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Good writing is more than an
accomplishment; it is a modern
need, and often the passport to

a better position. —Zaner.



INTRODUCTION

Good writing is plain in form and rapid in execution.
Slow writing is of but little value, and illegible writing is
waste of effort. No one has a moral right to write illegi-
bly, because it means waste of time and effort, not only
to the writer but to the reader.

Good writing is acquired; not inherited. Intelligent
effort rather than talent is necessary to learn it. All who
can observe, think, and compare can acquire it.

Writing is the most difficult of the universal arts. It
is the most skillful because it is the smallest and swiftest
art taught in our schools. Large writing or slow writing
can be acquired in a short time; but mastery of small,
swift writing requires time and perseverance.

You can therefore learn to write well by learning to
see clearly and by training your muscles to act in a quick
and orderly manner. It will not take long if you practice
intelligently and write your best at all times.

If you will follow intelligently the instructions and
practice faithfully the copies in this Manual, you are sure
of a good handwriting. A good handwriting will help a
boy or a girl seeking profitable employment because it is
in demand.

Thousands have learned to write well by following the
copies and instructions given, and so can you if you are
willing to think good writing and to do some vigorous
work in practicing.

ESSENTIALS FOR SUCCESS.

In every line of human endeavor there are certain
things that are necessary for success, and these are usu-
ally called Essentials. In learning to write, certain essen-
tials must be observed; for, by so doing, much time and
effort will be saved and the achievement will be greater.

Good materials are necessary for correct learning
and good writing. Poor materials are dear at any price,
as they retard mmprovement.

Pens, holder, paper, inks should be selected with care.

A good text is as essential in writing as in any other
subject. . A good text shows and tells how to learn to
write well. It contains skillfully written copies, carefully
graded and logically arranged exercises, letters and words,
sentences, and explicit instructions.

A good writing position is one that is conducive to
health and to efficiency. The body should be erect, and
the hand should be held in such a position as to conform
to the laws of nature, and at the same time perform the
art of writing without too much effort.

Good, plain, rapid forms are necessary for study and
for imitation in order to learn to write legibly and grace-
fully.

A free movement of the arm is essential to good writ-
ing, and it should therefore be acquired. The movement
exercises, letters, words and sentences are arranged in this
Manual to aid in mastering a free, graceful movement.



POSITION.

A healthful position is very important. The habit of sitting healthfully
can be acquired while learning to write, and this in itself is worth much.
Study the illustrations and heed the instructions herewith; then health and
good writing may both be yours.

The Position of the Body.

The body should be erect, the shoulders square, and the back straight
at the waist. The body should incline forward rather than backward, and
should face the desk squarely.

The feet should be kept flat on the floor and slightly separated.

Relax the body during study periods, when not writing, or doing other
manual work, by leaning back, throwing the feet forward and straight-
ening the legs.

The Position of the Arms.

The arms should be kept well out from the sides of the body. See Illus-
tration One. The elbows should be near the corners of the desk, and ex-
tend just off the edge. Of course the exact location of the elbows will be
modified by the size of the pupil and height of the desk. See Illustration
One.

The clothing of the arms should be loose so the arm may act freely
within the sleeve. No one can write freely with a tight sleeve. The full
weight of the arm should rest upon the muscle in front of the elbow.
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Illustration One.



Ilustration Two.

GLIDING Twzsr ethow

F REEDOM lN WRITING

The Position of the Hand and Pen.

The hand should be held about half open, as shown in
Illustrations Two and Three. The fingers should all curve
somewhat, and should be kept close together. It is not a
good thing to separate the fingers.

The hand should glide upon the little finger or upon
the nails of the third and little fingers. It may glide upon
the nails or upon the first joint of the little finger. See
Illustrations Three and Four.

The side of the hand or wrist should not touch the
paper. Keep the hand from falling over on the side if
you want to write easily. See Illustrations Two and Three.

The holder should be held at an angle of about forty-
five degrees. It should point toward the shoulder. Pointing
it over the shoulder causes it to slope at about the right

Illustration Three.



Illustration Four.

angle, and at the same time prevents the hand from fall-
ing over on the side. See Illustrations Two, Three and
Four.

Gripping the penholder tightly must be avoided. The
muscles should be tensioned only enough to hold, propel,
and control the pen with ease.

The holder should be held between the thumb and the
first and the second fingers. The first finger only should
be on top of the holder and the holder should cross the
second finger near the root of the nail. The thumb should
be opposite the first joint of the first finger.

Illustration Five.




THE ANGLE OF THE PAPER.

The angle or slant of the paper affects very much the
style and slant of writing and the manner of producing it.
It is therefore important to form the habit of turning the
paper at such an angle as to secure form with movement.

The angle of the paper best suited to most pupils is
that wherein the ruled lines point from the lower left to
the upper right corner of the desk. The lines on the paper
should be parallel to a line drawn on the desk from the
lower left to the upper right corner. Such a line drawn
on the desk with oiled crayon (crayola) makes it easy for
pupils to know exactly the angle to turn the paper at all
times for all written work. See Illustration 6.

THE ANGLE OF THE FOREARM.

The direction of the forearm across the desk and the
proper angle of the forearm to that of the paper are very
important and must be secured, if the best is desired. With
the paper parallel to the diagonal line on the desk, the
forearm should point toward the upper left corner of the
desk, when starting to write at the left side of the paper.
By the time the pen has traveled halfway across the
paper, the forearm should be pointing toward the center
of the back of the desk. The radius or swing of forearm
should be between the upper left corner and the center of
the back of the desk. See Illustration 7. The pen should
start near the center of the desk and move toward the
inkwell.

Ilustration 6, showing diag-
onal desk line and correct

angle of paper. radius of forearm.

IMlustration 7, showing an-
gle, direction, and swing or

Ilustration 8, showing lo-
cation of paper when writ-
ing in upper left corner.

INlustration 9, showing lo-
cation of paper when writ-
ing in upper right corner.



The Placing of the Paper.

The paper should be placed where the hand can do the
best writing, and should be shifted with the left hand.

When writing on the upper left quarter of the paper
it should be pushed to the right and pulled back toward
the elbow. See Illustration 8. When writing in the upper
right quarter, the paper should be shifted leftward. See
Illustration 9. When writing in the lower half, the paper
needs to be shoved upward on the desk, and shifted toward
the right when writing on the left side and toward the
left when writing on the right side. See Illustrations 10
and 11.

Illustration 11, showing

location of paper when

writing in lower right
corner.

Illustration 10, showing

location of paper when

writing in lower left
corner.

The Shifting of the Paper and Left Hand.

As a rule, write halfway across the page and then pull
the paper to the left. Then complete the line and push the
paper to the right ready to start on a new line at the left
side of the page. When about one-fourth across the page
shift the elbow slightly and go as far as the center of the
page, when the paper, instead of the elbow, should be
shifted.

As a rule, hold the paper near the bottom with the
left hand when writing on the upper half of the page, and
hold it near the top when writing on the lower half of the
page. See Illustrations 8 and 10.

STUDY AND PRACTICE

Two things are essential to success in learning to write.
The first is study and the second is practice.

Study is necessary to learn the form of letters, to de-
cide upon the method of their production, to detect mis-
takes, and to dictate the remedy.

Systematic practice is imperative if one wishes to pro-
duce the form that study has evolved. Practice trains the
muscles to obey the dictates of the brain. As in all other
worthwhile thmgs proficiency is gained only through
practice.

Studied practice tends toward perfection. Remember,
not study alone nor practice alone, but the two combined
are essential to success.



THE ARM MOVEMENT—WHAT IT IS.

The Arm Movement is just what its name implies: the
use of the arm instead of the fingers to propel the pen in
‘writing. The fingers are too short to propel the pen far,
rapidly and easily. Their true function is to hold the pen
‘while the arm propels it.

The muscles of the arm are strong and capable of
doing a great deal with but little sense of exhaustion. Arm
movement makes writing easy and enduring.

The muscles that move the fingers form the fleshy
part of the forearm in front of the elbow. The muscles
that move the forearm like a hinge at the elbow are locat-
ed between the elbow and shoulder. The muscles that
move the upper arm are located about the shoulder.

These comprise the writing machine. Your progress
and success depend upon the proper adjustment and use
of this machinery through development of arm movement.

How to Acquire the Arm Movement.

(a) Drop the right hand half open down at the side
of the seat and swing it back and forth in the easiest
manner.

