history.

Drills of this kind carry the thought away from the writing processes, but they help us to

learn to write and think at the same time. This kind of practice is valuable after satisfactory

standards in speed and quality have been approached.

When you practice writing these quotations, do not write by hand-fulls, or eye-fulls, but

by mind-fulls. By this we mean that you should try to grasp the complete thought of the quo-

tation and carry it in mind until you complete writing it. This is the process you should employ

in writing your own compositions.

Knowledge is,ineverycountry,the surest

basisofpublichappiness.

Washington
George Washington, 1732-1799, first president of the United States, First Annual Address ,

Jan. 8, 1790.

Ifnationalprideiseverjustifiable or

excusableitiswhenitsprings,notfrom pow.

erorriches,grandeur orglory, butfrom con-

viction ofnationalinnocence,information

JohnAdams
andbenevolence.

JohnAdams, 1735-1826, second president of the United States, Special Session Message,

May 16, 1797.

Thoughthewill ofthemajorityisin

allcasestoprevail, thatwilltoberightful

mustbereasonable; thatthe minoritypos-

sesstheir equalrights,whichequallawmust

protect, andtoviolatewouldbe oppression.

1801.

Thettenon
Thomas Jefferson, 1743-1826, third president of the United States, Inaugural Address,
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Ithasbeen the trueglory ofthe United

States tocultivate peace.
JoMadisonh

James Madison, 1751-1836, fourth president of the United States, Inaugural Address, 1809.

Nationalhonorisnationalproperty of

thehighestvalue. JosMorror

James Monroe, 1758-1831, fifth president of the United States, Inaugural Address, 1817.

Aslongasour Governmentisadminis

teredfor thegoodof thepeopleandisregulated

bytheirwill,itwillbeworthdefending!

John Quincy Adams

John Quincy Adams, 1767-1848, sixth president of the United States, Message to Con-

gress , March 15 , 1826 .

Intheintercourse between nations,tem

perisamissionary perhapsmore power-

ful than talent.
AndrewJackson

1829.

Andrew Jackson, 1767-1845, seventh president of the United States, Inaugural Address,

Allthelessonsofhistoryandexperience
to

mustbe lostuponusifwe arecontent.

trust alonetothe peculiar advantageswe

happentopossess.

1837.

WanBшиш

Martin Van Buren, 1782-1862, eighth president of the United States, Inaugural Address ,
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A decentandmanlyexaminationofthe

actsofthe Governmentshouldbenotonly

tolerated, butencouraged.

William Henry Harrison, 1773-1841 , ninth president of the United States, Inaugural

Address, 1841.

Thetrue American policy willbefound

toconsistintheexercise ofaspiritofjustice.

1841.

John Tyler
John Tyler, 1790--1862, tenth president of the United States, Special Session Message,

Onegreat object ofthe Coristitutionwas

torestrainmajoritiesfrom oppressingminov-

itiesorencroachingupon theirjustrights!

1845.

James Knox Polk, 1795-1849, eleventh president of the United States, Inaugural Address,

As Americanfreemen wecannot but

sympathizeinalleffortstoextendthebless-
theb

ings ofpoliticalliberty. ZacharyTaylor

1849.

Zachary Taylor, 1784-1850, twelfth president of the United States, Inaugural Address,

Thegreatlawofmorality oughttohave

anationalaswellaspersonalandindivid-

nalapplication.

Millard Filmore, 1800-1874, thirteenth president of the United States, First Annual Mes-

sage, 1850.
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Asoundandcomprehensive policy should

embrace notlessthe distantfuturethanthe

urgentpresent.

1853.

Franklin Pierce, 1804-1869, fourteenth president of the United States, Inaugural Address,

ButitisbeyondthepowerofaState,

like anindividual, toyieldaportion ofits

sovereignrightstosecure the remainder.
James Buchanan, 1791-1868, fifteenth president of the United States, Fourth Annual Mes-

sage, 1860.

Withmalice towardnone,with charity

forall, withfirmnessin therightas God

givesustosee theright, letusstriveonto

finish theworkwearein! Lincoln
Abraham Lincoln , 1809-1865, sixteenth president of the United States, Second Inaugural

Address, 1865.

The Constitution isthework ofthepeo

pleofthe UnitedStatesanditshouldbeas

indestructibleasthe people.

Andrew Johnson, 1808-1875, seventeenth president of the United States, First Annual

Message, 1865.

Those whofrom their agemustbeits

rulers twentyfiveyearshencehaveapeculiar

interestin maintainingthe nationalhonor.

4.1.Grant
Ulysses S. Grant, 1822-1885, eighteenth president of the United States, Second Inaugural

Address, 1869.
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Butatthebasisofallprosperityliesthe

moral
improvementof theintellectualandm

condition ofthe people!

Rutherford B. Hayes, 1822-1893, nineteenth president of the United States, Inaugural

Address, 1877.

Officeswere created, notfor the benefit

ofincumbentsor theirsupporters,butforthe

service ofthe Government.

JuGarfield
James A. Garfield, 1831-1881 , twentieth president of the United States, Inaugural Ad-

dress, 1881 .

Menmaydie,but thefabricsofourfree

institutionsremainunshaken!

Chester A. Arthur, 1830-1886, twenty-first president of the United States, Inaugural Ad-

dress , Sept. 22, 1881 .

It, Ithe Government)has'agreedthatAmer.

ican citizenshipshallbetheonlycredential

necessarytojustify theclaim ofequalitybe-

forethelaw. MenaMama Cleveland

Grover Cleveland, 1837-1908, twenty-second president of the United States, Fourth An-

nual Message, 1888 .

Thefreedomofthe ballotisacondition

ofour nationallife!

Buptoison
Benjamin Harrison, 1833-1901 , twenty-third president of the United States, Inaugural

Address, 1889.
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Thecitizensofthe UnitedStatesare

both law-abiding andlawsrespectingpeoples

noteasilyswervedfrom thepathofpatriot-

ismandhonor.

wnMinh

William McKinley, 1843-1901, twenty-fourth president of the United States, Buffalo

Address , 1901 .

Iwishtopreach notthe doctrineof

ignoblecase butthe doctrine ofthestrenuous

life. Theodore Roosevelt

Theodore Roosevelt, 1858-1919, twenty-fifth president of the United States, Appomattox

Day Speech, 1899.

The battlefieldxxxx isgraduallyyuld

ing toarbitrarycourtsofjustice! puyffSaft

William H. Taft, 1857, twenty-sixth president of the United States, Dawn of World

Peace, 1912 .

Onlyfreepeoplescanholdtheirpurpose

andtheirhonorsteadytoacommonend.

WoodrowWilson

Woodrow Wilson, 1856-1923, twenty-seventh president of the United States, Address to

Congress , April 2, 1917.
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Wegloryin the equalrightsofall

Americansandthe equality ofopportunity

underwhich ourpeoplestriveforattainment.

Ypornsuling

Warren G. Harding, 1865-1923, twenty-eighth president of the United States, Farewell

Speech in Tacoma Stadium, July 5, 1923 .

Itisthedutyofacitizennotonlytoobs

serve thelaw buttoletitbeknown thathe

isopposedtoitsviolation. ✓

Cahun

Calvin Coolidge, 1872, twenty-ninth president of the United States, First Message to

Congress, Dec. 6, 1923.

COMPOSITIONS

The penmanship lesson is a good place in which to learn to space and arrange your com-

position. Study the spacing arrangement and punctuation of each paragraph on pages 79 and

80. Practice each paragraph separately, then criticize your writing carefully. With your pen-

cil, check those letters, words, or spaces which seem to need improvement. Keep these

points in mind when you write the paragraph the second time. When you have practiced

each paragraph separately, write them consecutively. Then ask your teacher to criticize your

page. Finally, write a composition of your own, and compare it with your best copy of these

pages.

Kingoutoldshaped offoul disease,

Kingoutthenarrowinglust ofgold:

Kingoutthe thousandwarsofold.

Kingin the thousandyearsofpeaces
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"Anyonewhohas tried to

manage aschool team knows

howgreatadifference there is

in ballplayers. The best of

pitchersis usually a failure at

short-stop; the star out-fielder

maymake onlyerrorswhen put

on firstbase; andthe catcher

whocan holdeverycurve put

over the plate often himself

cannot pitchacurve ofany

kind.

Thesame difference holds true

inbusinessand professional life.

One makesa splendiddoctor an.

other amasses afortune as a

manufacturer, while others suc-

ceed as farmers,lawyers, teachers,

or merchants. But the doctor

would probably have been afail.

urehadhe tried farming, and
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thelawyer mighthavegone in.

to bankruptcy asamanufacturer.

In fact, lifeisonly agreat ball

team, witha vastnumber of

differentpositions tobe filled

andeach place calls for special

abilityon thepartofthe man

or woman whois tofill itas

itshouldbe filled." Vocational
"A

Reader:"

ForSpecial Practice

Fourscore
testing consecrated

brought
whether

struggled

continent

battle field unfinished

conceived portion fought

liberty restingplace government

dedicated
fitting before

proposition altogether people
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LINCOLN'S GETTYSBURG ADDRESS

Lincoln's Gettysburg Address is a masterpiece of English composition. It is well worth

committing to memory. As a penmanship exercise, it contains nearly everything you are called

upon to use in any kind of composition. The more difficult words in this address have been seg-

regated on page 80 for special practice. Learn to write each of these words easily and smoothly

before you begin to write the composition. Practice writing the address several times. Each

time, before you begin to write, fix in your mind certain things which you are going to strive

to improve. Lay aside your last effort, and at the end of a month, copy the address again and

look for improvement.

Lincoln's GettysburgAddress

Fourscore andsevenyears agoour

fathers broughtforth on thiscontinent

a new nation, conceivedin liberty,and

dedicatedto the proposition thatall

menare createdequal.

