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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXXII (Continued)

The following is given for practice in the use of fixed spaces as explained in CHAp. XXIII

and Exercise 9, page 245, ‘‘ THE MONOTYPE SYSTEM."’

Ames, Fred A.

Streeter, Henry B.
Barker. George

March, Addison
Shank, Herbert
Power, Pierce P.
Sinnott, John V.
Streeter, Henry B.
Streeter, Harry C.
Sullivan, Marryle
Thayer, Romeo
Ward, Samuel W.
O’Sullivan, K. W.

,mcEﬁb. Daniel F.

Wmn_nmn~ Jerome G.

Burke, James J.
Blake, Oliver

Brady, William H.

Bulger. Hugh F.

Barker, Charles '
Walker, H. L.
Barker, John B.
Burke, James L.
Blakely, William
Blake, Ollie
Brady, Charles E.
Bulger, Hugh F.
Lacey, Kelsey
Trilby, T. B.

Hall, George W.
Hemenway, Silas
Hurley, Thomas
Johnson, Orin A.
Kelleher, Thomas J.
Kerwick, Richard .W

e

]

Keyes, John
Knight, James W.
Legasey, John
March, Addison
Power, Pierce P.
Sinnot, Joseph H.
Barker, Charles W.
Barker, Jerome G.
Burke, James E.
Blake, Olevir
Barnes, James
Brady, Charles G.
Bulger, Hugh F.
Clifford, Dannic E.
Condy, Bill B.
Croney, Matty
Eagle, French T.
Manning, Z. Q.
Quirk, A. 1.

Practice on the following Date Lines and Signatures will give practice in changing from
one alphabet to another; Roman caps, lower case, and small caps, and Italic caps and lower

case.

Very respectfully,

DATE LINES AND SIGNATURES

Tue Whrte House

Washington, D. C., January 1, 1906

JAMES STALEY,
Teacher.

TREASURY DEPARTMENT
OFFICE OF THE AUDITOR FOR THE STATE
Washington, D. C., May 4, 1905

I am, very respectfully, yours,

(Signed) JorN RanpoLPH,
Assistant Clerk Court of Claims.

PHiLADELPHIA CHAMBER OF COMMERCE.
Philadelphia, May 26, 190S.

On behalf of the Philadelphia Chamber of Commerce.

Geo. W. PHILLIPS,

SamL. CAMPBELL,

H. H. StroHMEYER & Co.
Commiultee.

To THE SECRETARY OF THE INTERIOR.

[SEAL]

In the presence of
A. B. Brown,
JorN Dos.

(Signed) JouN S. HENDERSON,
JNo. A. CALDWELL,
Commillec on the part of the House of Representalives.
(Signed) Wu. F. ViLas,
James McMiLLaN,
Commiltee on the part of the Senate.

RicHarp DoE,
J. M. WiLBUR. [SeAL)
BArTLETT, RoBINS & Co. [SEAL]
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Get the habit: Always hit the same Key with the same Finger

S A COMPOSING MACHINE:

EXERCISE XXXI (Continued)

MONOTYPE ADVANTAGES

It composes, automatically casts,

evenly spaces with either high or low spaces and quads and delivers on
t individual type (of
of any measure up to

ordinary g

any size from £

614x614 picas

to
* height-to-paper, as well :

ment ‘e up to 60 Picas may
be ¢ d cast. Each type is
cast in the same manner

and with the same accuracy with
which foundry type is cast. The
product of the MoNoTYPE is finished
complete in the mold; it is not shaved
| : knives or ‘““machined”’
‘““near-perfect.” The

614x614 picas

is absolutely .m.aoE.wS“ conse-

quently, the saving in make-ready on press is greater than with any other kind
The KEYBOARD has the same arrangement of KEys as any

of printing surface.

standard
and the test
demonstrated
versal Key-
fastest Ky
ever devised
ing thoughts
strokes with

16 x 5 picas

typewriter
of time has
that this uni-
BOARD is the
arrangement
for transform-
into finger
the minimum

effort and the maximum speed. The MoxorYPE KEYBOARD is therefore as simple,
as easy to learn and as easy to operate as any standard type

612 x 5 picas

fastest and most fl

machine. The Keys

at his disposal, without the use of shift

key or “pi” box, 225 characters and

spaces; each controlled by its own KEy.
ach character has its own MATRIX and

two characters are never permanently

united on the same MATRIX, hence

r—the simplest,

614 x 5 picas

characters are cast on their true bodies without regard to the size of related but
very different letters—the designer of MoNOTYPE faces never has to ‘create”
a Roman and Italic cap I of the same width.

Hanging indentions and justification with eight and ten-unit leaders:

EXERCISE XXXII

(8 1-2 set,) Measure 25 picas

Set in 8 point 8A,

For detailed explanation of method of setting the following matter, sce CHAP. XXIV and
Exercise No. 21, page 257, “THE MONOTYPE SYSTEM.”

ADVERTISER’S RECORD. Price based on size of book. 50 to 600 pages.... $6.00
AMERICAN HANDBOOK OF PRINTING. By Edmund G. Gress. Valuable to
printers and to those who have to do with printing. About 315 pages,

lllustrated, cloth. . . ... . ... ... ... .. e 2.00
A ComposiTor’s Work. By L. L. Crittenden. 42 pages, 6x8........... .50
A MONEY-MAKING SYSTEM FOR THE EMPLOYING PRINTER. By Eden B.

Stuart. Bound in Buckram, stam ingold....................... 1.00
ActuaL Costs IN PRINTING. By Ilsaac H. Blanchard. $5.00. Style 2.

Annual Tables for Printers and Binders............................ 2.00
ALPHABETS—A HANDBOOK OF LETTERING. By Edward F. Strange. 294

pages, profusely illustrated, cloth.......... ... ... ................. 1.50

AMERICAN MaANUAL oF TyPoGRAPHY. By George French, Edmund (.
Gress and others. 180 pages, 9x12 inches, bound in heavy cover, cloth
back, stamped in gold, gilt top, deckle-edged sub-titles. Postpaid...... 4.00
ART OF BOOKBINDING. W% J. W. Zaehnsdorf, 200 pages, illustrated, cight
plates, cloth. . ... ... . ... . . ... . 1.50
Postage 8 cents extra.
BooKBINDING AND THE CARE oF Books. By Douglas Cockerell. 317
pages, cloth. ... .. .. .. ... L 1.25
ostage 10 cents extra.
BoOKBINDING FOR AMATEURS. By W. J. E. Crane. 184 pages, 156 illus-
trations, eloth. ....... ... ... . ... 1.00
Postage 8 cents extra.
BooxBINDERS’ HANDBOOK OF TYPE, ScaLEs, BuLks, EQUVIALENTs, ETC.
By Frederick H. Hitchcock. 40 pages, 4x6, wellbound. ... ........... .50
CamPsIE’S VEST-POCKET ESTIMATE BLANK-BoOK. By J. W. Campsic.... .75
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXX
Allowance for Side Heads: Set in 8 point 8A (8 1-2 set), Measure 25 picas

This Exercise is the same principle as in Exercise XXVIII, except that, before the allow-
ance is made, the width of the inserted matter must be obtained as explained in CuaP. XIX
of “THE MONOTYPE SysTEM.” Note: The type used for the side head is 9 point 25] (915 set),
Arrangement Job C1.

q.roﬂmﬁwogbmm &mcm:& mo_.rmmmgcwgaum;mm.»zcimmmrou:.mOorczz
Screw at the top of the STaNDARD. The Boarp should be as low as possible,
to allow comfortable clearance for the thighs beneath its front. The lower the

Boarp, the less possibility of ‘“reaching up’’ for the Keys in
The Height of the bottom rows; the forearms should slope down slightly to
the Keyboard the hands when the fingers rest on the second row of Keys

from the bottom, as shown in Frontispiece. If the hands be
higher than the elbows, the circulation of the blood is impeded and fatigue results
much more quickly; when the hands hang easily at the side the fingers do not
become tired and numb, as they soon do if held higher than the elbows.

The Boarp should be as close to the operator as poss ;, in this position,
the arms hang easily at the sides, as shown in which is a much
less fatiguing position than when the elbows , in front of the

shoulders. The nearer the )ARD to the operator, the less
The Position of the eye strain in reading t  JusTIFYING SCALE and, a most
the Keyboard important mattel work, the EM ScaLE and the
UNIT INDICATOR.

The Frontispiece shows the correct position for setting matter containing but
little Italic or Boldface; that is, for setting Roman on the left KEyBaNk. For
occasional matter on the right side of the KEYBOARD the BoarD may be turned

to bring that side nearer the operator; it is much easier to turn the
Operating Boarb on its STANDARD than to shift the chair; if the matter requires
Position the frequent use of both sides of the Boarp, the operator should

sit more to the right, nearer the center of the BoARD than shown
in the }  .ispiece. Leaning back comfortably in the chair the operator’s trunk

is suppo : the body i nated. He
can brea ) ~ ecause his che \ slight lift
of the head to the left moves his eyes from the Kr d the copy
without any strain of focusing. The arms hang , when the
fingers rest on the second row of KEys from arms slope
mmmwrs% downward and forward. An operator who has thus adjusted his KEy-

BoARD and Cory HOLDER to suit his physical requirements and his eyesight,
who knows how to sit easily, without «

share of the work. can work as rapidly ¢

time as an hour :

success of the MoNoTYPE CASTING

success of the competent KEYBOARD u

that cannot be sustained are wearing

not unnaturally attributes slowness

away your energy in non-oroductive e

“always hit the same Key

strike a good gait that yo

is much less than when w abt this, try to keep track of
the cards when playing w. day”’ to decide what card to

play.

