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CHAPTER I
THE PROBLEM

Although systems of shorthand are known to have been in existence
as early as the era of the ancient Greeks and Romans, the use of stenog-
raphy did not become widely popular until the perfection of the type-
writer in 1867. Since that time the use and study of shorthand grew
rapidly.

A number of shorthand systems have been introduced in the past
century; however, the most popular of these many systems has proved to
be the Gregg system, which was developed by John Robert Gregg and
introduced by him in England in 1888. In 1894 Gregg brought his system
to the United States. A recent survey in the United States showed that
the Gregg system now is being taught in 99.25 per cent of the schools
offering shorthand instruction.l

The first five revisions in the Gregg system resulted in minor
changes in the system. The Functional Method, which was developed by
Louis A. Leslie, was introduced in 1936; but this method was primarily
concerned with teaching procedures rather than with amy revision of
the shorthand system itself.

It had long been felt that the system as' presented in the

Anniversary Edition was cumbersome and difficult for the student to

]‘B.tbert A. Tonne, Princig%u of Business Education (New York:
The Gregg Publishing Company, )y Do o
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learn in a short time. As a result of studies made by John Robert Gregg,
Iouis A. Leslie, and Charles R. Zoubek, a number of word begimnings and
word endings, brief forms and contractions, abbreviating principles and
devices, and theory rules were omitted. These changes were published
in 1949, and the new, revised system was given the name Gregg Shorthand
Simplified.

Since these changes affected all teaching materials available in
the entire Gregg system, new textbooks were necessary for the teaching of
the Simplified system. In the short time that has passed since the intro-
duction of the Simplified system, eight textbooks for use in the teaching
of the revised system have been published by the Gregg Publishing Company.
As few analyses have been made of the word content of these new books,
this study, one of a series of such studies, was made to analyse the

word content in Gregg Transcription Simplified, which is an advanced

textbook used in teaching transecription and speed building to second-

year shorthand students.

Statement of the Problem

The purpose of the study was to determine the frequency of appli-

cation of principles and abbreviating devices in the word lists and con-

textual material of Gregg Transeription Simplified.’

2
Iouis A. Leslie and Charles E. Zoubek, Gregg Transcription
lified (New York: The Gregg Publishing Company, 1950).



Importance of the Study

According to the authors, the Simplified shorthand has reduced
the learning and teaching load 50 per cent.3 Since it is the ultimate
goal of the teacher to develop in students a high degree of skill per-
formance in as short a time as possible, it is desirable that those
texts be used which provide the maximum aid for such instruction. Im
view of this faect, a study of the textbooks is particularly important.

It has been accepted gemerally that theories on which Simplified
shorthand are based are sound, but it also seems to be of importance to
determine whether these prineciples are applied to the best advantage in
textbooks now available. Shorthand is a mental skill, and one of the
aimgs of the Simplified shorthand is to reduce the memory load so that
the learner will not hesitate in an effort to remember half-forgotten
words and phrases and will thus write more fluently.h A study by
Klein® which was completed after the imtroduction ef Simplified short-
hand seems to support this theory. Klein discovered that more time was
spent between the outlines than in the actual writing of the outlines

themsel ves.

31’@1113 A. Leslie and Charles E. Zoubek, A List of Changes in the

New Gregg Shorthand Manual (New York: The Gregg Publishing Company,
19L9).

h_I_E!.Eo, p. 1.

SA. E. Klein, "Variations in the Speed of Writing of Symbol
Combinations in Gregg Shorthand,® The National Business Education
gErterl!, 18:&1, Fall 192&90




h
Some decision is needed as to relative merits of textbooks now
available insofar as frequency of principles and abbreviating devices
is concerned. Since learning of shorthand resolves itself primarily
into repetition until learning takes pla.ce,6 the assumption can be made
that the frequency of occurrence of words is directly related to the
effectiveness of the teaching of shorthand, all other things being equal.
An adequate number of applications of principles and abbreviating
devices seems necessary for automatization by the student.
+« « o provide the learner with an adequate number of good
shorthand plates to be read and copieds Give him ample dicta-
tion on material that has been practiced from shorthand plates
or for which the teacher provides a blackboard review. Ignore
the errors he makes; those errors will disappear with the right
kind of practice unless the teacher emphasizes the errors.(
The importance of repetition has been further emphasiszed by the
authors in a statement coneerning the composition of the content of

Gregg Transeription Simplified. "Thus, each chapter automatically re-

views every feature of the system as part of the normal reading and

copying that would be done in amy ca.se."8

This indicates that frequency
of occurrence is impertant.

