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PREFACE.

. HE PURPOSE of this book is to teach rapid, easy and practical business handwriting. It is de-

signed to be of assistance to the teacher of penmanship in his class work, and particularly
helpful to those students who have not the opportunity of placing themselves under the
instruction of a practical teacher of writing,

The Tamblyn System is based on Muscular movement; by some designated as “Arm Move-
ment” and by others as “Forearm Movement;” which is the only movement that has ever pro--
duced practical business writers. While the copies represent a fair degree of accuracy, yet
mechanical accuracy, such as used in some copy books, is purposely avoided. Such mechanical
accuracy of copies restricts movement and develops pure finger action.

It has been thoroughly proven that practice from copies mechanically accurate develops a cramped movement. It
compels finger action in the formation of letters, giving a fair degree of accuracy in slow writing, and which, when speed
is necessary, becomes scribbling, almost illegible. In the Tamblyn System, movement is placed first, accuracy of form
secondary. )

The lifelessness and mechanical exactness of hand engraved copies which represent the skill of the penciler and
engraver instead of the penman, do not arouse the enthusiasm of the pupil, and tend rather to discourage than to encour-
age him. On the other hand copies that show they were executed easily and have the appearance of real writing, encour-
age him with the idea that he will be able to write similarly with reasonable effort and practice. '

The  exercises and copies given in this book are phdto-engraved from actual free hand, rapid writing by the author
and are, therefore, an exact representation; and the system is practically the same (with some changes as experience has
taught) as employed by him for the past thirty-five years inclass work and in correspondence instruction.
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TO THE STUDENT.

following lessons will make of you a good penman, if you follow instructions implicitly. The
average time to acquire such a handwriting is from four to six months, practicing an hou}' or SO
a day. Practice regularly every day, if you want the best results. Two practice periods of
thirty minutes each are better than one period of sixty minutes.

Read all instructions carefully, thoughtfully, re-read them, lest some important point may be
overlooked. Practice studiously, carefully, yet with sufficient life and vigor to produce smpgth
and artistic lines. Better inaccurate writing with smooth, graceful lines, than accurate writing
with weak, stiff, shaky lines.

Smooth, graceful lines can only be made with a rapid movement.
Be a close critic of the results of your practice.

Do not expect to revolutionize your writing in a'few days. Improvement will be slow at firsj;.
If you have to acquire musculgr movement you will I;kelybfoim t}:ie legcﬁrs ppore)f: after a month 3

i irst, so do not become discouraged if it seems you are going backward. anging from a crampe
%')ilr‘lag?gc?nggznm:rftfto a free movement is certain to lose control of the hand for a time, but it should not last long; then as
you begin to get control again the lines are smooth and you have a foundation laid for a practical handwriting. _

Do not, under any circumstances, permit yourself to goback to finger movement after you have once u.nd‘ertgken_ the
muscular movement, no matter how hard it may seem to form readable letters. All will come out right if instructions
are implicitly followed.

METHOD OF PRACTICE.

Practice methodically and studiously—not carelessly and listlessly. Practice regularly, some every day, if possible.
Resolve first to acquire a free movement; second, a light touch; and third, to gain control of it. Make all practice sheets
NEAT; study arrangement and neatness. Begin each line an equal distance from the edge of the paper, and space equally,
so that in writing line after line, of the same copy, the words will be directly under each other. It is suggested that you
write line after line of the same copy until from one-third of a page to a full page is written. You are particularly
cautioned to avoid HAPHAZARD PRACTICE—particularly the habit of writing a few words of one copy and a few of
another, and so on, until dozens have been tried. Take them in the order given, devoting sufficient time to each to show
some definite improvement.

DEEP BREATHING.

A good circulation of air means good circulation of blood. It means better nerves, more energy, improved health, so
if you will take at least ten deep breaths every day, filling your lungs to the very bottom, you will be healthier, stronger,
and less susceptible to disease. .

It is suggested to the penmanship student that he straighten up about every 30 minutes, throw the head and shoulders
back, and take a few full, deep breaths, filling the lungs to their full capacity, thus ridding them of any cobwebs that may
accumulate. ) .
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Writing Material

PENS.

Use a medium fine-pointed pen in beginning to learn the movement; also a pen that is
elastic. It is a known fact that good writing cannot be executed with a heavy movement.
Students who have been using finger movement, almost invariably use a heavy movement
unawares. To overcome this, an elastic pen is recommended, so that the pupil can easily see
the touch he is using. If he be bearing heavily on the pen, it will, as a consequence, make a
heavy mark. If he uses a light movement, the pen will accordingly make a light mark.
After a light movement is obtained, use any pen desired. Some prefer a coarse pen for busi-
ness writing, while others prefer a fine pen. It is a matter that no definite rule can be given
for, and must be determined by the fancy and judgment of the person writing, his surrounding circumstances, ete.

PAPER.

Foolscap, legal cap, letter paper, or any flat paper ruled,of good surface, 8 or 8% inches wide, will answer the pur-
pose. Avoid using small note paper. The older paper is the better it is for pen work. Always endeavor to get a paper
that has firm and hard surface. Generally the cheap paperis not worth having. It is almost a waste of time, and in
many cases entirely such, to use it. In practicing on any kind of paper do not be afraid of writing over it too many times.
After writing across one way, turn it and write across theopposite. Then, if so disposed, turn it and write across
obliquely. In most cases amateurs do their best writing the second or third time going over the paper. The first time
they are intimidated by a feeling of fear that they will make some mistake in the work, when they want to make every-
thing just about right. But when practicing over paper thathas already been written on, this feeling disappears and they
start out with a bold and strong movement, not affected by “Buck Ague,” and really learn more about form, movement
and penmanship generally than is possible to be learned in going over it the first time. Do not be afraid of using paper.
Those who have become good penmen have used thousands of sheets of paper.

I N K.

Any ink that flows freely will answer. The common blue and green writitng fluids are probably more generally
used than others; however, it is hard to beat black ink.

PEN HOLDER.

The straight holder is most generally used, although the oblique holder is preferred by many. It throws the pen
more squarely on the point; and for shaded writing it should be used exclusively.

Select a holder of medium size, neither extremely small,nor extremely large. Almost any kind will do, except those
having polished metal at the bottom. They are too slick to hold easily. ‘
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CARE OF PEN.

TEEL PENS, as they come from the factory, are covered with a varnish to keep them from rusting or
corroding. This varnish is of a greasy nature, and must of necessity be wiped from the pen before
ink will flow from it freely. To remove this varnish, wet a piece of soft paper or cloth with the
mouth and wipe the pen carefully before dipping it in the ink. Do not be afraid of getting too
much ink on the pen. Do not barely touch the ink with the point of the pen, but dip it on in,
filling the pen up to the eye. Scarcely anything is more amusing than to see one just barely
touching the pen to ink, then taking it out and giving it a dash through the air, throwing off on the
floor most of what little ink was at first on the pen. By having the pen full of ink, it works very
much better. Always wipe the pen off carefully when through writing, and when dirty ink is
being used the pen should also be wiped quite frequently. :

No rule can be given regarding the length of time a pen should be used. It all depends upon
the amount of writing done, the kind of paper used, the one doing the writing, the quality of the
pen when taken from the box and the kind of ink used. Acid writing fluid corrodes a pen rapidly.
Some pens can be used several days, while others from the same box won’t last two minutes, and
even some are worthless when taken from the box. They often, in some way, get sprung, and

when they do they are worthless; throw them away without wasting time with them. Don’t be
stingy with pens. :

HOW TO KEEP INK IN GOOD ORDER.

By long standing and evaporation it often becomes entirely too thick to flow, and when such is the case water must
be added to thin it. Add only a little at a time, until the desired thickness is obtained. Always keep the bottle or ink-
stand closed when not in use, so as to keep out particles of dirt. Good work absolutely cannot be done with dirty ink.
It must be clean and clear, so that hair lines will be regular, thus presenting an artistic appearance.

HOW TO INSERT PENS IN HOLDER.

In a straight holder, push the pen in until the point sticks out from 3 of an inch to 1 inch.

In the oblique holder, the rule most generally known and probably the most correct of all, is to insert it in such a
way that the point of the pen will be in an exact line with the center of the stock of the holder, when sighted down from
the top to bottom. This, however, consumes some time. A good way to do is as follows:

Place the thumb of the left hand against the back part of the metal, and with the right hand shove the pen in until ~ °

it strikes the thumb against the metal. The end of the pen is then even with the back part of the metal, and by this
method the pen will always be in the same position, which is a necessity in order to do good work.
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POSI T EO'N "O'F “BO'DY: AT DESK,

IT EXACTLY facing the desk; left side slightly closer to it, with the breast an inch or two from
the edge of the desk; both arms on the table and resting at about right angles with each other.
(See illustrations No. 1 below and No. 3, page 9.) Sit moderately straight and in leaning over, be
sure not to bend the spine between the neck and hips. (See illustrations, No. 2 below, and No. 6,
page 9.) Don’t crowd the chair up under the desk, neither sit on the very front edge of the seat.
This compels the curving of the spine, else sitting uncomfortably straight. Rest any necessary
weight of the body on the left arm, thus not interfering with the freedom of the right arm.

Yere Yhe arngle
TRE corrsF—

LA OSTRATION NO. /

H:El GH T OF TABLE “OR DES K,

The top of the desk should be from 30 to 81 inches from the floor, and about 12 to 18 inches from the seat of the
chair for the average person of from 5 feet 5 inches to 5 feet 10 inches in height. Persons shorter or taller should vary
this distance accordingly. Observe this rule closely. Never use a desk or table too high, nor one too low. Square tables
are always better than round ones, and it should be large enough to permit the elbows to rest on it. The smoother and
more even the top, the better. :
POSITION OF T"H-E“FEET,

There is no positive position recommended for the feet, except to keep them on the floor. After you get the other
positions correct the position of the feet won’t matter much. The position of them may be shifted occasionally, to rest.
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POSITION OF PAPER.

R) APER should lie obliquely on the table. Hold it so that the line on the paper can be kept with ease.
2 This can be determined by moving the hand across the sheet, and if the pen touches both ends of
the same line on the paper the positionis correct. (See illustration No. 3, opposite page.) Be care-
ful, however, to keep the top of the paper turned well to the right. This will make the writing
straighter, and experience teaches that nine-tenths of the students of penmanship write entirely
too slanting. Always keep from three to six sheets of paper under the sheet upon which you are
writing. Never put a book or crumpled newspaper under it. The surface on which you are writing
must be firm and solid, and not so high from the table as to leave edges for the wrist to reach over.
Never roll practice paper when it can be avoided. If paper in tablet form is used for practice, tear
out a few sheets rather than write on the thick pad.

POSITION OF RIGHT ARM AND HAND.

The right arm should rest on the table so the end of the elbow projects over the edge of the table. (See illustration
No. 3 on opposite page.) The forearm should lie on the table in a diagonal position and resting freely, so that motion in
all directions may be obtained with the greatest ease.

The hand should rest loosely and slide either on the nail or first joint of the little finger (on the nail, if inclined
to stick to the paper or desk.) It may also slide on the bulge at end of wrist, unless the hand sweats so that it sticks,
in which case the only rest should be the nail of the little finger. (See illustrations 4, 5, 6, 8 and 9.)

POSITION OF LEFT ARM AND HAND.