EXERCISE XXXI
Letter Spacing: Set in 8 point 8A (8 1-2 set), Measure 25 picas

This Exercise illustrates the two principles of letter spacing: First, increasing the width
of letters a definite amount; for example, in the following, two units are added to each letter
in the centre head “ MONOTYPE ADVANTAGES” and one unit to each letter of the words
in caps. “A COMPOSING MACHINE at the beginning of the paragraph. For details
of this method, see CHAP. XXVII of “ THE MONOTYPE SYSTEM.” Second, increasing the body
size of the letters the required amount to justify a section of a line in which justifying spaces
cannot be used to advantage; for example, the word ‘‘standard’ at the left of the centre cut
in the following Exercise. Note: The allowance for initials and cuts is made as illustrated
in Exercises XXVIII and XXX; the 24-point initial A used is 18 points wide.
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Get the habit: Always hit the same Key with the same Finger
EXERCISE XXVIII
Allowance for Initials and Cuts: Set in 8 point 8A (8 1-2 set), Measure 25 picas

For detailed explanation of method of allowing the necessary blank space (in ems and units
of the set being composed) see CHAP. XX of “ THE MONOTYPE SYsTEM.”” Note: The 24-point
initial cap I used in the following is 12 points wide. .

N THE MONOTYPE SYSTEM the MaTrix for each character is a separate
H:Ea ; no two characters are ever united on the same MATRIX—therein hes the
secret of the a@o@s@Eo quality of MoNorYPE faces and their flexibility for
combinations: A Malriz for each character, each Matriz a unit, these units com~
bined in the Matriz Case as required; one
alphabet imposes no limitations upon another;
: faces need not
1 : & Roman and
Italic ¢ _ I look *“near-well” on the same
width body (I-7). But important as are the
artistic advantages of having ‘‘each tub stand
on its own bottom,” these artistic advantages
are almost muwmmimga when the commercial
advantages of the Unit MATRIX System are
considered, for, speaking within limits, the
MOoNOTYPE user can combine any Roman with
any Boldface of the same point size and give
his customer ‘‘what he wants when he wants it;”’
the examples in our Specimen Book show that
the limits to the combination of the same size
Roman and Boldfaces are practically nil.
Each single MATRIX is a separate unit of
bronze (not brass) .2" square; in its lower end
is driven the character to be cast, and in the
upper end is bored the conehole in which the
taper end of the CENTERING PIN seats to
absolutely to correct line,
and to hold it on the MoLp
while the type is being cast. The x are slotted to fit between
the teeth of the ComBs, which carry the MATRIX in rows in the MaTRIx CasE.
The back of the ComB and two of its teeth enclose the MATRIX on three sides
while the back of the next CoMB closes up the fourth side.

EXERCISE XXIX

Cut 11 x 16 picas

Allowance for Initials and Cuts requiring Double Justification: Set in 8 point 8A (8 1-2 set),
Measure 25 picas

The allowance for the 24-point initial cap T (18 points wide) and for the cut is made as
in Exercise XXVIII. For method of independently justifying two sections of the same line
for a cut with reading matter on both sides, see CHAP. XXV of “THE MONOTYPE SYSTEM.”

most intricate matter, is due to the simplicity of its justification system.
v be appreciated from the following: Imagine a com-
licator that shows, to one-sixth of a three-to-em space
). the amount set in any line, as well as the amount
line. Suppose that, besides

printer’s case, your cases

that, by touching two

would instantly expand

ﬁam. And suppose that by

Cut 814 x 9 picas 3

14

ne hne. Now 1f you
leaders, as described for

1—]@ FLEXIBILITY of the Monotype, the ease with which it handles the

spaces, would any kind of
terrors for you? This is
the MONOTYPE operator

intricate matter have an
exactly the kind of stic
uses. Do you wonder that

we say: All that the com- positor can do with his
stick, and more, he can do with this KeyBoaARD; he can instantly justify a line of
any measure, or he can divide the full measure into several separate columns (the
sum of the measures of these narrower columns equaling the full measure) and
make a separate and distinct justification for each column. All these lines were
composed and cast the full measure, just as this specimen reads. They were not
set in separate columns and then combined, but at the end of each section the
operator justified that section before beginning to set the next section of the same
line. The justification is absolutely accurate for each column and full measure.

45




ST 3] “AF)] IY3U Y3 03 Afjednjewioine 210w 0} SIBUY INOA
ures) awi} 30ys AI19A e ul ued nok 0ooq SIY) Ul SISIIAXD Y3
e 3upnoeld ur wayshs siy) Buimoljoj A | 401v4ado 149¢xa
UD JW029q 07 K4DSSI29U Furutniy aposnus ayy s Sy Kay apind
ayy 07 Uinjas u..ﬁUSNV\ ..:E: o] 1, Ea;\@k@ Wl o7 :&: n&Q&.\.
Af12248p 03 gou o , Wi, O} UMOp 3JAY) WOIj pue ‘AT
apmn3 ay3 ,‘f,, 031 joeq uayj pue ,n, o} dn 31 oW ATY
apin3 ay3 wouy ! (f) AxY] Ipin3 s3I 03 Joeq I IA0W UIY} pue
« Yy LIS 03 3531 213 03 (f) A3 IpIN3 31 woyj IABuYaIo)
Y31 2y} saow ‘g ‘B 995 , ‘winy,, pIom 3y} 33 03 ‘sny],

sspea] | 1! ] P s
TATLLIT AYIHL ANODAS AJO4A HY04d ANOJHAS QHIHL ATLLI1
SYAONId ANVH LHOIA SYIAHONIA ANVH L4931

- raa3uyf
S2y) yrm K23 1xau ayy 3unny aofaq K33 apind sip o1 yonq sa3uyf
oYy acows skomyp ‘4a3urf swyr £q pajjosjuos

K3 4afjoun ay141s o1 ‘K2 apind sp wosf SISPM OY) JON
433uYf v aaom nok uaysq -sxay[ ApIng 1YY ‘s103ury oy
uo 3sa1 sp3uy Iyl jo sdpy ayy 9] “Aop woxy 3¥INS
aY1 fo pua ayy v an3snf ssay ayy spuvy ayy fo

1U2UiI00W SS3] 31Y3—PIAOW 3q ISNW PURY I[OYM 3Y) JBY) SuBIW
SISUM 9Y} WOJj YJOoM 03 !S)SuM 3yl Jo sapsnw Yy uodn
puadap jou op pue s1a8uy ay3 jo Jamod Ay} AEARND) FF

*12524 01 UDY] 1924407 01 24ous 3509 K1qDQO4G IpMm
19mposd sy pup ‘401p4ado sy puv auyIDpy Funsv) ays y10q fo
2wy aYy saSDM 401D42G0 UD Yons ‘pioffo und 4akojgwa ou Kinxng
D S3 1xau Y1 Juryriss 240faq KaX au0 aspaga4 K1a|n1osqD jou UDI
oym i01v43d0 ay [
-drul 3q [14 uoneoynsnl ayy osfe Inq ‘sAay 3yl ,,dn sapd,,
1s1dA} A[U3AO|S B uaym 3sed 3y} SI se ‘Jurssiur 3q SJIJII| WOS
114 AJuo JoN "ssajy3iom 3q [[ia 3onpoid Y} ‘}onu3s St 3Xau
3Y3 310J3q pared[d 3q A@Y] duo ssajun ‘juiod siy3 uodn paoed
3q jou ued siseydwa yonw 00J] Appwnb wayl Supins ur
ueyy Appinb sxayy ay3 go 3uniald uo atowr yonw puadap Loel

‘¢ ‘814 ul umoys se
‘SAB3] Y3 uo way) Sueld alojaq sdr} 123uy ay3 dn BUIUIAD Jo pPoydw Y]
¥ aunolyg

-N2o® pue padads :3onJjs si J9JORIBYD IX3U 3Y) 10j3aq uonyisod
31 ute3al 03 Jwi) aAey Aew AT Yl ey) os Ajjuelsul 133uy
3y} meipyym ‘umop a3y aY3 3un3zad 1933y -dn 31 Buimoj|oj jo
peaisul ‘umop AdH 3y) 323 03 }onj 03 sIsnyy jeyy molq dreys
J0ys ® ‘sl Jeyj :9)j0J)S OJeIOEBIS B Isn jou
oq -0 mpm 11 sp 4nf sp umop K3y ayy ysnd oYons oYL
nof joyy a4ns 3q pue ‘9jo13s UaAd ‘YInb e asn
. 'SA9Y 3y} quod,, oym ‘sioresado adKjour) awios Iy ‘Jaduy
3y} jo ey ay3 asn jou op ‘ysweid [nj[1ys 1o Isid£y Jiadxs ue
1| s198uy ay3 jo sdn Yy YIm SATY Y} NS IF
“dv{g FDOVAS 3Y} UO 3Sdl [[Im
A9y} ey} os squnyl ay3 doip 3A1D3dsas
113y} uo 3sa1 M L9y jeyy o Y3 peaids
‘Quop sI SIYl 427/ {SXEI] 3Yl uv suy-lesuy vy} deld pue
13A0 spuey ay} uinj ‘soBduy ayj Sulaow INOYIIM ‘udyl pue
‘% *B14 ur umoys se ‘19y3ad03 sdn-1a8uy ay3 adeyd uonsod

‘sadeddols ¥AISV)) sueaw Siy} pue 3jeInd,

3034400 3Y3 3133 O] °3UB[A [BIUOZLIOY B UI SPUBY Y} JU SAuey
ay3 3uidasy jou 03 Inp ‘OpIs Y} WoIj SXAY Y3 SulyLls Jo
3)EISIW UOWIWOD 3y} Yew jou op ‘umop jydrens paysnd aq
“AVg FDV4S Y3 UO squINy3 Om3 Y3 PuUe 31 03 pauBisse AIY
Yl uo A[resnien Bursds 13uy yoea ‘uoreod Juriesado 3d9110d.ul spuey YL
£ a¥noryg

pInoys sAdy] 3yl ‘¢ ‘14 ul umoys se pue ‘GyJ, ur paureidxa
se ‘d4vg FIVAS 3yl SA0Qe MOl Puodas 3y} ul

sxay] 3yl uodn Apydy 3sas s1a8uy 3yl jo sdn uonisod
3y} 397 -aAmsnpul 4 03 H|} ¢, JoresadQ ay3 jo I133urg oYy
uonisoJ ay I ,, pedsal ‘Joyiinj 3uipaadold aiopg

