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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 devotéd 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, *“I'he
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
hetween 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.

9
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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-
sors. 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 stvle.

10



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.

=g , ‘Z%c/

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.

gyl

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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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,

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 SCALE'

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
heen 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. lave 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_;agu containing this scale may be removed from two of the books and mounted on a large sheet of paper or cardboard.

13
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The table below may be used as given, or it may be modified to meet local conditions.

Desirable Standards for Grades 5 to 8
Based on Practice Writing
Grade oo V VI VII VIII

Quality o 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. it i i e i e Grade......... 7eoiuennn. Teacher.......oviiiiiiiiiiiiiininnnnn..
STANDARDS
Rate............ 75 i, Quality............ 75 i,
Begin 1st Qtr. End 1st Qtr. End 2nd Qtr.

Grade

Name

Position
Rate
Quality
Grade
Position
Rate
Quality
Grade
Term

[=2

wn

|

(=}
QO Grade

Fred Fulton.............. 40 80
Robert Rae............... 75 60
Ned Names............... 80 | 55

14



HANDWRITING SCALES (FOR MEASURING GENERAL QUALITY)
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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.

This example shows
of
movement. Compare the

a lack of freedom

words “important,” “dc-

termine” and “hand-
“shall,”
Be-

cause of the mixed styles

writing”  with

“the” and “mind.”

and lack of free move-
ment, this example does
not look neat.
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This example shows
an attempt to use arm
movement. It is an ex-
ample of the kind of
writing that improves
rapidly with continued

et Tl

practice.  The writer

/ o has a fair ide:jt of letter
forms, but he is not able
e Tl 12 | to make the letters well,
because the movement
is new to him. Observe

the s's, t’s, h's and b’s,

/\/W

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.




HANDWRITING SCALES
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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
fingertips. This quality
of writing is usually con-
sidered the dividing line
between good and poor
handwriting.
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This is a good ex-
ample of writing done
with combined finger
and arm movement. It
is easy to vead, even
though some letters are
not accurately formed.
Observe the pointed r’s
and the first stroke of
the w’s.

W

ot
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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.

This example illus-
trates a good “flow” of
movement, well con-,
trolled. It appears to
have been easily written
and it is easy to read.
The strong, uniform
movement gives the im-
pression that the writer
enjoys writing.




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

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 bo_ Qs _zo sr poore
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- it-—? carod e Toazz /'
fore. Sometimes you may find that both the

rate and quality have improved. The red line A—%——ﬁ“ﬁ‘#%— el

will then be a diagonal line across the square. S PAPY: WAL N VX P
Study the record and progress of John Jones _2 dedt s vt 2 Vo su 4o s

shown on the grap.h on this page. Yo.u can keep Loptzg lacdsol gldec » leel co

a record of your improvement in this way, no ‘928

matter which of the lessons in this book you are ~“1@eb 4t Lrolar] o 1 Lihet

practicing. 1 Cet 27 \srler) 4, e lzol er

By using the class averages as a basis for placing the “x"s, a graph of the class progress
may be kept by this method.
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COPY FOR THE MEASURING SCALE TEST

\\'rite the following paragraphs as directed on page 13.
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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 you find 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 ﬁ;'ay have been corrected. but it may have revealed a
second defect which was less @onspicuous at first. Locate this second difficulty on the scale,
read the suggested correctivg measures, and proceed as before. In the majority of instances,
the correction of one or two’inajor difficulties will bring the pupil’s writing up to par, and he
will be in a position to procecd with the constructive practice course,

21
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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 m 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 “l” 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

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,

22



DIAGNOSTIC SCALE

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.

A o

AL F oot Ay gl

CORRECTIVE MEASURES
To correct the difiiculties 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 heen developed, practice the progressive drills
indicated on page 47.

23
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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.

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.

24



DIAGNOSTIC SCALE

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.

LT

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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MA]JOR TYPES OF WRITING DIFFICULTIES
TYPE No. S—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.”

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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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
stant.

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.
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CORRECTIVE MEASURES

Lxtreme 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
lllstl.'uctions 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.

/EWWM%/
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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 on the push and
pull drills beginning on page 109, to correct the extreme slant in the loops. Follow this with
drills on the rolling motion which begin on page 106.
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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.”

T O
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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

exesrcises- beginning on page 109. Follow this with word and sentence practice from pages 47
to 59,
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MINOR TYPES OF WRITING DIFFICULTIES
TYPE No. 9—IRREGULAR SPACING

In the upper and middle samples, the spaces between the letters are very xrregular In
the lower sample, the spaces between the words are nearly all too wide.

WWM%
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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.”
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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.

el A LL) G o pn
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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.

AL

CORRECTIVE MEASURES

Some latitude as to size of writing may be permitted. Pupils who write large, as indi-
cated in he 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
"efhlced, by a series of steps similar to those used in enlarging or reducing the words in the
dl'l" on page 46.
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ANALYTIC PRACTICE COURSE'

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 .