The uses of the left arm and hand are not generally recognized or thought to amount to much. This is a mistaken idea.
Its functions are just as great and its co-operation as all-essential as that of the right hand. It should lie on the table as
the right arm, except pointing in the opposite diagonal direction. - On this arm should rest any weight of the body that
there may be resting on either arm, so as to leave the right arm free to act. The left hand should hold and guide the
paper so as to make it convenient for the right hand. Use the fingers of the left hand nimbly in holding and moving the
paper. With it pull the paper from left to right, up and down, ete., to suit the position and movement of the right hand.
(See illustration 3, opposite.) WRIST

One of the most important features regarding position is that of the wrist. The top of the wrist should slant slightly
downward toward the right (outside). Avoid much slant. Do not turn it up on edge. It should be nearly flat enough
to hold a coin on top while writing. (See illustrations Nos. 4, 5 and 6 opposite.)

The ball of the wrist may touch if there is'no tendency to stick and drag, but if there is the least such tendency hold it
slightly up. (See illustrations 4; 6 and 9.) - .

Hold the hand straight with the forearm, or even turn it slightly to the right, but never turn it to the left, (“pigeon-
toe.”) (See illustration 5.)
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Self explanatory illustrations for careful study and imitation.
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Study and imitate these self explanatory illustrations.
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CLOTHING FOR THE RIGHT ARM

Should be thin and loose. The best work can be done with the arm bare or with one loose sleeve. There are those
who assert that it is all a matter of habit; that one can write just as well with all sleeves on the arm as off, if he but
accustom himself to it. It is not true. It is a good plan to pull the undershirt sleeve above the elbow, else cut it off.

SPEED.

Speed is very essential to good writing. It is generally conceded that movement is the foundation of good writing, yet
movement can never be acquired without considerable speed. Don’t imagine you can acquire a good handwriting by a
drawing process. All lines must be made with sufficient speed to make them smooth and clear cut. Remember this:
Rapid motion produces smooth lines, and slow motion produces shaky and wabbly lines.

The approximate speed desired is indicated beneath mostof the following copies. It is not possible for every one to
acquire the Saléle speed, but considerable latitude is given, and it is expected you will practice earnestly to approximate the
speed indicated.

DON’'T GUESS AT THE SPEED—CONSULT THE WATCH.

Don’t feel discouragea if you have only about half the speed required. You can develop speed quickly. Don’t think
much about Formation while working for speed. Get speed and motion first, then look after Form later.
Movement, speed, and a light line first; Form second. To reverse this order is like “Hitching the cart before the
horse.” .
COUNTING.

Both teacher and pupil should count in making exercises and movement drills. The counts may be for each down stroke
or for each completed letter, as preferred. One count for a letter is probably the better for such letters as a, n, m, u, w,
and c; as to count for each down stroke requires very rapid counting, else too slow writing.

MOVEMENTS.

There are four movements: Muscular (or Forearm); Finger; Combined, and Whole Arm.

Muscular Movement: The arm rests on the large muscle below the elbow, which muscle or rest acts as a pivot on
which all motion rolls. The only other rest is the nails of the third and fourth fingers, which slide in unison with the pen.
The power to move the hand and pen emanates from the large muscles of the body.

Finger Movement: The only action is from the wrist, out.

Combined Movement: A union of Muscular and Finger movements. The fingers move very much the same as in Fin-
ger movement (particularly in making small letters), only not so much, the wrist and finger rests are movable, not
stationary. ' Most writers who claim to use Muscular movement really use Combined.

Whole Arm: The only rest for the arm is the fingers, otherwise free from the table, swinging in the air, It is tire-
some and seldom used.
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PR/NCIPL ES.

STRAS/GHT RIGH T
LtvE, CURVvE~

A STRAIGHT LINE extends uniformly in one direc-
tion without bend or kink.

L EFT
CURyE— CURVET

A RIGHT CURVE is a line that curves out to the’

right of a straight line.

A LEFT CURVE is a line that curves out to the left
of a straight line.

A COMPOUND CURVE is a comblratlon of both a
Right and a Left curve, beginning with either and ending
with the other.

The above curves are occasionally used in explana-
tions and instructions throughout this book.

THINGS TO DO
Use a desk or table about 30 inches high.
Study the illustrations carefully.
Read instructions beneath the copies.
Read, thoughtfully, intelligently, and remember it.
Try to do things as you understard.
Wipe a new pen before using.
Keep the right arm down tight on the desk.
Make your motto ‘“Others have, I will.”
The eyes should be from 10 to 14 inches from the point
of pen.
Keep the pen clean.
Keep a swinging, and rolling motion.
Be a severe critic.
Keep the eyelet of the pen on top (not to either side).
Practice daily, and think as you practice.
Use ruled paper 8 or 8% inches wide.
Make the down strokes as light as the up strokes.
Consult the transparent Foirm sheet frequently.
Remember figures are as important as letters.
For correct spacing of words see page 32.

COITLPOUND

A)”” /\Z -:j‘ " L~

FVbwer frook 2ror éo/o somas 2, o a’j r7or° g

or/ CLy O~ T 107 W
Iake dofs ot fones For > persods crrcd dos
Cross 7 "shortanc/ frorszornta/fy.

D i /70,

/x

Note very carefully the illustrations and explanations
above.
DONT’S

Don’t expect to become a good penman in a week
Don’t lean against the desk.

Don’t grip the holder.

Don’t use a scratchy or badly worn pen.

Don’t bear on the pen.

Don’t become unreasonably careless.

Don’t allow the arm to slide on the desk.

Don’t use a holder with polished metal tip.

Don’t hesitate, let the hand go.

Don’t change around too much.

Don’t hold the pen on the corner. (See illustration on
pages 9 and 10.)

Don’t let the hand roll over on edge.

Don’t allow the wrist to stick nor drag.

Don’t use dirty ink.

Don’t give up; keep trying.

Don’t write on top of a tablet. Have only a few sheets
underneath.

Don’t hook nor leop small a, e, d, g, nor q.

Don’t make lines for dots and periods.

Don’t make curves in crossing “t.”

Don’t hump the back of small b, h, f, k and 1.
Don’t be absent minded. Concentrate.

Don’t fail to time your speed by the watch occasionally.

In all study on Form refer frequently to pages 73 and 74 also to letters and figures as indexed on page 2, and

“Transparent Forms” in back of book.
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PART 11

OVEMENT must be developed thorougbly, as it positively is the foundation of good writing, either

plain or ornamental; the keystone to the arch of chirographic attainment. Lack of movement is
the main cause of the great amount of poor writ ing that now exists; and to carelessness in effort to
attain this movement can we attribute the lack of interest that prevails with so many regarding
the subject of writing.

It is rather hard for one who for years has been accustomed to a cramped finger movement
to break away from it and write with ease and freedom, and if one has acquired the vertical
style as taught in some of the public schools, the task seems sometimes almost impossible. But,
since we know it must be done if we would acquire a practical handwriting, the best thing to do
is to say “l will,” and go at it with a vengeance. It should not require more than a month or so
to break up finger movement and get fair control of muscular.

’

Remember, muscular movement is the movement necessary for the lessons to follow. Don’t compromise with Fin-
ger movement. Don’t fool yourself into thinking you can acquire Muscular movement by using it during your practice
period, and using Finger movement the rest of the day in doing other writing you may have to do. If you go at it that

way dismal failure will result. The only safe way is to forever divorce yourself from cramped finger movement, if you
now use it.

... Try as earnestly as you may to acquire pure Muscular movement (without any finger action whatever), nine in ten
will retain sufficient Finger movement.
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LESSON 1.

TNo. 3.-Notice position of the front |
finger at end of holder, thumb a lit-
tle higher; holder crossing 2ud fin-
ger about the joint; the two amaller
fingers doubled aunder,sliding on the |
nails, all fingers against cacliother,
and ball of ywrist raised dbove paper | R

BFION - 2 ; g

No. 2.- Double up the fist and
go through with different move-
ment drills in that position. Then
relax by straightening fingers as
inNo. |.-Intercpange these positions
frequently for.say 3min. at the pegin-
ning of each practice period umntil
| your muscles are loose and relaxed.

~ MNo. l-Notice where the arm
rests on edge of table. &lbow
just off the edge. Keep the arm
in this position for all writing,
as though nailed or bolfed o the
table. Instead of moving the arm
ack as yout write dovwn on the
sheet, move the sheet upward .

THE BEGINNING—PROCESS OF MUSCULAR DEVELOPMENT.

Remove surplus clothing from the arm (better remove all); at any rate don’t keep more than one thickness over
the fore-arm, and see that it is loose.

Close the fist and move the hand backward and foreward, up and down, rapidly, without slipping or sliding the arm
from its rest. See that the arm rolls (not slides) on the muscles. Go through such gymnastics frequently for five or ten
minutes at a time. Rapidly, mind you, as fast as you can make the hand go, and reach as far in all directions as you can
without slipping the arm.

Study the illustrations (1, 2, 3) above, read the attached explanations, and put the instructions into practice.

THE BLaoK LINE SHOWS THE EX- IZLOVSTRATION 4
TRENME Bﬂ(xWﬁ&D IVTOT 102 FNDO THE
DOT 7 ED LiNES THE EXT/?EA’{{:,’."
FORMNWARLD AOT/OXN _{/'/f__..v'*"'

THE P/NvOTHL MNOSCLE—
ORNMNRITING COSH IO
/T SHOOLD NOT7T BE RAFISED
R e e e FRONM 7 HE DESK-KEEPRL /7

POWN, W/I7TH THE FOLL WE/GHT
OF THE GRIN OXN /7,

Note the scope, or reach, illustrated above. The pivotal rest should not move the least bit in working the arm back

and forth. The reach is made by means of the elasticity of the muscle. Should your muscle be tight and inelastie, it will
be loosened by the drills as instructed.
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Now, if everything is in readiness for writing, go to work on the straight line (push and pull) exercise below, with-
out the pen in hand at first. Go through the motion rapidly, as fast 2s you can make the hand fly, reaching as far for-
ward and as far backward as the elasticity of the muscle will permit. After going through this for several minutes, pick
up the pen, ink it, and go to work. Those who are especially awkward with the pen may to good advantage, use a pencil
for a few days, until somewhat accustomed to the motion and to the touch.

7 PIVOTAL MUSCLEM
L 7 sHovLD REMAILN
STATIONARY.

EDGE OF THE DESK

/ "//

Make two lines high—150 to 200 round trips per minute, which is about as fast as one can count.

Endeavor to make the lines light, whether using the pen or pencil. Also try to get them straight and clese together.
Don’t expect to get them even at top and bottom in the beginning. It will require long practice to do that, but strive
particularly for an easy, rapid motion and a light touch. If your watch has a second hand try counting in your mind
for 15 seconds until you establish a speed of 40 to 50, then try to apply the same speed to this exercise, not trying to
count the exact number of strokes. Watch position of the body, the hand, the pen-holder, and particularly the position
of the paper; keep it so that by -swinging the hand back and forth, the pen will touch both ends of the same line.

— 17—




LESSON 2.

7
(0

150 to 200 round trips per minute.

Get all writing material ready, put the arm in proper condition by removing superfluous, clothing, so the large muscle
can move without binding, and undertake the “Running oval” exercise above in real earnest.

You must swing the pen rapidly in order to get the speed indicated underneath the copy, but it must be acquired
soon. You may not be able to get it the first few trials, but it will sqon come.

The oval is made with direct motion—down on the left up on the right. See the direction by the arrow. It is made 2
spaces high (crossing one ruled line). It is well to start motion and work up speed with pen off the paper. Then drop
the pen and keep the lines light and very close together. Cut out most of the white—not with heavy down strokes, but
many light lines..

It is not expected you will get them even at top and bottom, neither evenly spaced at first, but you should notice
great improvement within a few days. As the pen runs dry,dip and start where you quit, until you have filled the line.

Make many lines of it during each practice period for the first week or two. Later, it will be well to make a line at
the beginning of practice periods. Keep in mind during all your practice on movement drills that it is merely a means to
an end. It is similar to diagraming in grammar. These movement drills are not real penmanship in themselves, but
necessary for the development of a free and easy motion, which is absolutely necessary for the execution of good writing.
Watch your positions—the body, arm, hand, pen and paper. (See pages 7, 8,9, 10 and 17.)