"sjuawiaimbai jeorsAyd sty 3ins 03 pajsnlpe 43021100 £doo pue
QivodAdY 9y} pue pajess Appadoid si sojersdo ayj ssajun
A[30a1100 sxay 3y} uy 03 3jqissodwr jsowie st 1] ‘OF

Suuadury
*40104240 149¢x2

UD U023q 0] KiDSS299u JusurDi] KoM aY1 St SsyJ °032
‘393uy 3 3J3| 3y 4oy .2, B, b, ‘133uy yoes Joj s19339]
Y3 4q ‘payyt ©,, 03,2, WoOl} ‘pu0dsst, z,, 03, E,, woly ‘i
‘33qeydie Yy ur [jIf °'SAEY] pue sidSuy pIzUOWRW ARY
nok yoiym yiim ssouydnosoyy ayl 3unsay ur njdppy Isow
punoj 3q [ia sweidelp Xy Jue[q JO I9|qe) Y] ‘IS Jo
uonisod s 133uy siy) jo 3y3u1 ayj O} pue IA0QE MOI U0 XFY]
3yl 03 A[jeuoSeip saow 03 123uyaloj 3J3] Y} 10J JIPIO UE SI
.3,, pue ‘3531 jo uonisod s31 wolj dn MO1 U0 IA0W 0] puey
3391 9Yy3 jo 133uy puodas ayl s|[93 IBY3) pieoqudis Iyl SSW0dq

w?,, WYL -wayl adnpoid jeul sv3uy ayd yum jaqeyde
Y1 jo sidejorleyd < 9onpoead {s198uy 11dYy3 pue
SAAY] 9y} utedj £ oYy vy 310ya 33N Ing sannbas 3]
‘sfeaws 10 10 ‘1®J 33313S 3Y) UO ‘SjU3WoW I[pI ul
Apnis o2 Al1ed ued nok jey) paed e uo pajuud
Z 31 Ju auc siuan) N 2 40f siap1a) Y1 sv
112m s 12qvYq; Jo 4apay Kaaa: vy azasuy 1224407 aY) Kjpuvisur
2wou 01 31D nox 13uw:  J yO®D 10J SATY] BIIXI 31y}
3y} ‘as1n0d § apmn3 ay3 ul AFY] SH Mmo[aq

pue 3A0qQe ioouy youed ay 1.2«..1&0 SATY 3yl st eyy ‘SMOJ
1073490 Aq SXAY] 3yl utead] Ixo) -138uy Aue 10j AFY] apind
9Y3 sweu Apjueisul pue s133uy InoL je joo| ued nok jeyy os
(033 ‘} ‘p ‘s ‘e) mou apIn3d ay3 ul SATY] Y3 uIe3] ‘Is1,] °SILd
InoA nys noA uay. »

ued noA jeyl pulw

-183]J 0S 3] P[NOYS ‘U0NISOU 3UIJBI3A0 Ul
spuey 3y} pue ‘s1330eIeyd A111Y] 3S3Y3 Jo
uonisod ay] -SAdY 1Y 03 Moy uted] 03 Sunaels a10§3q ‘g 31y
‘urelSe1p ay3 azuowdw ‘st eyl s3] 1ua4afJip ay 1041409 JoY;
s4adurf ayy puv s€ayy fo yuawaduviiv ay y10q uiveT @Y
*A[3021100 Buuaduy jJo piemal Yl ‘310J3 INOYIIM WD [[IM I1
‘WalsAS Yonoj 3yl ules| 03 IARY J0U [[IM NOA pue ‘4a3uyf swps
a1 ynm K37 aws ayy vy s€omgp ‘K[3031100 SATY IY3 JaSuy
0} ued] -10jesado , yonoj-ieau,, B JO JI0M 9y} 3u1dALI0d
10y Aed jou M Jakojdwd Jual|npur 3sowr Y3 ‘wasks yInoy
oY1 uipa) of K41 j,u0q “SAEY] 0} Adod wiolj Ajjueisuod pesy
InoA qoq 3,uop ‘o Jjqeucseas € 1oy Asnq staBuy 1nok daoy
0} purwr 1noA ut y3nous 308 pue yoo] pood e aye} ‘Adod ayy
3e 00| nok uayp\ sy 03 Adod woly 3unjoo} AjfenuRuod

s1e3uyj 1o} pus
sy oy ureay




p
-
- -

Get the habit: Always hit the same Key with the same Finger

EXERCISE XXVII (Continued)

February 13. Los Angeles and San Bernardino Kite-shaped R. P. 0., train 103,
was wrecked at Redlands, Cal., at 6.59 p. m., without resultant injury to the
clerk mail, or car. Delayed Five hours.

March 13.--Cairo and New Orleans R. P. 0., train 3, was held up by three
masked men about 2 miles from New Orleans, La., at 7.15 p. m., One of the postal
Clerks was ordered from the car at the muzzle of a pistal and forced to assist in
blowing the expres car open with dynamite. A robber then entered the postel car
and demanded the registered mail. The clerks endeavored to use strategy to evade
this demand, but were brought to terms after a shot had been fired at them. Regis-
tered sack was cut open and contents taken, together with loose regestered pack-
ages. A portion of this mail was found near the scene of the attact, and the
balance recovered from the body of one of the robbers, who, being closely pursued,
committed suicide to escape capture.

March 13.--Chicago and Minneapolis R. P. 0., tain 57 collided in the yards
at Chicago, Il1l., at six p. m., while the cars was being switched. One of the
postal cars were telescoped and so badly wrecked as to compel its abandonment.

One clerk Otto F. Borchert was severely injured, but no mail was lost or damaged.

March 13.--Chicago and Council Bluffs R. P. O. train 15, was wrecked near
Kirkwood, Il1l., at 1.15 a. m., the accident being caused by the breaking of a
wheel of the tender. The train was running at a verry high rate of speed, and it,
was derailed. Two storage cars containing paper mail was thrown down an embank-
ment and caught fire. Some of the mail was saved, but about 1,500 sacks was
destroyed Clerks L. A. Goss Phillip J. O'neill James J. Corrigan F. W. Stevens
E. T. Chandler Joseph A. Greaves and George R. McManus was injured the latter
severely, Delayed fifteen hours and thirty minutes.

April 1.--Atchison and Lenora R. P. 0., train 2, was derailed near Kerwin
Kansas, about 6.25 p. m.., without following damage to the mail or injury to the
clerk. Delayed eight hours.

April 1.--Cgmpbell and Caruthersville RPO., train 3, was delayed six hours
naer Hayti, Mo., at 3 p. m., by the derailment of the tender. No mail was lost or
damaged and the clerk was not injured.

Apr. 3.--Pueblo and Silverton R. P. 0., train 115, was wrecked near Silver-
ton, Colo., at 6.20 p. m., derailing the mail car and partially overturning it.
The clerk was not injured however and no mail or 1lost damaged. Delayed thirty
minutes.

April 3. New York and Pittsburg R. P. 0., train 12. A sudden application of
the breaks caused the platform of one of the postal cars to give way at Edgewood
Park, Pa., without resultant damage to the mail or injury to the clerks. Delayed
about one hour.

April 3.--Sedalia and Denison R. P. 0., train 4, was wrecked at Durant, Ind Ter

at 4.06 a. m., by the collision with a freight train which was onley partly on a
siding The clerks and mail escaped injury. Delayed about two hours and twelve

minutes.

April 3.--Reno and Preston R. P. 0. train 402 was derailed nere Caledonia,
Minn. about 9.35 a. m., without loss or damage to the mail or injury to the Clerk.
Delayed 3 hours and twenty-five minutes.

April 4.--St. Joseph and Oxford R. P. 0., train 17, collided with a freight
train at a railroad crossing at Endicott, Nebr., 5.30 p. m., but the clerks es-
caped injury and no damage to the mail resulted. Delayed six hours.

April 4.--Fulton and Grenada R. P. 0., train 24, collided with a freight
train near Jackson, Tenn., at 10 p. m. The clerk was not injured and there was
but slight damage to the mail. Delayed ten hours.

April 5.--Cairo and Neu Orleans R. P. 0., train 4, was wrecked in the yards
at Memphis, Tenn., at 8 p. m., by colliding with cars on a side track, the acci-
dent being due to an open switch. ©No damage to the mail or injury to the clerks
resulted. Delayed one hour nd forty minutes.

Aug. 5.--New York and Washington R. P. 0., train 23, collided with a shifting
engine on the Eastern Branch bridge, Washington, D. C., at 3.55 a. m., slightly
damaging the postle car, but causing no injury to the mail or clerks delayed about
one hour.

Sept. 6.--Texarkana and E1 Paso R. P. 0., train 2, colided with a train at
Texarkana, Ark., at 7:23 p. m., the axcident being caused by an open seitch. The
clerk escaped injury and there were no damage to the mail delayed twenty monutes.

October 6.--Cumberland & Elkins R. P. 0., train 4, was wrecked by running
into a rock slide near Albert W. Va. at 4 p. m., derailing and slightely damaging
the mail car. The clerk escaped injury and no mail was lost or damaged. Delayed

five hours.
4
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Get the habit: Always hit the same Key with the same Finger
EXERCISE XXVII
Inaccurate Copy with Involved Style: Set in 10 point 25J (10 set), Measure 25 picas

Practice on following, an involved style from incorrectly spelled and improperly ‘punct-
uated copy. Note: The first three paragraphs are correct and give the style to be followed

throughout.
ACCIDENTS

January 8.--McNeil and Bienville R. P. 0., train 2, ran into an open switch
at Haynesville, La., at 7.35 p. m., no damage to the mail or injury to the clerk
resulting. Delayed sixteen hours and fifteen minutes.