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.

Y=l A VRV R
7 2 22 y) ) /’l /’

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

IReference 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 ]etters

/%z%/f% ?’W”" ,M.} ravl W : ,Ié/ }% A £ 77 /

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

RESTS AND RETARDS

When the rhythm in a word is not regular, we try to regulate it. Sometimes we succeed
in doing this without knowing it. But, it may help us a great.deal to observe just how it is
done.

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.”

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

‘ 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.
T'he 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
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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

(10 1707 20 %//é ////////_///,////'//é/

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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SLANT
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This plate is for study and observatlon 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 Slontline RN  Rsh Push Glide Swing Undersirofe Overstrohe

o/ /17— — /7

The kind of curve we find on the right side of the oval we call a “rignt 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.

J/11111 1)) 177177710771777
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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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form the *1,” “u,” and “ .” In the third line, both the right and left curves are combined to
form the “n,” “m,” and “ 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.
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In this plate, the right curve and the slant line are crossed and combined to form the
The lines cross at the heiglrt 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.
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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 “0”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. Sce how the slant of the

€c_ 9

“a” and “0” are measured at the right of the fourth line.
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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 “o0.”
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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 often looks like an “n.” It is not necessary to learn two styles of “r.” Use the

one vou can make the plainest.
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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.

I LSS S rrr BB S S
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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.
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There are no new strokes in the “v." The first part of this letter is like the last part of
the “n,” and the last part is like the “).” 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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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.
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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. Sce page 30 for illustrations of spacing defects.

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.

N2t MW i cariZE
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Write the above sentence a few times, to fix in your mind the three points to remember
in your speed practice.

In the above sample, the first line was written at the rate of 24 letters per minute; the
sccond 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 of 40, 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
next plate.

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.

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.

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.

Boe Lozl ogss

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.

G CL EFTEXNANLXNLOR
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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.



REDUCING OR ENLARGING WRITING

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.
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Example 1

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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DS, it oA A
WA emirthie coinierof Ko evinto ot Lo

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.



CONSTRUCTIVE PRACTICE COURSE
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-
tice of each word is best. Third, practice a full page of the sentence. Remember to stop and
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, “I-b-h-k”; tall pointed letters, “t-d-p”; létters 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.

) e ol dst ot Ads doe AL geeAs

€€

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.

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.

ttte it itttk vttt et

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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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.

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.

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

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.

There are nine “n’’s in the above sentence. Keep them uniform in size and appearance.
PP
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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.

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.

M m»z7m7/ W/V/ ittt

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 “0” 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.

WWWW

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.

There are seven “v''s in the above sentence. The combination “ve’ occurs four times.
€€ _ 9

“v” and “e” so as to permit

Watch this combination closely. Let the stroke dip between the
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.

S S e e e

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.

There are six 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
[{Pwel)

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 w1th 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 stvle of “r,” but that style should be well
mastered.

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.

WW‘UMMWWW

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

o——o—0— o—o—r—ov— —o—o—0— —v—o0—0v— o—p—0—0

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 s by drawing a slant line throu«rh the middle. There should be
a curve on the left side as we]l as on the right side of the “
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There are nine “0”s in this sentence. They are all closed at the top. Keep the distance
between “00” the same as between other letters.

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.

“ ””

s in this sentence. Compare the slant of the downstroke in the “a” with
“a”s are closed at the

There are six
the slant of the other letters. Check up frequently to see that all your
top.

c/c/c/cjc/c/c/c/ cccc S/ cccc/ ¢ coc<’

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.

cartoad’ cottoad! core corne corrres” cotrts

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.

b et s ts bt s

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. *

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.

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.

LIS L LIS LR

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

The “1” 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 “I”’s reasonably straight. Make them at the rate of 90 to 100 letters per minute.

There are ten “I”’s in the above sentence. Strive to keep them uniform in height. Watch
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especially the “I''s which come at the beginning or at the end of a word. T'he upward stroke

in the “I'"" should be a decided curve.

WWWW

IFor analysis of the "'h,” see page 40. The finish is like that of the “v™ or “w.” Remember
about the position of your paper when vou practice this letter. This letter should be made at
the rate of 60 or 65 per minute.

Ll Ll Ll Lo LA L LLl ) Lo LLY S

@@%//WMWW

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.

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.

At Rt Lot AL A A S fp S fitl

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.

ALRS RS KRAR J Ao

The “k” has a finish unlike any other letter. Sce 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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o B JZM,WVLZ/A?/ MM W

There are five “k’'s in this sentence. The word “knack’ is inserted to introduce a “k’ at

the beginning and at the end of a word. Test the two slant lines in the “k” at frequent
intervals.