— 18— '



LESSON 3.

No. 1, 12 to 15 lines. No. 2, 15 to 18 grouns. Nos. 3 and 4. 12 tea 15 groups per minute.

NOTICE: The line of black face type, like the above, under copies throughout the book, indicates the desired speed
per minute. It is put here to be followed, not just to be read and then forgotten or ignored.

So adjust the paper that by swinging the hand back and forth across the page the pen will touch both ends of the
same line of ruling, as illustration No. 3, page 9.

The exercise above should be practiced with the idea of developing an easy lateral movement, or rather an easy swing
of the hand across the page. The elbow joints should be loose, and swing back and forth like a door with well greased
hinges. This is particularly true in practicing copy No. 1. This should be made without lifting the pen until the end of
the fifth letter. Notice that the 5 letters fill the line, and try to space them equally. In copies 1, 2, 3 and 4 note that there
are three groups of five letters each. Make the arm swing easily and with quite a degree of speed. Be sure the lines are
just as light as the pen you are using will make them. Thedown strokes should not be heavier than the up strokes. The
connective line between all three of these letters is a compound curve. See “Principles,” page 14. In copy No. 4 bring the
last down stroke of the “a” clear to the line before turning off to the next letter. Note carefully the difference between
“0” and “a.” The “o” is a full oval, egg shaped, while the “a” is considerably more slender. Make all in groups of 5 lines,
leaving a blank line between groups; that is, leave every sixth line blank. Count 1, 2, 3, 4, 5, while making all these
copies. It is suggested that page after page of each copy be made. As other lessons are taken up, make a group of
each, as preliminary movement drill. Time your speed with the watch. (See Lessons 80 and 81 for Forms of these let-
ters). Keep the hand turned well over to the left. (See illustration 4, page 9), so that the pen is pushed ahead of the
hand, instead of being pulled after the hand, as is the case when the hand is thrown over well to the right with the wrist

nearly on edge, as shown in illustration 5, page 9.
“There is little difficulty to him who wills.”

—19—



~ LESSON NO. 4

Nos. 1 and 2, 15 to 20 words. Nos. 3 and 4, 18 to 22 words. No. 5, entire exercise, about 3 minutes.

The copies above are also to develop lateral movement, or motion from left to right. Be sure the arm works easily
at the elbow joint. XKeep in mind that the o’s and a’s should be closed at the top, not hooked nor looped, and the “n’s”
round on top. Nearly all of these connective lines are compound curves, (see “Principles” page 14). Make in groups of 5
lines, leaving the sixth line blank. Make group after group, several pages of each. In copy No. 5 write five lines, then
turn it around, writing cross ways, putting the letters between the lines just as you see above. I suggest that you spell
the word as you write; spelling like this: n-oo-n. Do likewise with the other copies, spelling n-o-u-n, and a-n-n-a. Make
the lines absolutely light; down stroke no heavier than the up. Try to keep on the line. Note the speed and time your-
self. Be careful to get as nearly the same speed as possible. Watch the position of paper, pen, and body.

— 20—



No. 1 about 15 10 times around. Nos. 2 and 3, about 274 lines a minute, 6 times around the exercise.

Make copy No. 1 two spaces high on the paper. Note that the ovals are linked into each other, overlapping one-half.
Make them as rapidly as indicated above.

Copy No. 2 is the O and oval movement drill. Make them alternately. The O is not a circle, although a full oval.
Make the loop at the top rather small (see Form illustration, Lesson 65). By all means watch your movement and if you

“are not using a perfectly loose and free movement, keep practicing movement exercises persistently until you develop the
necessary looseness.

The A in copy No. 3 is more slender than the O. Approximate the speed indicated. Much time may be lost in extra
swings in getting motion, before putting the pen on the paper. (See Form illustration, Lesson 51.) Remember, you posi-
tively cannot make this letter right unless you make it quickly. If your lines are in any way zigzag, wabbly and heavy,
you may be sure you are not using sufficient speed. Write rapidly enough to produce smooth lines. Make copies Nos.2
and 3 in groups of five lines each, a blank line between groups.

Finish the “A” below the line, with a vanishing hair line. A vanishing line is made by picking up the pen quickly
while in motion; not by an abrupt stop. The reason for this is that it assists in keeping the movement. The other finish

" (upwards) is just as good form, but tends to cramp the movement. - .

PUT “SNAP” INTO YOUR MOVEMENT.

Don’t delude yourself into believing you can become a good writer with a snail-like motion. Finger movement writers
will find that speed will injure Form, and that they do not form letters as well as before beginning muscular movement.
If proper Form were all that is necessary, it would he discouraging; but Ease and Speed are also necessary requisites of
good business writing, hence don’t be discouraged, but keep right on using the movement and desired speed, and in due
time you will find your hand becoming more and more under control. .

—_21—



LESSON 6.

SPEED ‘50 T0 200 ROUNO TRIPS AR MINUTE
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No. 38, 20, 8 times around. No. 4, 16 to 20, 6 times around. Nos. 5 and 6 60 to 70 per minute.

More drill on the push and pull exercise. Make copy No.1 two lines high and close together, cutting out nearly all the .
white space with numerous lines, not with heavy lines. Strive to make your down strokes as light as the up strokes.
Time yourself and see how nearly you approach the speed indicated.

No. 2 is made one space high and quickly, the same as No. 1. Time yourself on this also.

Nos. 8, 4, 5 and 6 are practically the same as those for Lesson 5 and the same explanations will answer. The capitals
should not quite tough the line above.

Watch also the position of your paper and swing the arm back and forth across the page occasionally, noting whether
the position is such that permits the pen to touch both endsof the same line on the paper. The capitals should fill from

3-4 to5-6 of the space; not quite touching the line above.
—9292



LESSON 7.

No. 1. about 214 lines, 6 times around the exercise. No. 2. 50 to 60. No. 3, 15 words per minute.
Dlrect motion exercises. For Form of “C,” see Lesson 53, page 53.
In beginning practice on this lesson use the movement dmlls found in Lessons 5 and 6.
_ No. 1—Make the movement drills and letters alternately. Go around the oval from 6 to 10 times.
No. 3 completes the entire word without hftmg the pen from the paper, keeping in mind the compound connective
lines and the round turns on the top of the m’s and n’s. Quite a degree of speed is necessary to produce smooth, clean-
cut lines. Never for one moment let up on your movement and speed; keep them in mind all the time.

LESSON 8.

oo ﬁg ' 07%@,&

No. 1, about 21 lines, 6 times armmd the exercise. No. 2, 12 groups. No. 3, 10 to 12 words per minute.

Direct motion exercises.

In beginning this lesson use movement drills contained in lessons 5 and 6. Make the movement drill of copy No.
alternately with the letter. Note that both the stem and the oval rest on the line; neither should come below nor nelfher
should extend above. (See Lesson 54 for Form explanations.) Go around each oval in the movement drill 6 to 10 times
and quite rapidly.

No. 2—Make these in groups of 5 letters, three groups to the line and five lines in a group. Note the speed indicated
above and attain it as nearly as possible. :

No. 3 is written 8 words to the line, spaced so as to fill the entire line with these words.

—.23—



LESSON 9.

The entire exercise in about 3 minutes.

No. 1—This is called the figure 8 movement drill. It is a splendid power producer, and should be used frequently.
Some find it beneficial in beginning every practice period. Note the point of beginning, and follow the direction of arrow.
Make the two ends balance as to size, get lines light, and speed according to that indicated. Use the watch in timing
yourself, as it is the only way to determine accurately. Remember the exact speed indicated is not expected of every
one, but get approximately near it.

No. 2—TUse movement drills of copy 3, Lesson 6; and copy 1, Lesson 7, in beginning this copy. The small lettters are
connected to the capital, and the word completed without raising the pen. Five words to the line and in groups as shown.
Watch the form of small “a” and “n.” Time yourself—don’t get so slow that your lines beeome shaky, nor so fast that
you lose all control of the hand, and produce a miserable scrawl. Cross-write as illustrated.
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No. 1 8 or 9 10 times up and down 10 times around. No. 2, 15 to 18 groups. No. 3 15 to 18 words per minute.

Direct motion exercises.

No. 1—This exercise is made two lines high, beginning with the straight lines, which are to be encircled with the oval.
Note that the pen is carried from one oval to the next without lifting, until the group is finished.

No. 2—These O’s are made in groups of 5 without lifting the pen. Note that there is a double loop in the top which
permits of a continuous rolling motion. Make three groups to the line and space equally. Note particularly that there
are no sharp turns, that all turns are oval.

No. 3—Four words to the line, and in groups of five lines. Cross practice as in lesson 2, is encouraged. Don’t quite
touch the lines above with the capitals. )

DOTS AND PERIODS.

Special attention is called to the dotting of “i.” Make a “dot,” not a “line.” Place it as high above the “i” as the let-
ter is in height, and directly in line with its slant. A dot is made by setting the pen down and picking it up without
moving in any direction on the paper.

Be thoughtful and careful until the correct habit is formed. It doesn’t require any real skill to make a dot and a
period, and only thoughtful care to place it where it belongs. :

QUESTIONS.

Are you following instructions relative to “position,” as explained in the beginning? Are you getting a light touch?
Are you holding the body, arm, wrist, and paper in positions that will encourage a light, elastic movement? .Does
your wrist move as the pen moves? Do you grip the pen? Does your writing show ease, or does it look cramped? Are
your down strokes as light as the up strokes? Are you practicing regularly and faithfully, or spasmodically and impatiently.
Are you working, or do you live in hope with your arms folded. Success smiles on those who roll up their sleeves and
go to work with a purpose. You can’t dream yourself ‘nto being a penman,

— 25—
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No. 1. 60 to 70. No. 2, 10 to 12 groups. No. 3, entire exercise in about 3 minutes.

Direct motion exercises.

Begin this lesson with practice on movement drill in Lessons 2 and 24. Make many lines of the “A” singly, then
join in groups of five without lifting the pen, as shown in copy No. 2. This is a very fine movement exercise and should
be practiced a little daily until thoroughly mastered. When one attains sufficient movement to enable him to make this
exercise with absolute ease and freedom, he has sufficient m vement for all practical purposes. These letters and exer-
cises cannot be satisfactorily done if there is the least tightness or eramping of the muscles and joints. Lay down the
pen frequently and drop the arm by the side, allowing it to hang perfectly loose and limp. This produces relaxation.

No. 3—Fill the line with 5 words and make in groups of 5 lines, skipping a line between groups. Cross write as shown.
Time yourllself on speed. Keep lines light and make the page neat looking. Compare slant occasionally with slant chart
on page 14.

Finish the “A” below the line with a vanishing hair linez.6 Don’t bring it more than half way to the line below.



LESSON 12.
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No. 1, 10 to 12 groups, dotted. No.' 2, 16 to 20 groups. No. 3, 20. No. 4, 16 to 20, dotted. No. 5, about 5 minutes.
cessity of looseness of the elbow joint. Looseness, freedom and relaxation are absolutely essential for executing this
work in a satisfactory manner.

Note the number of groups and lines in these copies and make the same on your paper. Make all in groups of 5 lines
and if desired you may cross write as in No. 5. The small n’s consist of 8 lines as you will notice which are crossed.
Write a line between each ruled line on your paper and in crossing these lines space them about the same, although do not
rule lines for the crossing. Use your eye for this spacing, endeavoring to get the lines spaced about the same as the hori-
zontal lines. Read “Dots and Periods,” Lesson 10, and applyto the dotting of the “i’s.”

a7



LESSON 13.