(b) Now lift it and place it upon the desk, allowing
the hand to remain half closed.

(c) With the left hand place the pen in the right
hand which should be elevated slightly upon the third and
the fourth fingers so that the wrist is off the desk.

(d) Now push and pull the arm back and forth in the
sleeve without letting the sleeve slip on the desk.
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The little finger serves as a free, gliding rest for the
hand and the muscle and skin in front of the elbow serve
as a movable rest for the arm. See Illustration Three.

This is arm movement as distinguished from and op-
posed to finger movement. It serves as a basis for all
good, free writing.

The fingers must not grip the pen tightly. The hand
must not fall over on the right side. The hand must glide
on the little finger and the one next to it, and the arm
must act freely on the muscles near the elbow.

MUSCULAR ADJUSTMENT.

‘When the body or any part of it is in repose, the mus-
cles are relaxed. That is, they are quiet and inactive and
unable to move until acted upon by the brain through
nerves.

When the body or any part of it is in action, the mus-
cles are tightened to correspond to the resistance neces-
sary in performing the required task.

It is just as foolish to tension the muscles greatly to
move a small object as it is to attempt to move a heavy
one without tensioning them at all.

Writing being a small art, and the pen being a small
implement, the muscles should not be tensioned tightly.
To grip the pen tightly means that you cramp the muscles
and thus prevent freedom and ease of action.

Therefore learn to hold the pen gently rather than to
pinch it with a vise-like grip, and the muscles will act
much more easily and gracefully.



GENERAL WRITING.

It is not enough to try to do good writing during the
writing period only, but all writing should be done with
the greatest possible care.

To write with care fifteen minutes each day, and with
haste and carelessness the remaining periods, will not re-
sult in good writing. Therefore do all the work with free-
dom, and with the arm rather than with the fingers.

A SPECIMEN OF YOUR WRITING.

When beginning to practice from this book write:
“This is a specimen of my penmanship before beginning to
practice Zaner and Bloser Method Writing.” Date it, sign
your name and address, and keep it for future reference
to see how much improvement you make.

HOW TO ARRANGE PRACTICE.

Many copies are arranged one-fourth, one-third, or
one-half way across page for convenience of printing. As

a rule they should not be practiced as arranged, but each

copy should be repeated across the page on a line by
itself; not two, three, or four copies on one line as in the
copy.

RATE OF SPEED IN SUCCESSFUL WRITING.

The right speed is as necessary in writing as in the
operation of machines or in the performance of other skill-
ful arts. It is important, therefore, to secure the right
rate of speed as well as the right kind of motion.

Letters drawn with slow, restricted movement may be
considered good in form but such work is too slow to be
of commercial value.

On the other hand, if reckless arm movement is used
with too great speed to allow good control, the writing will
be irregular, illegible and of little value.

There is a happy medium—a golden mean—between
these two extremes at which we should aim in our
practice.

You should practice freely at all times; never in a
slow, cramped manner, nor in-a reckless, careless manner.

Fifteen to twenty words a minute is a good rate of
speed to practice, because it is not so fast but that one can
observe, criticise and direct the pen at the same time.
And it is fast enough to secure the right movement, the
right touch of the pen to the paper, and graceful forms.

Remember that time spent in drawing script forms
is lost, because it never develops power to write freely
and practically.



HOW LONG BEFORE ARM MOVEMENT CAN BE
USED IN ALL WRITTEN WORK?

That depends more upon your determination than up-
on anything else. A few can do it within a week after
securing a good position and a free action at the elbow.
Many can do it within three months. All can do it within
six months, if instructions are followed.

The longer you use the finger movement the harder
it is to change. The earlier you begin to use arm move-
ment in all written work the sooner your writing will be-
gin to improve. For the more you use arm movement the
easier and the more graceful it becomes.

The written Spelling lesson is the best time to begin
to apply the arm movement after having begun the formal
drill in the Writing lesson.

When attempting the arm movement for the first
time, your writing may be merely legible, but soon the
lines will begin to show smoothness and some grace; then
the forms will show less irregularity; after which they
will begin to appear more graceful and symmetrical. After
this there is more fun than discouragement; more inspi-
ration than perspiration; more success than failure.

Are you going to stay with it and succeed, or let the
hand fall over on one side and fail? If you have read and
practiced thus far, we feel sure you will not now abandon
a good thing, but go on to success in writing.
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MAKE SURE WORK OF IT.

The maxim “Be sure you’re right, then go ahead” was
never more aptly applied than to the process of learning
to write. And it never meant more to anyone than to a
pupil who has read and practiced the foregoing concern-
ing position and movement, and is about to take up pen
and ink to practice upon the exercises.

Are you sure you know what a good position is?
Are you certain you understand the arm movement ?

Can you hold the pen properly any considerable time
without letting the hand fall over on the side?

Can you push and pull and revolve the arm freely and
easily upon the muscles without letting the sleeve slip up-
on the desk?

If you can answer these questions with a decided “yes”
then go ahead. If you cannot so answer them, then turn
back and re-read carefully the instructions about Position,
Movement, and Muscular Adjustment.

There is no need of going ahead until you can do so

properly. You cannot make the exercises correctly until
you have a good position and unless you can move the arm

freely upon the muscles.

To proceed further before you have adjusted the ma-
chinery (the pen, hand, and arm), will but make the work
doubly discouraging. Master one thing at a time.

Once more: ‘“Be sure you're right, then go ahead.”



LESSON 1

. y
e ——— ———— ———————— ———— __}

—————

= ———— "5

This exercise is one of the easiest to make with arm
movement. It is, therefore, a good one with which to begin;
it will develop confidence in arm movement. The arm
should work like a hinge at the elbow. Wrist or finger
action should be avoided. The pen should slide freely and
firmly, yet lightly halfway across the page and back
again. If you learn to rely on arm movement in making

this exercise you will have made a good beginning and be
ready for a more difficult one. Strive for uniformity in
spacing and for neatness. When neatly made and well
arranged a page of this exercise presents a good effect.
Be satisfied with nothing' less. Keep penholder pointing
toward the right shoulder and keep the body in a good
position.

LESSON 2

The figures under the exercise indicate the number of
down strokes in the section. Use push-and-pull arm move-
ment, avoiding finger or wrist action. Not less than 150
down strokes a minute should be made. The speed can
be increased until it reaches 200 down strokes a minute.
Endeavor to secure uniform slant, height and spacing.

Persistent effort is necessary. Arm Movement, like most .

good things, is not acquired without perseverance, but it
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is sure to yield to painstaking, intelligent practice, and
arm movement is the secret to good penmanship. These
exercises are given to aid you to gain control of the arm
muscles so that you can eventually write well and easily.
Each exercise may be practiced halfway across the page
as shown in the copy, or each may extend entirely across
the page on a line by itself.



Start direct oval exercise at the top. See how arrows
point.

Curve both sides of oval equally. End each exercise
with an oval, not with a circle. We call them ‘“ovals” al-
though technically they are slanting ellipses.

Sit squarely. Let full weight of arm rest on muscle
in front of elbow. See that hand glides on nails of the
last two fingers. Keep side of hand off the paper. Push,
pull and revolve arm freely on muscle within sleeve, with-
out sliding it on the desk.

The exercises should be practiced at the rate of two
hundred down strokes a minute. Practice but one exercise
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at a lesson, continuing it across the page. Each exercise
should contain four hundred down strokes when made
continuously across the page. Shift paper two or three
times.

Keep hand in position and practice exercise with dry
pen until you are sure you can make it without sliding
elbow or working fingers.

Count as follows: 1, 2, 3, 4, 5,6, 17, 8, 9, 10, 1, 2, 3, 4,
56,789 20,1, 2, 3, 4,5,6, 7, 8,9, 30, etc., up to one
hundred, and then repeat. Do not pause after 10, 20, 30,
40, 50, etc., but continue on regularly and rhythmically.
Count by the watch until you are sure of the time.
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LESSON 5
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Retrace each oval six times. Curve the down strokes
as much as the up strokes, and make the top as round- line across desk.
ing as the bottom. These are the essentials of form, and If you cannot make exercises two full spaces high
should not be overlooked. Remember that every exercise without using fingers or sliding sleeve on desk, loosen the
should have some specific form, and that the hand should sleeve. Persevere until you can make it two spaces high
be trained to reproduce it at will. Make all ovals the same with ease. Do not grip the holder tightly. Relax muscles
size. at elbow. See how easily you can move the arm. Practice

See that elbows are near corners of desk, and holder a line of one of the above oval exercises before taking up
pointing toward shoulder. Sit erect and push paper from the regular lesson.