O p b A fh A J N Lt LA fh

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

Lttt et/ Lt ettt

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.

ol i tre e Lt AL R Ao e

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.

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 analvsis of the “d,” see page 39. Make them at the rate of 60 to 65 per minute.

5
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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.

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.

Fleases oot atlsfoatcroifvofotloy it filaer

[y l]

There are seven “p”’s in this sentence. In the word “properly,” keep the lower loops of
e

_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.

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

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

€6

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

in the middle. .\s 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
[I342] [{342]

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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[{342]

There are six “j”’s in the above sentence. It is easier to join a “j” to an “0” than to a “u’
Do not overlook the tall loops in the sentence.

77 7777 7777 FTTF T

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

6 9

g”’s at the rate of 65 per minute.

Sl aunlasad aascd sasadiaand

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.

TIT TSI

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

€6,

the “j” and “g.” Practice “y”’s at the rate of 65 per minute.

e R i e S o

€6__%)

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 ]etter combinations.

FIFIF FITTT FI777 F7777 7707

€,

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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W, /%&/W, WWWMZM

Six “z”s are used in this sentence. Keep the loops in these “z”s about the same size as
“l” in the word “puzzle.”

vt it 7 #t At
FFT 7 FIT 77 W%W'

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.

[{ i)

those in “g” and “p.” Note the double curve connecting the “z” and

€69

There are only four “q”s in this sentence. Be sure to close the “a” part of each “q.” Keep
the fold small and your writing will appear neat.

AL L LA

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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’ / 0—% y . : ; , '/ VAW
/ % v/ S

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.

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. L,” 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, Q7 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 vears 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. IFor 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.

9
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OCOOCogq @ &5

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.

COOCCCoCooCoToCaL
Opated Chneicta Cttimeras Opoten Datkland

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.

a7 0T TTTT T T e

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.

et @leCeily

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.

E S EEEE S

“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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L DD B
LYrviner LYettoit~ Dllad Yoilith oesevr

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”

o P P

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

AF FAAF A XA A A

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.

FRELPFRLEFL PP PP
Jotilins Jloreidono formoilourns Jaehonmille)

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.

SO P L L O q &
The above capitals are based on the push and pull combined with the indirect oval
motion.
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SO YO O D SO o JOD SO

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. 1., Pittsburgh, Penn., Pasadena, Calif.

el SR CR Sl CA CAv Cay Car Chr S Cay/

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.

R I SOFAO A A2
fadting' Kaleish Kanohe fGehoiter (langer

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.

F PR PP RARK B BRI

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.

(ORI A A
PV Uy P

The above are capitals which begin with the capital stroke.

62




CONSTRUCTIVE PRACTICE COURSE

N A A KK WK K K W MK A R
Woreiton “Woguwain 7 W/;/ et oo

‘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-
rishurg, Pa., Hartford, Conn.

V... O .. O O Q. QY i A /Y
Kb Koradd Koarry Kecoanee Kook

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,
Neh., Keokuk, Ta., Kewanee, Ill.

ANATARANAXTNT 77 7 0

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.

NN 707 70 70 7T e
Ve pllic? Noelile Ztarilos Wwatogee! Diasion

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. 1., Muskogee, Okla., Marion, O.
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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. .

AR/ Ay A A A A A A Ay A A B A ¢

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.

VAN o A AN A BN AN AN AN oY oY eV o e
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.

Aim to retrace the second part of the “U” at least haliway. 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.

Frrrrrrr vy




CONSTRUCTIVE PRACTICE COURSE

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.

2222222222 22222

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,,

ullcene, Wash.

FIPIPIFFIP PP
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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. -

& DoPof £ T

The above letters are based on the double curve. (See special drills on page 114.)

A RS S SIS S F S L LD
Hoovriort S e attle) Loraritone Lfprtocrii Sl

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 30 letters per minute. Superior, Wis,,
Seattle, Wash., Scranton, Pa., Spokane, Wash., Salem, Ore. and Mass.
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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.

N e Wz Wo We Nz We S - W R BV o

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, IIL.

/‘\/ /—-\_/ , /\/ >
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.
) S g~ T~ g~ I~ /\_/ I~ _ /—\/
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.

T T F ST FTF S

Optional forms of “T” and “F.”

I — I~ A~
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FIGURE PRACTICE

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.

L2734 5 67 FFO

WLl 2357570 /4{23\5;7?’70 /44{2\3&‘7?‘70 /442357%70

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.

,_u-.l_zz//-z//aé/d/;//d/dxd/z// tf ) el s tfp el s el sl el s e L
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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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Practice the signs and symbols carefully. Remember that, in figures, accuracy should be
first and speed second.

MWW /234507870

W —%&JW /2345678 F0/ 23
W/ MW /3«34567{70/ 231/f67f
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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.