No. 1—Entire exercise in about 2 minutes. No. 2, 14 to 16 words per minute.

Exercises on Direct motion. ) )

No. 1—Make a full page, 10 letters to the line. Don’t shade the down strokes; retrace the up strocke with the last
down stroke, part way.

Turn the sheet around and write cross ways as shown. This copy may be used in groups, or not, as desired.

No. 2—Write group after group, 4 words to the line. Fill the line. Keep words directly under each other. Make
light lines. ~

. DON'T GET DISCOURAGED.

We all experience days, in penmanship practice as well as in other things, when everything seems to go wrong. You
may not be able to write as well today as yesterday. You may feel like giving up. Don’t tolerate the thought; tomorrow,
or next day, you will feel ashamed of today’s discouragement. No one can practice earnestly and studiously without im-
proving. Don’t try to judge your improvement by comparing the writing done yesterday with that of today. Improve-
ment doesn’t show so quickly. Judge rather by weeks and months. If .you are writing with greater ease and freedom,
with lighter touch, you’re improving, even though the letters may be worse than before.

N Goodh penmanshlp requires time and effort. It wouldn’tbe worth much if it could be had in a day. Everybody would
e#ve it then.

One might as well try to dip the Atlantic dry with a spoon as to imagine he can obtain knowledge, and skill, and
high position and yet be rocked in the lap of luxury and ease.

Write a specimen every week or every month, place in an envelope, seal, lay away and don’t open until 2 week or a

month later.



LESSON 14.

No. 1, about 15 10 times around. No. 2 150 to 200 ovals per minute.

Indirect Movement Drills. .
. hThis lesson begins the indirect, or inverted motion. Note the direction of the arrow—up on the left and down on the
right. .
No. 1—Make two spaces high and retrace each oval 6 to 10 times, rapidly. Overlap as shown.
Nlp.h2t—-Running oval, two spaces high, and very compact. Make as rapidly as speed indicated, and down strokes
- very light.
These will be found difficult after having devoted so much practice to the direct oval, hence, don’t become discouraged,
because you can’t make them as well as the other ovals. Hereafter, practice both the direct and indirect exercises during

the same practice period.
STRENGTH AND DASH.

All writing shows plainly how it was executed. The weak, wabbly, and zigzag lines were made slowly, even may
have been drawn, instead of written. The smooth, clean-cut, inspiring lines were made with considerable speed. Occa-
sionally some one has nerves steady enough to finger (or draw) a smooth line slowly, but they are few and far between;
and even then their writing is impractical for want of speed. There is little place in the business world of today for the
slow, exceedingly painstaking writér.

Put life and vigor into your writing by pushing the pen with strength and boldness. Do this and your lines will show
it; the writing will look more business-like, even if there are inaccuracies in form. Cultivate a regular, measured speed;
such as will enable you to maintain fair control of the hand. Don’t tolerate irregular and jerky motion. Don’t begin a
ward slowly and increase speed until by the time the last letter is reached the hand is running away with the pen.
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No. 1, 8 to 9, 10 times up and down, 10 times around. No. 2, 10, 15 times up and down. No. 3, 40 to 50. No. 4, 10 groups. No. 5, 15 words .

Indirect motion exercises.

No. 1—Make about 10 up and down strokes and encircle with oval retraced 6 to 10 times, without lifting the pen. Note
the direction by the arrow. Don’t put any pressure on the pen.
No. 2—The straight line movement drill finished with B. Four to the line.

No. 3—Make in groups of 5 lines, 13 letters to the line, leaving a blank line between groups. Bring the finish well
up into the last oval. Large loop in connecting the two ovals. (See Form explanation Lesson 52.)

No. 4—Three groups of 5 letters each to the line and ingroups of 5 lines. -
No. 5—Four words to the line and in groups of 5 lines. Don’t allow the pen to be lifted until the word is completed.

SPEED.

Watch your .speed by timing yourself occasionally and noting the difference in your speed and that indicated beneath
the copies. Notice that the faster you make a capital the smoother it is, The same is largely true of small letters, but
hardly so much speed and dash can be used on them without greatly sacrificing the form. If you covet a good handwriting
don’t indulge in a slow, snail-like motion. You ecan’t get itthat way. .

— 30— . .
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No. 1 about 214 lines a minute. No. 2 40 'to 50. No. 3, about 20 words per minute.

’

Indirect motion exercises. Note speed indicated for each.

No. 1—Begin with a small loop. This loop is important, since eleven capitals have the loop beginning. Realize that it
must be learned (unless the dot or fish-hook beginning is preferred) and go at it with determination.

Make the movement drill and letter alternately. (See form explanation Lesson 63.) Keep the movement all the time.
Make the arm swing easily, and do not shade—make light lines.  Finish below the line with a vanishing hair line.

- No. 2—Make a whole page of the “M,” 11 to the line, 5 lines to a group, and as nearly the speed indicated as pos-
sible. : .
No. 3—Make a whole page of “Mum,” 6 to the line and 5 lines to a group.
" HOW IS YOUR MOVEMENT.

Are you compromising between finger and muscular movement; endeavoring to get muscular movement, but loathe to
give up finger movement? You may feel that you cannot form letters well with muscular movement; therefore, in order
to write more accurately you resort to the use of the fingers. If thisisthe case you must either quit it,else continue to
write a poor hand. Resign yourself to free movement, no matter how you form the letters. You can soon control your
movement if you are determined, and will practice studiously and with daily regularity.

CONCENTRATE YOUR MIND.

. Practicing to “kill time” won’t accomplish much. If youwant the best results keep your whole attention on the work
while at it. Don’t permit the mind to wander into other channels. Fifteen minutes’ practice when one feels in the mood
and with the mind concentrated, will accomplish more thanan hour of listless practice.
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No. 1, about 21% lines a minute. No. 2, 50 to 60. No. 3, about 12 to 14 words. No. 4 3 lines per minute.

Begin the lesson with practice on drills Nos. 1 and 2, Lesson No. 144—Begin with small loop, same as “M” in Lesson

14. Retrace the oval exercises and letter alternately. (Form explanation lesson 64.) .

No. 2—Twelve letters to the line and group after group, even pages of it. Keep the arm swinging easily. Don’t begin
to cramp and tension the muscles and joints. Lines light and unshaded.

No. 3—Fill the line with four words. Keep on the line,letters uniform in height and spacing.

No. 4—Fill the entire line with this sentence. Make in groups of 5 lines. Maintain an easy, swinging motion. See

Lesson 18, below, and fellow instructions as to spacing of words,
LESSON 18.

'

Spacing of words in sentences.

The appearance of writing, especially in a written l2tteror any kind of body writing, depends quite largely upon the
spacing between words. Some leave entirely too much space between them, while others crowd them too close together.
The most appropriate rule and in every way the best for this, is to begin the following word at the base of an imaginary
perpendicular line drawn from the close of the preceding word, as illustrated above. Write many lines of the sentence,

always keeping the spacing of the words in mind.
This rule for spacing applies only to words as used in forming sentences—not to separate words as used in many

copies-in the book. . 52



LESSON 19.
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No. 1—15—8 times around. No. 2—10 to 12 Groups. No. 3—10 to 12 vsords No. 4—3 sentences per minute,

Indirect motion exercises.

No. 1. Alternate the drill'and letter, retracing the drill 6 to 10 times. Begin with the loop. (For Form see explana-
tion Lesson 58.)

No. 2. In groups of 5 and 3 groups to the line. The first letter is begun in the usual way, but the other four have a
different beginning so as to connect casily. The first letter may be made the same if desired.

No. 8. Three words to line, five lines in a group. Join the small letters to the capital without lifting pen.

No. 4. Write this copy in groups of five lines as usual. Avoid large small letters and keep the spacing of words in
mind. (See Lesson 18.) Are you watching movement and touch? Also penholding? Don’t become careless in making

dots and periods.
/C//C__/C/C/C//C/C/C/C/C//C/Q/C/C/C//C/C/M
o e e e et e e e e oo oo e o e e

. 5—18 groups. No. "—20 groups per minute.
Nos. 5, 6 7 Count five letters to the group and four groups to the line. Keep them small and note particularly the
dot used on ¢ (See explanation Lesson 31.) Bring the “e” down to the line before turning off for the next letter. (See
- Lesson 32.) You may also, if desired, write between the IE;; and write cross-ways as well. (See Lesson 12.)



LESSON 20.
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No. 1—15—8 times around. No. 2—40 to 50. No. 3—12 words. No. 4—3 lines per minute.

A continuation of indirect motion exercises. Begin with practice on Copy 1, Lesson 15, and Supplemental Exer-

cises, page 75.

No. 1. Begin with small loop (see Lesson 61), and make the movement exercise and letter alternately. Keep the arm
swinging freely. Don’t permit any finger action in making capitals.

No. 2. Fill the line with thirteen letters and make in groups of five lines. Strokes light and rapid enough to be
smooth. Time yourself by the watch. A strong, swift, swinging motion must be used if the lines are to be smooth.

Nos. 8 and 4. Fill the lines as shown. Don’t allow the capitals to quite touch the line above, nor the “g’s” and “y’s”

to touch one-space letters beneath. )
RELAXATION.

Is your movement loose, or is it tight? Can you imagine how easily a well oiled ball-bearing works ? This is the way
the arm should roll on the pivotal muscle. To do this the elbow and shoulder joints must not bind, and the
hand rests (fingers and ball of wrist) must not drag heavily. To get relaxation, don’t grip the pen, hold it just tight
enough to prevent its falling from the fingers; think more of movement than of form; and whenever you feel the arm
getting tight, lay down the pen and drop the arm limp by the side; relax the muscles; then practice movement exercises a
few minutes, or any easy letter exercise, before attempting difficult letters or words. .
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LESSON 21.
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No. 1—15—8 times around. No. 2—40 to 50. No, 3—12 words. No. 4—3 sentences per minute.

Begin by practicing Copies 1 and 2, Lesson 14.

Nos. 1, 2, 3. Practice these copies in the usual way, keeping the movement and a light touch uppermost in the mind.
Retrace the movement drill 6 to 10 times. (Form explanations, see Lesson 73.) Don’t overlook dotting of “i’s” (see
Lesson 10), height of caps, and length of “g” loop.

No. 4. Fill the line as shown in copy. Keep in mmd the rule for spacing words in sentences. (See Lesson 18.)

No. 1—15—8 times around. No. 2—45 to 50. No. 3—12 to 14 words per minute,

No. 1. Begin with a loop and make the movement drill and letter alternately. Retrace the drill from 6 to 10 times.
Don’t shade the down strokes. Finish the letter slightly below the base line with a vanishing hair line.  Note that the
lower loop is longest horizontally—Narrow vertically. (See form explanation, Lesson 67.) i

No. 2. Make Q’s 13 to the line and in groups of 5 lines, leaving a blank line between groups.

No. 3. Four words to the line and 5 lines in a group. Avoid large small letters and try to keep on the hne
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LESSON 23.

N

No. 1—45 to 50. No. 2—10 to 12 groups. No. 3—14 to 16 words. No. 4 the entire exercise, about 214 minutes.

Practice Lessons 3 and 4 in connection. ' :
No. 1. (For form explanations, see Lesson 33.) Note particularly the “dot” finish. Four letters (w, v, b and one
style of r) have this same dot finish. Fill the line as shown.
0. 2." Five in a group, 3 groups to the line. Swing the pen easily; there must not be any binding.

No. 8. Three words to the line, and in groups of 7 lines, cross-written. Keep in mind the correct dotting of the “i.”
‘See Lesson 10.) .

No. 4. Six words to the line and in 4 line groups, cross-written.

TOUCH.