Frequency of application of principles and abbreviating devices
in contextual material has been stressed in relation to the content of

Simplified textbooks.

6
Iouis A. Leslie and Charles E. Zoubek, Gregg Shorthand Manual

lified, Functional Method, Teacher's Handbook (New York: 1Ihe Gregg
shing Company, 1949), p. 25.

7Ipuis A. Leslie and Charles E. Zoubek, "Importance of Shorthand
Theory Errors," The Business Education World, 30:22, Janwary 1950.

Bl.oslie and Zoubek, op. cit., p. v.



In the Simplified series . . . very little growth takes
place as a result of practice on word lists. . . « . After
the student has been introduced to a principle through the
medium of a word list, he then "learns® that principle best
through his practice of examples in connected matter.’

The handbook for Gregg Transcription Simplified places additional emphasis

on this point. ®It is known that the study or practice of isolated words
yields less benefit, for the time and effort invested, than does the
study or practice of words in context or of words that have some obvious
connection.™© Further emphasis is placed in the handbook on the impor-
tance of practice in contextual material as follows:
Each chapter (five assigmments) in Gregg Transcription
Simplified provides a complete recall of the the ry of Gregg
Shorthand Simplified . . . . thus the learner who completes

Gregg Transcription Simplified is assured of at least 16 -
complete recalls of the theory of Gregg Shorthand Simplified.

Since frequency is important, the exact number of frequencies of occurrence
of each primciple and abbreviating device is important in order to deter-
mine whether emphasis has been placed on particular principles and their
distribution throughout the book and in order to determine which assign-
ments contain applications of the most prin iples.

It is likely that changes will be made in the Simplified system

as improvements are found desirable. Information such as this study

9Cha.rles E. Zoubek, "The Gregg News Letter to Teachers of Short-
hand," Business Teacher, 28:171, March 1951.

10
Louls A. Leslie and Charles E. Zoubek, Gregg Transcription

S liﬁ.ed% Teacher's Handbook (New York: The Gregg Publishing Compamy,
19 s P

11
Ibid. 9 Pe 6.
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provides will be of value in making these changes. This study will also
be of assistance in the revision of present textbooks by pointing out
infrequencies in the occurrence of principles and abbreviating devices.
Shorthand teachers will find the study, together with parallel studies
now in progress, of value in selecting the best sequence of advanced

texts to be used and in supplementing material found in Gregg Transcrip-

tion Simplified with additional dictation material.

Analysis of the Problem

The analysis of the abbreviating devices and principles of

Gregg Transcription Simplified presents the foellowing problems:

1. What is the relative frequency of the total number of
different words with applications of principles and abbreviating devices
in the assigmments in which they occur in the contextual material?

2. What is the relative frequency of the total number of times
each principle and abbreviating device occurs in each assigmment in the
contextual material?

3. VWhat is the relative frequency of the total number of root
words in each assignment in the contextual material?

4o What is the distribution by chapters of the total frequencies
of each principle and abbreviating device in contextual material?

5. What is the assignment distribution of the total frequencies

of principles and abbreviating devices in contextual material?
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6. To what extent are principles and abbreviating devices covered
by chapter in the contextual material?

7. What is the relative frequency of total, reot, and different
words containing principles and abbreviating devices in the contextual
material?

8. What is the relative frequency of the total number of different
words with applications of principles and abbreviating devices in the
assigmments in which they occur in word lists?

9. What is the relative frequenecy of the total number of times
each prineciple and abbreviating device occurs in each assignment in the
word lists?

10. VWhat is the relationship between principles and abbreviating
devices in word lists and those in the contextual material?

11. What is the distribution by chapters of the total frequencies
of principles and abbreviating devices in contextual material and word
lists combined?