January 9.--Columbus and Gauley Bridge R. P. 0., train 1, was wrecked near
Shrewbury, W. Va., at 5.36 a. m. No mail was lost or damaged, but Clerk B. B.
Amos was slightly injured. Delayed five hours.

January 10.--Chicago, Elroy and St. Paul R. P. 0., train 3. The mail car was
struck by an engine in the yards at Elroy, Wis., about 4 a. m. The car was
damaged, the letter mail thrown to the floor and soiled by oil and dirt, and Clerk
John McCarthy painfully injured.

Jan 10.--Grandin & Willow Springs R. P. 0., train 504, was wrecked near
Chilton Mo. at 1.25 p. m., without damage to the mail or injury to the Clerk.
Delayed about seven hours.

January 11. New Orleans and Marshall R. P. 0., trane 51 was run into by a switch
ingine in the yards at Shreveport La without injury to the mail or clerk.

January ll.--Anderson and Ladoga R. P. 0., train 1 While this train was being
switched at Advance, Ind., at eight P. M., the mail car collided with freight
cars, resulting in clerk O. H. Hawkids being severely injured.

January 11.--Bay City, Plymouth & Detroit R. P. 0., train six, collided hed
on with a freight train at Plymouth, Michigan, at 8:43 p. m., without loss or
damage to the mail clerk Charles S. McBride was slightly injured and the male car
badly wrecked.

January 11.--St. Paul and Spokane R. T. 0., train 12, was wreked by a broken
rail at Green Station (n. o.), N. Dak., at 7:30 a. m., without damage to the mail
or enjury to the clerks. Delayed one hour and thirty minutes.

January 11.--Chicago and St. Louis R. P. 0., train four, collided with a freight
train at Carlinville, Il1l., at 5 a. m., baldy damaging the Postal Car but causing
no injury to the Clerks or mail. Delayed 4 hours and 30 minutes.

January 1l2.--New York and Chicago R. P. 0., train 15. While the train was
being made up in the station at Buffalo, N. Y., at 10.45 p. m., clerk Eli A.
Torpy, while standing on the platform of the car and talking to a clerk on the
outside of the train, was killed, the accident being caused by the engine backing
with such forse against the train as to throw him between the vestibules and cruch
his temples.

January 12. Chehalis and Southbend R. P. 0., train 205, was wrecked by a
landslide near Adna, Washington, at 6 p. m. The engine and a portion of the train
were thrown into a river, but there was no damage to the mail and the Clerk sus-
tained no injury delaied eight hours.

January 12.--Carbonado and Ocosta R. P. 0., train 105, was wrecked near
Porter, Wash., at 7.50 p. m., the train running into a washout. The mail car s.m.m’
thrown from the track and partly submerged in the river, one end filling with
water and damaging a portion of the mail. The clerk escaped injury. Delayed
about eighteen hours.

January 12.--New York & Pitsburg R. P. 0., train 4, was struck by a passing
freight train at Millcreek, Pa., at one a. m., damaging the Postal Car, but caus-
ing no injury to the clerks or mail. Delayed three hours and thirty minutes.

Jan 13.--Clarksdale and Jackson P. P. 0., train 2, While the mail car of this
train was being switched in the yards at Jackson, Miss., about 6 a. m., it was
violently thrown aganst another car, resulting in serious injuries to Clerk C. N.
Bandcroft.

Feb. 12.--5t. Paul and Havre R. P. Q., train 3, was wrecked by a colision
at Brockton Siding, (n. o.) Mont., at 6.50 a. m., without loss or damagec to the
mail, but slightly injuring Substitute clerk Wright. Delayed five hours.

Feb. 12.--Greatfalls and Neihart R. P. 0., train 31, was derailed near
Neihart Mont., 2.45 p. m., without following injury to the clerk or damage to the
mail. Delayed one hour and thirty minutes.

February 13.--Texarkana and E1 Paso R. P. 0., train 3 was run into by a
switch ingine in in the yards at Fort Worth, Tex., at 1.10 p. m., resulting in
Clerk W. B. Brown being thrown to the floor of his car and severely injured.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXV (Continued)
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EXERCISE XXVI
Proofreader’s Marks: Reset marked proof, in 10 point 8A (10 set), Measure 15 picas

Proofreader’s Marks Marked Proof

X Change bad letter. [ Move over.

& Push down space.

9 Turn over. €] Em quad space.
S Take out (dele).  /=</ One-emdash.
A Left out ; insert. \lu \dﬂogeou

¥ Insert space.

v Even spacing. 9 Paragrapn.
& Less space. No{ Noperagraph.
< Close up entirely. wy. Wrong font.
O Period. «.ee. Letigstand.
Y Comma. stet. Let it stand.
O goton. &r. Transpase.
&Eoo_o.—. . Cape Capital letters.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXV (Continued
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Get the _um,.cmﬁ Always hit the same Key with the same Finger

EXERCISE XXV
Inaccurate Manuscript Copy: Set in 6 point 8A (7 set), Measure 22 picas
Note: All examples are correct in both mwa_nbm and punctuation
Practice on badly written, incorrectly spelled and improperly punctuated copy, to be
maamsnoa as indicated. If you can set this freely and easily, with a clean proof, if the errors

in copy annoy you no more than if you were making a fair copy in longhand, then you may
fairly say that you are master of the KEys and that you have learned to ‘‘always hit the same

KEY with the same finger.”
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXIV (Continued)

INVERTED COMMAS (Continued)

What does this honourable person mean by "a tempest that
outrides the wind"?
Observe how in the example given under Rule LV. the point of interrogation
stands within the double inverted commas, but outside the single inverted commas.

ILX, If an interrogative sentence ends with a quotation which is itself
interrogatory, the point of interrogation is placed outside the inverted commas.
Hast thou never cried, "What must I do to be saved®"?
The reason is, that the question to be answered is not the quoted question,
but "hast thou never cried?" No writer has been bold enough to insert two points
of interrogation.

IXI. The last three rules apply also to exclamatory sentences.
(1) But I boldly cried out, "Woe unto this city!"
(2) Alas, how few of them can say, "I have striven - -to
the very utmost"!
(3) How fearful was the cry: "Help, or we perish"!

LXII. Where an interrogative sentence ends with a quotation of an exclama-
tory nature, or an exclamatory sentence ends with a quotation of an interrogative
nature, it seems better to place at the end both the point of interrogation and
the mark of exclamation, the one inside, the other outside, the inverted commas.

Do you remember who it was that wrote
"Whatever England's fields display,
The fairest scenes are thine, Torbay!"?
How much better to cease asking the question, "What would
he have done in different circumstances?"!

Where inverted commas are not used, it seems sufficient to have only one

point, which must be the one required by the whole sentence, not by the question.

ITALICS

LXIII. Words to be especially emphasized may be put in italies. In writing,
the substitute for italics is underlining.
What, it may well be asked, can the interests of the
community be those of--I do not say an individual, but--the
individual?

LXIV. Words from a foreign language which have not become classical English
eowam. are written in italics.
The slightest double entendre made him blush to the eyes.

Knowledge of French is a sine qua non.

When foreign words become English, they are no longer italicized. Among such
words are: rationale, aide-de-camp, quartette, naive, libretto. It is often a
matter of discretion to say whether a word is so far naturalized that it should
be written in the ordinary way.

LXV. Names of newspapers and magazines, and names of ships, are generally
written in italics; as the Times, the Fortnightly Review, the Great Eastern.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXIV (Continued)
ZNVERTED COMMAS (Continued)

Thereupon the mob bursts in and inquires, "What are you
doing for the people?"

Thereupon the mob bursts in and injuires what are you
doing for the people.

He says: "There is no property of any description, if it be
be rightfully held, which had not its foundation in labvor."

He frequently calls them. "absurd," and applies to them such
epithets as "jargon," "fustian," hnd the like.

The last sentence might be written withcut inverted commas. 3By using them we
call special attention to the fact that these were the words actually employed,
and are not simply words like them.

So, in a passage quoted in the indirec*t form, if part be quoted exactly, it
is placed within inverted ccmmas.

The Duke of Portland warmly approved of the work, but
justly remarked that the King was not "so absclute a thing of
straw" as he was represented in it.

Words referred to simply as words are either placed within inverted commas or
put in italics.

The word "friendship," in the sense we commonly mean it,
is not so much as named in the New Testament.

LIV. When a quotation is interrupted, as in the report of a conversation,
each continuous part of the quotation is enclosed within inverted commas.
"Pardon me, madam," answered Henry, "it was of one Etilas
Morton I spoke."

LV. When a quotation occurs in another quotation, single inverted commas are
used for the former.
"What have you done?" said one of Balfour's brother cffi-
cers. "My duty," said Balfour firmly. "Is it not written, 'Thou
shalt be jealous even to slaying'?"
Some writers use the single commas in ordinary cases. F¥or the inner quota-
tion they would then use the double commas.

LVI. A word that is not classical English, or is used in a sernse in which
it is not classical English, is either enclosed within irverted commas or itali-
cized.

Those who have "located" previous to this period are left
in undisputed possession, provided they have improved the land.

Before long, Beckey received not only "the best" foreigners
(as the phrase is in our noble and admirable society slang), but
some of "the best" English people too.

Foreign words are always italicized. (Rule LXIV.)

LVII. The titles of books, of essays, and of other compositions; the names
of periodicals; and the names of ships, are either enclosed within inverted ccmmas
or italicized.

In these "Miscellanies" was first published the "Art cf
Sinking in Poetry," which, by such a train of consequences as
usually passes in literary quarrels, gave in a short time,
according to Pope's account, occasion to the "Dunciad."

The "Emily St Pierre," a British ship, was captured on the
18th of March, 1862.