A light touch is absolutely necessary, whether we write with a fine pen or a stub. Ease up on the pen until the line
is as fine as it will make—until the down strokes are as light as the up strokes. - Gauge the finger rests so as to support

the hand, and thus allow the pen to barely skim the paper. Don’t get careless about pen-holding. Refer to page 10 occa-
sionally. Don’t hold the pen on the corner. ‘ .
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LESSON 24.
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No. 1—150 to 175 revolutions. No. 2, about 4 per minute.

No. 1. This is to be made 3 lines high (3 spaces—crossing two ruled lines on the paper). Retrace each oval about
10 times, and approximate the speed indicated. . .

Large movement drills are necessary, and it is advisable to practice them a few moments in beginning every practice
period. Reserve motion is necessary if one would be able to write with real ease. Just to be able to reach the extremities
of capital “J”” and no further, is insufficient scope. These exercises, if practiced frequently, in connection with Copy No. 2,
Lesson 11, and the Supplemental Exercises (pages 73 to 80),will soon develop such a scope of motion as will enable one to
reach all required points in ordinary writing with absolute ease. :

Are you giving attention to relaxation? Do you write with ease, real ease, or does the movement seem tight? Don’t
be satisfied with your movement until you have real ease. It can be had; “Others have it, so will I, must be the motto.

Never forget movement, yet as the movement becomes better established, give more and more attention to its control.
The tendency of movement drill practice is to develop wildness of motion, so that, later, extra precaution becomes necessary
to train the movement within the proper latitude.

“The best mirror is an old friend.”

=37



27/

A ASAF
Gjugugcs

No. 1—9 groups. No. 2—12 groups. No. 3—10 groups. No. 4—10 groups per minute.

This lesson constitutes a drill in both Movement and Form. (See form explanations, Lessons 63, 64, 61, 73.) Make

in groups of 5, three groups to the line. A blank line between every fifth line will add to the neatness of the page. Time
your speed. Don’t get discouraged because you can’t make them well at first. A few minutes a day on them will bring

reasonable skill within a few weeks.
LESSON 26.

LSS St S L Ll L
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No. 1—=25 to 30 werds. No. 2 about 30 words per minute.

(See Lesson 44 for Form explanations.)

The making of good upper loops depends principally upon the first stroke. If it is decidedly curved and not too
slanting the loop can easily be finished nicely; while, on the other hand, if the first stroke is nearly straight, or if curved,
yet falling over, it is utterly impossible to complete a good loop.
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LESSON 27.
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. 3 No. 2—45 to 50.—No. 3—13 words; No. 4—3 to 4 sentences per minute.

Practice movement drills of Lessons 14 and 15 in beginning this lesson.

No. 1. (See Lesson 59 and study explanations on Form). Begin the letter below the base line. Keep the loop nar-
row.

No. 2. Fill the line as in copy, 13 letters, and rememberit is utterly impossible to make this letter well except with a
strong, rolling muscular movement. .
No. 3. Four words to the line, and in 5 line groups. Itmay be written in 7 line groups, and cross-written.

LESSON 23.
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No. 2—40 to 50. No. 3—20 words. No. 4—3 sentences per minute.
Begin with movement drills, page 76. (See Lesson 60 for Form explanations.)

No. 1. Alternate with the movement drill and letter. A free, rolling motion is absolutely necessary. (Over)




No. 2. Begin below the base line and make the upper loop a little larger than the lower loop. The upper part of
letter should not quite touch line above, nor the lower part touch one-space letters (m’s, n’s, etc.), on line beneath.

No. 8. Six words to the line and five line groups. Cross-write if desired.

No. 4. Fill the entire line with this sentence, 5 lines to the egroup. Notice how the four J ’s beginning the lines are
in a column, yet do not touch, or run into each other.

LESSON 29,

(gt 2t —mrt et WWWW

No. 1—14 to 16 words. No. 2—16 to 20. No, 3—10 to 12. No., 4—12 to 14. No. 5 about 15 words per minute.

This lesson may be used in connection with practice on nearly all of the preceding lessons. Such words are excel-
lent practice, both for movement and for acquiring control of the movement. An earnest effort should be made to form
the letters as accurately as your skill will permit. Notice particularly the connective lines and get the m’s and n’s round
on top turns. Space the lines evenly, and keep as nearly on the line as you can. Avoid large letters and get them to
line on top as well as at the bottom. :

It is suggested that No. 1 be written in groups of eight lines, and cross-written; No. 2 in groups of six lines, No. 3.
nine lines; No. 4, nine lines, and No. 5, six lines, all cross-written. A blank line might better be left between each of the
groups so as to present a neater appearance.

Keep the hand turned well to the left, so as to push the pen ahead of the hand rather than to pull it after the hand,
as is the case when the hand is thrown far to the right, with the wrist on the edge. Watch your position frequently and
keep the paper in such position that the pen will touch both ends of the same line when swinging the hand back and forth.
across the page. Hold the pen loosely, just tight enough to keep it from falling from the fingers. Relax the joints and
muscles so that all these words may be written with the greatest possible ease. If you would improve rapidly you must
have daily practice, and keep reviewing the preceding lessons.

“Let others laud thy praises.’
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PART VIII.
LESSON 30.
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n’s—50 to 60. m’s—45 to 55. u’s—55 to 65. Words, 3 to 4 lines per minute.

Because you are beginning Part III, don’t imagine you have finished Part II. Some part of the preceding lessons
should be reviewed every day. .

This method of presenting Form, by directing attention to the important points—the “boiled down” instructions at-
tached to the letter, a constant reminder, commends itself at once as.impressive, and a practical way of teaching Form.

. PLAN OF PRACTICE.
(To be used for Lessons 30 to 50.)

Make 5 lines of each letter separately, beginning at the top of the page; leave a blank line and follow with 5 lines of
the letter connected in groups of 5, three groups to the line. Finish the page with groups of the word, making the same
number on the line as shown in the copy. The words may be cross-written if desired.

Keep a strong, loose, swinging motion, but begin to put forth special effort 1o control the movement. The foregoing
copies and exercises in Part IT have had a strong tendency to develop a wild carelessness, which must be overcome, and
this is a good time to begin the process of “taming it.” For Form, refer frequently to pages 78 and 74.

. FIGURES.

It is suggested that figure practice be taken up now and the last few minutes of each practice period be devoted to

them. (See Lessons 47, 48, 49 and 50, pages 50 and 51.) Turn to these and practice them daily. = -
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LESSON 31.
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’s—350 to 60. c¢’s and o’s—60 to 70. Words, 3 to 4 lines per minute.
Begin this and all the followmg lessons with from 5 to 10 minutes on one or more movement drills. Begin on the top
line and make 5 lines of single “a’s,” 13 to a line, then 5 lines of “a’s” connected, 5 letters in a _group and 3 groups to the
line. Then finish the page with “manna,” making it in groups, and cross-ertlng' if desired. Practice the “c” and “o” in

the same way. That will be three nages of writing in this lesson, besides the figures. The initiatory stroke may be
omitted from each of these letters if desired. 3
LESSON 2.

V% SIS S S SR N N N B B e
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e’s—70 to 80. x’s—45 to 55. Words, 3 to 4 lines a minute. .
Study the forms and instructions carefully. Practice inthe same way as instructed for Lesson 31, above. Note the
” Cross it and dot the “i” after the word is written. Don’t stop in the middle of the word to do either.
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LESSON 33.
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i’'s—55 to €5. w’s—45 to 55. v’s—55 to 65. Word copies, 3 to 4 lines per minute. A .
Follow the same plan of practice suggested for Lesson 31. Keep the movement free and make lines light. Do not
shade down strokes, except the little dot finish on “w” and “v.” Figure practice.

LESSON 34.
pont /g / er fpere.

. gRebrace 7o fere.
K. FStracy v fine. %
Slem oval - leke &5
= Cross Shors - AorczorEal- /
W i /é/é/é/é/é/é Wrrsss m
Retrace 7“' fera. _/

{aune{ Eerrre,
d’s—50 to 60. t’s—40 to 50. Word copies, 3 lines per minute.

Practice the same as lessons Just preceding. These two letters are twice as high as “a.” The initiatory stroke of
“d” may be omitted if desired. Make the “t” cross short and hor:zontal It should be mldway between the top of the

letter and the top of “i” and other one-space letters.
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LESSON 35,
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r’s—55 to 65. Words, 3 to 4 lines per minute.

This is considered a difficult letter. If you have trouble with it, resolve to devote 10 minutes a day to it, regularly,
until you can make it well. You will soon get it. As you practice it you will occasionally make a good one, then after a
time, you will make good ones more frequently. Watch closely and soon you will catch the motion, or twist, with which it
is done, and your trouble with it is largely over.

Notice the “r” used in finishing “murmur.” This should never be used except in ending words. Figure practice.

LESSON 36.

X fThes much hegher Fhare -
Avcrrommed cwrve_ o S o A5 I A A P I D TP F I T T T

‘Close pere —clont /07-
” . S 4 . .
8’s—45 to 55 words, 3 to 4 lines per minute.

It is advised that you follow the same plan of practice for this difficult letter as suggested for the “r” above. Make
the down stroke well rounded and close (connect) at bottom. Follow same plan of practice and arrangement as preceding
‘lessons. Don’t forget figure practice.

“Every cloud has a silver lining.”
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LESSON 37.
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p’s—45 to 55. g’s—45 to 55. Words, 3 to 4 lines per minute.

Study the letters closely. Get a clear and correct conception of the forms. You can’t hope to make a good letter before
you know how it is made. It must be in the head before it can be put on paper.
Practice the letters separately and connected. Make them, also the words, in groups. Figure practice.

LESSON 38.

Rowund Currn
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¥y’ s—50 to 60 and words 3 to 4 lines per minute.

Practice same as instructed for preceding lessons. Make the first turn at top round, the loop short, narrow and
finish by crossing on the line. Do not bring the loop low enough to touch one space letters on line beneath. Make the
loop with a free swing, and use a little finger action to help out, if desired. Figure practice should not be overlooked.

“Hope deferred maketh the heart sick.
— 45—
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J’s—40 to 50. Words, 3 to 4 lines per minute.

Study the letter and instructions attached. Get a clear, and correct conception of it, then criticise the letters as you
make them. As you see an error, endeavor to correct it in following letters.

Practice in the same way as preceding lessons.
more, with these copies as usual.

6}'4770 e

S Cross o2 Lhe e,
L(/a/o Shor? a'n(z rrar oz

Begin with a few minutes on movement drills, then fill a page, or
Figure practice. .

LESSON 40.
LS e

cross dn Lere,
above Ehe\lere,

e Bt e A8 S A
W/ P ITIT T I T
A a e A e

g’s—50 to 60. Words, 3 to 4 lines per minute.
The initiatory stroke may be omitted when the letter begins a word, if desired.
Practice in the usual way, beginning with movement drills, ovals, straight lines, etc., then practice Copy No. 4, Les-
son 3, and finish with a page or more of the above
Make the “g’s” with a free swing, assisted with a little finger action. Loop short, narrow and crossed on the line
The “g” when ending a word may be dropped straicht like the stem of ficure 9 i
practice with this lesson.

This is an appropriate figure to
“He prayeth best who loveth best.”
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LESSON 41.
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z’s—50 to 60. Words 3 to 4 lines per minute.

This may be classed as another difficult letter. Practice it in the same way as recommended for “r” and “s
(Lessons 35 and 36). Do not loop it, but retrace. Almost pure muscular movement should be used for all lower loops,

although slight finger action is not objectionable. Practice in the usual way, and remember figure practice.
It is not expected that everyone will get the exact speed indicated, but all should try to approximate it.

LESSON 42,
Round Ecrr ~or07 sharo
[ Stra cght Une all 7hHe
wqy Apewr excepl 7/¢
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 SorS i
7/ ’W M

I's—55 to 60. Words, 3 to 4 lines per minute.