Sources of Data

The major source of data for this study was Gregg Transcription

Simplified, a shorthand textbook. Words containing principles and
abbreviating devices were tabulated from the contextual material and
word lists of this book.
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The list of 117 principles and abbreviating devices developed by
Shel1'2? wus revised, expanded, and subdivided for use in this study in
classifying the principles and abbreviating devices. Four principles
stated in later books were added. Twelve principles were divided into

2 or more parts, making 134 principles and divisions.

Methods of Procedurs

The following procedure was used in the tabulation of the frequency
of principles and abbreviating devices in the word lists and contextual

material of Gregg Transcription Simplified. The original list of 117

principles and abbreviating devices was prepared by Shell for his study. 13
The list was revised for use in this study. Four additional principles
have been stated during the course of this study and added to the original
list, making a total of 121 principles and abbreviating devices. Twelve
of these 121 principles and abbreviating devices were subdivided into 2

or more subdivisions for purposes of clarificatien, but the original
numbers used in Shell'!s study were retained and subdivisions were assigned
the letters a, b, and ¢. If each subdivision were counted as a principle
or abbreviating device, the total would be 134. Principles for writing
-ing and -1y were not tabulated.

lzial'oer L. Shell, "An Analysis of the n-equency of Brief Foras
and Principles and Abbreviating Devices in Gregg Shorthand Manual
Simplified, Functional Method" (Bupublished Master's thesis, The Univer-
sity of Tennessee, Knoxville, 1949).

Dioe. eit.




9

First, the book was carefully read by assigmments. During this
first reading, those words containing principles and abbreviating devices
were checked with a red pencil. A second reading of the book was then
made in order to eliminate possible errors made in the first reading.
Cards were prepared for the words containing prineiples and abbreviating
devices in the context and word lists as follows:

1. In the upper left~hand cormer of the card the assigmment
number was placed, followed by a hyphen and the number indicating the
paragraph in which the word appeared. Thus, 1-5 .indicates that the word
appears in Assigmment 1, Paragraph 5.

2. The word in which the abbreviating device or prlnciple
occurred was written in longhand in the center of the top line of the
card. Each time the word occurred thereafter in that assigmment, the
assignment and the paragraph numbers were noted on succeeding lines of
the card. The shorthand outline for the word to be tabulated was written
immediately after the word written in longhand. The derivatives of the
word appearing in the same assignment were also tabulated on the same
card. For example, department, departments, and departmental appear on

the same card should they appear in the same assignment.

3. In the upper right-hand corner of the card was placed the
principle which the word illustrated, followed by the number assigned
that particular principle. If the word contained more than one principle,
such as the word department, a card was made for each of the two principles,

de~ and -ment. De— was written in the upper right-hand corner of the




Cards for the wrd department are {1lustrated as follows:

-5 AparZod — o b5y
-5 W!“_‘T

/-7

I-f  Aeparmet I




first card followed by the principle number. In the lower left-hand
corner that portion of the word was listed for which the principle in
the upper right-hand corner did mot apply. In this case, -ment was
written in this location. A second card was then made with department
written in the center as before and -ment written in the upper right
hand corner immediately before the principle number. De- appeared in
the lower right-hand corner. If the word contained more than two
principles, as many cards as necessary were made to tabulate the word
properly.

he Tables were made showing the number of frequencies in context
in each assigmment, the number of root words in context in each assign-
ment, and the assignment in which new words first ocecurred.

S5e The cards of contextual material were sorted according to
principle and abbreviating device, and lists were made showing the number
of frequencies for each principle and the different words and their fre-
quencies which comprise the total number of occurrences for each principle
and abbreviating device.

6. From totals obtained from these tables, additional tables
were prepared showing the order of frequensy in context of each principle
and abbreviating device as to root, principle, and different words, and
the coverage by chapter of these frequencies.

7. The same procedure was followed in preparing cards and tables
for those words in word lists containing principles and abbreviating

devices. No tables were made ehowing root words.



Limitations of the Study

l. Root forms of brief forms which used principles and abbre-
viating devices were not included in this study. If a principle or
abbreviating device was used in forming the derivative of a brief form,
the word was tabulated.

2. Words to which abbreviating devices and prineciples did not
apply and which were neither brief forms nor brief form derivatives
were not included in this study.

3¢ Words appearing in phrases were tabulated only if they appeared
in the same form in which they would be written alone.