It appeared in the "London Gazette."

The names of periodicals and ships are more cften written in italics than
enclosed within inverted commas.

LVIII. If a quotation contains a question, the point of interrcgatior. stands
within the inverted commas.

In a voice which was fascination itself, the being addressed
me, saying, "Wilt thou come with me? Wilt thou be mine?"

LIX. If an interrogative sentence ends with a quotation, the pcint of inter-
rogation stands outside the inverted commas.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXIV
Typewritten Copy: Setin 8 point 8A (8 1-2 set), Measure 22 picas

Practice on the best possible copy without mistakes; an opportunity to test your accuracy
and speed. Indentions same as in previous exercise (XXIII).

BRACKETS (OR THE PARENTEXSIS)

It seems better to use the term "brackets" both for the curved and fcr *i=
square brackets. "Parenthesis" can then be kept to its proper use, as the namz
for the words themselves which form the break in the sentence: We may note tipat
in like manner the terms "comma," "colon," "semicolon," originally signifi=1 divi-
sions of a sentence, not marks denoting the divisicns. "Period" meant a ccmplete
sentence; and it still retains the meaning, somewha’ spvecialized. -

L. When a clause not strictly velonging to a sertence is thrown in;
speak, in passing, the clause is enclosed within brackets. o
It is said, because the priests are paid by the people
(the pay is four shillings per family yearly), therefore they
object to their leaving.
In full confidence of this unalterable truth, I now (guod
felix faustumque sit) lay the first stone of the Temple of Peace.

Over and above the enclosing brackets, a parenthesis causes rno change in tre
vunctuation of the sentence that contains it; in otkher words, i1f we were to omit
the parenthesis, no change ocught to be necessary in the punctuation of the rest of
the sentence. The comma is inserted after the parenthesis in the first example,
because the comma would be needed even if there were ro parenthesis.

In the second example, there would te no comra before "lay," if ihere were n
parenthesis; accordingly the comma is not %o be inserted merely tecause there is a
parenthesis. A parenthesis is sufficiently marked cff by brackets.

Observe also that the comma in the first example is placed after, rnot before,
the parenthesis. The reason for this is that the parenthesis belongs %o the first
part of the sentence, not to the second.

no

LI. A complete sentence occurring parenthetically in a paragrarh is some-
times placed within brackets.
Godfrey knew all this, and felt it with the greater fcrece

because he had constantly suffered anncyance from witnessirg
his father's sudden fits of unrelentingress, for which his own
habitual irresolution deprived him of all sympathy. (He was not
critical on the faulty indulgence which preceded these fits;
that seemed to him natural enough.) €£till there was just the
chance, Godfrey thought, that his father's pride might see this
marriage in a light that would induce him to hush it up, rather
than turn his son out and make the family th= talk of th=
country tor ten miles round.

Note that the full stop should te placed inside, nct out

id *r.2 Lruck

+
) - -

w
eyl
U

[

LII. Where, in quoting a passage, we throw in parenthetically somethirg c¢?
our own, we may use square brackets
Compare the following account of Lord Palmerston: "I have
heard him [Lord Palmerston] say that he occasionally found that
they [foreign ministers] had been deceived by the open manner
in which he told them the truth." P
To use the square brackets in this way is often more convenier*t than 1o break
the inverted commas and to begin them again. But in the case of *he word siz--
where it is inserted in a guotation to point out that the wcrd preceding it is
rightly quoted, and not inserted by mistake--the ordinary brackets are usei.
"The number of inhabitants were (sic) not more than four
millions."

INVEKTED CUMMAS

LIII. When we quote without any change the words of another person, they ars
enclosed within inverted commas. If they are quoted in the indirect form, or if
we quote merely the substance, and neglect the exact words, inverted commas ars
not used.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXIII (Continued)
THE DASH (Continued)

XLI. The dash is used to mark a faltering or hesitating speach.
Well--I don't know--that is--no, I cannot accept it.

XLII. When the subject of a sentence is of such length, or of such complex-
ity, that its conection with the verb might easily be lost sight of, it is some-
times left hanging in the sentence, and its place suplied by some short expres~
sion that sums it up. A dash follows the subject when thus abondaned.

Physical Science, including Chemistry, Geology, Geography,
Astronomy; Metaphysics, Philology, Theology, Economics, includ-
ing Taxation and Finance; Politics and General Literature--all
occupied by turn, and almost simultaneously, his incessantly
,active mind.

The colen is sometimes used, in such caces; but the dash seems preferrable,
as it is the point that marks & change in the structure of a sentence.

XLIII. An unexpected turn of the thought; may be marked by the dash.
He entereth smiling and--embarrassed. He holdeth out his
hand to you to shake, and--draweth it back again. He casually
looketh in about dinner-time--when the table is full. He offer-
eth to go away, seeing you have company--but is induced to stay.

XLIV. The dash is sometimes used; instead of brackets before and after a
parenthesis!
This was amongst the strongest pledges for thy truth, that
never once--no, not for a moment of weakness--didst thou revel
in the vision of coronets and honour from man.

XLV. The dash is sometimes used instead of the colon, where the word
"namely" is implied, but is not expressed.
The most extreme example of such theories is perhaps to be
found in the attempt to distribute all law under the two great
commandemnts--love to God, and love to one's neighbor.
In this sentence, however the colon is prefferable. (See Rule XXVI) The
dash should be used for this purpose only when it is necessary to use the colon
in the same sentence for other purposes.

XLVI. The dash is used in retorical repetition; for instance, where one
part of the sentence, such as the subject, is repeated at intervals throughout the
sentence, and the rest of the sentence is kept suspended.

Cannot you, in England--cannot you, at this time of day--
cannot you, a House of Commons, trust to the principle which
has raised so mighty a revenue?

XLVII. A dash following a full stop occurs between the side-heading of a
paregraph and the paragraph itself.
Extent and Boundaries--England (including Wales) is bounded
on the north by Scotland; on the west by the Irish Sea, St.
George's Channel, and the Atlantic Ocean; on the south by the
English Channel; and on the east by the German Ocean.

XLVIII. When we place, after a quotation the name of the author from whom it
is taken, the full stop and the dash are used in the same way.

"One touch of nature makes the whole world kin."--Shake-
speare.

XLIX. The dash is sometimes used in place of: or in adition to, other
points, in order to indicate, a pause greater than usual.

Now where is the revenue which is to do all these mighty
things? Five-sixths repealed--abandoned--sunk--gone--lost
forever.

The highest rank;--a splendid fortune;--and a name, glorious
till it was yours,--were sufficient to have supported you with
meaner abilities than I think you possess.
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Get the .E..umﬁ Always hit the same Key with the same Finger

EXERCISE XXIII
Inaccurate Copy: Set in 8 point 8A (8 1-2 set), Measure 21 picas
Note: All examples are correct in both spelling and punctuation

Practice on incorrectly spelled and improperly punctuated copy. Indent examples,
““How could he have been so foolish!"' three ems, and run-overs two ems; all other paragraphs
one em. Since some printing offices do not yet realize the economy of furnishing machine
operators properly edited copy we give practice on copy that requires all the attention of the
operator. Certainly this exercise demonstrates the wisdom of learning to ‘‘hit the same Ky
with the same finger;”’ those who have profited by the previous drill on fingering will find it
easy to give all their attention to the copy without the strain of looking from copy to KEys.

THE MARK OF EXCLAMATION (Continued)

XXXV. The mark of exclamation is placed, after sentences which, though
interogatory in form, are really exclammatory.
How could he have been so foolish!
XXXVI. The mark of exclamation is sometimes placed after an ironical
statment.
They did not fight tens against thousands; they did not
fight for wives and children, but for lands and plunder; there-
fore they are herces!
The mark of exclamation keeps up the mdeHmSOQ of seriousnes which is the
essence of irony.

XXXVII. The mark of exclimation is placed after the statement of some
absurdity?
He has been laboring to prove that Shakespeare's plays
were written by Bacon!
To him the parliamentary vote was a panacea for all human
ills, and the ballot-box an object as sacred as the Holy Grail
to a knight of the Round Table!
The same reason applies its use after such sentenses as after ironical state-
ments,

XXXVIII. The mark of exclamation may, be placed after any impressive or
striking thought.
The Angel of Ummaw has been abroad throught the land: you
may almost hear the very beating of his wings!

XXXIX., When a sentence contains more than one exclamation, sometimes the
mark of exclamation is placed only after the last, sometimes it is placed after
each of them, the test being wether or not they are in reality, as well as in
form, severel exclamations. (Compare Rule XXXI.)

Though all are thus satisfied with the dispensations of
Nature how few listen to her voice! how few follow her as a
guide!

What a mighty work he has thus brought to a successful end,
with what perseverance, what energy, with what fruitfulness of
resource!

THE DASH

XL,, The cheif purpose of the dash is to indicate that something is left
un-finished. Accordingly, it marks a sudden, or abrupt, change in the grammatical
structure of a sentence.

When I remember how we had worked together, and together
borne misfortune; when I remember--but what avails it to remember?

And all this long story was about--what do you think?

"We cannot hope to succeed, unless----" "But we must
succeed."

Note that it is the long dash that is used at the end of a sentence.

The full stop is not aded where the dash marks an unfinished sentense. But
it is common to add the point of interogation or the marke of exclamation.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXII (Continued)
THE POINT OF INTERROGATION (Continued)

XXX. 1Indirect questions are not strictly questions at all, and therefore
should not be followed by a point of interrogation.

He asked me whether I had seen his friend; whether I had spoken to him; and
how I liked him.

If we restore these questions to the direct form, the point of interrogation
is inserted.

He asked me: "Have you seen my friend? Have you spoken to him? How docyou
like him®?"

XXXI. When a sentence contains more than one question, sometimes the point
of interrogation is placed after each of them, sometimes it is placed only at the
end of the sentence. It is placed after each, if each is in reality a distinct
question; it is placed only at the end, if the separate questions so unite as to
need but a single answer. °

In many cases it will be a matter of individual taste to say whether they
do so unite.