”

Well
curved

This lesson begins the upper loops. These, too, are not real easy, yet if you will just remember that the first
stroke is the most important one, you will avoid. much trouble. The first stroke must be thoroughly curved, and stand-
ing pretty straight (not falling over). When so made the back, or down stroke, comes more naturally in place.

Study the letter and attached instructions, and practice in the usual way (see Lesson 30). In addition, make a 5-lirc
group of the “1” exercise with the straight lines between, also remember figures.

AT



LESSON 43.
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h’s—50 to 60. Words about 3 lines per minute.

The stem or loop is similar to the “1” (Lesson 42), and the finish same as “n” (Lesson 30).
Use combined movement for all upper loops. The fingers should push and pull some to assist the muscular motion.
Many claim to make loops, both upper and lower, with pure muscular movement, although the few really do it.

Practice in the usual way (see Lesson 30). Also make a 5-line group of the exercise, embodying the straight lines, or
“push and pull” drill. Figure practice.
LESSON 44.
Rovered Eurre - ﬂofs/,»
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b’s—50 to 60. Words about 3 lines per minute.

The loop is same as “1” (Lesson 42) and the finish like “w” and “v” (Lessons 23 and 33). Read the instructions for
these lessons and apply them here. Some finger action will probably assist.

gractice in the usual manner (see Lesson 30), and make a 5-line group of the movement drill. Remember figure
practice. .
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LESSON 45.
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k’s—40 to 50. Words about 3 lines per minute.
The loop is the same as “h” loop (Lesson 43). Study the last part very closely. It isn’t easy to make, hence be
sure you know how you are trying to make it. (Style under “Optional Forms,” page 13, may be used, if preferred.)
Keep your freedom of movement all the time. Don’t deceive yourself into believing you are using a free movement,

if there is any sensation of cramping or binding anywhere in the hand or arm. Practice in the usual way. (See Les-
son 30).

LESSON 46.

M

’s—40 to 50. Words about 3 lines per minute.

This is the longest small letter in the alphabet. 'In all your study of the letter and instructions attached, keep

this uppermost in your mind—the back is straight except the very short turns at top and bottom. Connect the lower
loop to the stem at the base line.

) ’rOfke i g/
Rl Xy A s e 4

Cross %, 3
& 4

S Back absoleely straighs
Cxcepl short furbs ar”

" r‘cf ana doltor

“Conrnect at blue lene or

on 7he paper = the Base el
‘HNagrrow /nof, : .

Fill the page in the usual way, and conclude your practice period with figures.

“One man’s pleasure is another man’s pain.”
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LESSON 47
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1’s—120; 4’s—60 to 70; 7’5—75 to 80 per minute.

Study these figures closely, getting a correct mental picture of them. The “1” is a short, straight, unshaded line.
The bottom of “4” is horizontal (parallel with line on the paper) and shouldbe down very close to the line. The bottom
extends far to the right, beyond the cross made by the last stroke. Don’t bring the last stroke below the base line. The
top of “7” is also horizontal (not oblique) and the stem is brought below the base line. Only two figures extend below
the line, “7” and “9.” All others rest on the line. -

Practice all in 5 line groups, with a vacant line between Do not shade any part of any figure.

LESSON 48.
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2’s—80 to 100; 3’s—60 to 70; 5’s—60 to 70 per minute.

Begin “2” and “3” with a fish-hook or dot., A loop beginning will tend toward too large figures. The “2” may be
looped at the bottom if desired, instead of the finish shown. The “5” is usually begun with the stem; the cross ( short
horizontal line) being made last Join the cross to the stem. .

Practice in 5 line groups, and cross- wrlte ‘if desired.. No shade anywhere.

“A “rian’s destmty is always dark.”
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LESSON 439.
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0’s—100; 9’s—80 to 99; 6’s—60 to 70; 8°s—60 to 70 per minute.
Study these figures and instructions attached. Be sure you know how they should be made and crltxclse your
figures severely. Make all figures small, and do not shade any part of any figure.
Notice where “8” is begun, that the crooked line is made first. It can be well made in the opp051te direction, and
there is no serious objection to that habit. Practice in 5-line groups, and cross-write if desired.
LESSON 50.
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Note the arrangement. By making them in blocks, eit:;hef consecutiveiy, as above, or miscellaneously, they can be

counted quickly. Work for a speed of from 100 to 125 good figures per minute. Make in 10-line groups instead of 5

lines, as shown.



LESSON 51.
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A’s—50 to 60. Words and sentences 3 to 4 lines per minute.

Begin this lesson with a few minutes’ practice on Lesson 5. Practice the single letter in 5-line groups, making 13
letters to the line. Practice the word “Ammon” in 5 line groups also, 4 words to the line. Finish the page with 5 line
groups of the sentence. Be careful that the capitals do not quite touch the line above nor the lower loops touch the let-
ters on the line beneath. Continue daily figure practice.

LESSON 52,
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B’s—45 to 55. Words and sentences, 3 to 4 lines per minute,
Begin this lesson with a few minutes’ practice on Lesson 15. Be sure you have a correct mental picture of the letter.
Practice in the usual way, making the 5 line groups of the single letter, 13 to a line, then a group of “Banner,” and fin-
ish the page with 5 line groups of the sentence, leaving a blank line between groups.
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LESSON 53.
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-C’s—50 to 60. Words and sentences, 3 to 4 lines per minute. -
Use the style “C” you prefer, but when you have made your selection, stick to it. Be sure you are using an easy,
rolling motion, Practice Lesson 7 in connection.
LESSON 54.
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D’s—40 to 50. Words and sentences, 3 to 4 lines per minute.

Practice Lesson 8 in connection. Notice especially that both the stem and the oval rest on the line, neither above
nor below. Are you writing with ease and freedom and are your lines absolutely light, without any shade or pressure
on thle down strokes? Practice in groups as usual. Thirteen single letters, 3 groups of connected letters and four words
to a line, 53—



.LESSON 55.
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E’s—45 to 50. Words snd sentences, 3 to 4 lines per minute.

Letter “E” is considered difficult, but can be quickly mastered if studied carefully, and practiced earnestly. Be a
severe critic of all your work, and keep movement well in mind. Your letters can not be Well made with a cramped
movement. Practice the smgfe letter, 13 to a line; 3 groups of the connected letters, 5 letters in a group; and four words

to a line. Figure practice.
LESSON 56.
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F’s—35 to 40. Words and sentences, 3 to 4 lines per minute.

Study the letter and instructions carefully. Practice the single letter in 5 line groups, 13 létters to the line; the words
4 to the line and in 5 line groups. Finish the page with 5 line groups of the sentence. Make the stem first and the top

last. The ¢ross is made before the top, and without 1ifting4the pen.
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LESSON 57.
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: . . G’s—40 to 50. Words and sentences, 3 to 4 lines per minute. ’ :
Practice supplemental exercise page 76 in_connection. Study the letter and instructions until you have a clear con- .
ception of a correct “G.” Practice the single letter in 5 line groups, 13 letters to the line, and the connected letters in
groups of 5, 3 groups to the line. Practice the words and sentences as usual. Figure practice.

LESSON 58.
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W’s—40 to 45. Words and sentences, 3 to 4 lines per minute.

- Study the.letter as usual and practice Lesson 19 in beginning. Make the single letter 13 to the line, and the connected
letters in groups of 5 and 3 groups on a line. Practice the word and sentence as usualT
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LESSON 59.

|72/ ceerve and
‘slana it preﬁ’)/
‘s{razzﬁf dpan «
(o' br—

Study the letter and instructions and practice Lesson 27 in connection. Make 13 single letters to the line and in 5
line groups. Make the connected letters in groups of 5 and 3 groups to the line. Practice the word and sentences in
groups, and fill the entire line with the 4 words, and with the sentence, as shown.

LESSON 60.

Fel/
Luree. i Fece ko éfrﬂyﬂf /
R excep? shor?
cross Lurrts ar 7
on Lint crrrd Botonh. . = )
« Begrn below
£ ( Narrower Z‘ﬁdf(
wppe r /(/o/, .

J’s—40 to 50. Words and sentences, 3 to 4 lines per minute. .
. Study this letter and instructions. Notice particularly that the upper loop is larger than the lower and that the back
is practically straight. Compare your slant now and then with Slant Chart, page 14. Practice Lesson 28 and Supple-
mental Exercise, page 76, in connection. Make 15 single letters to the line in 5 line groups, and the connected letters in
groups of 5, 3 groups to the line. Practice words and sentence, as usual. Figure practice.




LESSON 61.

d 0/9en s/vaee.
se-Compordl curve,
74 ///7 r'oz/oﬁr'r:g 1224
Sterr,

¥ Findsk below. Rarse
Crr 2 IlE I rrroee,

K’s—40 to 50. Words and sentences, 3 to 4 lines per minute.
Practice Lesson 20, and Copy 3, Lesson 25, in connection. Make the single letter 13 to the line and in 5 line groups,
and the connected letters in groups of 5 letters, 3 groups toaline. Practice the word and sentence in 5 line groups.

LESSON 62.

Beogen HNarrow loco. A
abowe lire, Fee/! ceurve.
- r.:Com/oun{ cearve, 4
% RPoaurne Zerrrzs ]
MorizonsaX  Firtsh Salocw Ure—
Logp. .

i iy i Doy

. L’s—40 to 50. Words and sentences 3 to 4 lines per minute.
Study the letter and instructions and note that the down stroke is well curved, rounded at the bottom, and that the
loop is horizontal. Practice Supplemental Exercise, page 76, in connection. Make the single letter 13 to the line and in
5 line groups, and the connected letters in groups of 5, 3 groups to the line. Practice the word and sentence in 5 line

groups as usual. 51



LESSON 63.

, open spaoe —~
y R rtnrd € errons.
-Gzp/o lartr7g.
£/4 HNarrous. ‘
Retrace part weay 2.
Zrrrs/h belotes /1?7/9 éfse

/oan wwhe/e ¢ rofror So

rrake « Vanzs/urrf Farr Len ‘

M’s—40 to 50. Words and sentences, 3 to 4 lines per mmute

Study the letter and instructions, noticing particularly that the parts of the letter slope downward on top. Practlce
Lesson 16, and Copy 1, Lesson 25, in connection. Make the single letters in groups of 5 lines, 11 letters to the line.
Practice the word and sentence in the usual way, striving for smooth lines.

LESSON 64.

NOper space
Ny Y Rozrrd Leirrr—
ot shar/a
‘\S’(dn‘?‘('ﬂf ?
- Re  race part way.
N 77 rrstr Belorw (crre %

/.///neh 75«:(‘1’/)/
M?/x‘/&&é/ o—zrz2"

4 | W W/L&
N’s—50 to 60. Words and sentences, '3 to 4 lines per minite,

Practice Lesson 17, and Copy 2, Lesson 25, in connection. Make 14 single letters. to the line and in 5 line groups.
Practice the word and sentence as usual in groups of 5 lines with a blank line between each group. Figure practice daily.
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LESSON 65.

Smra/l //,¢

(:;i;>u<¢7%>//(;2;b147ﬁ%>/ <:2;;4/¢*77// <j9// (:9“/
Q/MWW WWW

0’s—60 to 70. Words and sentences 3 to 4 lines per minute.
 Practice Lessons 5, 6 and 10 in connection. Make 13 single letters to the line and the connected letters in groups of
5, 8 groups to the line. Practice‘the word and sentence in 5 line groups and fill the entire lines as shown in the copies.

LESSON 66.