LESSON 6

S —

Keep the fing t the motion After you have mastered the large
comes from the elbow. Aim at ease in execution. See ovals, try one or two additional sizes within the larger
how neatly you can do the work, and make up strokes one. This will require a still better control of movement
as heavy as down strokes. and therefore a greater effort than is required to make

Each size requires special effort, and through effort but two.
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LESSON 7

Notice the similarity between the above exercise and
the letter below. It includes the whole of the letter, with
the exception of the small finishing loop at'the top. It
therefore pays to learn to make the exercise well.

Remember that all the letters in the oval group are simi-
lar to the O, and that when you have mastered the oval
you have mastered a good portion of each letter in the
group.

LESSON 38

OCOTOOC O OCOC
BOOOFOG FFSE 5SS

The O is composed of a slanting oval, two-thirds as
wide as high, finished with an upward curve. Both sides
should be curved equally, and the top should be as round-
ing as the bottom. The finishing loop should be small.
Count: 1, 2; 1, 2; etc., at the rate of 60 a minute for the O.

.
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Begin and finish the O with the pen in motion; that is,
start the motion before the pen touches the paper and
lift the pen from the paper while it is yet in motion.
Start the letter leftward and let the motion continue from
letter to letter, instead of stopping as soon as each letter
is completed.



LESSON 9

ONE MINUTE’S PRACTICE
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Can you make 60 good, legible O’s a minute? Don’t It is desirable to make each motion count and omit
be satisfied until you can. Notice that they are in groups all unnecessary motions.
of 7. This number can be made without shifting the paper Endeavor to curve the up stroke as much as the down
or the arm. The exercises on the preceding page are good stroke and strive for uniformity in size, slant and spac-
ones to increase speed. Review them when necessary. ing. Keep the small finishing loop at the top as uniform

in size as possible.
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LESSON 10 AND 11

This oval exercise begins at the same height as the
capital O, decreasing gradually until it ends the size of the
small o. It is valuable, because it trains the arm to control
size and prepares you for making the five sizes of the
letter that follow it. Making letters various sizes is a

This is but a suggestion of what can be practiced to
good advantage on many of the letters or exercises. A
good penman is able to write very small, small, medium,
large, or very large, as he may wish. A drill on all of the
different sizes helps greatly to master the medium size—

great aid in securing control of movement. the size that most students will eventually use.

VA g SR N R s et v e s e Sl g o N o e s o g i S
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The small o requires a fine control of the oval motion.
The letters are but pictures of motion. Good control
of motion will produce good forms.

The joining of small o’s makes a good exercise to
strengthen the lateral movement, something very neces-
sary in producing free, firm, flowing writing. Make the
letters as rounding at the top as at the bottom.

16



LESSON 12

S 2 = Nt
have made the largest oval.
exercise. It is a helpful one in gaining control of move- Compare your work with the copy. See wherein you
ment. Make. the smallest oval first. Begin at the bottom fail. Then do your best to correct your errors. That is
and swing the pen around six times with a free firm the way to learn.
motion.
LESSON 13
The C begins with a loop resembling the small o which letter with an upward right curve. Count: 1, 2; 1, 2; etc.,
merges into a large oval. Be sure to start the letter a at the rate of one letter a second. Pause frequently in
little below the top, and to curve the down stroke well. order to observe, to criticise, to correct, and to determine
Make the letter about two-thirds as wide as high. what to do in order to improve. TUnless you mix brain

Place the pen on the paper quickly and complete the with ink, you cannot hope to improve.
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. LESSON 14

By mastering the diminishing oval exercise you will Keep the loop at the top small, and the back of the C
be well prepared to make the five sizes of C. Then you rounding. Avoid making the loop at the top too large
will be prepared to make both the capital letter and the and the first stroke in the loop too nearly a straight line.
small letter, for the last one of the five is really a small c. In the small ¢ the loop is omitted. ;

LESSON 15 é
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The ¢ starts with a little dot which forms a turn or and quickly made when curved. Make the five letters
hook. Place the pen firmly on the paper and make the joined without raising the pen, pausing a trifle in form-
letter rather quickly, keeping the upper turn about as ing the dots and retracing the hooks. Use a free, firm,
wide and rounding as the lower turn. The down stroke graceful arm movement. Strive for strength and smooth-
can be curved considerably and still harmonize with the ness of line as well as for freedom and gracefulness.
down strokes in the other letters. It is not necessary for Count: 1, 2; 1, 2; etc. Accent 1 for each of the letters
legibility that it: be made straight and it is more easily when joined. !
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LESSON 16

Count six for the oval and ten for the straight line, without hesitation; a very necessary thing in actual writ-
at the rate of 200 down strokes a minute. Go from the ing. Keep the fingers from acting. Use arm movement.
oval to the straight line quickly without lifting the pen. Sit healthfully. Watch the angle of the paper. Be patient
This will prepare you to go from one letter to another and persevering.

LESSON 17

@220 Lr8e Node NiDo Lre Lol e LS
g P e s

In the A tracer, count six for the oval and five for second part about halfway down. Never make a loop of
the straight line. Finish it as the letter is finished. the second and third strokes. Count for A: 1, 2; 1, 2; etc.,

Start the letter leftward at the top and retrace the 60 a minute.
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LESSON 18

The capital A is about the same in form as the small 60 A’s a minute. Pause long enough to observe critically
a. The first stroke should be curved more than the second, wherein you have failed or have succeeded and long
while the third stroke should be nearly straight with a enough to determine how to improve the next letter.

turn at the bottom, finishing with a right curve. Make

LESSON 19
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Begin a with a slanting left curve. The up stroke, Join the five a’s without lifting the pen, but pause to
which is a right curve, is not curved so much as the first retrace the form and reverse the motion. Make three
down stroke. The second down stroke should be nearly a groups containing five letters each on a line at the rate of
straight line, finished with a turn and a right curve. Keep seventy a’s a minute.

a good position. Count: 1, 2; 1, 2; etc.
20



LESSON 20

Start this diminishing tracing exercise the same as should be thoroughly mastered. The better it is made the
you would begin any other direct oval exercise and wind less white space or blotches there will be in it. If made
it gradually to the center, endeavoring to keep the lines perfectly, the white spaces between the lines will be about
equally distant from each other. This is a good drill and equal to the lines themselves.

LESSON 21
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Here we have a review of three capitals and three which the capitals are made. To go from one to the other
small letters arranged so that you can go quickly from is the difficult thing; that is, from the free to the restrain-
one to the other. The small letters are, of course, made ed movement and vice versa. We must do that quickly
with a movement that is more restrained than that with in actual writing, hence the practice value of it here.
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Are you sure you are sitting he Is the

letters or to get a better control of movement. sleeve sufficiently loose to let the arm move freely in and
The oval exercise above will help you to make the out of the sleeve in making these exercises?

turn in the forms below and the straight line exercise will Make two hundred down strokes a minute. Watch

help you to make the down strokes. the spacing closely so as to secure and maintain a uniform

color. There should be no blots or wide, open spaces.
LESSON 23

In these exercises keep the down strokes fairly ber of letters and should be mastered. Count: 1, 2, 3, 4,
straight. Make an easy turn and curve the up strokes 5, 6, 7, 8; one for each up stroke, at the rate of three
slightly. See that the little finger slips freely in making strokes a second for the small exercise.

- the up strokes. This turn forms the main part of a num-
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LESSON 24
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If you have mastered the exercises on the preceding too much or it may be mistaken for small c. Count: 1, 2,
dot; 1, 2, dot; etc., or 1, 2, 3. Use a free, gliding motion

in joining the letters. See that the little finger slides

page you are ready to practice the i and the u success-
fully. The first and the last strokes are the same in curve
and in slant. Place the dot just above the letter and in freely in making the up strokes.

line with the down stroke. Do not curve the down stroke
LESSON 25 :
S pp e St B Al I S A s A e i T i A it

Make the second part the same height as the first and
Keep the

The u is sharp at the top and round at the base like
the i. The two down strokes should be parallel. All up the last turn no more rounding than the first.
strokes should be the same in curve and direction. spacing wide between the letters but do not widen the
See that the movement is from the elbow and that the

little finger slides freely. Count: 1, 2, 3; 1, 2, 3; etc.
23

letter.