Is it better that estates should be held by those who have no duty than by
those who have one? by those whose character and destination point to virtues
than by those who have no rule and direction in the expenditure of their estates
but their own will and appetite?

Do you imagine that it is the Land Tax Act which raises your revenue, that it
is the annual vote in the Committee of Supply which gives you your army, or that
it is the mutiny bill which inspires it with bravery and discipline? No! surely
no!

XXXII. Exclamations in an interrogative form take a mark of exclamation
after them, not a point of interrogation. (See Rule XXXV.)

XXXIII. A point of interrogation enclosed within brackets is sometimes used
to indicate that there is a doubt whether the statement preceding it is true, or
whether the expression preceding it is well applied, or that some statement or
expression is made or used ironically.

While you are reveling in the delights (?) of the London season, I am leading
a hermit 1life, with no companions save my books.

THE MARK OF EXCLAMATION

XXXIV. The mark of exclamation is placed after interjections and words used
interjectionally; that is to say, after expressions of an exclamatory nature. The
exclamation may be one of surprise or of fear, or the utterance of a wish, a
command, or a prayer.

Quick! Begone! Out of my sight!

Heaven preserve us!

Would that better feelings moved them!

0 Lord, be merciful unto me, a sinner!

Interjections are not always followed immediately, and are sometimes not
followed at all, by a mark of exclamation. No rule can be given more precise than
this: (1) That we should not insert a mark of exclamation immediately after an
interjection, unless we should make a distinct pause after it in speaking; and (2)
that no mark of exclamation is to be used at all, unless the exclamatory nature
of the sentence is more or less strongly marked. It is useful to notice the
difference between "O" and "Oh." The former is used only before the vocative
case, and never has a mark of exclamation, or indeed any point, placed immediately
after it,

Alas! all our hopes are blasted.

Lo, he cometh!

O Dido, Dido, most unhappy Dido!

Unhappy wife, still more unhappy widow!

Oh, do not reckon that old debt to my account to-day!
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XXII (Continued)
THE COLON (Continued)

Compare these examples withthose given to show how the semicolon replaeces
the comma. (Rule XXIII.) Note also how the last sentence is divided in the
middle into two parts, and that each of these two parts is itself divided into
two parts. By Rule XXII. the second division is indicated by the semicolon; and
we bring out the grouping of the sentence by using a colon for the first division.

XXVI. The colon is used before enumerations, especially where "namely,"
or "viz.," is implied but is not expressed; and when so used it is sometimes
followed by the dash.

Three nations adopted this law: England, France, and Germany.

One thing thou lackest: go thy way, sell whatsoever thou hast, and give to
the poor.

Dr. Johnson's chief works are the following:--"Rasselas," The Dictionary,
"The Lives of the Poets," and "The Vanity of Human Wishes."

When, as in the last example, a list of things is given in a formal way,
the dash is generally added. The combination of the two points is partly an
attempt to find a point stronger than the colon and not so strong as the full
stop, partly, perhaps, an imitation of a finger-post.

XXVII. The colon is generally placed before a quotation, when notice of the
quotation is given by some introductory words. 1In this case also the dash is
sometimes used.

In this passage exception may fairly be taken to one short sentence, that in
which he says: "The law ought to forbid it, because conscience does not permit
it."

On the last morning of his life he wrote these words:--"I have named none
to their disadvantage. I thank God He hath supported me wonderfully."

The colon and the dash are used together where the quotation is introduced
by formal words such as the following:--"He spoke these words," "he spoke as
follows," "he made this speech." But, in the first sentence quoted above, the
introductory words are grammatically incomplete without the gquotation, which
forms the object of the verb "says;" the colon accordingly is the strongest point
that can be used. Sometimes the connection between the introductory words and
the quotation may be so close, or the quotation itself may be so short, as to
make the comma sufficient.

He kept repeating to us, "The world has sadly changed."

Short phrases quoted in the course of the sentence need not have any point
before them.

It was a usual saying of his own, that he had "no genius for friendship."

XXVIII. The colon may be placed after such words and phrases as the follow-
ing, when used in marking a new stage in an argument:--Again, further, to proceed,
to sum up, to resume,.

. To sum up: If you will conform to the conditions I have mentioned, I will
sign the agreement.

But to bring this sermon to its proper conclusion: If Astrea, of Justice,
never finally took her leave of the world till the day, &c.

After these words, we have a choice of the comma, the colon, and the full
stop. The comma will generally be used if the argument be contained in a single
sentence; the full stop, if the argument be of very considerable length.

THE POINT OF INTERROGATION

XXIX. The point of interrogation is placed after a direct question.

Where are you going, my pretty maid?

Whether of them twain did the will of his father?

The question may end in the middle of a sentence.

Is he happy? you ask.

We have sometimes the choice of putting the point of interrogation in the
middle or at the end of the sentence.

You would not consent to that, by whomsoever proposed?

You would not consent to that?--by whomsoever proposed.

There is a slight shade of difference in meaning; in the second form, "by
whomsoever proposed" is added as an afterthought.
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Get the habit: Always hit the same Key with the same Finger
EXERCISE XXII
Typewritten Copy: Set in 8 point 8A (8 1-2 set), Measure, 20 picas

Practice on typewritten copy to give drill in using the JUSTIFYING SCALE and JUSTIFY-
ING KEvs. In order that you may give all your attention to this, indent all paragraphs one
em; see note at beginning of previous Exercise on correct indentions for matter like this con-

taining examples.
THE SEMICOLON

XXI. The semicolon is the point usually employed to separate parts of a
sentence between which there is a very distinct break, but which are too inti=
mately connected to be made separate sentences.

The patient dates his pleasure from the day when he feels that his cure has
begun; and, perhaps, the day of his perfect re-establishment does not yield him
pleasure so great.

The author himself is the best judge of his own performance; no one has so
deeply meditated on the subject; no one is so sincerely interested in the event.

Not one word is said, nor one suggestion made, of a general right to choose
our own governors; to cashier them for misconduct; and to form a government for
ourselves.

The semicolon is used in enumerations, as in the last example, in order to
keep the parts more distinctly separate.

XXII. When a sentence consists of two or more independent clauses not joined
by conjunctions, the clauses are separated by semicolons.

To command a crime is to commit one; he who commands an assassination, is by
every one regarded as an assassin.

His knowledge was too multifarious to be always exact; his pursuits too eager
to be always cautious.

If the conjunction "and' were inserted in the last sentence, the comma would
be used instead of the semicolon. A conjunction forms a bridge over the gap
between two statements, and, where they are neither long nor complicated, we pass
from one to the other without noticing any distinct break. But there is such a
break when the conjunction is omitted, and therefore we use a stronger point.

The two parts of an antithesis are generally separated in this way.

XXIII. A pause generally indicated by a comma may be indicated by a semi-
colon, when commas are used in the sentence for other purposes.

I got several things of less value, but not all less useful to me, which I
omitted setting down before: as, in particular, pens, ink, and paper; several
parcels in the captain's, mate's, gunner's, and carpenter's keeping; three or four
compasses, some mathematical instruments, dials, perspectives, charts, and books
of navigation.

In this I was certainly in the wrong too, the honest, grateful creature
having no thought but what consisted of the best principles, both as a religious
Christian and as a grateful friend; as appeared afterward to my full satisfaction.

In the first sentence the semicolon enables us to group the objects enumer-
ated. Had commas been used throughout, the reader would have been left to find
out the arrangement for himself.

THE COLON

XXIV, The colon is used to indicate pauses more abrupt than those indicated
by the semicolon.

God has willed it: submit in thankfulness.

The wind raged, and the rain beat against the window: it was a miserable day.

Nevertheless, you will say that there must be a difference between true
poetry and true speech not poetical: what is the difference?

Many writers indicate such abrupt changes by means of the dash.

XXV. A pause generally indicated by a semicolon may be indicated by a colon,
when the semicolon is used in the sentence for pauses of a different nature.

The "Essay" plainly appears the fabric of a poet: what Bolingbroke supplied
could be only the first principles; the order, illustration, and embellishments,
must all be Pope's.

Homer hurries and transports us with a commanding impetuosity; Virgil leads
us with an attractive majesty: Homer scatters with a generous profusion; Virgil
bestows with a careful magnificence.
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Get the habit: Always hit the same Key with the same Finger
EXERCISE XXI (Continued)

No point would be used in the above sentences, if the adverbial
phrases occurred in their usual position.

He did not hesitate to use deception in order to gain his point.

Nor is there any point used when, as often happens in such sen-
tences, the verb precedes the subject.

Not very far from the foot of the mountain lies the village we
hope to reach.

M.%v An adjective phrase, that is a phrase used as an adjective,
is usually placed immediately after the word which it qualifies;
when it appears in any other place, a comma is often usefully
placed before it.

A question was next put to the assembly, of supreme impor-
tance at such a moment.

and contracted adjective clauses are
" thev are used parenthetically or co-
e cmam restrictively.
borrows its title from the ‘ Religio
it the onlv work of Dryden which
can be considered as a v

That sentiment of homely benevolence was worth all the
splendid sayings that are recorded of kings.

The advocates for this revolution, not satisfied with exaggerat-
ing the vices of their ancient government, strike at the fame of
their country itself. .

The ships bound on these 43@%8 were not advertised.

Chapter VII., where we stopped reading, is full of interest.

The chapter where we stopped reading is full of interest.

XV. Words in apposition are generally marked off by commas. -

James Watt, the great improver of the steam-engine, died on
the 25th . .

But v are used in a limiting or dis-
tinguisk ) ) ie XIV. applies, and no point
is used. Thus we should write “Burns, the poet, Dickens, the
novelist;”’ but, if we wished to distinguish them from another
Burns and another Dickens, we should omit the comma.