Nowwe are engagedinagreat

civil wartestingwhetherthatnation,or

anynation so conceivedandso dedicated

canlongendure. Weare metononagreat

battlefieldofthatwar. We havecome

to dedicate a portion ofthatfieldas

afinalrestingsplace for those who

here gave theirlivesthat that nation

mightlive. Itis altogetherfitting

andproperthatweshoulddothis.
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Butinalargersense, we cannot
dedicate- we cannot consecrate- we

cannothallow- thisground. Thebrave

men,livinganddead, who struggled

here,haveconsecrateditfarabove our

poor powerto add or detract.
The

worldwilllittlenote, norlongremem-

berwhatwesayheres, butitcan never

forgetwhatthey didhere. Itisfor

us,theliving, rather, tobededicated

hereto theunfinishedworkwhich

they whofoughtherehave thus

Itisrather
farsonoblyadvanced.

forustobehere dedicated to the

greattaskremainingbeforeus- that

from thesehonoreddeadwe takein-

creaseddevotion tothatcauseforwhich they
gave thelastfullmeasureofdevotion!

thatweherehighlyresolve thatthese
deadshallnothave diedin vain ;

thatthis nation, under God, shall

have a newbirth offreedom; and

thatgovernmentofthe people, bythe

people, for the people, shallnotper.

ishfrom theearth.
earth!
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POETRY

In ordinary writing, words and letters occupy relatively the same amount of space. In a

poem, the arrangement differs greatly from that of the ordinary paragraph. A poem should

be written so that it will read smoothly. The arrangement should appear uniform. In order

to accomplish this, it is sometimes necessary to condense some lines, and extend others to

appear longer. The poem, "The House by the Side of the Road," was selected for practice

because it contains these principles .

In copying this poem, observe the comparative length of the alternate lines. Note espe-

cially the fifth line in the second stanza and the first and third lines in the last stanza. It will

be worth your while to practice each stanza several times before writing the entire poem.

TheHousebytheSide ofthe Road

Therearehermitsouls thatlivewithdrawn

Inthe peace oftheirself-content;

Therearesouls,like stars, that dwellapart,

In afellowless firmament;

Therearepioneersoulsthatblazetheirpaths

Wherehighways neverran:-

Butletmelive bythe side oftheroad

Andbeafriendtoman.
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Letmeliveinahousebytheside oftheroad,

Where therace ofmengoby-

Themen whoaregoodandthe men whoarebad,

Asgoodandasbadas I.

Iwouldnotsitin the scomer'sseat

Orhurl the cynics ban;-

Letmeliveinahousebytheside oftheroad

Andbeafriendtoman.

Iseefrom myhouse bytheside of theroad,

Bythesideofthehighwayoflife,

Themen whopresswith the ardorofhope,

Themenwhoarefaintwith thestrife.

ButIturn notawayfrom theirsmilesnortheirtears-

Bothareparts ofan infiniteplan;-

Letmelivein myhousebythesideoftheroad

Andbeafriendtoman.
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Iknowtherearebrook-gladdenedmeadows ahead

Andmountains ofwearisomeheight;

Andtheroadpassesonthrough thelongaftermoon

Andstretchesawaytothenight.

BukstillIrejoice when thetravelersrejoice

Andweepwith the strangersthatmoan,

Norliveinmyhouseby theside oftheroad,

Like aman whodwellsalone.

Letmelivein myhousebythesideoftheroad

Where therace ofmengoby-

Theyaregood,theyare bad,theyare weak,theyarestrong,

Wise, foolish – so amol.

Then whyshouldIsitin the scorner's seat

Orhurlthe cynicsban?-

Letmelivein myhousebytheside oftheroad

Andbeafriendtoman.

SamWalter Foss.
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SIGNATURE PRACTICE

In a good signature, each capital and each small letter is plain. It is possible to write a

signature plainly and yet leave it distinctive. In fact, the most distinctive signatures are those

which are plain and easy to read. Experts tell us that simple, plain signatures, written freely,

are the hardest to imitate.

As a rule, the capitals in a signature should not be joined, if joining them tends to distort

or to make them less legible. The following signatures afford practice in a variety of combi-

nations and arrangements.

Try writing each of the signatures separately at least a dozen times. This practice may

suggest a desirable way of writing your own name. In the last three lines of the second plate,

several types of signatures, frequently encountered, are shown. If your signature resembles

any of those shown in the last two lines, it needs improvement.

AlDavis JohnH.Lyons H.Goold

LillianGahagan ADMiller O.C. Whitney

Peterson Bent.Gabriel JoeKawlings

JerryCurtis W.Brown T.O.Hooper

AbrahamLincoln Frederick Waldron

Wm.Q.Osburn FaBoots Chas.MSherman

W.W.Parker JamesS.Davis Chasm?Martin

GeorgeWright Dentallman JustPlain

Axel Rounds J.J.Widespace CanB.Compact

HanySharpAngles Komplicate TooSlant

D. Irregalar Hardyhncher FingerActionist anlad
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BUSINESS FORMS

Most of the longhand writing used in business is written on prepared blanks known as

business forms. These forms are usually ruled and printed to meet the required conditions,

leaving blank spaces to be filled out in longhand. It is of interest for everyone to be familiar

with the more common of these business forms. The way to become familiar with them, is to

fill out a number of each of the different forms. Blank forms, similar to those shown on the

following page, can be secured in bound tablets. If such forms are not provided, you can still

practice this kind of writing by securing blanks from local business firms.

Writing on these business forms is a little different from writing on an ordinary blank or

ruled page. When writing on these forms, it becomes necessary to keep in mind the thought

of the printed portions while filling in the details.

३०० NewYork,N.Y.

May5, 1924.
Receivedfrom TheBank of

IntelligentEffortThree Hun.

dredDegreesofSatisfactory
Improvementinreturnformy

penmanshippractice.

A receipt should indicate the time

from whom, why, and who received it.

and form of stating this information.

order in which the details are stated.

No.127

DateJune ,

RECEIPTS

GeorgeDooit

and place of issue. It should state what is received,

The above sample is composed to show the usual order

Write it out in full, several times, to fix in your mind the

No.127 ROCHESTER, N. Y.

June419/9

De 19 Received of Arthur ManitouToArthur

Manitou

For Wheel

andnoto DollarsSixtyfive andnoto Bo

Fullpaymentfor one wheel

Scraper# 67847 scraper #67847.

$600 $6500

JerryCurtis
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Receipts are usually issued for money received. Printed forms are commonly used for

this purpose. Fill out six of the blanks in your tablet, using the form at the bottom of page 87

as your model. Compose the necessary information, and fill out the remaining three blanks. Fill

out the stubs at the left of the form as well as the receipts .

Tacoma Vn., 5-7 1919

Sixty days after datewepromise

topaytothe order of C.A.Brown

LiveHundred
FiveHundred andros100 Dollars

Valuereceived.

Green Kammer

PROMISSORY NOTES

The above is a simple form of promissory note, written out in full. It states the time and

place of issue, the date on which the promise is to be fulfilled, the nature and amount of the

promise, and to whom and by whom the promise is made. Copy this form several times, to

fix in your mind the order in which these details are stated.

$100%

to the orderof..

Tacoma Wnt,June 5, 1910.
We promiseto payafter date, without grace,

Oneyear

ofhis offic
One Hundredand o/100 DOLLARS

DDo
Jin Tacoma,Wn

in GoldCoin ofthe UnitedState ofAmerica, ofthepresentstandardvalue, withinterest thereon in likeGoldCoin at

therateof...

Stateof.

popcord.per fromDate--percent.

Semi- nuallybepaidevalue received. Interest to bepaid

sum

until paid,for

mi-annuallyandifnotso paid, the whole
ofboth principal andinterestand interest to become immediately dre and collectible, atthe optionofthe holder ofthis note.

And in casesuitor action is instituted to collectthis nate, or any portion thereof,we promise and agreeto

pay, in addition to the costs and disbursements provided by statute, such additional sum, in like Gold Coin, as the

Court may adjudge reasonable, for Attorney's feesto be allowed in saidsuit or action

U. S. Bond. No.2

DueJune 5,1911.

Lyman

EverettAlmany

The promissory note of commerce is frequently quite formal and intricate. Read the

above sample form, and note the additional details contained in the printed matter. Fill in the

first six blank forms in your tablet, copying the details from this sample. Write the word

"sample" across the face of each blank. Fill out the remaining three samples, changing the

details according to your own composition. Don't forget to write "sample" across the face of

each note.
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ODCarroll Son

4314 So. 8th. Sto

Milwaukee,

Nis

ADDRESSING ENVELOPES

Use the envelope forms in the business form tablets, or secure some blank envelopes and

practice addressing them from the above model. Learn definitely the spaces occupied by each

part of the address. If these are placed too high or too low, too close together or too far

apart, it will throw the appearance of the envelope out of balance. Many repetitions are often

necessary in order to fix these spaces definitely in mind.

SALES SLIP

Use a pencil for filling in the sales slip.

Sales slips are designed to furnish a great deal of information which is necessary in keep-

ing the records of a business. The following instructions were written by the secretary of a

large department store firm .

"INSTRUCTIONS FOR FILLING IN SALES SLIP"

"The following information should appear on each sales slip. Make plain figures and write

carefully:

"1st. The Date.

"2nd. Character of sale, whether Charge, C. O. D., Approval, Will Call, Transfer ; or the

Amount Received in case of a Cash Sale .

"3d. Your (the clerk's) number.

"4th. Customer's correct initials, name and address. (In cash take-with sale this is not

necessary. )

"5th . The name and address of the person to whom the purchase is to be delivered.
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The Blank Dept. Store

DATE AMOUNT REC'D. SOLD BY

7-189 CRp. 242
SOLD TO

SOLDTOMrs.JL.FiskADDRESS

1104NState

SENDTOMadame Clark
ADDRESS

22.34 IndianaAve!
CASHIER'S O. K.

QUAN.

ORDER NO.

OR BUYER

Daughter
ELF

TAKE WITH

DELIVER

ARTICLE PRICE EXTENSION

4/3 WoolsSerge 400 17 33

374Broadcloth 600 2250

"6th. ' By whom' the purchase is made, or

the number on the requisition filled.