4. The principles for writing -ing and -ly were not tabulated.
Both are suffixes which always appear in the form of a dot and small
circle, respectively. When added to a word, these suffixes make a new
word but do not change the form or meaning of the original word. These

two principles were known to appear frequently.

Review of Related Studies

Shell Stgg s

The Shell study includes an analyeis of the frequency of appli-
cation of principles and abbreviating devices in Gregg Shorthand Manual

Simplified, Functional Method.

Yree. et
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Shell developed a list of 117 principles and abbreviating devices.
This 1list was used as the basis for identifying words containing appli-
cation of principles and abbreviating devices. A preliminary analysis
was made of Assignments 55, 60, 65, and 70. Principles and sbbreviating
devices occurring at least twice in each of the four assigmments and
reaching twenty frequencies were omitted from the study. On this basis,
eight of the 117 principles and abbreviating devices were eliminated
from tabulation.

Index cards were then made for each word in context applying
prineiples and abbreviating devices. On each card was written the
assigmment and paragraph number in which the word appears, the word
applying the principle or abbreviating device, its shorthand outline,
and the principle or abbreviating device. Tally marks were made each
time the word appeared. When one word applied more than one prineiple
or abbreviating deviece, a card was made for each principle or abbre-
viating device in the word. Derivatives were listed under the root form
of the word, and tally marks were made to indicate occurrences. The
cards were then arranged to make tables showing total frequencies, root

‘words, and different words applying principles and abbreviating devices.

The findings of Shell most applicable to the present study
are: .

l. The median number of total words applying principles and
abbreviating devices throughout the graded material is 32. One hundred
four principles and abbreviating devices have at least ten words apply-

ing them in the entire book. Three have no occurrences.
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2. The median number of assigmments in which words occur apply-
ing principles and abbreviating devices is 26.

3. Half of the principles and abbreviating devices have more
than 50 words applying them in the context of the material.

4. The median number of different root words illustrating
principles and abbreviating devices is L with a range of 0 to 15.

5. The median number of root words applying principles and
abbreviating devices throughout the graded material is 24.

6. Half of the principles and abbreviating devices have more
than 4O different root words in the content and 30 are applied in at
least 100 different root words.

7. Fewer than 10 words in the entire book apply each of 38
principles and abbreviating devices.

Shell recommended that similar analysis be made of the appli-~

cation of theory throughout Gregg Dictation Simplified and that an

analysis be made of errors in dictation by learmers of Gregg Simplified
Shorthand.

oNeil Study'®

The McNeil study analyzes the frequency of 177 brief forms and

their derivatives in Gregg Dictation Simplified and compares their

15
Mildred McNeil, "An Analyeis of Brief Forms in Gregg Dictation

Simplified" (mgnblishod Bachelor's thesis, The University of Tennessee,
Knoxville, 1949).
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frequency with the frequency in Gregg Shorthand Manual Simplified,

Functional Method. Brief forms occurring more than 100 times in

Gregg Shorthand Manual Simplified, Functional Method, were not con-

sidered.

Brief forms were recorded on 3" by 5% cards bearing assignment
and paragraph numbers. Tally marks were made each time a brief form
occurred. Derivatives were written below the brief form and a tally
made for each occurrence. After the cards were completed, tally sheets
were made to show the frequencies of each brief form and brief form
derivative.

Some of McNeil's findings are enumerated as follows:

l. One hundred forty-one brief form meanings of the total

227 had combined frequencies of less than 100 in Gregg Shorthand Manual

Simplified, Functional Method and Gregg Dictation Simplified.

2. One hundred thirteen brief forms of the 177 had greater
frequencies in the Dictation than in the Manual.

3. The combined total frequencies in the Dictation and in the
Manual range from O to 2i5.

4. Eighteen brief forms have five or more derivatives.

S5« Twenty-one have no derivatives where derivatives are
possible.

MeNeil recommended that the teacher who uses Gregg Dictation

Simplified substitute extra dictation material or change the wording in
context material to stress the brief forms and derivatives that occur

infrequently. She further recommends that additional studies be made of
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textbooks in the Simplified series using the 141 brief forms with com-

bined frequencies of less than 100 in Gregg Shorthand Manual Simplified,

Functional Method and Gregg Dictation Simplified.