It is of Pliny the ubnﬁ.wmmr not Pliny the letter-writer, that
we are now speaking. .

Again, where the general name preceded, we should in most

cases use no point, for the special name will be restrictive: “the
poet Burns.” “* 1 novelist Dickens.” .

The 1 authority for the consistent carry-
ing ou .it. -~~~ igeful and logical. Some

cases, such as “Paul the /
““Thomas the Rhvmer.” Pet
The name 8  the descrip.
form as distinctly one name

ition to something new—

hat has gone before, and

e point. e proper point

betore a conjunction 1s determined by many circumstances:
among others, by the more or less close connection of things
joined, by the number of words, and by the use of points for other
purposes in the same sentence. To deal with the different con-
junctions one by one, would involve a renetition of much that is
said in other rules. For instance, if,
since. and the like, will be pointed in :
1. however. to lav down ¢ e rules for the point-

ngle words, as a rule

a 80 mucn stualea ana aiscussed.
ith the following sentence, where groups of

u much studied, and has been much discussed.
sentence the insertion of a comma would
change the meaning.

On this shelf you will put books and pamphlets published in
the present year.

As the sentence stands, “ wmv_mmr& in the present year”’ applies
both to books and to pamphlets: books published in the present
year, and pamphlets published in the present year. there
were a comma before “and,” the meaning would be: “On the
shelf you will put the books of any date, and pamphlets of the
present year.”

(b) en “and” joins the separate words of a series of three
or more words, a comma is placed before it.

) Trees, and bridges, and houses, were swept down by the flooded
stream.

(c) But where the different words are intended to be combined
quickly, so as to present to the mind only one picture, they would
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be spoken without any pause, and in writing must not be.sepa-
rated by any point.

Whirling and boiling and roaring like thunder, the'stream
came down upon them.

(d) Two of the words of the series may be more closely ‘con-
nected with one another than with other words of the series, and
are, therefore, not to be separated by any point.

In the following sentence, ‘‘all” qualifies both ‘“tracts’’ and
‘““pamphlets,” and thus joins them closely.

My unbound books, and all my tracts and pamphlets, are to
be tied up with pink tape.

(e) When “and” occurs only between the last two words of
the series, the comma is usually inserted before it.

Trumpets, drums, and kettle-drums, contended in noise-with
the shouts of the numerous rabble.

Many writers omit this comma. Byt it seems useful, in order
to make the previous rule (d) effective.

. 2. When “and” joins two phrases, a comma generally precedes
1t.

The ceremony was performed in the accustomed manner, and

z sentence, a preposition is commeon to
epeated in the second, no comma is used.
good instruments, the work may be suc-

w.ccvg:mbn:womumaio&w:mom.erc %nooo&:m vomseaw%g
the comma, the semicolon, or even the full stop. Which point.
is right in any particular case, will depend upon considerations
set out in other rules.

The following example illustrates different cases:

Within that charmed rock, so Torridge boatmen tell, sleeps
now the old Norse Viking in his leaden coffin, with all his fairy
treasure and his crown of gold; and, as the boy looks at the spot,
he fancies, and almost hopes, that the day may come when he
shall have to do his duty against the invader as boldly as the men
of Devon did then. And past him, far below, upon the soft south-
eastern breeze, the stately ships go sliding out to sea.

OR.—The rules for the oouwcuoe.on ‘““and” apply with little
change to the conjunction “or;’ but there are one or two special

“or” is preceded at no great distance by “either”’
’ the two words should be separated by no point.
either yield this point or resign.

It does not matter whether we go or stay.

But a point is inserted if the words stand farther apart, or if
each is ..oﬂﬂi& by a complete clause.

Either this road leads to the town, or we have misunderstood
the directions.

(b) “Or,” joining two alternatives, takes no point before it;
but when it joins two words that are used, not as real alternatives,
but as synonyms, a comma is inserted.

England or France might be asked to join the alliance.

Here ‘““or” is used as a real alternative conjecture, and there-
fore without any point. In the following examples, the “or”
joins equivalent expressions:

England, or the nation of shopkeepers, would never be asked
to join such an alliance.

We perceive, or are conscious of, nothing but changes, or events.

XVII. In cases where no point would be used before a conjunc-
tion, a comma is inserted if the conjunction be omitted.

I pay this tribute to the memory of that noble, reverend,
learned, excellent person.

XVIII. Where a comma would be used if the conjunction were
expressed, some stronger point may be used if it be omitted.

tu 1 revenue as we have an American empire.
English made it all that it is; English privileges
alone w »it can be.

ronoun in the

XIX. A comma is placed after a noun or a
, or be reserved

vocative case, if a mark of exclamation be not
till the first distinct pause in the sentence.
Yet I own, my lord, that yours is not an uncommon character.
I am, Sir, yours :&w John Smith.
O Italy, gather thy blood into thy heart.
O Thon, who in the heavens dost dwell!

XX. If a word be repeated in order to give it intensive force,
a comma follows it each time it occurs; but in case of an adjective
repeated before a noun, not after the last expression of it.
t was work, work, work, from moring till night.
He traveled a long, long way.

[
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Get the habit: Always hit the same Key with the same Finger
EXERCISE XXI
Reprint Copy: Set Line for Line in 8 point 8A (8 1-2 set), Measure 20 picas

Practice on reprint copy, to be reset line for line, to give drill in using the JUSTIEYING
ScALE and the JusTIFYING KEYS. Set each line twice, noting whether you get the same justi-
fication each time; if you do not, practice diligently on this essential point and do not go beyond
this exercise until you can justify quickly and accurately. Study carefully 8 and Y9, page
5, before starting to set this Exercise. Note: In matter like this the first line of an example,
“A penal statute is virtually annulled,” etc., should be indented three ems; the second line

:m

mposes are regularly remitted’’ etc., should be indented two ems; but in order to simplify

this practice on justification, indent all paragraphs one em.

THE FULL STOP

1. A full stop is placed at the end of every sentence that is
neither exclamatory nor interrogative.
A penal statute is virtually annulled if the penalties which it
s they are incurred. The
» remit penalties without
annul virtually a penal
| be no serious objection
virtually.
How much should be put in a sentence is rather a matter of
style than of punctuation. The tendency of -modern literature
is in favor of the short sentence.

II. As a rule the full stop is not to be inserted till the sentence
be grammatically complete. But some parts of the sentence
necessary to make it grammatically complete may be left for the
reader to supply.

It is well said, in every sense, that a man’s religion is the chief
fact with regard to him. A man’s, or nation of men’s. By
religion I do not mean here the church-creed which he professes,
the articles of faith which he will sign and, in words or otherwise,
assert; not this wholly, in many cases not this at all.

III. When a sentence is purposely left unfinished, the dash
-takes the place of the full stop. (See Rule XL.)

‘“Excuse me,” said I, “but I am a sort of collector

“Not Income-tax?’ cried His Majesty, hastily removing his
pipe from his lips.

”

H<.>».==m8vmmFa&&eoqﬁo&pvvaiwaoum,&Snmaaw_
letters, and after o_.mvmua._ numbers in Roman characters.

Gen. i. 20; two Ibs.; A. D. 1883; 3 p. m.; &e., and etc.; M. D.,
J. 8. Mill; William III., King of England; MS., LL.D. (not M.S.
and L.L.D.).

Note that the use of the full stop in these cases does not prevent
another point from being used Eso&moo__w after it. But if they
occur at the end of a sentence, another full stop is not added; or,
more correctly, it may be said that Rule IV. does not apply at
the end of a sentence.

THE COMMA

V. The comma indicates a short pause in a sentence. It is
used when we wish to separate words that stand together, and
at the same time to stop as little as possible the flow of the sen-
tence.

When the earl reached his own province, he found that prepar-
ations had been made to repel him.

Though it is difficult, or almost impossible, to reclaim a savage,
bred from his youth to war and the chase, to the restraints and
the duties of civilized life, nothing is more easy or more common
than to find men who have been educated in all the habits and
comforts of improved society, willing to exchange them for the
wild labors of the hunter and the fisher.

VI. Where there is no danger of obscurity, the subject must
not be separated from the predicate by any point.

The eminence of your station gave you a commanding prospect
of your duty.

VII. When the subject is long, a comma may be placed after it.

To say that he endured without a murmur the misfortune that
now came upon him, is to say only what his previous life would
have led us to expect.

VIII. When the subject consists of several parts, e. g., of several
nouns, & comma is placed after the last part.
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A few daring jests, a brawl, and a fatal stab, make up the life
of Marlowe.
Time, money, and friends, were needed to carry on the work.

IX. Dependent clauses are generally separated from the rest
of the sentence in which they occur. The usual point is the
comma. .

. Be his motives what they may, he must soon disperse his fol-
owers.

This relation of your army to the crown will, if I am not greatly
mistaken, become a serious dilemma in your politics.

ExceptioN.—No point is needed if either the dependent clause
or the principal clause be short.

He would be shocked if he were to know the truth. L.

But if the dependent clause be inserted parenthetically, it is
marked off by commas or the other marks of parenthesis, how-
ever short it may be. (See Rule X.)

If the sentence last quoted were inverted, a comma would be
placed after the dependent clause.

If he were to know the truth, he would be shocked.

X. Words thrown in so as to interrupt slightly the flow of a
sentence are marked off by commas.
. He resolved, therefore, to visit the prisoner early in the morn-
ing.

mH_Em. I think, is the right view of the case.

The first ideas of beauty formed by the mind are, in all prob-
ability, derived from colors.

XI. When two parts of a sentence have some words in common,
which are not expressed for each of them, but are given only when
the words in which they differ have been separately stated, the
second part is marked off by commas.

His classification is different from, and more comprehensive
than, any other which we have met.

This foundation is a nursing-mother of lay, as distinguished
from religious, oratorios.

These examples come within the principles of Rule X.