LESSON 26
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Make both parts of w the same width, then finish
with a slight retrace and a curved stroke to the right.

Much of the writing of the world is illegible, not be-
cause of lack of skill, but for want of observation of turns.
Make the down strokes parallel.

Use precisely the same movement as in u, with the

exception of the finish, which requires a short pause be-
fore making the curved stroke to the right. Count: 1, 2,
3, finish; 1, 2, 3, finish; etc. Let the forearm swing freely
from the elbow in joining the letters. Sit erect and keep
the elbows well out from the body. Guard against drop-
ping the line too much between letters when joining.

LESSON 27
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Always loop the e but never loop the i if you would
write legibly. It is best to make the turn at the top
rounding. TUse semi-rolling motion and curve the up
stroke well. The old way of endeavoring to make the
down stroke straight with a short turn at the bottom re-

24

quires too much time. By curving the down stroke to
some extent speed is greatly increased and the letter is
none the less legible. Count: 1, 2; 1, 2; when made singly.
In joining them, count one for each letter at the rate of
120 a minute.



LESSON 28
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The E requires a finer control of the oval motion than the middle of the letter and finish like C. In alternating
the C, for the reason that it is formed of parts of two the retraced oval and the letter across the page count
ovals of different size. Watch carefully the small loop. three for the E and retrace the exercise six times. Watch
Place the pen firmly on the paper and start to the left how you begin and end the letter.

with a circular motion. Form the small loop a little above

LESSON 29
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The D helongs to the oval group of letters, being in width, height and slant with the O. Make forty-five
much like O. The capital begins with a stroke slightly a minute. Count: 1, 2, 3; 1, 2, 3; etc. The alternating
curved to the left, which merges into a compound curve straight line and O tracer are sure to help you to form
in forming the small loop on the base line. After leaving the letter. Practice them faithfully.

the small loop, finish like O. The letter should harmonize
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LESSON 30
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Here we have the compact reverse oval and the com-
pact straight line exercises to prepare us to make the turn
and - the straight line in the forms below. DBe satisfied
with nothing less than neat, uniform, well arranged work.
See that the arm moves freely on the muscle located in
front of the elbow. It is a good plan to make these exer-
cises two spaces high instead of one. Next try them a

)7

appear easy.

The size of the pen, the quality of the paper, and the
amount of pressure cn the pen will increase or diminish
the number of ovals that can be made across the page
without blotting or blurring. It is best to use good
materials.

LESSON 31
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It is easier to make the large exercise than the small
one; therefore master the large one before beginning the
small one. Remember that this exercise forms the founda-

tion for a number of letters. Move to the right freely,
easily and firmly. An easy turn at the top and a sharp
angle at the bottom should be the aim.
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the elbows well out from the body. In joining the letters
.see that the space is kept narrow in each letter but wide
difficult but must be observed in order to insure legibility. between letters. This wide spacing forces the little finger
The second down stroke should slant the same as the first. to slide freely from left to right, which shows that you
Count: 1, 2, 3; 1, 2, 3; for each n when made singly. See are using arm movement.

that the penholder points over the left shoulder and keep

Small n is a letter which requires a great deal of at-
tention. The small rounding turns at the top are quite

LESSON 33
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ing and height in words than it is in exercises. These
points should be watched carefully. Close the o at the top
and follow the general rules for spacing.
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We are now ready to practice the first word. It is
composed of letters which we have practiced heretofore.
It is more difficult to maintain uniformity of slant, spac-



LESSON 34
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If we can make one letter or exercise well we are then
prepared to make other letters. The m is simply a con-
tinuation of the principle in the n. This plan of letter
building is followed throughout the manual, both as re-
gards capitals and small letters. We therefore see the

necessity of mastering the fundamentals, for unless we
can make them well we can hardly expect to write well.
Count: 1, 2, 3, 4; 1, 2, 3, 4; etc., at the rate of 40 sep-
arate letters a minute. Join the four m’s without raising
the pen.

LESSON 35

-

Note carefully the turns and the angles in the word,
because they make for legibility. Endeavor to rely on an
easy arm action, swinging to the right freely. Strive for
a good position of the hand, arm and penholder. Refer
frequently to Illustrations 2, 3 and 4 on pages 4 and 5 of
this manual. Keep the back of the hand toward the ceil-
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ing and do not allow the hand to fall over on the right
side. The hand should slide on the little finger or on the
nails of the third and little fingers; or it may slide on the
first joint of the little finger. Neither the side of the
hand nor the wrist should touch the paper. The holder
should point near the shoulder. Don’t grip it.



LESSON 36
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The x is not a difficult letter. It is composed of the the letter. It is easier to make the cross upward rather
last part of m or n, crossed with a slanting straight than downward. Make the first part and then cross with
line, which should be made no higher than the first part of an upward stroke.

LESSON 37
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To write easily, rapidly and legibly should be the con- the appearance of a page. Watch these things while ;
stant aim of the student. Decided turns and angles, cor- writing words. The word axiom should be written about
rect spacing, and uniformity of size and slant add much to 14 times in a minute.

29



LESSON 38
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The first part of v is like the last part of m or n or
the first part of x, except that the second up stroke is
closer to the down stroke. In other words, the down stroke
and the second up stroke are more nearly on the same
slant. Finish with a small retrace and a curve to the
right, as in the finish of the w. One of the usual faults
is making the second up stroke too slanting, thus making

the letter too wide at the top. The v is a very graceful
letter when made well, and it is an easy letter to make if
one employs a free arm movement and pauses slightly on
the dot. Avoid a quick, jerky motion. Keep the connect-
ing stroke nearly straight in going from letter to letter in
the exercise. Count: 1, 2, 3; 1, 2, 3; etc., for the single
letters.

LESSON 39
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The difference between good writing and what is
known as a ‘‘school boy hand” is that the former shows
freedom, speed and force of movement, “writing pep” if
you please, while the other shows labored, cramped, slowly

written forms. Do you see the difference? Strength of
character is frequently noticed in the handwriting of the
individual.



LESSON 40

This is a review and no doubt you will be eager to see practiced in the same way with good results. A page of
what a fine appearance you can give these letters with three or four sections like the above presents a fine effect
this cross hatching exercise. Many other letters can be when well written and neatly arranged.
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than the other short letters, excepting the s. Make the
top of the letter nearly vertical and pause slightly at the
shoulder. Excepting the top, the letter is the same as i.
Be sure to form the shoulder distinctly. Count: 1, 2, 3;
1, 2, 3; etc. Pause slightly between 2 and 3. In counting
cut the 2 very short.

This form of r is preferred by many to the one givgn
on the succeeding page. There is not a great deal of dif-
ference as regards speed with which the two forms can be
made. Some vigorous practice centered on the sharp angle
at the top, the short vertical down stroke and the rather
open or obtuse angle forming the shoulder, will soon pro-
duce results. This letter should be made one-fourth higher

LESSON 42

The three r’s in this word will be your most difficult
letters to master, but they are bound to yield to careful
and energetic practice. Meet the difficulty and make the
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letter yours. Once mastered, it is yours for all time. Be-
come a good warrior against errors in writing and see
how soon you will win battles.
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This form of r is made exactly like the first part of m right as in the w or v. Thke connecting stroke should be
or n with the down stroke retraced slightly above the first kept the height of the first part of the letter. 'The count
part of letter. Finish it with a dot and a curve to the is 1, 2, 3, when made singly.

LESSON 44
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Be careful in retracing the down stroke to keep both Now put some ‘“snap” into your movement and see
strokes the same in slant. If the retraced stroke slants how soon you can pass ‘“rover”. This word should be
too much to the right. the letter may look like v. written 16 times in a minute.
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LESSON 45
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The s begins the same as the “shoulder r” and, like
the r, should be sharp at the top and one-fourth higher
than the other minimum letters. The body of the letter
should correspond in width to the body of the r. Curve
the up stroke well and close the letter neatly at the bot-

tom. This requires an easy swinging motion, unlike that
used in any other small letter. Keep the turn on the base
line quite wide by employing a free, lateral swing of the
hand and forearm. Count: 1, 2; 1, 2; etc., for each letter
when joined and make 80 or more a minute.

LESSON 46
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If you can make the s successfully in the exercise
above you are ready for the word ‘“‘success”. Study the
form, the swinging movement, maintain a good position,

be alert, and success will be yours. TUse this word as a
speed test occasionally and be sure to write it 14 times a
minute.
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LESSON 47

use the arm movement.
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First make figures the same size as shown above and

J

Study carefully the size, propor-
tion and form of each. Trace each one six times and then

NN
ACANEN
NN
SN
LI
ASAUIRNY
R
ANECANY
I

proceed to the next. Watch the spacing between the fig-
ures and make a special effort to keep each figure directly

under the one above it.