Maas StudylS

The Maas study analyzes the frequency of brief forms and de-

rivatives in Gregg Transcription Simplified and compares the occurrences

in the context with the frequency of the brief forms and derivatives

in the context of Gregg Shorthand Manual Simplified, Functional Method,

and Gregg Dictation Simplified.

Index cards were made for each brief form. Each card conteined
the assigment number in which the brief form occurred, the brief form
in longhand, and tally marks indicating the number of occurrences. If
the brief form occurred in a phrase, the phrase was written on the lower
left~hand side and tally marks made to indicate the occurrences. If the
brief form was modified in a phrase, the phrase was written on the lower
right-hand side and tally marks made to indicate the occurrences. The
derivative of a brief form was written below the root form and tally
marks placed to mark its occurrences. The cards were then arranged for
tabulation of material contained on various charts.

Pertinent findings in Maag' study are:

1l. Forty-nine brief forms of the 188 analyzed in context have

regular chapter and regular assignment distribution.

1
6lartha A. Maas, "Frequency of Brief Forms and Their Derivatives

in Gregg Transcription Simplified" (Umpublished Master's theasis, The
University of Tennessee, Knoxville, 1952). ‘
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2. More than one-half of the occurrences of five brief forms
fall in one-eighth of the possible number of assigmments.

3. Nine to 26 brief forms are omitted in each chapter.

k. Thirty of the 188 brief forms have a frequency of 101 or
more with 45 having 10 or fewer, and 118 having between 11 and 100.

5. Forty-four brief forms have no derivatives.

6. Twenty-three brief forms have a frequency of 100 or more in
the context of two of the three texts.

7. Thirty-three brief forms do not occur more than 10 times in
context in any of the three texts.

8. Eighteen of the brief forms occur 10 or fewer times in the
context of the three texts combined.

Maas recommends that teachers provide supplementary dictation or
change the text material occasionally in order to provide occurrences
of low frequency brief forms. She also recommends that an analysis of
student's notes be made to determine the relationship between accuracy
of outlines to frequency of occurrence of brief forms in the texts

studied.

Goans St 7
The Goans study analyzes the word content of the contextual

material of Functional Method, Part II, and Functional Method Dictation

on the basis of theory principles in Fanctional Method, Part II.

l7ua.rgie Goans, "An Analysis of Functional Method Dictation and

Functional Method, Part II, on the Basis of the Theory Principles Intro-
duced In Functional Method, Part II* (Unpublished Master's thesis, The
University of Tennessee, Knoxville, 19L8).
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Theory principles were classified and work sheets were prepared
with red pencil dots indicating new principles and different words in
Assignments 4O through 83 indicating applications of each new principle
and with blue pencil dots showing different words presenting theory
principles previously presented. Tables were then made indieating total
frequencies and total different words.

The following findings seem most applicable to the present
study:

l. The average number of different words illustrating previously
presented theory principle is 11.5 in Functional Method, Part IT, and

12.9 in Functional Method Dictation.

2. The average number of total words in Functional Method,

Part II, applying previously presented principles is 37.3 for each
assignment and 36.4 for the first Ll assigmments and 38.3 for the 8L

agsignments in Funetional Method Dictation.

3. Fifty-four theory principles in Functional Method, Part II,

57 theery principles in the first Wli assigmmente and S5k theory principles
in the 8l assigments were illustrated with fewer than 10 different
words.

On the basis of findings, Goans concluded that the infrequency of
the use of some words does not justify the time used in teaching special
forms.

Further recommendation was made that research should be continued

to determine the iwmportance of principles on the basis of their occurrence
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in business dictation and that textbooks should be supplemented with
dictation material when the review of principles is not sufficiently
applied in both books.

Tlgis study by Goans was done with the Anniversary system. A
similar study might be desirable by comparing the findings in the

present study with those based on another text of the Simplified series.

Organization of the Study

This chapter contains a statement of the problem, the importance
of the study, analysis of the problem, sources of data, methods of pro-
cedure, limitations of the study, review of related studies, and the
organization of the study.

The remainder of the study is organigzed inte four chapters.

Chapter II deals with the list of 121 abbreviating devices and
principles used as a basis for the study. Each principle is reviewed,
together with exceptions and variations found during the compilation
of the present study which apply to each principle. An example is
given of each principle and abbreviating device.