"7th. Whether the purchase was taken by

the customer, or is to be delivered.

"8th. The quantity, description, price and

extension of the articles purchased and the cor-

rect total of the amounts so extended.

"9th. Your number on customer's receipt .

" 10th. If customer is shopping on a trans-

fer or purchase ticket, enter the number of same

(in square marked Pt. No.) . "

Fill out six of the sales slips in your tablet

according to the foregoing instructions, copying

the model as shown. Fill out the remaining slips

with your own composition.

BANK CHECKS

2/2Satin 2,75 688

1/2Plush 9.00 450

5Satin 75375

1/2Tailor'sCanv.60 ge

SOLD BY

242
5586

Bank checks are issued by a person who has

placed money in a bank. When such a person

wants the bank to pay some of his money to

another person, he writes a check to the bank.

The check instructs the bank to pay a certain

amount of one person's money to some other

person. The person who has money in the

bank keeps a record of it on his check stub. This

PT. NO.

No.16930%7550 mah 8/21, 10/9. No.16930No.16

To

For

8-21
-194

Law,M.Jamison
Labor

Dollars Centa

BalanceBro'tForward 48060

AmountDeposited

Total

Amountthis Check .

120-

60560

7550
Bal.Carried Forward 53010

tothe

Pay of

Blank National Bank

$75,100
Jamison$756

Seventyfiveandt IN COLLEGE CURRENCY

Dollars
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record shows how much money he has put in the bank from time to time. It also shows how

much he has ordered paid out or "checked out." It also shows how much money he has left

in the bank.

In the sample shown on page 90, John P. Doe orders the National Bank to pay to Lawrence

M. Jamison $75.50. Before paying this money, the teller will make sure that John P. Doe has that

much money in the bank. He will also examine the signa-

ture to make sure that the check is signed by the John P.
DEPOSITED IN THE

First National Bank Doe whom he knows.
SUBJECT TO CONDITIONS ON BACK

FOR THE CREDIT OF

Johnson

Aug19 1919.
PLEASE LIST FACKCHECKSEPARATEL

GOLD

SILVER

CURRENCY.

CHECKS AS FOLLOWS:

CA

DOLLARS

200

CENTS

14850

1397
-

1840

7650

9815

1481# /

/
290

4619

3 405

98

3000

198
یس

-

-

385

4218

-

--

In filling in the check, write the figures close to the

dollar sign so that another figure cannot be inserted be-

tween the dollar sign and the amount you have written.

In writing out the amount, begin at the extreme left end

of the line. If the space is not entirely filled, draw a wavy

line the rest of the way.

DEPOSIT SLIPS

Adepositor is one who has money in the bank. When

such a person places money in the bank, he makes out a

deposit slip. On the deposit slip, he indicates the amount

of different kinds of cash, whether gold, silver, currency

or checks. Checks include Postal Money Orders, County

and City Warrants .

In the sample deposit slip shown, C. I. indicates Cash

Items. The numbers at the left indicate the clearing house

numbers of the banks on which the different checks are

drawn. This deposit slip is a sample made out by the

receiving teller in a large bank. The clearing house num-

bers in the city where this depositor lives are as follows :

All out of city items are remittances marked "R."

County and City Warrants are Cash Items or "C. I."

6 গ
-

10

7 3819

310

9 4990

8239

346018

1039814

No. 1. National Bank of

No. 3. Bank of California .

No. 5 . Scandinavian American Bank.

No. 6. Post Office.

TOTAL SC44741

SEETHATALLCHECKS ANDDRAFTSARE ENDORSED

No. 7. Puget Sound Bank.

No. 9. Savings Bank and Trust Company.
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BILL HEADS

When a firm sells goods, the personon who takes the order, or perhaps a bill clerk, makes

out a bill . This bill indicates the amount of each item of goods sold, the price at which it is

sold, and the total amount. The bill may accompany the goods or it may be sent separately.

Usually the bill is sent so that it will reach the customer about the same time as the goods.

When the goods reach the customer he compares the amount of goods with the items listed

on the bill.

In the sample, the figures after the word "terms" indicate that if the customer pays for

these goods within ten days he will receive 3 per cent discount. If he does not pay within ten

days the money will be due in thirty days and there will be no discount. Translated, these

figures would mean, "3 per cent discount, if paid within ten days ; price net, if paid at the end

of thirty days."

Copy the data from the sample below in filling in the first three or four blanks in your

tablet. Fill out the remainder of the blanks from your own composition, or from your teach-

er's dictation.

Valley Canned Products Co.

Sold to Grimes Grocery Co Shipped per Truck
Peoria, и

Cases 6 BedToma

Nov. 3, 1924
TERMS: 3/10,1/30, Chicago, III.,

6 RedTomatoes 7.20
44320

3760

4,80 1920

3390

4*2Blackberried que
4

Crates 10

Alb.Peaches

9.40

Joftraw @ 4.502

2Raip,

2- Black.

@14,80

@@3,60

2 Logan @13.75
BankCoon 1,20 12

145ge

EMPLOYEE'S RECORD

In a firm which employs a great many men, the timekeeper cannot always remember

everything about the different men. A record clerk then is sometimes assigned to keep a

record of each employee.

In the sample shown on page 93, William Colgren has left a very good record. No doubt

this firm would be glad to employ him again.
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NAME

William Colgren
ADDRESS 916 om 1719 St

DATE FIRST EMPLOYED

AGE38.

4180Farnham St. Omaha

Jan 6. 1916

NATIONALITYSwedish
TRADE

Machinist
642-810-45-1

U. S. CITIZEN 7

RATE OF WAGES

KEY NO.

141

600

DATE QUIT

MARRIED ?

DEPT.MShop

yes
yes

CHILDREN?

CAUSE

2

CHANGE

OF

WAGES

RECORD

DATE

16 17 18 19

RATE

680750 810 850

6-10-19
DISCHARGED

*

Goodmachinist. Keliable Hascon

fidence of othereof other shopmen. Assistant

forema Hent to look after injured
brother Hopestoreturn.

REQUISITIONS'

A requisition is a written request or order for certain articles or materials. Requisitions

are usually issued to a stock keeper or stock clerk.

A stock clerk or a stock keeper is one who has charge of the stockroom or storeroom. If

the store keeper does not have the articles asked for, he keeps a record of the things he is

unable to furnish promptly. As soon as the needed articles are received by him, he makes

out a "Requisition Back Order," and sends out the goods promptly.

Requisition Back Order

No.128

TothePrincipal of the Franklin School

The following articles were requested by you on

Please check, sign and return to Secretary's office immediately.

Nov25,
18/9.

Oct 15, 1919.

Quantity

Ordered
ARTICLES

25IndustrialartBooks

60 StoryHour Reader. I
24

104 Ruspber Builders
gal

18pka Daper,News Ruled7/8
10 " " Plain

12 DutchCleanser

Use a pencil in filling out these blanks,

Secretary

Delivery

Cheek

Principal's

Cheek

✓

✓

✓

✓
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No. DEPT.

TIME SHEET. WEEK ENDING

NAME

38 M HarveyWilson
39 M Leo French

40 M MaxArthur

42

41 I James Dunn

I

I Milton Swanson

43 J FredBarfnecht

I BertSimms

45 D OlafOlsen

46 D Toni Caruso

47 D Tani Yakura

48 D SwanJohnson

Feb7.

amamamamamam

1919.

PER PER

DAY HOUR

یکیجو

SMTWT FS DAYS AMOUNT

manman 5/2 3,00 1650

empmpa Prim
1500

Am simam

em pmpm
3 359 1050

8888844th
40

1760

77888 38h 40 1520

888884442 40

1760

688864 40k 30 1200

amamamamamam

2400

Impmpmpmpmpm 64.00

am amamaman am

2400

pmpmpmpmpmpm 6 4.00 2400

mamam 3/½ 3.00 1050

pmpтрает pmpm 6 4.09
mamamamamam

TIME SHEET

Whenever a person or a firm employs a number of people, it is necessary to keep a record

of the amount of time each person works. The firm must also remember how much it has

NAMEBungalow
NUMBER MADE

NUMBER

COST-SUMMARY SHEET

1.4421 7gin St.

NAME OF PART

BuildingPermit

SHEET NO.

17.

PRODUCTION NO.

MATERIAL LABOR

PRIME

COST

EXPENSE COST

7

9
87Excavating,Contract

80 80

Basement
61 65 176 525017850

Lumber 680 680

10 Windows 6740 6740

680

6740

9 Doors 7715 7715 7715

Hardware
90

90 90

Carpenters
61650 61650 145 76150

/

r Chimneys
Fireplace 64 /// 175 175

Plumbing, Contract
275 275

Tinning
65 65

Painting
210 210

Plastering "
145 145

" 210 210

Kistures+Wiring "
143 143

Inspection
80 80

Building Cost
325355

OverheadExp.10%

SellingExp. 5ofe
Total Cost

32530

16765

3741.50
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agreed to pay each person. The timekeeper keeps these records. At the end of the month,

he figures up the amount of money each person has earned, and the bookkeeper or treasurer

makes out the pay checks.

In the sample shown on page 94, some of the men are paid by the day, and some are paid

by the hour.

COST SUMMARY SHEET

In a factory, it is necessary to keep a record of the cost of manufacturing different prod-

ucts . These records are usually kept on separate little cards. When a certain "job" is com-

pleted, all the cost records are assembled and a cost summary sheet made out. The cost sum-

mary sheet then shows the entire cost for that particular job.

In the sample shown on page 94, the cost summary sheet has been used to determine the

total cost of building a bungalow. The expense items on this sheet would probably indicate

the value of the time spent by the superintendent of buildings at this particular bungalow.
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WRITING POSITION

The position of the body is of great importance when writing and when learning to write.