NWer/ pourdead Fzef) - 7207 /a/‘
mot fles:

/ Kear/ a// e
;&f;; roerrded, / .sk’ 4’7 ¢ / £
e Erac o nea?/ o
;r?// the oy, We g"({?;-fi”fo/fu f‘fg:m
F

Rowrd turps

HNor fooped.
/61/714ﬁ>74742//)¢Z/7¢4z/7724z///4&714¢z77L¢Z// 27270 )
P’s—50 to 60. Words and sentences, 3 to 4 lines per minute.
Use either style preferred but after the selection is made, stick to that style. Make 13 smgle letters to the line and
the connected letters in groups of 5, 3 groups to the line. Practice the word and the sentence in the usual groups. The

words in any of these lessons may be cross-written if desired. If this is done, the word “Panama” above should be written
in 7 line.groups to permit of a letter between lines in the cross-writing.
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LESSON 67.

\ Qpere gpace

Frndsth Selow (rne

Q’s—50 to 55. Words and sentences 3 to 4 lines per minute.
Study the letter and instructions and practice Lesson 22 in connection. Make 18 single letters to the line; words, 4 to
the line, and practice all in groups as usual. Figure Practice.
LESSON 68.

' R’s—45 to 55. Words and sentences 3 to 4 lines per minute.
Select either style of letter preferred. Other styles of capitals are shown on page 13 and may be used instead of the

ones given, if especially desired. Make 13 single letters to t he line, and the connected letters m groups of 5, 3 groups to
~ the line. Practice the word and sentence as usual. If the w ord should be cross-written, write in groups of 8 "lines.
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LESSON 69.

Harrowus (00/2 ’

Cross crbou /m/' .
ﬁe‘z'/kf y“ Celer, '
- Round Eurru

Cornrnect ecth 17 SErok .

curve this [ Aerrow (21//9
lirne o -
groat deal. foCompo ura curee
S R pall slroﬁylz fo the
E [frent fiere & mrafke
boltom rouna,

Horczontal.

S’s—45 to 55. Words and sentences, 3 to 4 linés per minute. .
As usual, where more than one style of letter is given, select the one desired, and stick to it. Make 13 single letters
to the line, and the connected letters in groups of 5, 3 groups to the line. Practice the word and sentence in the usual
way. Fill the lines as shown in the copies.
LESSON 70.

= S la) or

.

o}e»;.'.‘" o proped

L — o g O o ¢
ST T T T LTI

T’s—45 to 55. Words and sentences, 3 to 4 lines per minute.
Study the letter closely; the stem is made first, the top last. Begin your practice on some good movement exercises.

Make 13 single letters to the line, and 5 of the words. If the word is intended to be cross-written, write in groups of 7

lines.
. —61—



LESSON 71.

,. ¥ Open spcrte

L (-;; /?:fgz‘u; 5 Ze{g%r{y
/Qefraee adoxt Jo—
way Aowrz.

{ /7/17.5/" Corrrsh / “pore, t?}‘)‘eq’
Fotmas \Fernish belozw lrrne.

WW%

U s—45 t0.55. Words and sentences, 3 to 4 lines per minute.

Study the letter closely with attached instructions. Make 13 single letters to the line and 5 of the words. Practice

in groups as usual and by all means be sure that you are making light lines, and that the small letters are low, and kept
as nearly on the line as possible.

LESSON 72.

‘Open space.

; Hpou¥ 2/3
/ Feerght o /’}rsl;parz
[ BoTh comy, oVnz( corves;
N ey rrers - ”"‘C;x,«},"’"}/
Sarre e a,

G

V’s—b55 to 65. Words and sentences, 3 to 4 lines per minute,

Study the letter and 1nstructlons attached. Begin the lesson with liberal drill on movement exercises. Make 15 smgle
letters to the line and practice the word and sentence as usual.- Daily figure practice. .
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LESSON 73.

N

Sane /;e A
.sﬁar/as/cze 5/1/ retraced

o s
Strea 7/‘ F lrrre.

Sharm & 517/7?3/ retraced,

% WWW
Hovnrioans

W-— 45 to 55. Words and sentences, 3 to 4 lines per minute.
Study the letter and instructions attached and practice Copy 4, Lesson 25, also' movement exercises, page 75,
connection. Make 13 single letters to the line and 4 words. ‘

LESSON 74.

e B XX L L L XLELE

“Bring well dow

b e MWWMWM

X’s—40 to 50. Words and sentences, 3 to 4 lines per minute.
Study the letter and instructions attached. Make 13 single letters to the line and 5 of the words. Write in groups

as usual. Don’t forget figure practice.
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LESSON 75,

Compoznd curoe.
g - .
(2T
“Skharp & 1ot raced,
L FInish adove Une.
N SSCratghE Lirre —
N Cross on e,

Fexs

et
& Short

Y’s—40 to 5. Words and sentences, 3 to 4 lines per minute.
. Study the letter and instructions until you are sure you know how a correct letter should be made. Practice move-
ment exercise page 76, in connection. Make 13 single letters to the line and practice the words and sentence in the lesson
as usual. Compare your slant occasionally with Slant Chart, page 14.

LESSON 76.

Rounded.

—4&79. .
CTvotd excesseve

. Cree - cspecias/

near Cfred Bortom!

N -
7sS8 orz Leme aral
/L)rl r above £E, - /

Eyervee, . ® - ‘

& shor?

o . 7Z’5—40 to 50. Words and sentences 3 to 4 lines per minute.
Practice movement exercises in connection, and study the letter with instructions attached. Make 14 single letters to
the line and.4 of the words. Write all in groups as usual.
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PART IV.

Sentences and Business Forms:
LESSON 77.

The sentences-in this and the following lessons may be practiced by themselves, or in connection with preceding Les-
sons, Nos. 51 to 76. These sentences are a little longer than most of those used in the preceding lessons above men-
tioned, and are made so purposely in order to compel smaller writing. The average student forms the habit of writing
rather too large, so that some special attention and drill is necessary to make the writing smaller and more compact. It
is, therefore, requested that these sentences be written small enough to go on a line, as shown in the copies. It is seldom
necessary to criticise a studert for small writing, therefore, little need be said to caution against it. It is suggested
that these sentences be practiced in groups as advised in previous lessons.

“If you would have success, deserve it.”
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LESSON 83.

Considerable practice on signature combirations is advised. Such practice is splendid for both movement and form, -
and nothing is more practical than to be able to connect letters into business signatures. One point to keep in mind
tl;rgug'hout all such practice is that the capitals should be kept as compact (close together) as possible, and yet remain
plain. :

“Education forms the common mind.”
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LESSON 84

This may be practiced in pages similar to sentences.

E It occupies 5 lines and between each receipt a blank line may
be left, so as to separate nicely.

LESSON 85,

Read the remarks corcerning Lesson 83 on opposite page, and in addition to this, try to make the capitals as uniform
in height as possible.
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LESSON 86.

Promissory Note.

This note occupies 6 lines aﬁd it is suggested that a blank line be left between each, if it is written a number of
times on the same page. .

“A good name is the best thing in the world.”
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LESSON 87.

Sight Draft.

This occupies 6 lines and if a number of them are written on a page, separate with a blank line between.
“A soft answer turneth away wrath.”



LESSON 88

W%% = @% %J /727
et S T

Letter of Application

Owing to lack of space, this letter is brief, and might well be ]engtnened although extreme length and unnecessary
words are always to be avoided in business letters Every one should be able to word a good letter of application as well
as to be able to write it well. It acts as an introduction, and if it creates a favorable impression the applicant has a

good chancéa for the position; whereas a poorly worded and poorly written letter would likely land in the waste basket,
unanswere

“Knowledge is gold to him who can discern.” .
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PART V.

Form Study and Supplementary Movement Exercises.

The Base line is the line on which writing rests, the heavy black horlzontal lines above, designating the blue ruling
on paper.

A Space in height is represerted by the height of small “i”’; in width by the two down strokes of small “u.”” The
distance of a space varies with the style and size of writing.

The Scale in writing is three spaces above the base line, and two below, (5 spaces in all). Only four letters fill the
entire scale, small f and capitals J, Y, Z. Notice above that the Scale does not quite fill the space between two blue
lines on the paper, as no letter, neither capitals nor loop, should quite touch the line above.

Classification and Relative Distance Above and Below BASE Line.

space above, 11 letters—i, u, w, n, m, v, x, a, ¢, 0, e, (called 1 space letters).
14 space above, 2 letters—r and s.

spaces above, 3 letters—t, d, p, (called semi-extended letters).

spaces above, all capitals and 5 small letters—1, h, b, k, f, (called upper loop letters.)
1 space below, 2 letters—p and q

spaces below, 5 small letters——f, i, ¥, 2, g and 3 capitals—J, Y, Z, (lower loop letters.)

—73—
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The three upper spaces of the Scale do not quite fill the space between the blue line ruling on the paper, as no letter
should touch the line above, neither should any letter extend low enough to touch 1 space letters on the line beneath.

The standard of height is represented by the letter “i’’; the standard of width by the letter “u.”

The period and dot should be a DOT—not a line. See illustration, page 14. i and j should be dotted 2 spaces above
the base line, being even with the top of £, d and p, and in line with the slant of their down stroke.

Three small letters (b, v, w) finish with a retracing, forming a sort of dot. Also one style of r finishes the same.

UPPER LOOP LETTERS. The loop itself covers 2 spaces in length, 2-3 the height of the letter. The down stroke,
therefore, crosses the up stroke 1 space above Base line. The back of these loops (the down stroke) should be straight,
rot humped nor sway-back.

LOWER LOOP LETTERS. The loop covers 2 spaces in length, except in “p” and “q”; in these it covers 11 space.
In “f” and “q” the loop.is formed by turning to the right at bottom turn, going upward and connecting with the down'
stroke at the Base line. In all others, including the three capitals, the loop is formed by turning to the left, at bottom
turn, going upward and crossing the down stroke at the Base line. .

SEMI-EXTENDED LETTERS. The ‘“t” is crossed 1% space above the Base line. The cross should be the same
length as the width of small “u,” and horizontal, (parallel with the base line). The “d” is a small “a’ with a straight
line 1 space long added to the top point.

SMALL “r” AND “s.” Both letters proper are 1 space high.” The extra 4 space is the point extending above.

CAPITALS. Some part of every capital extends 3 spaces above the Base line, touching the top of the Scale. .The
last part of M, U, V, W, Y, and the stem of F and T, is 2 spaces high. The stem, or last part of “G,” is 1% space, or
half the height of the letter.

FIGURES. 1% spaces high—all except 6, which is 2 spaces. 1 space bzlow line—7 and 9, being the only figures
that extend below the base line. The first part of 4 begins ore space above, the bottom is in the middle of the space,
the cross, or last part, is 1% spaces high and stops on the base line.

It is desired that the student study carefully the chart on preceding page, and all explanations following, including
those above, to the end that a clear conception of Correct Form may be learned. Correct form can’t possibly be put
on paper until it is first in the head. With a free, easy muscular movement, however, as the student should by this time
have acquired, and with a correct conception of form, he should now be able to write a ‘good business hand.

Woe feel it is only those who have not followed the instructions regarding movement up to this point who will fail.
—T4—



SUPPLEMENTAL MOVEMENT EXERCISES.
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“We sleep, but the loom of life never.stopa."
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TAMBLYN SYSTEM TRANSPARENT FORMS.
(Business Writing)

ABCALNETLHAIXL T
OR2IRRLITUTH T T 7

S M/Jm/z//yf -/ 7 3465/7/’?7Q

Compare your letters occasionally with these by placing yours directly under this transparent sheet. You can fold
your sheet in order to get the particular letter you wish to compare under the copy—or you can cut your letter from
your practice sheet. Don’t put your sheet under until the ink is fully dry.