Chapter III deals with an analysis of prineiples and abbre-
viating devices found in contextual material of the book analyzed during
the course of the study. These frequencies and root words are analyzed
in relation to the words and principles found in each assigmment. An
analysis is made of the total different words and of the total words

containing the application of each principle.
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Chapter IV presents an analysis of principles and abbreviating

devices found in word lists of Gregg Transcription Simplified. These

frequencies are analyzed in relation to the words and principles found
in each assignment. An analysis is made of the total different words
and of the total words containing the application of each principle.

The findings which were indicated by the study and the conclu-
sions which were evidenced by the findings are found in Chapter V.
Recommendations for further study of textbooks and available material
are included in the chapter.

The Bibliography contains a list of materials used in the
study.

Appendix A contains a statement of each of the 121 principles
and abbreviating devices used in this study and the abbreviations used
threughout the study to denote the 121 principles and abbreviating
devices.

Appendix B consists of the words tabulated in contextual material
and their frequencies, arranged according to number of principle and
abbreviating device.

Appendix C consists of those words tabulated in word lists
arranged according to number of principle and abbreviating device.

Appendix D contains three-, four-, and five-principle words tab-
ulated in contextual material arranged according to number of principle

and abbreviating device.



CHAPTER II

PRINCIPLES AND ABBREVIATING DEVICES IN

GREGG SINPLIFIED SHORTHAND

All vocabulary tabulated in this study was classified according
to the principles and abbreviating devices identified as such in the

Gregg Simplified shorthand textbooks. A list of 117 principles was com-

piled by Shell for tabulation of the vocabulary of the Gregg Shorthand

Manual Simplified, Functional Method.l The principles are presented in

this study in the order in which they are introduced in the Manual. At

the time Shell cdnpiled the list of principles, the shorthand dictionary
was not yet published, and no other supplementary material was available
to clarify the interpretation of principles.

2

When Most-Used Shorthand Words and Phrases® was published, it was

discovered that four principles not stated in the Manual had been omitted
from the list of 117 prineciples and abbreviating devices prepared for use
in Shell's study. These were added to the list of principles and abbre-
viating devices, making a total of 121. Twelve of these 121 principles

and abbreviating devices were separated into two or more subdivisions;

l'lalter L. Shell, "An Analysis of the Frequency of Brief Forms
and Principles and Abbreviating Devices in Gregg Shorthand Manual
Simplified, Functional Method" (Unpublished Master's thesis, The
University of Tennessee, Knoxville, 1949).

2
John Robert Gregg, Louis A. leslie, and Charles E. Zoubek,
Most-Used Shorthand Words and Phrases (New York: The Gregg Publishing

EONPW, 1949) .
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however, the subdivisions were given alphabetical letterings in order
to preserve the numbers used by Shell for use in comparison. If each
subdivision were given an individual number, there would be 134 prin-
ciples and abbreviating devices. Two of these principles, -ing and -ly,
were not considered in this study. Therefore, 132 principles and abbre-

viating devices were tabulated.

Explanation of Principles

In order that each principle and abbreviating device could be
clearly interpreted, the following statement, example, explanation, and
special considerations for each principle and abbreviating device were
prepared. No distinction is made in this study between a principle and
an abbreviating device. For the sake of brevity, the word principle
is usually used through the remainder of this study when referring to a

principle or abbreviating device.

1. The word ending -ing is represented by a dot.

Example: writing -~

This principle was not tabulated in the study by Shell because
it was one of the principles which occurred too often for investigation

of occurrences to be useful.

2. The sound of ses is represented by joining the two forms of s.
Example: dresses /4
This principle was tabulated when the ses blend occurred in those

words containing xes, as in the word taxes, and sis, as in the word insist.
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It was believed that, since the blend was written simlilarly in both
instances, it should be included undsr this principle when the spelling

was xes or 8is.

3. The word beginning ex- is expressed by es.

Example: example C}—L

4o The word ending -tion is represented by sh.

Example: attention O/’

This principle was not tabulated in the study by Shell since it
occurred so fmquenﬂy that its tabulation was considered unnecessary
and of 1little value. The principle was tabulated in the present study
in order that complete vocabulary lists might be obtained for the use of
the -tion principle. This principle may be used in words containing

-ghion, -cian, -sion, and -tion. It was felt that the exact usage of

the -tion principle should be analyzed.