There are two reasons. The first reason is that of health. The position must be healthful in

order that the vital organs may function properly while we are writing ; also, so that there

will be no undue strain on the spinal column, or on the nerves leading therefrom. The second

reason for a good writing position is from the standpoint of efficiency. Boys who have studied

mechanics, know that a machine must be set up properly if it is to work well. When we write,

the upper part of our body becomes a writing machine. We use not only the muscles of the

hand and arm, but also, to a slight extent, the muscles of the shoulder, the back, and the

chest.

Fig. 1

Correct Writing Posture for Study and Imitation

Fig. 2

To attain the correct writing position, first, study carefully Figs. 1 , 2 and 3. Note espe-

cially the following : the natural position of the feet on the floor; the two elbows resting

evenly near the corners of the desk; the eyes about fourteen inches from the writing line ;

the shoulders of even height ; and the back curved naturally, but not "humped" at the shoul-

ders . This position permits of natural breathing, and it prevents eye strain. With the hands

and elbows in this position, there is a tendency for the muscles to relax.

When we sit in this position, our bodies are well balanced. It requires very little support

from the left arm to keep this balance. Our backs are straight. It does not hurt us to bend
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our backs, but it is not good to keep our backs

bent in one position very long. In this posi-

tion, we do not need to remain rigid. We

can partially relax, and our arms may re-

main almost limp. The left arm retains only

strength enough to support the body lightly

and to move the paper occasionally. The

right arm retains only strength enough to

keep it in position and to hold the pen. With

the muscles of the lower arm relaxed and

limp, and with the tips of the third and fourth

fingers gliding easily on the paper, there is

very little friction.

Having learned to assume and maintain

this position, we are ready to study the writ-

ing movements .

Fig. 3. Correct Writing Posture

MUSCULAR MOVEMENT DEFINED

Muscular movement was first taught as a distinct writing movement about the year 1865 .

Prior to that time, it was the habit of good penmen to make large, fancy capitals with full

arm movement, and the small letters with a finger movement. In the whole arm movement,

the entire arm was raised so that it would not touch the desk, while in the finger movement

the right arm was allowed to rest heavily on the desk, scarcely moving at all .

Fig. 4

The term "muscular movement" was in-

vented to describe a movement different from

either the whole arm or the finger movement.

Muscular movement means a writing move-

ment produced by the large muscles of the

upper arm. In muscular movement, the mus-

cles of the fore-arm, just below the elbow,

rest on the desk. These elbow muscles re-

main perfectly relaxed. They act as a cushion

on which the bones of the fore-arm roll and

glide.

Grasp your right fore-arm with your left

hand, as shown in Fig. 4, and open and close

the fingers of the right hand. You will feel
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If you were to write

Since you are to use

how the muscles of the right fore-arm move the fingers of the hand.

with finger movement, you would use these muscles of the fore-arm.

muscular movement, you will not use these fore-arm muscles for writing, but only as a cush-

ion. To use these muscles as a cushion, they must be soft or relaxed.

Fig. 5

RELAXATION

Place your arm in the same position as in Fig. 5. Let your muscles be limp, with just

strength enough to hold the right hand in the position shown. Now, when you push and pull

the hand back and forth, you will feel the elbow muscle stretch. The skin should not slip on

the desk. The big muscle acts as a cushion. To become a good muscular movement writer,

you must work the elbow muscles loose so that you can push and pull the arm forward and

backward at least one and one-half inches. If you now move your hand around in a circle, you

will feel what is known as a rolling muscular movement.

Fig. 6

In Fig. 6, the fingers are curled into

position to slip on the desk. You will notice

that this boy could hold a large egg in his

right hand. When the hand is in this posi-

tion, and the arm is pushed forward and

backward, the tips of the third and fourth

fingers slide on the paper. When the tips

of your third and fourth fingers slip easily

on the desk, when your wrist is clear of the

desk, and your elbow muscle stretches and

rolls , you are using muscular movement .

CORRECT PENHOLDING

Proficient penmen specify and observe four conditions in regard to hand position : ( 1 )

The third and fourth fingers must glide or rest on the paper. (2) The wrist must be clear of

the desk and paper. (3) The penholder must cross at or near the knuckle of the first finger.

(4) The penholder must point over the arm somewhere between the right shoulder and the

elbow.
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!

1

Fig. 7

Fig. 9

Fig. 8

The conditions mentioned permit of con-

siderable variation. Unless, however, all four

of these conditions are met, difficulties arise in

acquiring speed, uniformity of slant, freedom of

movement, or straight alignment. Fig. 7 illus-

trates the standard or ideal position for the

average hand. Fig. 8 shows a variation in

which the hand is quite open and the wrist quite

flat, with the penholder quite upright. In Fig.

9, the third and fourth fingers are pulled back

well under the hand, and the penholder is

dropped back to cross just back of the knuckle.

Figs. 8 and 9 show permissible variations. They

meet all four of the conditions . As a rule , how-

ever, the more nearly the hand position re-

sembles Fig. 7 the better will be the results .

ANGLE OF THE PEN POINT

The pen should be held so that the two nibs rest evenly on the paper at all times. With

the pen in this position the nibs will wear evenly. Fig. 10 illustrates the pen point held at the

proper angle. If there is any pressure on the pen, when held in this position, it will result in

heavy downstrokes. Study this illustration, and note particularly that the point of the pen is

in direct line with the middle of the forefinger. When pens are held in this position, they last

a long time. They wear smoothly and evenly, producing a good quality of line.
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With some pupils, it is a common fault to turn the pen sidewise, as illustrated in Fig. 11 .

When the pen is held in this position, the nibs do not wear evenly. One nib soon begins to

scratch or drag on the paper, and a ragged uneven line is the usual result. Another result of

holding the pen at the wrong angle, is the tendency to make sharp angles in the writing.

Held in the proper position, the pen is pushed or driven. When held in the wrong position, it

has to be dragged along rather than driven.

To break yourself of the habit of holding the pen at the wrong angle, secure a new pen.

Remove the oil from this pen thoroughly, before you attempt to write with it. Dip the pen in

the ink and wipe it several times in succession with a cotton rag, since woolen and leather pen

wipers contain oil. If the oil is especially difficult to remove, rub the pen with the eraser on

the end of your lead pencil.

Fig. 10 Fig. 11

Now watch your position very carefully during the first ten or fifteen minutes that you

use this pen. Check up the angle of your pen at the start and the finish of each line. When

you have written fifteen minutes, or a half hour with the pen in the proper position, the nibs

will be slightly worn . It will then be difficult to write with this pen in any other but the

proper position.

ANGLE OF PAPER AND DIRECTION OF MOTION

Fig. 12 shows the writing paper placed at the proper angle. With the paper in this posi-

tion, the arm can glide easily from the left side to the right side, allowing the pen to follow

one of the ruled lines across the page. Fig. 13 shows the paper at a wrong angle. In this
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picture, the lower part of the sheet has been pulled too far to the left. Fig. 14 also illustrates

the paper held at an improper angle. In this case, the lower part of the sheet has been pulled

too far to the right. Notice closely the effect of these positions with relation to the direction

of movement.

elle

Fig. 12 Fig. 13

The push and pull motion should be

made directly to and from the center of the

body. In Fig. 12, with the paper at the

proper angle and the motion made in the

right direction, the writing slants properly.

In Fig. 13 , the direction of the movement

is the same as in Fig. 12, but the change in

the angle of the paper has made the writing

upright. In Fig. 14 the direction of the

movement is the same, but the change in

the angle of the paper has caused an ex-

treme slant in the writing.

Fig. 14

HANDLING THE PAPER

The left hand acts as an assistant to the right hand when we write. It is the duty of the

left hand to hold the paper firmly, and to shift it about on the desk, so that the right hand can

work always to the best advantage.

Fig. 15 shows the position of the paper when we are beginning a new line at the top of a

page. Notice that the paper is to the right of the middle of the desk.
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Fig. 16 shows the position of the paper when it is half filled. In this picture, the writing

hand is just finishing the line at the right of the page. Notice that the left hand has moved

the paper further up on the desk, and has also shifted it toward the left.

Fig. 15

Fig. 17

Fig. 16

Fig. 17 shows the position of the paper when

we are completing a page. The writing sheet

has been moved up on the desk, so that the

fingers of the writing hand may glide on the

sheet underneath. The left hand has been

shifted higher up on the desk to help hold the

writing sheet flat. As a rule, the writing sheet

is shifted twice for each line written ; once when

we have written about half way across the

page, and again when we have written all the

way across .

The handling of the paper is quite impor-

tant. You should practice shifting the paper, as

indicated in the three illustrations , so that your

left hand will know what to do when you

write.

PENCIL WRITING

Practically all writing instructions apply to the use of pen and ink. Most people use a

pencil as much, if not more, than they use a pen and ink. As a rule, there is considerable dif-

ference between pen-and-ink writing and pencil writing. To begin with, much pencil writing

is done in duplicate, that is, by using a carbon sheet and making more than one copy. Nearly

all salesmen and clerks are required to write duplicate memoranda of their sales and trans-

actions .
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Nearly all pencil writing, especially duplicate writing, requires a heavier pressure and a

little tighter grip on the pencil than does pen writing. The principles of correct penholding, as

given on page 101 , can be applied in pencil writing with slight modification. This is espe-

cially true if the pencil writing is done at a desk. When pencil writing must be done in a note

book or a sales book, which must be held in the hand or laid on a counter in various posi-

tions, some adjustment must be made.

Fig. 18

Fig. 20

Fig. 19

Writing in small note books or sales

books , is usually done with a large amount of

finger movement. In order that the fingers

may act freely, the hand must be raised

slightly from the note book. The little finger

then becomes both a moving and a stationary

rest, keeping the hand free from contact with

the paper. ( See Fig. 20. ) This finger may

remain stationary, while several letters or an

entire word are written with a mixture of

finger and arm movement. The shifting of

this stationary rest is usually done between

the words.

Pupils, who have not been trained to write properly with a pencil, often have difficulty in

turning in neat sales slips when they are employed as clerks or salesmen. Employers fre-

quently complain of this. The pupil has learned to write a neat application with pen and ink,

and he secures employment partly on the strength of his penmanship. Then he is required

to write under entirely different conditions, and his writing shows up very poorly.