XII. When words are common to two or more parts of a sen-
tence, and are expressed only in one part, a comma is often used
to show that they are omitted in other parts.

London is the capital of England; Paris, of France; Berlin, of
Germany.

Though many writers constantly punctuate contracted sen-
tences in this way, it is well not to insert the comma when the
meaning is equally clear without it. It is unnecessary in the
following sentence:

Saul hath slain his thousands, and David his ten thousands.

XIII. Words placed, for the sake of emphasis or of clearness,
out of their natural position in the sentence, are often followed
by a comma.

(1) The object is usually placed after the verb; when placed
at the beginning of the sentence, it should be separated from the
subject by a comma, unless the meaning would otherwise be per-
fectly clear and readily seized.

The proportions of belief and of unbelief in the human mind
in such cases, no human judgment can determine.

(2) An adverbial phrase, that is a phrase used as an adverb,
is usually _.W_po& after the verb; when it begins the sentence, a
comma follows it unless it is very short.

From the ridge a little way to the east, one can easily trace
the windings of the river.

In order to gain his point, he did not hesitate to use deception.

In ordinary circumstances, I should have acted differently.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XX (Continued)

literary necessary ordinary primary rotary
salary secondary temporary voluntary artful
careful cheerful doubtful fruitful helpful
hopeful plentiful powerful useful wakeful
watchful aptness boldness business calmness
clearness fineness - fitness greatness kindness
meanness neatness rashness comical dental
equal final initial legal local
logical mental rational rental special

You have had a thorough training in the correct principles of fingering and by faithful
practice of these twenty exercises have acquired a smooth, even stroke that enables you to set
memorized copy at very high speed and with scarcely any noticeable brain or muscle effort.
Your further progress depends only upon your ability to assimilate copy quickly, to reduce to
the minimum the time required to get the matter off the copy onto the KEvs.

Study carefully paragraphs 8 to 11 of ‘Operating the Keyboard,’ page 5, on handling
the copy in the Cory HOLDER properly, using the paper guide, justifying quickly, and above all,
getting enough matter in your mind, when you look at the copy, to keep your fingers going
for a while—when you look at the copy take a good look—don’t bob your head from copy to
KEvs.

It is not possible for a hand compositor to have the speed in assimilating copy possessed
by a ‘“swift’’ operator because the compositor’s brain does not have to work quicker than
his fingers when setting type by hand.

You will find that the greatest possible help in learning to get the copy quickly is to pay
just a little more attention to your daily reading for pleasure. Cut out the skipping for a
while, try now and then to repeat a sentence after you have read it, see if you can spell an
:::mcw_ proper name just after you have passed it in your ordinary nmma_sm

~ examples of different kinds of copy are given for practice, and because it
is un.......atery wrue that many offices do not appreciate the economy of furnishing machine
operators with properly edited copy, we have included examples of improperly spelled and
punctuated copy. Certainly this will make clear to you the advantage of having acquired
the correct method of fingering, so that the Key hitting becomes mechanical, enabling you to
give all of your attention to the copy.
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XIX (Continued)

common compare compel complete comply
concern conclude condition oconfirm conflioct
consent consequent consider constitute construct
disappear disburse discharge disconnect discount
dispatch dispose disregard distance disaster
exact examine exceed expect execute
exhibit explain expert extent extra
incident incline incomplete indulge inocur
industry initial insert instant instrumen
orchestra order ordinary orange orchard
oration orthodox oral ornament origin
perfect perform perhaps period permit
permission person persist pertinent persuade
precinct prevent predict prefer president
pretense prescribe previous preclude prevail
probable proclaim promote proficient prosper
provide proper produce protect problem
recall receive recent recollect record
reduce refuse remain resolve represent
unable uncertain uncommon undue unequal
unjust unlike unsafe until unheard
whence whither whole whirl white
wholesale whisper wheel whose whisk

EXERCISE XX
Common Terminal Combinations

annotation application caution faction
mention nation notation option
situation valuation concession decision
fusion incision mission occasion
possession revision succession tension
creature culture furniture future
mixture moisture overture picture
structure active attentive cumulative
elective incentive motive inventive
operative receptive respective abusive
corrosive decisive excessive explosive
illusive massive offensive passive
anxious audacious cautious dangerous
noxious numerous pious sagacious
serious spacious accessible attainable
legible liable peaceable permissible
sensible trouble valuable variable
apartment announcement augment basement
comment element judgment regiment
statement brutally centrally conically
medically mentally mortally officially
specially tally typically asking
calling dividing folding giving
putting separating thinking trading
affirmed credited explained fixed
looked noted opened referred
taxed traced contrary elementary
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compute
congress
contain
dismiss
distribute
exercise
extreme
influence
t invest
orbit
organize
perpetual
pertain
prejudice
prepare
promise
proffer
recover
respeoct
unfair
universe
whom
whistle

institution
oration
excursion
passion
capture
lecture
rapture
dative
native
cohesive
extensive
pensive
ludicrous
scrupulous
fashionable
profitable
ailment
cement
segment
logically
rationally
banking
making
voting
hunted
seated
library
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Get the habit: Always hit the same Key with the same Finger

EXERCISE XVII (Continued)

The meeting adjourned after appointing a committee of three.

The error occurred through the carelessness of the bookkeeper.

We are willing to accept your offer if you will arrange to pay
the express upon shipping the bill of goods.

The channel is sufficiently deep to allow the passage of
vessels of great tonnage, but it will be necessary to appropriate
$50,000.00 annually to keep the levees in good order.

The annual income from the business is really too small to
warrant the additional allowance you suggest, but we assure you
the matter shall have our attention as soon as possible.

EXERCISE XVIII
Right and Left Hand Words

Left Hand Exercise Right Hand Exercise

wade tear gage you pull kip
wafer tease gas yolk pulp knoll
wager test gear union pump lily
wasted trade graded up pumpkin limn
water treat greater upon pun limp
wave tree greatest ill puny link
wax accede zest imply pupil lion
wear’ added cabbage in hill lip
eager adverse cage ink him look
east advert card inky hip loom
edge after ease ohm holly loon
eat age caterer oily holy loop
erect agree cedar on homily lymph
estate area crab onion hominy lump
evade arrears create only homonym nip
excavate average vacate opinion hook nook
exceed sacred vase "pin hoop noon
exert safe veered pinion hull noun
extra sassafras vegetate pink hulk null
race savage vest pipkin hymn nun
rage scarce bade plum join milk
ravages debt badger plump jolly mill
rear deeded baggage Ply joy million
reef decease barter poll julep minimum
referred defect base polo Jjump mink
regret fare batter polyp junk monk
retard fear beef pomp kill monopoly
regard feast best pony kiln mop
retrace fetter brace pool kilo mull
EXERCISE XIX

Common Initial Combinations
account accept actual active acquire accent
access accident accompany according accredit acorue
address admit adopt advance advertise advice
adapt adjourn adjust administer advantage advocate
color collection column collapse colleague collier
collar college collide collusion colony colonel
combine commence comprise command scompany commit
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Get the habit: Always hit the same Key with the same Finger
EXERCISE XVI (Continued)

affix affix affix affix affix affix affix affix affix affix affix

affirm affirm affirm affirm affirm affirm affirm affirm affirm
affinity affinity affinity affinity affinity affinity affinity
affiliate affiliate affiliate affiliate affiliate affiliate
affidavit affidavit affidavit affidavit affidavit affidavit
affiance affiance affiance affiance affiance affiance affiance
difficult diffiocult difficult difficult difficult difficult
diffident diffident diffident diffident diffident diffident

effigy effigy effigy effigy effigy effigy effigy effigy
traffic traffic traffic traffic traffic traffic traffic
coffin coffin coffin coffin coffin coffin coffin coffin
afflict afflict afflict afflict afflict afflict afflict
ruffle ruffle ruffle ruffle ruffle ruffle ruffle ruffle
affliotion affliction affliction affliction affliction affliction

effigy
traffio
coffin
afflict
ruffle

affluent affluent affluent affluent affluent affluent affluent
effluvium effluvium effluvium effluvium effluvium effluvium
affluence affluence affluence affluence affluence affluence
raffle raffle raffle raffle raffle raffle raffle raffle raffle
whiffle whiffle whiffle whiffle whiffle whiffle whiffle whiffle
efflux efflux efflux efflux efflux efflux efflux efflux efflux

effloresce effloresce effloresce effloresce effloresce effloresce

baffle baffle baffle baffle baffle baffle baffle baffle baffle
muffle muffle muffle muffle muffle muffle muffle muffle muffle
scuffle scuffle scuffle scuffle scuffle scuffle scuffle scuffle
whiffletree whiffletree whiffletree whiffletree whiffletree
muffler muffler muffler muffler muffler muffler muffler muffler

The next four exercises are to help you correct inaccuracies in your fingering that you have
noticed in your constant practice of the alphabetic sentences in Exercise XIV. Surely the
progress you have already made in memory and muscle training, the ease with which you
‘““always hit the same key with the same finger,”’ is all the incentive you require to correct any
minor faults that interfere with the perfection of your stroke.
the minors, qualify for the Big League; your ambition is to be as good as the best—a

Don’t be satisfied to stay in

X3

who makes the Keyboard hum like a top instead of just ticking like a clock.

sSee
suppose
sell
lessee
borrow
pass
account
aggressive
attach
addict
summer
commission
proof
bonny

apparent
willing
needless
arrive
assist
collect
fullness
letter
address
commerce
commercially
book
boost
announce

EXERCISE XVII

Repeating Letters

suggest
possession
freedom
message
follow
sucocess
correct
class
abbreviate
classically
look

been
comment
appellee

26
L. s

accommodate
need
support
dollar
appointee
arrest
assign
acocuse
settle
better
assign
trimmed
committee

supply

speech
appeal
fully
assessor
tomorrow
confess
accept
accession
letterpress
seen

comma
bookkeeper

" room

aggregate

swift”’
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