For greater convenience in making comparisons, we have these forms printed on a loose heavy celluloid sheet, that

you can lay over your letters easily; price 20c, stamps. Order “Transparent Forms Sheet” (Business Writing).



PART VL

RTISTIC WRITING is so attractive and pleasing to the eye that it is never likely to lose its
popularity. The skill displayed in its execution creates wonder and holds most people by its
fascination. The fascination of artistic writing and other ornamental penmanship has
sﬁarted many on the road to good business writing, who otherwise might never have made
the start.

One cannot hope to accomplish much in this lire until a good business handwriting has
first been acquired. The desire to do ornamental work tends to encourage one to put forth
tgrleaterkeffort to acquire a good business hand, that he may then be able to master ornamen-
al work.

After a good movement has been acquired and a business hand partly developed, practice
on artistic writing is a great help to business writing by strengthening the movement.

America leads the world in ornamental penmanship. People of other countries marvel at
the great number of skillful American penmen,

Our ideal is important. Low ideals mean little progress. Lofty ideals mean improve-
ment, with a chance for the top.

Spencer’s ideal of penmanship was high, his systemizing good, and subsequent generations

have beer busy working out his ideals, until we now have more penmen, and better penmen’
than ever before.
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Study this illustration in connection with those on pages 7, 9 and 10. Note
that the front finger and the thumb are drawn up until the joints stick out
rather sharn.

The hand must not stick nor drag on the little fingers, nor the ball of the
wrist. It must slide easily on these rests.

Drop the holder in the hollow between the knuckle joints of finger and
thumb. Less pressure is required to make the shade when the holder is held on
an angle than when held nearly vertical.

CORRECT WAY 7O HOLD THE FPEXY.,

MOVEMENT.

The different movements are defined and explained onpage 11. Artistic writing is done with the same movement
as business writing. A bold, swinging, muscular movement for capitals, with combined movement for small letters,
especially for the upper loop letters. The degree of finger movement advisable to use in making the small letters may
vary with the individual, but one must be certain to keep the hand and arm working freely, so as not to fall into the
use of pure Finger movement.

Some penmen advocate Whole Arm movement for capitals. I first learned with this movement, but am convinced
that muscular movement is the proper movement, although I still use the whole arm when writing with heavy sleeves on
the arm, (such as an overcoat), or when desiring to make a capital unusually large.

The large muscle of the arm can be developed to meet the requirements of all ordinary artistic writing, therefore,
make up your mind to use Muscular Movement. Avoid tight sleeves. One loose sleeve is about all that should be kept
on the arm when writing.

MATERIAL.

PAPER—Use a good quality of ruled paper. Better paper is required for shaded writing than for business writing.
The pen will pick up lint on soft paper in making shades, whereas it might not in making unshaded lines in business writ-
ing.

PENS—A flexible pen must be used. The degree of fineress of point is not so essential. I recommend Tamblyn’s
Champion No. 5, Gillott’s No. 604, or Spencerian No. 1 for beginners. Advanced students who desire finer hair lines
will- find Tamblyn’s Professional No. 7 or Gillott’s Principality No. 1 the best to be had.
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: INK—Use good black ink with a solid body, so the shades will be solid. Glossy ink is largely used, though not
really necessary. There are so many makes of suitable ink on the market, that I shall not attempt to name them, although
Tamblyn’s Glossy Black or Eternal Black will be found good.

HOLDER—If you want the best results with least resistance, use an oblique holder. Shading can be done with a
straight holder, but no penman now thinks of using it when an oblique can be had. There are many good holders on

the market, among them Tamblin’s 2 in 1. Get one in which the metal attachment is firm, appearing like this illustration.

ADJUSTING HOLDER.

Almost every penman adjusts his holder to suit himself, so there are almost as many ways of adjusting it as there
are users, but it is generally accepted that the point of the pen should be about in line with the center of the holder
when sighted down. Personally; however, I prefer the point slightly further to the right than the center. And I want
it thrown over by the angle of the attachment, rather than by allowing the pen to stick out further. s

It should further be so adjusted by bending the metal attachment to throw the point of the pen up or down to suit
{;he use}rl'. M};)st penmen seem to like the point thrown up almost level with the top of the holder. I use mine slightly
ower than this. '

Then, again, the metal should be bent until the pen sets perfectly level (the eyelet directly on top) as you grasp the
holder in your natural writing position. When properly adjusted in this respect, the pen should slide over the paper
smoothly, and ore should be able to make the inverted oval shade in Lesson 1, next page, and the capital “C” shade in

Lesson 11, page 94, smooth and clean cut, without ragged edges. These two shades constitute my ordinary tests for hold-
er adjustment. 2

POSITION.

All positiors should be the same as for business writing, therefore, study very carefully all illustrations and instruc-
tions on pages 7, 8, 9 and 10 of this book.

If, however, you have the habit of holding the pen with front finger and thumb thrown out nearly straight, it will
be necessary to draw them up so that the first joint of the thumb and the second joint of the front finger stick out
pretty sharp. See illustration on opposite page. This enables easier pressure in making shades, and permits greater
freedom of finger action when needed, as is often necessary for best results.

SogRi



LESSON 1.

- All these 30 to 35 a minute.

Begin below the line in the first five on first line.
indicated. The shades

This is called the Inverted Oval and made with indirect motion.
Use a rapid swinging motion. The strokes must be bold and decisive at about the speed

should bé made about as you would crack a whip.
Don’t fool along with a slow, snail-like motion. It won’t produce results. You must make these quickly, even though

poor in form. Get the speed, then improve form afterward.
Bring the shade well down toward the line, and strive to cut it off horizontal right on the line, finishing it with a

sharp point.

Don’t use any finger movement. . .
In lines 2, 3 and 4 notice the curves, see how regular and clean-cut, which can be done only with a bold and rapid

motion. _
Make line after line. When a page is filled lay the shest aside and take another, then after the first is dry write
crossways on the same side, and so on in that way using both sides of your paper two or three times.
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LESSON 2.

Line 1, 30 sec.; Lil_ne 2, 20 sec.; Line 3, 13 sec.; Ljne 4, 20 sec.
These four letters embody the exercise of first lesson. The same beginring oval may be used in making H and K
if desired.

ATTACHED INSTRUCTIONS.

The same plan of “boiled down” instructions attached to the letters, as carried through Part III is also used here.
Study them closely, as all are important points to be remembzred and used in your practice. B

Line 1. Note that the last part of the top of N is lower than the first, that the turn at the top is oval, ard that the
finish is a circle. Lay down a dime, draw around it and you’ll have the idea. This finish may be a horizontal oval if
desired, that is, the longest way horizontal.

Line 2. Begin by the side of the shade—not in it. Make letters narrow, down stroke almost a straight line on the
main slant, and finish with stroke only two-thirds height of others.

Line 3. Keep letter rarrow. Turns at top oval, and slanting downward, with circular finish like N.

Line 4. Try to connect the two parts of letter, but if you miss, cross as shown. Finish with circle as in M and N.

Compare your letters occasionally with the transparent Form Sheet in back of the book.
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25 N’s, 20 W’s, 20 M’s 20 X’s a minute.
The pen is lifted once in the middle of each letter thus giving a chance tc shift the paper and ink the pen.
Line 1. Besides the lift of pen in finishing the inverted oval, it is also lifted at the end of the letter, and begin
there in making the next letter. .
The other three letters are made with only one lift, the last part of the letter and the beginning of the next being
made with one continuous stroke.

TOUCH.

Beginners in ornamental work usually have trouble with the pen. It has a tendency to stick in the paper, spatter
ink, etc. Pressure on pen is too heavy. Ease up and touch paper lightly. Practice and care will overcome the diffi-
culty. Even penmen sometimes have difficulty in getting the touch when changing to a finer pen. Don’t always blame
the pen for being scratchy, for it may be your heavy touch. - .
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LESSON 4.

A P WW/WW%WMW e
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50 n’s, 40 m’s, 40 a’s, 45 ¢’s, 40 0's, 30 v's 55 r’s, 40 §’s a minute.

LT e Smapr

" dSmall letters are the same form as used in business writing, hence there is nothing new to learn except the light
shades

" Every small letter except e, i, j and u should have at least one shade. A few letters, b, d, p, s and v, have two
ishades. )

The shades on all letters in this lesson are light and should be made with a delicate, springy touch, so as to taper
from a hair line to shade and from shade to hair line, without getting the shades heavy and abrupt. I recommend a
trifle slower speed in making the shade on small letters, than used for the hair lines.

Read the attached irstructions and make many lines of each copy.

“Judgment is the throne of prudence.”
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LESSON 5.

Average from 6 to S words a minute.

Follow preceding instructions for both capitals and small letters. Strokes must be quick enough to be smooth—free
from all kinks and wabbles. :

STICK TO YOUR COPY. Many persons do not make a success in life for the reason that they do not stick to one
thirg long enough to produce results. For the same reason many fail to learn penmanship. Stick to one thing till you
can see some improvement. I don’t, however, advocate spending days on one .exercise without change. If a letter or
exercise is especially hard, devote the most of your energy to it until a general improvement is noticeable. It is well,
though, to change from one exercise to another, as in this way interest is the better maintained. :

First study the letters of these copies carefully, then make page after page of each. Remember that no one can
make a good letter without first knowing how it should be made, then giving it sufficient practice to train the nerves to
execute the mental picture.

As thinking makes the man, so thinking makes the penman.
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LESSON 6.
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Line 1, 50; Lines 2, 3 and 4, 40 a minute.

This principle is known as the Capital Stem, and three variations are given. The shade of the first two is the same
as that of the inverted oval in preceding lessors, while in the last style the stem is completed by carrying the hair line
around. Bring the shades well to the under part of the oval. Notice that the stem in the 1st, 8rd and 4th lines is a
compound curve.

WORK. He who expects to excel in penmanship must realize that it requires work, both physical and mental. Prac-
tice, alone, won’t acquire it; thought, alone, won’t master it—the two must be properly combined if satisfactory results
are to be realized. .

HOW TO WORK. First, determine whether your movement produces perfectly strong, smcoth and clean-cut hair
lires and shades. If it doesn’t your next job is to get it. Next is your touch uniformly light, delicate and artistic? If
not get that. Next, do you know correct forms? If not, study until you do. Then the next and final task is that of
acquiring such control of your hand as to enable you to put the pen reasonably near where you want it.
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LESSON 7.

Fsame ssmmvr
w9 THE ErEM—

LonGGST WaY
MGz Oy T AL

Fuoie Ovge

S CoNNECT FONSTEM
7N Satens 2dgp, AT
NEGR FiE Trp,

SwaoE SwoRT AN O LOW

20 B’s, 20 F’s, 22 K’s, 25 P’s a minute.

These are letters embodying the Capital Stem principle which may be varied as shown by the different styles.
Read all the attached instructions—they are important.

The speed is indicated above for the purpose of giving the student a definite idea of the rapidity with which these
letters should be made, therefore, it is hoped that it will be followed and that sufficient speed will be attained to insure
strong, smooth hair lines, and bold, dashy shades. So long as kinks and wabbles are perceptible you may be sure the
speed is insufficient.

It is not necessary to try to master the different styles of letters here shown, so select the styles preferred and make
pages of them, always with a determined effort to improve from day to day.
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LESSON 8.

‘K’s and R’s 215 to 3 lines (9 letters each), a minute.

These are most excellent movement drills and will assist in developing strength and scope, as well as form.

The pen is lifted once on each letter, thus affording opportunity to shift the paper, and ink the pen. Keep the cor-
rect form in mind and do your best in this particular.

Unless you have made improvement by means of your practice on last lesson and are very well pleased with the re-
sults, it should be thoroughly reviewed before taking up another. By asking if you have mastered the work I don’t
mean to convey the <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>