LESSON 48
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Figures should be made unmistakably plain for they

represent values.

fortune.

Indeed a figure may sometimes mean a

The little finger need not slide so freely in making
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small figures as it does in making small letters.
On the following page are figures of various sizes,

from very large to small ledger footings.

All should be

practiced systematically and thoroughly mastered.
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LESSON 50

Thus far in this manual we have covered the short or The direct and indirect ovals and the straight line
minimum letters, the oval group of capitals and the fig- exercise will develop freedom and control necessary in
ures. We are now ready for the remainder of the capi- making the smaller exercises below. This is a good open-
tals and small letters. ing exercise whenever the movement seems sluggish.

LESSON 51

Make this oval and straight line exercise without trouble with the second half of this line. If your lines
raising the pen. If you can maintain uniform slant and blur or blot, your pen may be too coarse and worn or your
spacing and make a good oval you will not have much touch too heavy.

37



LESSON 52
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Begin capital P with a swinging right curve joined to
a straight line. Retrace fully 2/3 the height of the letter
before forming the reverse oval. End the oval on or near
the straight line, either with or without a dot. Use push-
pull and circular arm motion, and do not lift the pen while
making the letter. Try to form a circle instead of an

oval and see the result. Keep your movement under con-
trol by thir.iing of the letter you are about to make. Be
quick mentally if you would be quick and precise physi-
cally. Count' 1, 2, 3; 1, 2, 3; etc., at the rate of 45 letters
a minute.

LESSON 53
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Make B the same as capital P until the small loop in
the second part is reached; then add part of another large
oval and a ‘“‘boat finish”. Use a combination push-pull and

circular motion in forming this letter. Keep the two in-
complete ovals rounding. Count: 1, 2, 3, 4, finish; 1, 2, 3,

4, finish; etc.



LESSON 54
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The letters P, B, and R begin alike. The small loop to the base line, finishing with a connecting up stroke.
in the R should be made about half the height of the let- Count: 1, 2, 3, 4; 1, 2, 3, 4; etc.,, and make 40 a minute.
ter and should either touch or cross the retraced down Use a quick, push-pull motion on the retraced straight
stroke. From the small loop a compound curve extends line and a circular motion on the oval.

LESSON 55

Write the word without lifting the pen. Move to the but for training be sure to master both. See if you can
right freely and forcefully. Notice that both styles of the write this word 12 times a minute by the watch. Correct
small r are used. You may decide' which one. you prefer, speed makes all the kinky lines disappear.
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LESSON 56

This retraced oblique line exercise will aid you in se- action and delicacy of touch are both very essential quali-
curing uniform slant and in cultivating.the up-and-down ties. in good penmanship. Count 10 for each exercise at
action used in making the tall small letters, such as t and the rate of 200 strokes a minute.

1. Watch the initial and the final curves . Strength of

LESSON 5%
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The t begins and ends the same as the i. If you make be made at the top before retracing. Cross the t with a
the i about twice the usual height, you will have t. Re- short straight stroke. Make the letter without lifting the
trace the up stroke about halfway down. Avoid making pen except to cross it. Use push-pull arm movement.

a loop or it may be mistaken for 1. A slight pause may
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LESSON 58
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The small “a” and part of the small “t” form the d. ct. The five letters should be joined without lifting the
Make a rounding turn at the base line and finish with a pen. Count: 1, 2; 1, 2; for the letter. When joined in
right curve. Close the “a part” or it may be mistaken for groups of five count 1, 2, 3, 4, 5—6, 7, 8, 9, 10.

LESSON 59

Write the word without lifting the pen. Strive for a angles, connecting strokes, height and slant. Think of
firm line with an easy movement. Carefulness in details these things as you go along and you can detect and cor-
is necessary to produce good writing. Examine turns, rect your faults.
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LESSON 60
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There are several styles of this letter, any one of
which can be made easily by persons following this method
—a method that aims for penmanship training rather than
for conformity to a certain style of writing.

Endeavor to make the long down stroke straight. The

loop should correspond in size to other loop letters, such as
g and y. The most difficult part of this letter is usually
the small reverse oval. Count three for each letter when

made singly, 60 letters a minute. Make the five connected
letters without lifting the pen.

LESSON 61
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Watch your position. This word should be written
without lifting the pen, except to cross the t and dot the
i. Strength of movement, or lack of it, is bound to show.

Does your work show strength of line? This is a good
drill word to test your speed. Write it 15 times a minute.



LESSON 62
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The back or straight line is usually the most difficult
part of J. The push-pull tracer will help you to master
the proper slant. A straight line should be the aim, and
the slant should be the same as that of all other down
strokes. Study the initial stroke carefully, and curve it

well. Keep crossing near the base line. Use a vigorous
push-pull movement and drive the arm freely out of the
sleeve in starting. Study form as well as movement. No
one can become a good writer by scribbling. Count: 1, 2,
3; 1, 2, 3; ete,

LESSON 63

O L
A A

The retrace oval given to aid in mastering these letters
should be started upward. The I and J begin alike.
Commence on the base line or a little below and after
turning at the top make the down stroke as straight as
possible without checking the motion. Form a wide turn

N

KO
R
‘S
AN

at the left and complete the letter with the boat finish.
The tendency is to curve the first stroke too little and the
down stroke too much. For the letter, count: 1, 2, 3; 1,
2, 3; and make about forty-five a minute.



LESSON 64

The shoulder, the arm and the hand constitute the The two lines of copy above are splendid for cultivating
writing machine. Keep them well adjusted if you would a free writing movement. Move along from capital to
write well. ’ small letter without lifting the pen.

LESSON 65

Most pupils use too much finger movement. The true These exercises will develop the kind of motion need-
function of the fingers is to hold the pen and to assist in ed to make the upper loop letters. The 1 exercise should
the minor details of execution. The arm is the primary be made with the same free semi-rolling movement that
propelling instrument. Train it, learn to rely on it, and is used in making the retraced oval. Curve the up strokes

it will serve you well. well and make the down strokes as straight as possible

while writing one hundred loops a minute.
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LESSON 66

S SN ST A e L S S Y S
D h Al A LA L A

In making 1, curve the up stroke well and make the ‘ but curved to some extent. Count: 1, 2; 1, 2; etc.,, when
down stroke almost straight to the base line. Finish with made singly. When joining them count 1 for each letter—
the usual right curve. When these strokes are joined with 1, 2, 3, 4, 5, finish. Make 100 loops a minute.

a rapid motion, the down stroke will not be quite straight, ‘
LESSON 67

To go from the loop letters to the short letters and if you would write well. Conscious effort is required be-
maintain uniformity in size, spacing and slant of each re- fore good work becomes habitual. Lilac is a favorite word
quires good control of movement. Watch turns on base and should be written 20 times a minute.

line. You must think the things that make good writing
45
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finishes just like v and w. Keep the lower part fairly

The b is the same as 1 until after turning to the right
narrow. See that the little finger slides freely from letter

on the base line. Bring this right curve a little closer
to the letter than the finishing stroke of 1. The letter to letter. Count: 1, 2, 3; 1, 2, 3; etc., when made singly.
LESSON 69
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The word bubble is a good one for practice. If you making the loop and in finishing the letter carefully. Keep
can write it well, you may consider yourself master of the the loops rather short. Tall loops are not essential to
b. Use a free, semi-rolling arm movement in making b. legibility, and short ones are made more easily and more

- The hand and fingers may cooperate with the arm in rapidly.
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LESSON 70
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The h begins the same as 1 and ends the same as n. li. Curve the up stroke well and try to keep the down
The common tendency is to sharpen the upper turn and stroke fairly straight. The second down stroke should
to make the lower one too rounding. Be sure to main- be the same in slant as the first. Count: 1, 2, 3; 1, 2, 3;
tain an angle at the base of the loop, or it may resemble etc., when made singly.