APPLIED WRITING

You are either a good penman or a poor penman, according to your ability t6 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, admitted in 1819, 22nd state. Arkansas, admitted in 1836, 25th state. Arizona,
admitted in 1912, 48th state.

California, admitted in 1850, 31st state. Colorado, admitted in 1876, 38th state. Connec-
ticut, ratified Constitution in 1788, one of the thirteen colonies.

Delaware, ratified Constitution 1787, one of the thirteen colonies. District of Columbia,
established by Act of Congress in 1790.

/\/
Florida, admitted in 1845, 27th state.

Georgia, ratified Constitution in 1788, one of the thirteen colonies.
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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, admitted in 1861, 34th state. Kentucky, admitted in 1792, 15th state.

Louisiana, admitted in 1812, 18th state.

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.

Dpetraitas Neroctar Yoo W poahini Noow feriey
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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.

Olladvminr Ohior Gyt Olibast Cret CF O

Ohio, admitted in 1802, 17th state. Oklahoma, admitted in 1907, 46th state. Oregon,
admitted in 1859, 33rd state.
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Pennsylvania, ratified Constitution in 1787, one of the thirteen colonies.

HA oo Ad vt Rhrctet Silart T, RL

Rhode Island, ratified Constitution in 1790, one of the thirteen colonies.

South Carolina, ratified Constitution in 1788, one of the thirteen colonies. South Dakota,
admitted in 1889, 40th state.

Tennessee, admitted in 1796, 16th state. Texas, admitted in 1845, 28th state.

Uza ko Ytads Utaks Ytaks Ueats Titat

Utah, admitted in 1896, 45th state.

Yerrront Yetmontd Yirginia Uirginias Y Yo

Vermont, admitted in 1791, 14th state. Virginia, ratified Constitution in 1788, one of the
thirteen colonies.

Waik, HWone W, W7 Woeers Hocr %?”/ 7%7,,/

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.

George Washington, 1732-1799, first president of the United States, First Annual Address,
Jan. 8, 1790.

WﬂWMWMMMWMMW
L /WM ’

John Adams, 1735-1826, second president of the United States, Special Session Message,
May 16, 1797.

it Lo seadoraliles W’WM S
MWMMWMWMW

Thomas Jefferson, 1743-1826, third president of the United States, Inaugural Address.
1801.
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James Madison, 1751-1836, fourth president of the United States, Inaugural Address, 1809.
%VW/M@M : /M 1z !
James Monroe, 1758-1831, fifth president of the United States, Inaugural Address, 1817.

i it eyt fthofsep b dcsiregendiiin
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_]ohn Quincy Adams, 1767-1848, sixth president of the United States, Message to Con-
gress, March 15, 1820,

Andrew Jackson, 1767-1845, seventh president of the United States, Inaugural Address,
1829.

lrccat aloses it Bt thecitiartadinrntages) coe!

Martin Van Buren, 1782-1862, eighth president of the United States, Inaugural Address,
1837.
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William Henry Harrison, 1773-1841, ninth president of the United States, Inaugural
Address, 1841.

John Tyler, 1790--1862, tenth president of the United States, Special Session Message,
1841.

James Knox Pol'k, 1795-1849, eleventh president of the United States, Inaugural Address,

1845.

MM?MWM,%?W ( Forblonnid 2o e tlea s

Zachary Taylor, 1784-1850, twelfth president of the United States, Inaugural Address,

Millard Filmore, 1800-1874, thirteenth president of the United States, First Annual Mes-
sage, 1850.
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Franklin Pierce, 1804-1869, fourteenth president of the United States, Inaugural Address,

1853.
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James Buchanan, 1791-1868, fifteenth president of the United States, Fourth Annual Mes-
sage, 1860. '
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Abraham Lincoln, 1809-1865, sixteenth president of the United States, Second Inaugural
Address, 1865.

L. Comatititionsisthoiuoititof thopeo
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Andrew Johnson, 1808-1875, seventeenth president of the United States, First Annual
Message, 1865.

Ulysses S. Grant, 1822-1885, eighteenth president of the United States, Second Inaugural
Address, 1869.

75



PLAINER PENMANSHIP

Rutherford B. Hayes, 1822-1893, nineteenth president of the United States, Inaugural
Address, 1877.

%WWW,WWWM%WM

James A. Garfield, 1831-1881, twentieth presxdent of the United States Inaugural Ad-
dress, 1881.

WMWMWMMW

Chester A. Arthur, 1830-18806, twenty-first president of the United States, Inaugural Ad-
dress, Sept. 22, 1881.

%W/%V/Za/w/ ’é‘” /4'.

Grover Cleveland, 1837-1908, twenty-second president of the United States, Fourth An-
nual Message, 1888.

Benjamin Harrison, 1833-1901, twenty-third president of the United States, Inaugural
Address, 1889.
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William McKinley, 1843-1901, twenty-fourth president of the United States, Buffalo
Address, 1901.