To overcome this difficulty and the just criticism of many employers, you should practice

filling out blank forms both with pencil and with pen and ink. An excellent plan would be to

furnish all pupils in a given class with duplicate sales books so that some practice could be

given in this kind of writing. The analytic writing drills given on pages 37 to 43 afford excel-

lent material for drill in pencil writing.
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LEFT-HANDED WRITING

Nearly all instructions are given for right-handed writers. Many left-handed writers

change in the sixth or seventh grade and become good right-handed writers, but some find it

exceedingly difficult to change. However, it is possible for left-handed people to become very

good writers with the left hand. Although school furniture is built especially for right-handed

pupils, left-handed people do not seem to be especially handicapped in business .

Fig. 21

For left-handed pupils, the position of the paper should be reversed. Fig. 21 illustrates

this. With the paper in this position, the direction of the push and pull must be changed. If

a left-handed writer holds his paper in the position illustrated, and makes the push and pull

toward the center of the body, his writing will have a back slant. To give the writing the

customary slant, the left-handed writer makes the push and pull to and from the elbow. The

left-handed pupil, who learns to hold his paper in the position illustrated above, usually

makes all the other adjustments without difficulty.
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Movement exercises may be practiced to correct certain wrong habits. The examples on

pages 11 and 12 indicate the influence of certain types of movement. In order that specific

practice work may be selected, the three major types of movement exercises are grouped sep-

arately. The amount of practice necessary will vary with the individual pupil, and must be

left largely to the judgment of the instructor. In the diagnosis of types of defects on pages

22 to 33, reference is made to these specific movement drills as well as to other remedial prac-

tice.

DRILLS FOR DEVELOPING THE ROLLING MOTION

00000
The Retraced Oval

Before attempting to make the retraced oval, study the illustrations on pages 96 to 104

which show how to sit at the desk, how to hold the pen, and how to handle the paper. In this

exercise the oval is retraced from five to ten times. Notice that each oval is finished with an

upward swing. Learn to space these ovals evenly and to make them of uniform height.

The Two Space Running Oval

Make these ovals two spaces high, and about 180 complete revolutions in a minute. Use

the second hand of a watch and time yourself. Ovals which go down on the left side, as indi-

cated by the arrows, are called "direct" ovals. When they go around the other way, they are

called " indirect" ovals. You should learn to make indirect ovals as well as direct ovals .

The One Space Running Oval
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The one space running ovals on the preceding page are like two space ovals except that

they are only one space high. You should learn to make them in both directions. If you

have learned to make the two space ovals at a rate of 180 a minute, you will probably make

these at about the rate of 200 per minute.

000000000 000
Direct and Indirect Ovals Combined

In writing, the direct oval movement is mixed with the indirect movement. Practice

from this exercise will enable you easily to change the oval movement from one direction to

the other.

The Horizontal Oval Motion

Parts of some letters are made with the horizontal motion. In this exercise, the motion

changes from direct to indirect, then back to direct. Try to keep all three ovals on the writing

line.

Push and Pull Combined With Horizontal Oval

Change from the slant line to the horizontal oval without stopping. Pull your pen toward

you slowly as it rotates .

Rolling

OuOuOuOuOuOuOuOu

Onononononon non

Modifying the Rolling Motion to Form Letters

see

The object of these drills is to enable you to "feel" the amount of rolling motion con-

tained in some of the letters. Keep the pen going at full speed as you make the letters which

connect the ovals.
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200

мишишими иииииии

Mixing Push and Pull With the Rolling Motion to Form the Understroke.

The small "i" and the small "u" are formed by mixing the push and pull motion with the

direct oval motion. Reduce the size of the ovals progressively, as shown in the third line.

Modify the motion slightly so as to produce the understroke resembling the small “i.”

23456

Notice the figures which indicate the rhythm or the count for the small " i," or the under-

stroke. This rhythm is changed when forming the small "u." In these exercises, keep your

pen moving as rapidly as when you are practicing ovals .

22

ришшшшшшшшш

Changing From the Indirect Rolling Motion to the Overstroke

By mixing a little push and pull motion with the indirect oval, we form an overstroke

which is the basis for the "m" and "n."

nnnnnnnnnnnn
n

vn

mm

mmm.

mm

2

mm

MMMMMMMMMMM
MMMMMM mmm

mmm mmm

Keep your pen moving at the same rate of speed as in the ovals. Change the rhythm to

1-2 and allow time for a little glide between the counts. In the "m" the rhythm is 1-2-3.
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cccccccccccc cccccc

دممل

oooaqq@COEEEDDD

The small "c" and the small "o" are made with the rolling motion. They are joined

together with the gliding motion between the letters. The rhythm for both the "c" and the

"o" is 1-2. The capitals "O, A, C, E," and "D" are all made with a direct oval motion.

wwwwwwwwwwогого

wowwowwowwow دم

nownownownow w

vvvv veve revere

vinevinevine vine

revive reviverevive

winnowwinnowwinnow

willowwillowwillow

wallowwallowwallow

The Rolling Motion Used in Words

Keep the motion rolling freely at oval speed as you write these words. Try to keep the

fingers from flexing when you make the "l's. If you use the right motion, the lines will be

sharp and graceful.

Oval Designs for Further Practice

If more rolling movement work seems desirable, further practice may be selected from

the movement designs shown on pages 117 and 118.
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DRILLS FOR DEVELOPING THE PUSH AND PULL MOTION

Before beginning to practice these exercises, study the pictures and instructions concern-

ing position and direction of motion on pages 96 to 104. Be sure your paper is at the proper

angle, and that the push and pull is made in the proper direction, as shown in these illustra-

tions.

The push and pull, or slant line exercise, should be made at about the rate of 180 down-

strokes per minute. These strokes are one space high. In the first line, spaces are left show-

ing where the pen was lifted in going across the line. In the other lines, the pen was lifted at

about these points, while the hand or paper was shifted, but the exercise was resumed without

leaving an open space.

The slant lines in this exercise are two spaces high, with a line of one space ovals between

them. Be sure you make them at the right speed and in the right direction. Watch the posi-

tion and angle of your paper carefully.

Cushingandpulling
мишшшшшши

мишиши

The push and pull is used especially when making loops. Mix just a little rolling motion

with the push and pull, and you can readily make the exercise shown in the above plate. Aim
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to keep the downstrokes in the loops as straight as possible, but do not slack the motion in

order to do so.

AmAmbmbAmbmbmlAmbmbmlAmbmbmbbabalak

Awlwlwl AwhwhiwhlwlwlwlMwkwkw

AhAhAh AhAkAkN

These exercises will test your ability to keep the downstrokes a uniform slant in small

letters and in capitals. For the "m"s and "w's, make the push and pull two spaces high, and

the letters about one space. The exercises for the upper loops are one space high .

шиш иш

ellbbbbb bbbb bbbb

Olllhhhhhhhhhhhhh

kkkk kkkkkkkkkkkk

yyy yyy yyy yyy yyy

ggy ggy gaygaygaygy

zzy zzy zzy zzyzzyzzyzzy

One test of a good penman is the ability to make loop letters which do not slant too

much. Apply the push and pull movement to these letter drills. Keep the motion free, and
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the downstrokes as straight as possible. Compare frequently in your effort to keep your

downstrokes slanting uniformly in the same direction. Read what is said about direction of

motion on page 101. Follow your loop practice with some practice on the "gh" combination

shown on page 115.

deofwritingin whichthebushandfullmotionis

used morethen therolingnotinjotthegliding
Thisresultsintall,namowletterobicharnofotryplainletterwhicharenoforyplac
Thebushandfullmotion differsfrom thekinglymotion

iwhichismadesiduoserate thentoandfromthebody.
CONDENSED HANDWRITING

Condensedhandwritingin whichthe lettersoccupy
aslittlespaceaspossibleismostconvenientin the

kupingofbooksandrecords where much mustsome-

timesbewrittenina verysmallspace. Ibisnotso

easytowritenorsoeasytoreadasistherunninghand.

The push and pull motion, combined with good letter formation, results in the condensed

style of handwriting. See how nearly you can imitate this style. For further practice of

words and sentences containing a great deal of push and pull motion, turn to pages 53 to 56.

DRILLS FOR DEVELOPING AND CONTROLLING THE GLIDING MOTION

Gliding

The gliding motion carries the hand across the paper. In some styles of writing, there

is too much gliding motion, and in some styles there is too little. It is important to remem
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ber, that nearly all the gliding movement should be made between the letters. The letters

themselves are formed with a combination of the rolling and push and pull motion. Pupils,

who space unevenly between letters, and those who make the letters too wide, will find these

exercises beneficial. Pupils, who are inclined to space too widely between letters , will also

find the reducing exercises of value. Before beginning practice on these exercises, study the

position and angle of the paper as illustrated on page 101 .

Make the first part of the exercise by sliding the hand all the way across the paper from

left to right, as indicated by the arrow. Make the second part of the exercise by sliding from

left to right, and back from right to left. In the letter exercises, glide along the line until you

reach the point where the letter is to be made. Make the letter with a push and pull, or with

a rolling motion, and continue the glide. It will be found desirable to make at least a page or

more of each of the lines shown.

X X x X X
X X X

seen

همس

Note the little "x" s at the top of the line. These may be measured off with a ruler to indi-

cate even distances between the letters. Notice that the letters in the words "seen" and

"cone" are made directly beneath these "x"s. In the third and fourth lines, the spaces between

the letters are slightly reduced to allow five letters .

scenic school

oooooo م

seeming sc
hola

This drill continues the space reducing exercise. The words in the second line contain

six letters . Those in the fourth line contain seven letters. Remember to keep the spaces uni-

form between the letters when practicing this drill.

nine constant conversation

nines constance conversations

canine conversing conversational

consistency inconsistencies
canines conse

This exercise continues to reduce the spaces between letters. Notice that the word "nine"
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has four letters, "canines" has seven letters, "constant" has eight letters, and so on. Rule your

practice page as indicated, and write a column or more of each word, spacing out the letters so

as to fill the column. Give due attention to keeping the spaces between the letters even, as

they become narrower in the longer words .

seven seven seven

seven seven seven

-

enty

enty
seventeen sene

seventeen seventy

seventeen seventy

Turn the practice page cross-wise on your desk and write the words as indicated. Be care-

ful to place each letter about in the middle of each space. There will be a slight pause in the

gliding motion each time you make a letter. Make this pause as imperceptible as possible.