LESSON 71

Hurrah! I am improving, hurrah! We like to see pupil. Enthusiasm accomplishes wonders. Write this
pupils practice with so much interest and enthusiasm that word 15 times a minute and compare your work with the
they feel like exclaiming when they are conscious of mak- copy.

ing improvement. Don’t be a ‘“don’t care”, indifferent
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LESSON 72
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The k begins the same as h. The second part may The second part of the letter resembles the second part of
be a trifle taller than that part of the h. Watch the top a small,ca.pltal R. Count: 1, 2, 3; 1, 2, 3; and make 50
of the second part and keep the down strokes parallel. to 55 k’s in a minute.
LESSON 73

It takes knack to learn to write well. In fact, knack order to get the swing and then reduce it to the size given
helps in almost any skillful art. The second part of the in the book. This is a splendid word for practice and you
k is the most difficult. Practice that part quite large in should be able to write it about 16 times a minute.
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We are now ready for the capital letters based upon
the reverse oval. The above exercise is sometimes termed
the reverse oval principle and forms the first part of eleven
letters; hence the necessity of mastering the exercises and

bring the straight down stroke to the base line. The
second down stroke should be parallel to the first and
should be finished with a small loop and a right curve.
Count: 1-2, 3-4; 1-2, 3-4; etc., and make 35 a minute.

principles. See how rounding you can make the top and

LESSON 75
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Hanan is a good word to develop uniformity of action

write the word without lifting the pen. See if you can
and force of motion. After making the last part of the H

write sixteen words a minute.
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LESSON 76
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The first part of K is similar to the first part of H. part of the letter large to cultivate an easy arm move-
The second part should begin with a compound curve and ment, and then reduce it to the size given in the book.
the loop should be a trifle above the middle of the letter. Count four for each capital and make 35 a minute

Finish the same as capital R. Practice making the second

LESSON 77
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How about the position of the body, pen, holder, hand, word without lifting the pen. Compare your efforts with
and arm? . the copy. Are the turns easy, the angles sharp, the small

After starting the second part of the K, finish the letters uniform in height and spacing ?
50 :



LESSON 78
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Practice the small a and then connect the lower re- and the same slant as other lower loop letters. The tend-
verse loop and you will have . Close the loop at the base ency is to throw the loop off slant. Count: 1, 2, 3; 1, 2, 3;
line and finish same as a. Make the loop the same size etc., and make 45 to 50 letters a minute.

LESSON 79

Watch, criticise, correct, practice. This is the way to unique should be written 14 times a minute by the watch.
improve. One must be alert. Good mental and physical Test your speed quite often.
habits are essential in learning to write well. The word
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Here we have the longest straight line in the small
letters—the down stroke in the f. The Zaner and Bloser
Method does not advocate very long loop letters. Short
loops are just as legible and are more easily and rapidly
made than long ones. The f is composed of parts of 1

and ¢q. Close the letter carefully on the base line and
make the lower loop the width of the upper, but in the re-
verse manner. Keep the slant of this letter uniform with
the slant of other loop letters. Count: 1, 2, 3; 1, 2, 3; etc,,
and make 70 letters a minute. ,

LESSON 81

It is easier to write words containing only letters of
minimum height than it is to write words having loop let-
ters. When the arm is adjusted to making letters of one
height is is not easy to change quickly and make letters
of different heights. It requires practice to overcome this
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difficulty. Try to make the down stroke in the f straight
but with a free movement it will be only approximately
so. You should be able to write this word without lifting
the pen. Write 14 words a minute.



The N begins the same as H and K. Both down
strokes should be almost parallel and nearly straight.
The letter should be retraced about half the height, and
the first turn at the top should be higher and wider than
the second. TUse push-pull and semi-rolling arm move-

ment. The arm should act freely on the big muscle in
front of the elbow. The elbow should rest near the edge
of the desk. Keep the fingers from acting and make the
arm, -hand and pen do the mind’s bidding. Count: 1, 2, 3;
1, 2, 3; etc., at the rate of 45 a minute.

Did you observe that we have reached sentence writ-
ing? The order of presenting the work is: exercises,
principles, letters, words, sentences, paragraphs, pages.
Each has its special problems, but the last includes the
difficulties of all the others. Spacing between words, as

well as spacing in words, must be watched. The rule is:
A little more space between letters than in letters, and a
little more space between words than in words. Now you
have the idea; therefore, “it’s up to you.”



LESSON 84

The M is similar to N with one more part added.
Make each letter with a free arm movement without lift-
ing the pen or checking the motion. The three down
strokes should have the same slant. Make an easy turn
at the base line in finishing the letter.

Remember that the way to learn to write is to prac-

tice writing, just the same as the way to learn to play
ball is to practice ball playing. Just as it requires study
and practice to throw and curve a ball effectively, so in
the art of skillful writing, study and practice are essen-
tial. Count: 1, 2, 3, 4; 1, 2, 3, 4; etc., at the rate of 40 a
minute.

LESSON 85

MW
MW%

We hope you are pleased with your practice on sen-
tences. Joy comes in doing good work and we know that
if you have followed the previous instructions you are now
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experiencing joy in being able to write these sentences
well. This sentence is a little more difficult than the first
one, because of the many loop letters.



LESSON 86

The W begins with the reverse motion like the M,
followed by a slight right curve the height of the letter,
a straight line down to the base line, finishing with a left
curve about two-thirds the height of the letter. The two
sharp angles on the base line and the one at the top are
somewhat retraced.

W2 - -2 T TF -0 T -

The arm should work in-and out of the sleeve freely.
Watch and study the movement of the arm while making
the push-pull exercise on the first line. It is well to make
this observation occasionally. Attention to details helps
wonderfully in learning the requisites necessary to pro-
duce good writing.

LESSON 87

After writing this word a number of times look over
your work critically. Do all of the W’s look about alike?
What is wrong with some? How about the double 1?7 Can

you write the word freely, rapidly and easily? See if you
can write 12 words a minute and have your work look
almost as good as the copy.



LESSON 88

After making the reverse oval principle as in W, be- Examine this letter ‘“‘upside down.”
gin with a left curve the full height of the letter and The exercise on the first line should be well mastered,
touch the first long down stroke half the height of it. then the letter will be easy. Watch the slant carefully.
Finish with a small loop similar to that in the figure 6 Count: 1-2, 3-4, for each capital and make 35 a minute.

LESSON 89
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Would that many of the warriors of the past had been
penmen instead—the world might have been better. If

the battles we need. Drill on this sentence until you can
we fight against our own shortcomings we shall havé all

write it well three times a minute. Compare your work
with the copy.
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LESSON 90

This exercise is composed of two compound curves and
is well worth considerable practice. It will help to free
the movement and to gain control of action. It is a valu-
able exercise for a number of letters that are soon to fol-

D 1777

low, such as, T, F, S, LL and G. Do not slight the exer-
cises because they are given for a specific purpose; a little
vigorous work will quickly help overcome difficulties.

LESSON 91
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The j begins precisely the same as small i. The down
stroke should be nearly straight and the loop should be
the same in. size and slant as the loop part of h. The
crossing should be on the base line. Watch carefully not

5 /

to slant the loop more than the loop letters above the line.
It should extend no higher above the line than the one
space letters. Count: 1, 2, dot; 1, 2, dot; etc.



LESSON 92
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The g begins the same as small a and ends the same Keep the loops uniform in slant as they largely determine
as j. Close the ‘“a” part or it may resemble y. Count: the slant of your writing.
1, 2; 1, 2; etc.,, at the rate of 65 to 70 letters a minute.

LESSON 93

aares Fiiin.
O e Fer

The y is the same as an h inverted. "It begins the are doing well. The tendency is to make lower loops more
same as x and ends as j. Count: 1, 2, 3; 1, 2, 3; etc. slanting than upper loops. The long stroke from the bot-

The word ‘“‘gayly”’ furnishes good practice on g and y. tom of the y to the top of the 1 should be watched care-
If you can make the three lower loops about the same in fully.

slant and size as the upper loop, you can feel that you
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LESSON 94
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The z begins like small m and finishes with a lower
loop. The first downward stroke should harmonize in slant
with the downward stroke in the loop. Bring the first
part of the letter to the base line as though you were
going to make a small m, then turn quickly and form the

loop with the crossing on the base line. Count: 1, 2; 1, 2;
etc., at the rate of 65 to 70 a minute. Write the word
zenith without lifting the pen. The size and slant of the
loop should correspond with other lower loops. See if you
can write 15 words a minute.

LESSON 95

S
S

If you do not see some progress by this time you may
feel discouraged, but there is no need of such a feeling;
rarely is there a person who cannot learn to write if
he puts forth the proper effort. ‘‘Practice makes perfect”,

however, only when it is intelligent practice. Remember
there is little or no value in a writing drill unless practiced
with healthful position, proper movement, and correct
speed.