’&%ﬂ IHevretone /Covacretr

>

Theodore Roosevelt, 1858-1919, twenty-fifth president of the United States, Appomattox
Day Speech, 1899.

William H. Taft, 1857, twenty-sixth president of the United States, Dawn of World
Peace, 1912. :

Woodrow Wilson, 1856-1923, twenty-seventh president of the United States, Address to
Congress, April 2, 1917.
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. Warren G. Harding, 1865-1923, twenty-eighth president of the United States, Farewell
Speech in Tacoma Stadium, July 5, 1923.

derver 2he tais tsihd Forlokd it et ocirnithrat e
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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.
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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.

et/ are/ S
Mattle ferld of hat-coars D) Simriioome
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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 béfore writing the entire poem.
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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.
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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.

FOO %""’/%0"‘% v %‘

RECEIPTS

A receipt should indicate the time and place of issue. It should state what is received,
from whom, why, and who received it. The above sample is composed to show the usual order
and form of stating this information. Write it out in full, several times, to fix in your mind the
order in which the details are stated.

No./2-7 No.LZ,L ROCHESTER, N. Y/Q‘A:JZAL 19/
W@_ 2

o Zethcn | Wecpived uf@a@d%@‘mz;
M : "y _M = Bollars
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: s =X-] $£ [_Q_L ‘2; > QZ . - :
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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.

: \%%M/, S-7 19T
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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.

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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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

“6th. ‘By whom’ the purchase is made, or

DATE

7~ 4

X4

AMOUNT REC'D.

Sl 242

the number on the requisition filled.

“7th. Whether the purchase was taken by

SOLD By

SOLD TO

ADDRESS

(1 0k %2 e

the customer, or is to be delivered.

“8th. The quantity, description, price and

SEND TO

ADDRESS

CASHIER'S O. K.

34t Dy tiana Cves

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

w“/' —— ' — "m:; (in square marked Pt. No.).”
@0
}:é Y ? ;2:2 178 Fill out six of the sales slips in your tablet
I E z Z : Z'.‘io 2}?& according to the foregoing instructions, copying
p | 450 the model as shown. Fill out the remaining slips
‘A%, 325 3|25 with your own composition.
4 ’ / v p
L4 ilorilany: | bl go BANK CHECKS
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
soLo Y bank keeps a record of it on his check stub. This
242 | mue o b

@W/%ZZ//}/ %/, — 19/7 No L& 23O
Blank DNational Bank

For 2 Gt

Balaace Bro't Porward yza_z: a’y&g of : Zﬁ-
Amount Deposited /S — d X

Total ;oS5 o oy 7A//$M/0MA// 20 — == Bollars
Amoont this Check . 7515 c / / W&é/
Bal. Carried Foewand | 5290 | / O “

7
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It also shows how
It also shows how much money he has left

record shows how much money he has put in the bank from time to time.
much he has ordered paid out or “checked out.”
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.
Doe whom he knows.

DEPOSITED IN THE

First National Bank

SUBJECT TO CONDITIONS ON BACK

; : : FOR THE CREDIT Og

In filling in the check, write the figures close to the

line the rest of the way.
coLo #elol —
SILVER /A8 52
commency /N4l 7| — DEPOSIT SLIPS
Y /| 8|+ A depositor is one who has money in the bank. When
A4 zelse such a person places money in the bank, he makes out a
N . ZALAVE deposit slip. On the deposit slip, he indicates the amount
7 ; i ,;‘: ’; of different kinds of cash, whether gold, silver, currency
| A g or checks. Checks include Postal Money Orders, County
7 y|os and City Warrants.
I |
Y=m f;r — In the sample deposit slip shown, C. L. indicates Cash
i 157+  ltems. The numbers at the left indicate the clearing house
i AR Z 4 numbers of the banks on which the different checks are
¢! S|—  drawn. This deposit slip is a sample made out by the
7: g ? /_; receiving teller in a large bank. The clearing house num-
17, To[=— — Ders in the city where this depositor lives are as follows:
! L gl g0 i
T b — All out of city items are remittances marked “R.”
/P‘; 3 ‘/i ’;‘i:, County and City Warrants are Cash Items or “C. 1.”
\ Zolslgg|i~ No. 1. National Bank of
S~ No. 3. Bank of California.
: \:i No. 5. Scandinavian American Bank.
— ) No. 6. Post Offic.
! No. 7. Puget Sound Bank.
No. 9. Savings Bank and Trust Company.

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
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BILL HEADS

When a firm sells goods, the person 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 M@aﬁ_@ Sh;ppod per M
AL il ) 22!