Theliberaluse of

the glidingmotion
between litters

gives us the flow

ing hand

Spacing exercises lend themselves admirably to page designs. See pages 121-124 for addi-

tional work of this kind.
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DRILLS FOR DEVELOPING THE WAVE MOTION

Swinging

8 8 8 8 8 8 8 8 8 8 8 8 8

The wave, or compound curve motion, is used in a number of capitals, and in some com-

binations of loop letters. It is closely allied to the push and pull motion in the loop letters, and

to the gliding motion in some of the capitals. It is valuable in developing a freedom of motion

which carries the hand freely from one word to another.

if if

2
2

fe

SSSSSSSSSS

In the first line, No. 1 is made with the swinging motion combined with the push and pull.

No. 2 is made with the swinging motion combined with the gliding motion. Make exercise

No. 1 first. Then make exercise No. 2 across it, as indicated. In the second line, exercise

No. 1 is applied to the letter "S." In the third line, both Nos. 1 and 2 are applied in the capital

"T" and "F." Note that the stem of the "T" is similar to the downstroke of the "S." Study

and practice the compound strokes to help you acquire the sudden changes in the direction of

motion in these strokes .

L L L L L L Q2

んんんズ L L L L

The two exercises, shown in the first line of the preceding drill, are applied in the capital
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"L" and the capital "D." The second line is a further application of these two drills. Note

that the lower loop in the "L, Q," and "D" lies horizontally on the writing line. In the third

line, we see the part that these drills play in the formation of the "T, F, S , Q, L," and "D."

fffff ff ff ssss ssss

gh gh ghgh gh ghgh ghghgh

The first line in this drill develops the compound curve which is used in joining the "g"

and "h." This is one of the most difficult combinations in the small letters. Practice both

lines carefully.

glare glass gloss style style

ought light freight brought

In this drill, the compound curve is applied in a number of words. Keep the distance

between the "g" and the "h" approximately the same as the distance between other letters in

the same word. Be sure to maintain the proper angle of the paper, and make the motion in

the right direction so your letters will have the proper slant.
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Some of the movement drills on pages 116 to 118 have very little connection with letter

formation. They are of special value in developing light touch, a sense of rhythm, and a uni-

form flow and control of movement. They are excellent devices for sustaining interest in

order that the necessary amount of repetition may be secured. Judicious use of these drills

brings about facility in handling the paper, so that the writing hand can work constantly to

the best advantage. Practicing these drills enables the pupil to sense out the finer individual

adjustments of position and motion, which must be experienced before they can readily be

applied to words and sentences. Work of this type is frequently done by pupils outside of the

regular practice period. The illustrations on pages 119 to 124 were prepared by pupils for a

school exhibit.

The designs shown will suggest many other interesting arrangements. Work of this type

never fails to interest pupils and school patrons. Classes invariably work with new zeal and

make fresh progress after they have practiced assignments of this kind.
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Mr. JO Peterss
CentralSc
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APPLICATION FOR PENMANSHIP CERTIFICATE

This full page letter will be a good test of your handwriting ability. If you can write and

arrange this, or a similar letter, well, you should have no difficulty in writing and arranging

Your City State.
June6, 1925.

Mr. J.O.Peterson
CentralSchool.

DearSir:

ent

On thispageyouhave

aspecimen ofmyarm move-

mentwritingasitisatpres-

Iamamember ofthe

eighthAclassofthe Frank-

linSchoolandIamtrying

tobringmy penmanshipup

tocertificate standard.

Itismyhope thatthis

pagewillmeritaproficiency

certificate,butifitdoesnot,I

shallbe pleasedtoreceive

your criticisms.

Yours verytruly

Your Name!
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PLAINER PENMANSHIP

any other matter. This letter is included as a suggested form for you to follow if you wish to

apply for a penmanship certificate. You need not follow the exact wording. You may, if you

wish, write a letter of your own composition of about the same length.

If you submit to the publishers of this book, a copy of this letter, or a similar one of your

own composition, together with a set of capitals, small letters, and figures, such as are shown

on page 10, and a page of the movement drills shown on page 117, they will rate your writing

ability and tell you whether or not, in their opinion, it merits a penmanship certificate. If

your writing, as shown by the three pages you submit, is considered good enough, you will

be entitled to a penmanship certificate upon payment of a fee to cover the cost of filling in

your name and mailing the certificate.

Remember that your complete application consists of three separate pages. Each of the

three pages should show your name, the name of your teacher, your city, and your school.

The three pages should be fastened together and mailed at the same time.
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ELEMENTARY LETTERING

A definite relation exists between all kinds of script and the corresponding lettering or

type form. Our present script forms were evolved from the italic miniscule letters. Working

backward from script to print, we readily trace these relations, which exist so definitely that

skill in the execution of script is readily transferred to skillful execution of the print forms.

The exercises on the following plates have a separate and distinct value as a lettering

drill. Fully as important, they establish the relation between script and print. If practiced

with the hand held in the standard writing position, as illustrated on page 99, they contribute

greatly to developing skill in the execution of script as used in our presentday handwriting.

Use a coarse pointed pen or one with a ball or oval point for these drills .

/ //

THE SLANT STROKE

The slant strokes are similar to the downstrokes in your writing. In lettering, it is per-

missible to make them more slowly than in writing. The important thing here at first is not

the speed, but the steadiness of the stroke and evenness of the slant. Keep the distance

between strokes as even as possible. If you are using ordinary penmanship paper, make the

short strokes , as shown in the first line, half a space high. Make the long strokes about three-

fourths of a space high. When you have made several lines of the short and long strokes,

alternate them as shown in the third line. Do not pass over this exercise too quickly.

aaaaaaaaaddddddddddddd add

00000000

០០ ០០ ០០ ០ ០ ០០bbbbbbbbbbppppppppp
The ovals in the first line, and in the "a, d," and "q," are made with the direct oval motion ;

that is, downward on the left side of the oval. Those in the "b" and "p" are made with the

indirect motion, downward on the right side. Make several lines of the alternating ovals and

slant lines before attempting to put the two strokes together as in the "a" and "d." In making

the "a, d," and "q," make the oval first as a separate part, then make the downstroke, touch
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PLAINER PENMANSHIP

ing the oval on the right side. In making the "b" and "p," make the slant line first, then

make the oval touching the slant line on the right side. Accuracy, rather than speed, should

be your aim.

Use lowerpart of 10000. CUU LLLLししししししししし ししし

աաաաաաաաաաաա աաաաաyyyy bb ttt

laq doq doll toq day lad load gold got

bog bag buy daub lap pull pool pat quaq
The lower part of the direct oval is used in the "u, y," and "t." Make this as a separate

part. Then make the slant line, touching it on the right side, to form the "u" and "y." Pay

particular attention to lettering the words. Criticize the slant and spacing closely. The only

rule that is always applicable in spacing is this : The letters should appear to be the same dis-

tance apart. As you progress in your practice, you will learn that, if they are actually placed

the same distance apart, they will not appear so. Spacing is an accomplishment which the eye

and hand must learn through practice.

Useupperpart of goo
าาาาาาาาาาาา

man moon moan moan mopmap map notat

hot hat hat hop bough bought plank frnotit

The upper part of the indirect oval is used in the "n, h," and "k," and in the "type a. "

Remember to drill thoroughly on the separate letters before you attempt to put them into

words.

140000 0 ÛÛ Û ししし しし ɔɔeeeeeeeee

Ü Ü Ü LULU ~~~ C CCCCCCCCCCCC

/// ^ rrrrrrr correct recent etc

error reduce clock deduct conduct me

It is best first to learn to make the "e" and "c" with two separate strokes. Make the first

part of the "e" with the lower two-thirds of the direct oval, and finish the upper part with an

indirect oval stroke. Use the same kind of stroke for the "c," but stop it with a dot. Make

the "r" with two separate strokes. The finish of the "r" is made with the same stroke as the
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ELEMENTARY LETTERING

finish of the "c." The most efficient position of the hand for lettering is the same position as

is used in writing. Learn to control your hand while it is in that position.

OptionalSingleStrokeLetters

eeeeeeeeееееееееее ссссCCCCCCCCC

υυυυυυυυν wwwwbbbbbbbbb

we creep weep crow cob brown beencub

The style of letters here shown can be made with a single stroke. Make the loop part of

the "e," and the little slant stroke of the "c" first. The "v, w," and "b" utilize the under part

of the direct oval. Swing the finish stroke inward just a little and finish with a dot.

IXI

////// ///////

\\\\\\ IXIXIXIXIXIXI XXXXX mixing

vvvvvvexing/ ۱ / ۱۱۱۱ MIVIVIVIVIVI

W/WWW/ WWwwwaxing

( ///// 2/ ////// ZZZZZ yyY33 yazoo yaz00

Optionalforms of letters, MixedSlant

Here are some strokes that slant differently from the others. Neither of the strokes in

the "x" have the regular slant. One stroke of the "x" leans more to the right than do the

strokes in the other letters, and the other stroke leans backward slightly. In making the "x,"

make the stroke that leans to the right first, and cross it with the stroke that leans backward.

Make two strokes with the regular slant and right distance apart. Then make the "x"

between the two, as illustrated, in order to determine the slant.

The letter near the left side of the second line is not intended for an "M." It is a "v"

placed between two slant lines. Placing the "w" and the "z" between two slant lines in this

manner, will help you make these letters with the proper slant .