LESSON 96

We have reached the capital stem letters. Not many
years ago the capital stem was the main principle in more
than half the letters of the alphabet. The demand for
ease and speed has compelled changes in styles of many
letters. The authors of the Zaner and Bloser Method of

Writing are ever on the alert to adopt speedier and easier
forms. It has not yet been found possible to do away with
the capital stem entirely. We refer to it in such letters
as S, L and G. The compound curve makes this stem
difficult. Make 35 capital T’s a minute.

LESSON 97

The capital stem as now given is somewhat different
from the old form which was made with a full oval on the
base line. It is finished with a sharp angle made with a

swinging motion. The connective stroke to the right al-
lows it to be easily joined to any letter that may follow.



LESSON 98
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T and F are so nearly alike that if you can make one
it is safe to say you can make the other. Swing down-
ward to the left on the capital stem with a forceful move-
ment, being careful not to curve the stem too much at the
beginning. Swing from the sharp angle to the middle of

L e

the letter, cross it, press on the pen slightly, lift it without
stopping the motion, and the F is finished. The exercise
in the first line will help you to master the stem. Guard
against making the loop in the top too large.

LESSON 99

S St LS Lttt S
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The S begins with a right curve joined to the capital
stem, finished with a sharp angle, and a swinging connect-
ive curve. The loop at the top should correspond in size
with the loop in capitals L and G. In fact, there is not
much difference between the loops in these capitals and

the loops in the small letters, such as 1, b, etc.

A free, swinging arm movement is necessary at all
times in making capital letters. Count: 1, 2, 3, for the
capital S with the boat finish; make 45 or more a minute.



LESSON 100

Begin the L about half the height of the letter with to make the loop resting on the base line long and nar-
a right curve joined to the capital stem principle. Make row rather than short and round. The tendency is to
the long flat loop to rest on the base line and finish with a make the loop in the top too slanting. Count: 1, 2, 3,
compound curve to the right under the base line. Be sure for each capital L. and make 45 a minute.
LESSON 101

O

These words should help to cultivate an easy, gliding freely to the right while the pen moves from letter to let-
movement. Can you make the small loop in a horizontal ter. Are you improving every effort? If not, why? Ob-
position on the base line? See that the little finger slides serve and compare frequently. 2
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LESSON 102
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Begin capital G the same as a small upper loop letter, Use an easy, graceful and forceful movement. Study
but instead of coming to the base line, swing to the right the letter before beginning to practice. It is only by

with a curved stroke about half the height of the letter. critical comparison of your own work with the copy that
Join this to the capital stem, forming a sharp angle and you become conscious of your errors. Improvement comes
finish like capital S.

mainly through our ability to observe keenly and compare
critically. Count 4 and make 40 a minute.

LESSON 103

Some improvement should be made during each lesson.
That is the object of the instructions. Just how much im-
provement you will make each day depends largely upon
the kind of effort put forth. This is a fine motto and it

.works wondrously well in handwriting. Always cross the

two t’s with one straight stroke and write the sentence
three times a minute.
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LESSON 104
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Watch position of body, hand and paper. ending a trifle lower than the first part of the letter.
The V begins with the reverse oval principle, but in- This exercise will help you to form the rounding turn
stead of forming a sharp angle on the base line as in W, on the base line. Count: 1, 2, 3, for each capital V and
form a turn to the right, and finish with a compound curve make 45 a minute.
LESSON 105
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Ease and strength of movement are two of the chief these desirable qualities? See if you can write 15 words a
qualities which distinguish good business writing from the minute. Velvet is a favorite word to write. See, there-
proverbial ‘school boy” hand. Does your writing have fore, if you can make all the lines smooth and light.
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The U is the same as V until the wide turn is made carefully in order to get the mental picture. Count: 1, 2,
on the base line. The second part is nearly the height of 3 and make 45 a minute.
the first and finishes like the capital A. Study the letter

LESSON 107

WWWW

Be sure to assume a healthful position of the body. word to another. See that your pen, ink and paper are
Keep the sleeve loose so that the arm may move freely in in good writing condition. Remember that “Trifles make
any direction. Swing freely and confidently from one perfection but perfection is no trifle.”
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LESSON 108

The capital Y begins the same as the capital U and spaces tall, it will be necessary to use vigorous, forceful,
ends the same as the small y. The down strokes should push-pull movement to make it successfully. Count: 1, 2,
be nearly straight and parallel. 3, 4; 1, 2, 3, 4; etc. Make forty a minute.

In view of the fact that this letter is nearly two full

LESSON 109
W/d/’

Because you are getting along toward the advanced ing between letters should be given as exercises. If you
part of this work, do not neglect exercises. Words writ- feel that you are getting into a rut, time yourself with a.
ten with wide spacing between the letters furnish good watch. See if you can write this sentence three times in.
material for practice. Very small writing with wide spac- a minute.

66



@ Qo
2 OZOZQZ

The Q begins with the reverse oval principle and fin- , 2,3;1, 2, 3; etc., and write forty—ﬁve capitals a minute.
ishes with a long flat loop as found in the capital L. Com- Capltal Q and L are the only two letters with this long
pare the two letters. Make the loop on the base line long flat loop.

and narrow rather than straight and rounding. Count:

LESSON 111

One thing we must guard against is over-tensioning of fore do not grip the penholder. Quaker is a good word

the muscles. Relax the muscles as much as possible. on which to drill. Place the small u close to the capital
Over-tensioning sometimes causes writer’s cramp, there- and write the word 14 times in a minute.
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LESSON 112

Q

The capital Z begins precisely the same as Q and ends
like the small z. The small loop in the middle of the capi-
tal should rest on the base line. Notice particularly the
size and slant of this little loop. Observe also that the
up stroke in the lower loop crosses on the base line and

g

not below it. Keep the down strokes fairly straight. Use
a semi-rolling arm movement. Cultivate a light touch and
ease of action. Remember that good handwriting is easy
to read and easy to write. Count: 1, 2, 3; 1, 2, 3; etc., at
the rate of 45 a minute.

LESSON 113

Writer’s cramp is not a product of free arm move-
ment, but of slow, cramped, finger action. Study this copy
closely. Addresses require skill in spacing and arrange-

ment. After practicing this copy see if you can arrange
your own name and address neatly and attractively.



LESSON 114

The above exercises will help develop skill in making
both the capital and the small letters. Do not use finger
movement and also avoid gripping the penholder. Keep
the hand from falling over on the side. The tapering oval
drills made both ways, direct and indirect, will be found
helpful in gaining control of movement necessary for the
small letters. The others lead more directly to the capital
letters. . Practice a line or two of these exercises each day
until you can make them well with an easy arm move-
ment. ;

Be sure to secure and maintain uniform slant in oval

and straight-line drills from one end of the exercise to the
other, and from one side of the page to the other. The
oval should be two-thirds as wide as high, and the up
strokes should curve as much as the down strokes. The
tops should be as rounding as the bottoms, and the ovals
should be symmetrical.

In the third exercise, composed of compound curves,
the crossing should be in the middle which will make both
parts of equal size. This exercise will develop skill in
making both upper and lower loops.

LESSON 115

Always endeavor to keep the minimum letters the

same in height and the extended letters the same in slant.

See that all turns and angles are carefully made. Watch

e Tk

length, curve and slant of initial and final strokes. TUni-
formity is essential. TUse these sentences for movement
drill, writing about three sentences a minute.

(PR LA,



LESSON 116
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Rounding turns and sharp angles help to make writ- tence three times in a minute. Memorize the first sen-
ing legible, provided each is in its right place. Watch the tence of this page and follow its command all through
spacing between words as well as in words and your writ- life.

ing will be much neater. See if you can write the sen-

The legibility secured by drawing is not worth much letters before writing the sentence. Fortune and plirpose
because it is slow and tiresome, therefore be free and in life are closely related. Think it over!
graceful in all of your movements. Practice the difficult

.
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LESSON 118
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When people apply for a position, other things being
equal, the good penman gets the job. If the writing is
neat, rapid-looking and legible, it indicates that the writer
is painstaking, persevering and ought to make a desir-
able employee. If the writing was done with a slow,
cramped movement and is illegible it will be decidedly

against the applicant.

A good handwriting is within the reach of all who are
willing, to follow a good course of instruction, and do the
necessary amount of practicing. If you say I can, and
I will, with determination, it will not be long until others
will say, “See what a fine penman!”