TERMS: 3, /a,-m%?a, Chicago, Il , 77"""/ S, 19244

(Oaded | L »//94.;@;@4 Z20 (420
P dx2F Pl Bhowioy ‘puo | Uiio
,, oL COlL LDl oy Lgo | _|Mdse
22 /7‘ 2o/ JJLa
2 =z _ @ sfo
z adfd @ sl g
AT VR S
2 %W/ (@, 3 2.4 T
@‘-ﬂﬁ{ /0 M_@MJ /./)—o /2
ad Lid S zo

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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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

Ny W
To the Principal of the

The following orticles were requested by pou on
Plecse chech, sign and return to Secretarp’s office immediatelp.

_24
/ e o
1y 7
/70 ~» 2 2 )= y
A% |

I ——— T ———— "~ Y P ——

CINRIN RSB

!Use a pencil in filling out these blanks,
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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

COST-SUMMARY SHEET
mnlﬁ%ﬂ&#} SHEET NO. L,Z_
NuMsEr maoe /. 4~X é‘ z/ 2 7 77 _,# PRODUCTION NO.
NUMBER NAME OF PART MATERIAL | LaBOR ol EXPENSE cosT
7
So 7 £z
/176 Srisoly/z8 50
& fo g0
740 &7|+/0
vi/AVSA 27105
Z O (&7
L5 0 | /445 76/ 50
v /775
275 275
6.5 ¢S5
2/0 2/0
/4L 5] /4£.5]
2/ O 2/ 0
L3 43
So Fo
[y 54]s-
33530
V27 &)
374/ |.70
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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 hookkeeper 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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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 Fig. 2

Correct Writing Posture for Study and Imitation
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. \Vith 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
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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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how the muscles of the right fore-arm move the fingers of the hand. If you were to write
with finger movement, you would use these muscles of the fore-arm. Since you are to use
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.

In Tig. 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.

Fig. 6

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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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.

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. 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

Fig. 17 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. 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

Fig. 20 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

: 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 Runmng 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.

i 0Z0)0% Q0
' 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.

@—’@\O/Q/O@@m

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.

Modifying the Rolling Motion to Form Letters
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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N W s
W

DRy
R .
0

—

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.

“: 9
1.

Modify the motion slightly so as to produce the understroke resembling the small

4 20 M 5 C rp o

/WWW
i &4
T e A

7777
B s L A e o
55 e S e b A

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.

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.”

O e

UL
B P AW P A AP AP 7P A Ol WW/)MWY/

WWWWW%

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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e e/ e coc’ ccocecce’
o o O—————

OOCTTT COT EEE DL

The small “c” and the small “0” 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
“0” is 1-2. The capitals “O, A, C, E,” and “D” are all made with a direct oval motion.

W/&u-/ _ecv—ev—rpp”
vttt Dt L
ot~ 2o -t~ ot~ et

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 “I”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.

MO 12 o puting W
Ll Ll i
_LLLLLLLS, Ll Ll it
JIIIP77777 777777797777 7070077777777

The push and pull is used especially when making loops. Mix jixst 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.

S e
e
MU AHUA BN LU

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.

LY UL Ll AL

UL AL LI AL L

QlllL AL SLLL ALLS
AALL S ALALS LSS SSLL LS
FIFF FIFIFT T T A

v T vy v v
GV TV TTI T 777

G TV I FI I I 7Y

One test of a good penman is the ability to make loop letters which do not slant too
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.

CONDENSED HANDWRITING

Airmts A Tlintinn mispidmatlishact. Moot iao
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

Qe —.

2 - e _—
£ £ - o ‘-o-—-—‘/

<L £ __ Y _ o —_— e

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

\/L_/LM_/W

— . 2 e e L, /
WJJW

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
6"

“cone” are niade directly beneath these “x”s. In the third and fourth lines, the spaces between
the letters are slightly reduced to allow five letters.

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.

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.

| 2l el delrn] A ale e Lol Al e Ll el
| 2] el ol el L la | el ol els ] |u Ll el
L ele bl el L/ L alelal el /] e Llel, |
LA-&W-—{_L}’LZ;L/L/’H-/_./LL%—{/%t%/L‘
4,&.%_—&le,¢/~_/_4_—¢%_@»1_4__7/—
,.L.,c_%r—e_/n_xlg,&_m/__x_.—c/zﬁ@/n_/é_?/;

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.

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

4//_‘

LSS IPI IS PSS

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.

L == 52 o A
S RF S S F S

K ST TS T E= S o

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.

o o o FHo FHo L5 o
ﬁé%%fﬁ% 2 2 2
&</o<-/0<— .......... o< 7<;0</

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.” -

F A A S 77
7 P gl A G gl g A P

“ t1]

The first line in this drill develops the compound curve which is used in joining the
and “h.” This is one of the most difficult combinations in the small letters. Practice both

lines carefully.

glare glace glecs) wtyle) 2yl

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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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

&, s F2ST
ML SISV

%M%/MMA?/-
YISl



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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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.