11111111

/// /////////// FFFFFFFFF Fluffy

ISIS IS IS IS SSSSSSS SSSSS

mit mist mist such success six sixteen so

was saw sewing worse extra straw arrive is

The "f" is made with the long slant line slightly curved at the top. Note especially the

steps in learning to make the "s." Make the dots for the start and finish first, and connect
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PLAINER PENMANSHIP

them with a curved line. Placing them between two slant lines will help get the proper slant.

abcdefqhijklmnopqrstuvwyz bowsyz

A quick, brownfoxjumped overthelazydogs.A

John quickly extemporized withfive tow-bags. &&&

The above is the simplest lettering alphabet. Practice it over and over, and criticize the

slant and spacing very carefully. Each of the two sentences utilizes all of the small letters of

the alphabet. They are, therefore, excellent practice. Criticize the spacing of the words and

the spacing between the words. Try to write the sentences within definite spaces .

JUDPRB, OQCGS.ILFEH,AKNMVWXYZ

ABCDEFGHIJKLMNOPQRSTUVWXYZ&

Capitalsforusewithsinglestroke letters.

Plain,carefulletteringimprovespenmanship.

In the first line, the capitals are grouped somewhat according to similarity. Make each

group a separate and distinct lesson. When you have practiced all the letters separately,

practice the alphabet in order. Now select a short poem of from twelve to twenty lines, and

letter it carefully. Place your work six or eight feet away from you, and criticize it carefully

as to arrangement. Letter it a second time striving to improve the lettering, the spacing, and

the arrangement. Repeat this exercise until you and your teachers are satisfied.

aabcdefqghijkimnopqrstuvwxyz 11111111

ABCDEFGHIJKLMNOPORSTUVWXYZIIIII

Thelittlefinishing strokes are calledserifs. Theymake

thelettersappearmorelikeprintandlesslikescript.Serifs.

The style of letters which you have practiced in the previous lessons are basic. That is ,

you can use the same principles in forming other styles of letters. In the alphabet shown in

this lesson, you will notice that the letters are exactly as in your previous lessons, except that

some little finishing strokes called "serifs" have been added. They make the letters look more

finished. There are several kinds of serifs , and those used in this lesson are made horizontally.
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Practice these alphabets thoroughly. You will perhaps use them more than any other style

ofletters.

123445678890 1234567890 123445678890

aabcdefghijklmnopqrstuvwxyz

ABCDEFGHIJKLMNOPQRSTUVWXYZ.

Italiclettersaregraceful. Theymuchresemblescript;infact,script

wasderivedfromshadedItalicsbyjoiningtogetherthemainstrokes.

In these alphabets, a curved finish has been used instead of the horizontal serif. Notice

how these curves change the appearance of the letters. They now look very much like script,

which was evolved from lettering of this kind. By a series of gradual steps, the scribes learned

to combine several letters in a word without lifting the pen.

Advertising

Supplies

Inter-

departmental

Clippings

Equipment

Routed

Through

Requisitions

Officials

Work

UnderWay

These little labels are simple and useful. Notice that the three styles of letters which you

practiced in the preceding lessons are used. Draw the little oblongs first and place the let-

tered words inside of them. Then, with your scissors, trim off the edges. Aim so to space the

words that they have the appearance of being in the center of the panel. The lower panels,

containing two lines of lettering will require special care in spacing. 10101010101010101011|1|1|1|1|||||||10101010101010101

aabcdefgabcdefghijklmnopqrstuvwxyz

ghijklmnopqrstuvwxyz.The same strokes madeupright.

ABCDEFGHIJKLMNOPQRSTUVWXYZ&.

abcdefghijklmnopqrstuvwxyζα.
The letters which you have practiced heretofore, have all been made with a slant stroke.

If you place these slant strokes and the ovals in a vertical position, you will have still another

style of lettering. You will have nothing new to learn in this alphabet except to keep the

strokes and ovals absolutely vertical. If the slant letters have been well mastered, these

alphabets should be quite easy. Turn your paper to a vertical position for these vertical

letters, as illustrated on page 101 , Fig. 13.
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DIRECTIONS:

Holdthepenas

forwriting,only,

graspitmorefirmly
andproceedmore

deliberately.

Foryearsthese

remarkablecandies

havebeenthefirst

choice oftheselected

fewwhohavebeen

fortunateenoughto
knowthem.

Letushavefaith

thatright makesmight,

and inthatfaithletus

tothe end dare to do

ourduty asweunder-

stand it . A.Lincoln,2-27,1860.

The lettering on these panels is done with a very coarse pen, known as the "oval pointed,"

or "ball pointed" pen. Such a pen makes a rather heavy, coarse line. If you cannot secure a

ball pointed pen, select an ordinary coarse pen. When you have learned to make letters well

and space them evenly, your next problem is to space groups of words properly.

Draw your panels a little larger than those illustrated here, and rule light pencil guide

lines on which to do your lettering. If you use India ink, you can erase the pencil lines with

a soft rubber eraser, or with art gum after the lettering is dry. Always let India ink dry thor-

oughly without the use of a blotter. When you have learned to space panels similar to these,

select one of your favorite quotations or a stanza of one of your favorite poems, and letter it

carefully. Lettering of this kind you will find very valuable in connection with your drawing

and art lessons .

HEAVY STROKE LETTERING

The drawing and lettering pen has a flat foot, or shoe, which makes a uniform, heavy

stroke. Some of these pens have square shoes, and some have round ones. These pens also

have an adjustable reservoir to retain the ink.

The following alphabets are the same as those practiced in the preceding lessons . If you

have learned to make these alphabets with an ordinary writing pen, you will quickly learn to

make them with the special pen. You must familiarize yourself with the action of these pens,

and learn to make the letters larger .

Fig. 22

SPECIAL INSTRUCTIONS

Before using a new lettering pen, remove

the oil from it. Dip the pen deep enough to fill

the lower third of the reservoir. Hold the shoe

of the pen against the neck of the bottle to drain

off the surplus ink; then place it flatly and

firmly on the paper, as shown in Fig. 22. Hold

it steady until you feel that the entire lower sur-

face rests on the paper. Move the pen in the

direction of the desired stroke with a slow,

steady drawing motion. Make the smaller turns

mostly with finger action and the longer

straight strokes with a partial arm movement.

Hold the paper in a nearly vertical position, as shown on page 101, Fig. 13.
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//////// ////// 1.11.12

CC ১১ ๐๐ 00 ee.c555

cla dcrainwr
Plate 1

Make several lines of each of the strokes in Plate 1 to familiarize yourself with the action

of the flat stroke pen. In the second line, note how the two curved strokes over-lap in order to

form the "o." Make several lines each of the "s, a, d, n, m, u, v, w, " and "r. "

aabbcdefghijklmno

pqrstuvvwwxyyzde

1234567890

Plate 2

The strokes you practiced in Plate 1 are used in this alphabet. Give careful attention to

the figure practice.

QABCDEFGHIJKLMNO

PQRSTUVWXYZ
Plate 3

Make the capitals the same height as the "l" and "h," or about one-third higher than the

low letters. Keep them uniform in slant and spacing.

ABCDEFGHIJKLMNO

PQRSTUVWXYZ
Plate 4

These capitals were made with a No. 10 drawing and lettering pen. Note the square

points and corners, and how these change the appearance of the alphabet .

Aquick,brownfoxjumpedover

thelazydogs.

Aquick,brownfox jumped over

the lazy dogs.
Plate 5

These two alphabets are made with a curved finish. They are alike, except in the slant

of the strokes forming the letters . Watch your spacing carefully.
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Aquick,brownfoxjumpedoverthe

lazydogs.

Aquick,brownfoxjumpedover the lazy

dogs.

Aquick,brown fox jumped over

the lazy dogs.

Plate 6

The first two alphabets are alike, except in slant. In the third alphabet, the letters have

been connected so as to resemble vertical script.

Mindyourown

businessandintime

you'llhaveabusiness

ofyourowntomind.

Plate 7

This card was made in an oblong three and one-half inches high by six inches long.

Rule five such oblongs and make five cards, using the alphabets shown in Plates 5 and 6.

Design other cards of your own choosing, making some larger and some smaller.
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BROAD PEN LETTERING

Centuries ago, the scribes used pens made from hollow reeds. They whittled these reeds

so as to leave a broad, flat, chisel-like point. With this style of pen they could make alternate

light and heavy lines. When moved in one direction, this pen made a light line, and in

another direction, it made a broad, heavy line. The broad pen used today is made of steel,

but it is a survival of the reed pens of the ancients. Much of the most beautiful and artistic

lettering is still done by means of this pen. Practice with this kind of a pen trains the eye in a

fine discrimination of space, proportion, and relation of lines.

It is comparatively easy to learn to use the broad pen, with which a great many different

alphabets can be made. The fourteen lessons, on pages 136 to 140, develop the Roman alpha-

bet as made with the broad pen. This book as well as most of your books are printed in Roman

type. If you look at the letters, you will note that some lines are heavy and some are light.

That is a distinguishing feature of the Roman type, which was copied from letters made with

flat reed pens .

Broad pen lettering is included in this book, especially for you when you have achieved

high standards in handwriting proper. Mastery of this alphabet with the pen serves as a

foundation for other alphabets, and for brush lettering. It will also increase your skill with

the pen, and give you a new appreciation of different kinds and styles of type. Lettering of

this kind is valuable for those who are learning the printers' trade .

Fig. 23
Fig. 24

HOLDING THE BROAD PEN

For this style of lettering, the hand position remains very much the same as in writing

proper. Most letterers, however, allow the hand to turn over on the side a little more, and

some permit the wrist to rest on the paper. The movement used is a rather slow finger move-

ment, combined with a slight movement of the arm and wrist. The pen is held constantly at

an angle of 45 ° to the writing line, but it must be held more firmly than in writing.