MW/W bﬁ

Improvement follows every earnest, intelligent effort.

You may not see it at the time, but it has been made
in the brain, in the muscle or on the paper; mental, mus-
Right thinking creates .right action,

cular or material.

and right action produces good writing.

Test your writing as to slant, size and spacing by using
a good measuring scale. You will be encouraged by the
progress you are making.



A good penman can always earn a gbod salary. It possessor. Increase your capital by acquiring a neat,
pays to master a good style of writing. In fact, it is said rapid handwriting while you have the opportunity.
that a good handwriting is worth at least $2,000.00 to its

These sentences contain some rich material for reflec- 14 inches from the paper. Be sure to use correct speed.
tion and at the same time they afford splendid drill for Remember that patience and perseverance are necessary
progress in writing. The eyes should be kept from 12 to in learning to write well.
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LESSON 122
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By doing your best today you will be prepared to do
even better tomorrow. Keep the penholder pointing to-
ward the right shoulder in order to insure correct posi-
tion of the hand while writing. See that the elbow is well
located just off the edge of the desk, and that the sleeve
is loose. A tight sleeve prevents a free writing movement

.

by restricting the action of the writing muscles. In order
to do good writing the mind must first think good writing.
The hand cannot do that which the brain does not direct.
Think clearly and intensely and the hand will follow as
the brain dictates.

LESSON 123
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Repetition is necessary, but in order to progress we
must not repeat our faults. Repeat the exercises, letters,
words, sentences, and pages, but endeavor to make each
effort better than the previous one. This is the secret of

cr e

improvement.

See that the body is erect and not twisted. Then, too,
what about the hand, pen and paper? Frequently compare
your position to the one given in the manual.



The mind must act quickly if you would write well See that the arm rests on the big muscles in front of
and rapidly. Remember that quickness and quality are al- the elbow. Study the copies carefully and frequently.
ways essential in the business world. Cultivate quick Get a clear conception of what you wish the writing ma-
thinking and quick acting, and the results will surprise chine to do and then by persistent effort compel it to per-
you. form as you direct.

LESSON 125

To avoid repeating your faults you must first learn forts. Learn to use your own reasoning power.
what they are. This can best be done by learning to criti- This is one of the best sentiments in the book. Fol-
cise your own work. A teacher can take a pupil only so low this advice and you will make a place for yourself
far, and then his progress will depend upon his own ef- in the world.
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Interest and enthusiasm make work a pleasure. They Is your position such that you feel you can exercise
are also the secrets of acquiring good penmanship. the greatest control consistent with freedom of move-

How about your position ? ment ?

Is your back straight? These sentences contain good thoughts.

Are you bending at the hips?

LESSON 127
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Now that you are about to complete sentence writing, be able to write twenty words a minute, or possibly more.
you should be able to write neatly and legibly at the cor- Cultivate a small, neat style for speed and for bookkeep-
rect rate of speed. When you finish the book you may ing purposes.
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LESSON 128

Now we have reached signature writing. This is the
kind of work that most pupils would rather practice at
the beginning than the simpler forms; but unless they
have mastered the simpler work previously presented, it

would not be worth while to attempt to master signa- -
tures. Follow the signature through with a dry pen while

getting the mental picture. The middle letter is so named

on account of the position it occupies in the signature.

LESSON 129

The spaces between the capitals should appear the
same in width. A firm, strong, continuous movement is
necessary to join the three capitals, but after control and
confidence are secured it is not much more difficult to join
them than it is to make them separately.
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Good writing is the result of a combination of clear
thinking and careful practice. Are you thinking clearly?
Are you practicing carefully? Join the capitals with the
same ease and freedom that you use in making them
separately.



LESSON 130

Accurate writing is too slow for business purposes. tal picture of the copy, followed by the proper practice of
Free, forceful arm-movement writing is attractive on ac- the copy. Try joining the first two, then the last two,
count of its speed and graceful lines. The production of and finally all three. Try to make the signatures look
good writing on paper is a matter of getting a clear men- businesslike in strength and boldness.

LESSON 131

T UG W,

If you find it difficult to join the capitals as here alphabet.
given, practice them for a time by uniting three of the This will help you to acquire the free-swinging movement
same letter. Start with three A’s, and go through the necessary to produce strong signatures.

77



LESSON 132

Depend on the arm-movement swing to carry you
through the signatures. Some teachers advocate a slight
action of the fingers in making some of the loop letters
but this is not absolutely necessary, neither is it objec-
tionable.

Review exercises occasionally. Keep the capitals com-

pact to avoid a sprawling, scribbled appearance. Make
them businesslike rather than fancy.

Spacing between letters should be uniform, and the
capitals should be the same in height. Be careful about
punctuation marks; they count for so much in business
life.

LESSON 133

Be careful about the use of pens, ink and paper. A
workman is known by the condition of his tools. Care in
one thing presupposes care in other things. He who

would write well must practice systematically, carefully,
perseveringly and optimistically.
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LESSON 134

If you have mastered the signatures in this book,you the ease and force with which it was written. The mas-
have laid the foundation for a good signature of your tering of a good signature is worth while because it is
own. A good signature should be perfectly legible; it written so many times during one’s life and, like the face,
should be neat; and it should be attractive on account of it becomes an important matter in transactions. This is

LESSON 135

due to the individuality shown in handwriting, and more of proper names, each letter should be unmistakably plain.
of it is shown in a signature than in almost anything else. The banker depends upon the individuality of the signa-
Evolve a signature of your own, combining legibility and ture. Your signature should, therefore, be personal and
utility. The stranger must depend upon the legibility of characteristic. g

the signature and since there is no rule for the spelling
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APPLIED BUSINESS WRITING

The following pages of applied work present numerous commercial papers, including envelope superscriptions, salu-
tations, complimentary close, receipt, check, commercial abbreviations, promissory note, draft, trade acceptance, indorse-
ments, journal and ledger pages, cash receipts, cash payments, balance sheet and a business letter. Students will find
this material just what they need for advanced penmanship practice. Master the work on each page as thoroughly
as you mastered that on each preceding page.
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ENVELOPE SUPERSCRIPTION, SALUTATION, AND COMPLIMENTARY CLOSE
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PARAGRAPHS 7

W

- 5 : .

W—W‘,J%,M

The writing of paragraphs and pages should be given close attention, for the teacher or someone else dictate matter to be written, as the shorthand
such writing is the final test of your handwriting. The teacher or pupil should teacher dlctates to his class, to enc fr ing m nt and speed.
select paragraphs, business letters, memory gems and other material to be That which is written from dictation will more nearly represent the pupil’s
written in addition to that presented in this book. It is a good plan to have real writing. Try it.
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BUSINESS LETTER

%/7/ M/ Wivte city, stete, and dafe here.
/%W’— ‘ 2 ’

In sending work to The Zaner & Bloser Co., to be examined for the High or Business School Certificate, write the above in your best hand and also include
a set of capitals, small letters and figures, arranged like those on the back cover page of this book. Also give the name of the school you are attending. On

receipt we will report whether or not the work merits the certificaté.
THE ZANER-BLOSER COMPANY, Columbus, Obhio.
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LETTER FORMS

AT Rl U
AT P2 LT Ul H Ao Y 2
W/Z s a//,w/%;j_i//uéyijf /Z/W

These letter forms should be referred to frequently. They should be used by students for comparison in checking
their own work for mistakes. These letter forms are all very widely used both in business and in school. They contain
no peculiarities and are forms which have been evolved by the requirements of long usage. They combine the essen-
tials of legibility and rapidity, they are simple, easy to acquire and easy to execute. Study them carefully and often.
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Divide space between blue lines into three equal spaces and rule pencil lines as suggested by dots. Use a coarse-pointed
pen. Watch slant and spacing. Aim to secure uniform width of stroke and letter. Be careful and sure as well as rapid.

...... segresrigtenmme

This alphabet is the draftsman’s favorite because it
is very legible, script-like in construction, easy, and
rapid. Most of the small letters may be made without
lifting the pen if desired; or, if preferred, the pen may
be lifted after each stroke. Keep the slant uniform and
the spacing regular. Be careful to rule the pencil head-

lines accurately; divide the space between the blue lines

into three equal spaces. See clearly what to do and the
hand will soon acquire the skill to produce it. Sureness

rather than swiftness, strength rather than delicacy,

and plainness are the essentials.
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