/1771777717777 77777777/7777777

[111177177771777777177777777/
iianananinnraariiz

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.

o/o/oro/oro/oro/oo/o10/o10/or0/o0/oro/orolon/orol/or fo
agacaaqaooodd ddddaddddadadad add

799999999999999°7999999999794
0000000000bbbLLLLLLLL ppOLLLLLY

€6 9

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-

127



PLAINER PENMANSHIP

[{ P })

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.

Vde/awer,oaftq"fﬁ'ﬁ'ﬁ& couv LeLeeeeell 2227

VUuuuvuvuuuly yyyyyyyyy tLLttlLitl
log dog dof/ tog doy /lad Joad gold gol
bog bag buy daub lap pull pod 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.

Use upper part of B-G6—- 777 2727777777777
nnnnnnnnnn Rhhhhhhhh rirk 3aa

/Man Mmoon moarn /moan meop map map 10l at
fol hat hat hop bough bought plank fnot it

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.

rooo0 COCO Letee322eeeeeeeee
coc voee™ 2" ococecceccocececeeecece
/11T prrrrrr correct recent ele
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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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. ‘

Optional Single Strofre Lellers
ClerEeeeereeee eeeeee cecceceeecceecece

vvoovvevovve wwwwbbbbbbbbd
we creep weep crow cob brown been cub

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 dxrect oval. Swing the finish stroke inward just a little and finish with a dot.

/1711 H 777777 VNN L) X XXX X S22/XI0G
/1111 M 7777777 L1LLLLL MVIVIVIRIE V V VYV VEXTITg
[17111 M 777777 1100000 wiwiwiWl - W W W W WaxXI17g

(/1111 & /77777 22zizizl y y 7 7 yazoo qa;oa
O/oz‘/oﬂo/ /orm.s 9‘ fetters Mixed Slant

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.

NI [T 7117 FFFFFFFFF Hlufty
/11 L] L R SSSSSSS SSSSS
7L st st swelh  Success Six Sixteen So
was saw Sewing worse extra Sitaw 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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them with a curved line. Placing them between two slant lines will help get the proper slant.

abcdefghiylmnopqrstuvwyz bowsy;
A quick; brown fox jumped overithe lazy dogs.d
John quickly exlemporised with five fowbags. &&s

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.

JUDPRE. ORCGTS. /LFEA AANMVWX YL

ABCOEFCHISALMNOPORST UYWAY Zd

Capitals for use with single stroke letters.
Llasn, careful fettering improves pernmanstp.

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.

gabcdelqghikimnopqrstuvwxyz 11111111
ABCDEFCHIUALMNOPORSTUVWAXYZ 17777

Zhe Lilile finishing sirokes are called serifs. Ihey make
lhelelters appearmorelike print and less like script 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 scrifs, 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
of letters.

/123445678890 1234567890 /123445678890
aabedefghijkimnopgrstuvwxyy

ABCDEFCHITWIMNOPQRST UV WA YZ.

Jtalie letlers are gracoful. They muek resemble mfpf nfact, smé'z)z"
was deried from shaded Jtalles by joining logether the mazin sirokes.

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 Clippings Requisitions
Supplies Lquipment Cffteials
Inter- Rouled Work

deparimental/ Throush 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.

roloio1otot1o1o1ot i1l 1olo1oloioio1010101

abcdefghijkimnopqgrstuvwxyz aabcdefq
g hijklmnopqrstuvwxyz The same strokesmadeupright

ABCDEFGHIJKLMNOPQRSTUVWXYZA&.
abcdefghi kimnopqrstuvwxyza.

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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DR . for years these :
b%a’f%%is remarkable candies méﬁé’&?ﬁ;’ﬁﬁ‘ ﬁ{gm
forwriting, onl havebeenthe [irst || and in that faithletus.
orwriiing, onig choiveqf thesélected || o o e

an p}l';c'eea’}ftz;ore /e g}zz;”w /me be g’; ,311111'1 ceilftrtl;dag?;ee utr?dg?x
deliberalely. /Afmg‘;;e%zouy 0 stand it. 4 incoin, 227160,

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.

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

Fig. 22 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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t1r0eery 11111 121102

cc 2300 00 ce ®ocsss
ctadcrialazniuvwr

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 “0.” Make several lines each of the “s, a, d, n, m, u, v, w,” and “r.”

aabbodefeghijklmno
pgrstuvvwwxyyzd &
1234567890

Plate 2
The strokes you practiced in Plate 1 are used in this alphabet. Give careful attention to
the figure practice.

dABCDEFGHIJKLMNO
PQRSTUVWWXYZ

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.

ABCDEFGHIJALMNO
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.

A quick, brown fox jumped over
the lagy dos's.

d quick,brown fox jumped over
the lazy dogs. L

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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A quick, brown fox jumped over the
lazy dogs. |
A quick, brown fox jumped over the lazy
dosgs.

the lajy dags.