Fig. 23 illustrates horizontal and diagonal strokes, Fig. 24 illustrates vertical strokes, and

Fig. 25 illustrates the right and left curves, all made with the pen held at the 45° angle. Note

that the angle of the pen does not change, no matter in what direction the pen is moved. This

is especially important for beginners.
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0
0

Fig . 25

BROAD PEN ROMAN

Parallel downstrokes are as important in

lettering as in handwriting. Study carefully

the hand positions in the pictures illustrating

penholding before you begin to practice. Dip

a new pen in the ink and rub it with your pen-

wiper to remove the surplus ink. When dip-

ping the broad pen, hold the flat edge against

the neck of the bottle an instant so that the

surplus ink may drain off. Place the pen on

the paper at the proper angle. Be sure the pen

remains at this angle while you pull it toward

you with a rather slow finger and arm move-

Ш

1.1.1.1111111111111111111

ment.

Plate 1

Practice the simple strokes shown in the first line, until you can keep them vertical

and evenly spaced.

In the second line the pen is moved first to the right, then downward, and then again to

the right. It is necessary to stop the pen entirely at each turn, but it need not be lifted from

the paper. In the third line, the horizontal strokes at the bottom are added by lifting the pen,

placing it slightly to the left of the vertical stroke, and pulling it to the right so that the hori-

zontal stroke cuts through the vertical line and extends past it on both sides. While these ver-

tical strokes are very simple, they are the most important, and sometimes the most difficult,

strokes to master.

C C C CCCC C C CC C C C C C C

วาวา

00000000

)) ))

00000©

000000 C C C C Cc eeeeeeee

Plate 2
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Study Fig. 25 on page 136, and note how the curved strokes over-lap. The left curve is

made first. The sharp edges of the left curve are lapped over at the upper left and lower right.

Make the curves with a slow, circular motion. Aim to keep the "o"s round, especially on the

outside edges. A part of the right curve is used to finish the small "c" and the " e. "

าาาาาาาาาาาาาาาาาาา

nc aaaaaaaaaaaaaaaaaa

nnnnnnnnnnmmmmm

hhhhhhhhh ham homeh
Plate 3

The strokes in the first line are started with the same kind of curve you used in the "o."

When the curve has been half completed, change from a curve to a vertical line. This curve

is used in the "a, n, m," and "h." Practice each of these letters separately, and in the words

as shown.

I uuuuuu u underu

ιυυυυυ w wwwwwwindowי

Ly yyyyyyyyyyy y yellowy

Spaces should appearto be uniform.
Plate 4

In the first line of this plate the lower part of the stroke is changed to a left curve. This

stroke is used in the "u, v, w," and "y." After practicing each of these letters separately, use

them in words. You can begin now to pay some attention to spaces. Pack the letters closely

together in the words, and try to arrange them so that the spaces between the letters appear

uniform.

cl dddddddddddid dime

cíaaaaqqqqqqquequeen

';gggggg༢༢༢gggoing gong
Plate 5

Make a "c," place an "l" so that it touches on the right side, and you have a "d. " Carry

137



PLAINER PENMANSHIP

the vertical stroke downward on the right side of the "c," and you have a "q. " Make the

round part of the "g" the same height as the other letters, but a little smaller than the "o.”

Finish with a right curve below the "o," and a very small left curve at the top of the " o."

16666bbbbbb bang

lılılılıl kkkkkk jopppp keep

ייייייי :CCCSSSssssss seas

Plate 6

In the "b" and the "p," you will use strokes which have previously been practiced. In the

"k" and "s, " you have new strokes. The finish of the "k" is a very abrupt right curve and a

diagonal line. Make the upper and lower parts of the "s" separately. Then connect these two

strokes with a curved line , as shown in the middle of the third line .

i iiiiiiiiii jjjjjiiiii j jimjams

۱۲۲۲۲۲۲۲۲۲ rrrrrrrrrrr rim jars

tttttttttt tttttttttt t time its

fffffff ff ffffffffff f faster of
Plate 7

The dot for the "i" and "j" is usually made with a very short diagonal stroke. The finish

of the " r " may be either a short diagonal line , or a short left curve. The finish of the "t" and

"f" are both made with a horizontal stroke.

111111111//II XXXX

\\\\\\\\\ 11111TTTTT V VVVVVV

་་ ་་ ་་ ་་ ་ иииwwwwwww

wax was weaver vixen mixer kkkk
Plate 8

Make the heavy diagonal stroke in the "x" first . Then place the horizontal strokes above

and below, and connect these two with a light diagonal line. The "v, w, " and "k" are optional

forms, using diagonal lines, instead of vertical and curved lines .
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aabcdefghijklmnopqrstuvwxyz

Aquick,brownfoxjumped overthe lazy dogs

1234567890 1923
Plate 9

Make the alphabet a number of times before you try the sentence. Space the letters care-

fully. The sentence contains all the letters of the alphabet. By this time, you should be so

familiar with these letters, that you need not stop to look at them to see how they are made .

Do not neglect to practice the figures. They are as important as the letters .

ABCDEFGHIJKLMNOPQRSTUV

&&&WXYZ&&&&

~~~~~TEXT PEN CAPITALS~~~~~~~
Plate 10

After you have mastered the small letters, the capitals will be easy. You do not change

the angle of the pen for any of the capitals.

ABCDEFGHIJKLMNOPQRST

UVWXYZ

Aquick,brownfoxjumpedoverthelazydogs.
Plate 11

In the above alphabet there is nothing new except the slant of the downstrokes. While

it appears to be more rapid than the vertical alphabet, this is not so, since the letters contain

the same number of strokes .

Eachmorningsees some taskbegin,
Eacheveningsees it close;

Somethingattempted, somethingdone,

Has earnedanights repose.
Plate 12
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Practice Plate 12 a number of times until you succeed in spacing it evenly. Select a

favorite quotation, letter it carefully, and draw a border around it.

Boys' Hose

5pairs 100

2

for

25

Jones

hasmovedto

223Pacilic

Plate 13

Letter these cards, paying especial attention to the spacing. Then make up others of dif-

ferent sizes and shapes. Use as few words as possible on each card.

Romanletters havealternate

light andheavy strokes. They are

the basis ofour modernRoman

type found inmost books.

Slantthesamestrokes

forwardandyouhave

the Italics, thebasisof

scriptcharacters.

Plate 14

Make each of these cards about twice as large as they are shown in this plate. After you

have learned the construction of the letters, the spacing and arrangement is more important

than absolute accuracy of the letters.

OLD ENGLISH

The Old English alphabet is also one of the styles of lettering which survived since the

days of the reed pen. It is not so legible as Roman lettering, but it is much used for special

purposes, especially in designing. It is considered one of the most artistic, as well as one of

the most formal alphabets we have. The strokes used are very similar to those used in the

Roman letters, but they are put together in a different way, which makes an entirely different

looking alphabet. After you have learned the Roman alphabet, this alphabet will not be diffi-

cult, and it should prove very interesting.
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་་་ ་་་ ་་་ ...། mm iti

kkk bbb kkkk
Plate 1

This and the subsequent plates were made with the same style and size of Text Writer

pen as was used for the Roman lettering. Practice at least a line of each of the strokes, and

several lines of the strokes that you find most difficult.

abcd efghijklmnopqr

stuvwxyz&

abcdefghijklmnopqrs

stuvwxyz&
Plate 2

In the first part of this plate, the strokes practiced in Plate 1 have been put together so as

to form the letters of the Old English alphabet. The second part of this plate shows how these

strokes have been retouched, that is, the different strokes in the letters have been connected

with an ordinary sharp pointed pen. One of the best pens for this purpose is Gillotts No. 303 .

\quick,brown foxjumpedover

lhe lazydogs. Aquick, brown

fox jumpedoverthelazydogs.
Plate 3

TheIn this plate we have the letters of the Old English alphabet grouped into words.

plate shows how the lettering looks before and after retouching. Important things to con-

sider are uniformly vertical strokes and the appearance of uniform spacing between letters.
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\BCDEEFGHIJKLMN

OPQRSTUVWXYZ

ABEDEEFGHIJKLMN

OPQRSTUVWXYZ
Plate 4

In the upper lines of this plate, we have the Old English capitals before they are

retouched. In the lower lines, the letters have been retouched with a fine pen. The fine ver-

tical lines in these capitals are made with the aid of a ruler. It will be well worth while to

practice each of these capitals separately.

Compact.Extended.

1234567890-1909

BenjaminEverts
The letters and figures in this plate were made with a No. 4 Text Writer pen. The first

line shows how Old English lettering may be compressed or extended in order to fill a required

space. The main strokes of the figures are made with the broad pen first. They are then

retouched with a fine pen.
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As you become more skillful, you can make your Old English lettering quite finished

without retouching. The name "Benjamin Everts" is shown just as it was lettered without

having been retouched.

ENGROSSERS' TEXT

This is merely an adaptation of the Old English lettering. Most of the strokes are simi-

lar to those used in Old English, but more curves have been introduced. This alphabet can

be written more rapidly than the Old English. It does not show inaccuracies so clearly and

it is slightly more legible. It is frequently used for engrossing resolutions, filling diplomas,

etc.

a b cd efgkijklmnopqr

stuvwxyz

Plate 1

This plate shows the strokes used to make up the letters of the engrossing alphabet.

Xquick,brownfoxjumped

over the lazydogs.

WarrenD.Manners
Plate 2

This plate shows the strokes of the different letters connected up by means of a fine pen.

KBCDEFGGHIJKL

MNOPQRSTUVW

12345 XYZ 67890
Plate 3

In this plate we have the engrossing text capitals before they were retouched.
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ABCD EFGGHIIKL

MNOPQRSTUVWX

12345 XYZ 67890

Plate 4

The above plate shows engrossing text capitals after retouching with a fine pen.

What you want in
the nation

you must put in

the school.

Plate 5

This card was lettered within a border 32 by 6 inches. Note how the capital "W" and

the small "y" have been modified so as to enhance and balance the arrangement. When you

have to place a certain amount of lettering in a definite space, it is best to indicate lightly in

pencil the space to be occupied by each letter. Note the uniform margin at the right. Letter

several cards like this one, then make several using the Old English letters. Select a favorite

motto of from twenty to thirty words. Arrange and letter it on a suitably sized card.
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