The first two alphabets are alike, except in slant. In the third alphabet, the letters have
been connected so as to resemble vertical script.

TMindyourown
businessandintime

youll have a business
of your own tomind.

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
faundation 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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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
Fig. 25 vou with a rather slow finger and arm move-

T
o unnnminnmnnnmmnumt
A .08 2 it

Plate 1
ment. 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.

ceeeeeeceectceecece
99999 HIHIHN H)
0000000000000 OO
Q00000 CCCCCcCc eeeeeceee

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 “0’’s round, especially on the
outside edges. A part of the right curve is used to finish the small “c” and the “e.”

77777399797 11111111111
1 ¢ daaaaaqaaaaaaaaaaaaa
nnnnnnnnnnnaiImmmimim

hlnhhhhhhh ham homeh

Plate 3
The strokes in the first line are started with the same kind of curve you used in the “o0.”
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.

L uuuttttt uuuuuu u underu
LYVYVLVLLVL WWWWW W window

L1Yyyyy yyyyyy 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.

cldddddddddddid dime
CCrqqqqqaagagqaagaque queen

©$89999999999 qoing gong

Plate §
Make a “c,” place an “I” so that it touches on the right side, and you have a “d.” Carry
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'

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 “o0.”
Finish with a right curve below the “o0,” and a very small left curve at the top of the “o

LLLLLULLL U bbbbbbbbbb bang
L1111 P RRRRR jopppp Reep
$99999 S22 5§ SSSSSSSS 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 iiiiiaiiin §i99jiiiinn g
1" I1IITrIrTrrr rIrfrrrrrrrr 1

C--ceeeceeee tittrrrtir 1
(-"FEFEFEEL SEEEECEEEF £ 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.

Nwvvavwwawwaeaany \wWwAanaanwyzr XX XX
NNNNNNNNN 7777777777V VVVVVVY
W MWW MWW WW W WWWW

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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aabcdefqhiiklmnopqrs’tuvwxqz
A quick, brown fox jumped overthelazy dogs
- — ~ 1234567890 1993 _ _ _ _

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
E8EWXYZLBBEE

~~~O-~TEXT PEN CAPITAIS ~O~~~

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.

ABCDEFGHITHLMNOPRRST

UVWXYZ
A guick,, brown fox jumped over the lazy dogs.

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.

Fach morning sees some task bedin,
Each evenindseesit close;

Something attempted, somethingdone,
Has carned anights 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.

]30115 Hose || 2 Jones

hasmovedto
spairsi2 | | B || "Bt

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.

Roman letters havealternate STant the same strokes
light and heavy strokes. They are | | forward and you have
the basis ofourmodern Roman || e Tialics, the basisof
type found in most books. scripl characlers.

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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ELEMENTARY LETTERING

i . 0000 3111117771
U000 o L4EMNMI Ll TTY

iy gy I rataa
(I{lftthhkh rbb b (kK

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.

abedefghijklimuopgr
sIuUpwxYyz

abedefghijkimnspgrs
stupwxyz&

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.

2\ quuick, brown fox junyed oter
(e ey dogs. A quick, brown
fox jumped over the [azyy dogs.

Plate 3

In this plate we have the letters of the Old English alphabet grouped into words. The
plate shows how the lettering looks before and after retouching. Tmportant things to con-
sider are uniformly vertical strokes and the appearance of uniform spacing between letters.
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ABEDEEFSBHIFRLHNX
opQisaitiiivxiz
ABEDFGFSEBIIKEMN
opaksaivivxyz

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.

.@xtz 1L

(X343 ETHO0~ 1009
WenjaminFverks

Plate 5
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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ELEMENTARY LETTERING

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.

abedefokijRMmropqr
s Fuavwxyz |
ced TR I SO T4,

Plate 1
This plate shows the strokes used to make up the letters of the engrossing alphabet.

K quick, browr fox jrunped
overthe lazy 009s.

Warrer D.Iarners

Plate 2
This plate shows the strokes of the different letters connected up by means of a fine pen.

HBEDEFGIMHIJKE
NONMNOP2RST2UAW
19545 AU S 67890

Plate 3

In this plate we have the engrossing text capitals before they were retouched.
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PLAINER PENMANSHIP

HBECDEFGIHIIKE
MoINOP 2RSTUVYWX
12345 %A B 67890

Plate 4
The above plate shows engrossing text capitals after retouching with a fine pen.

%Q)ﬁa@ou wanrfirn
the nation

(You mast puft in
tlze sclzoof.

Plate 5

This card was lettered within a border 3)%2 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.

. 144






	Front Cover
	HANDWRITING IN THE JUNIOR HIGH SCHOOL 
	A PROGRESS GRAPH 19-20 
	ANALYTIC PRACTICE COURSE 34-41 
	SPEED COURSE 42-44 
	FIGURE PRACTICE 67-68 