Word endings -ition and -ation which have vowels preceding the

-tion ending were considered as principle No. 108, omission of circle
after t, 4, n, and m.

It was noted that the words venetian and patience do not follow

the -tion principle and their endings are not pronounced as most endings

written with the -tion principle. Both words are written with sh and n.
A number of words could not be classified under any principle;

and, although a vowel sound is omitted before -tion, these words were

tabulated under the -tiom principle. These words are as follows:
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execution, rewvolution, resolution, illusion, elocution, solution, allusion,

delusion, disillusion, disillusioned, dissolution, seclusion, exclusion.

S The word endings -tial and —cial are represented by sh.
Examples: financial “477
confidential 7,,
Words such as specially and confidentially were not considered to

contain application of this principle because the ally absorbs part of the
cial sound leaving only sh.

6. The word ending -cient is represented by sht.

Example: efficient Z

This principle could be considered a use of the -tion principle
with a t added. The principle is considered separately in this study since

it is presented as a separate principle in the Manual.

7. The word ending -ciency is represented by shse.

Example: efficiency

As in principle No. 6, -cient represented by sht, this prineiple
could also be included as a use of the -tion principle with se added. It

was considered a separate prineciple since it is recognized as such in the
text.

8. Disjoined t expresses past tense when the final sound of the root word
is omitted.

Examples: mentioned ———

™

experienced
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Although words appearing in phrases and not retaining the same

forms in which they would appear if written alone were not included in
this study, one exception was made under this principle. The phrase
you ordered occurred four times and was tabulated each time since the

disjoined t remained intact in the phrase.

9. Derivatives ending in er and or are written with a disjoined r after
abbreviated words.

Examples: worker '

S

inveatgg J
=

10. A small circle represents the word ending -ly.

Example: helpfully

This principle was not tabulated in the study by Shell. The suffix
always appears as a small cirecle and occurs so frequently that tabulation
was believed unnecessary. The principle was not considered in the present
study.

In some words the addition of -ly makes the use of another principle

unnecessary. For example, the addition of -1y to sensible makes -ble

unnecessary. If -ble is considered the principle used in sensibly, then
only y is added instead of -ly. In this study, the -1y principle is con-
sidered used in all cases and the other prineiple which might be involved

is omitted.

1l. A loop represents the word ending -ily.

Example: family aj—-o
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The words necessarily and ordinarily were considered to be an
application of principle No. 10, small circle for word ending -ly, because

the words are written with an -ly ending and not with -ily.

12. A loop represents the word ending -ally.
Example: finally s

13. The diphthong oi is expressed by joining o and e.

Example: oil S

lh.' Word endings —ure and —ture are expressed by r and tr.

Examples: secure F—
nature = —5—

15. Word endings -ual and -tual are expressed by 1l and td.

Examples: annual o
mutual R
When -ual follows a downstroke as in visual, ool is written. Al-
though the pronunciation of ual is the same, according to principle the

preceding downstroke requires a change in the method of writing.

16, The vowel is omitted in re- before downstrokes or vowels.

Examples: receive 7
e ey

reorganize
This principle was not tabulated in the study by Shell. The

principle occurs so frequently that its tabulation was believed unnecessary.
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Words containing this principle were tabulated in the present
study in order to obtain a complete wocabulary of the book being analyszed.
Re— appears as a prefix in such a variety of words that the addition of
these words is of real value in the study of the vocabulary used in the

book.

17. The vowel is omitted in be-. . :

Example: become
The word before is considered a brief form derivative of be and

is tabulated only under principle No. 93, fore- expressed by f.

18. The vowel is omitted in de- except before k or g.
Example: delay /\—9

Webster's Collegiate Dictionary was used to determine the words

beginning with des which should be considered as following this prineciple.
If the syllable division were given betwsen the e and the 8, the word was

considered a de- prineiple.

19. The vowel is omitted in dis-.

Example: discuss /7

All words beginning with des- could be considered as either de-
or dis- principles. No difference would be made in the writing according

to either prineiple. Howsver, for this study, the syllable division in

Webster's Collegiate Dictionary was used as a basis of classification.

20. The vowel is omitted in mis-.
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2l. Any vowel following a long i is represented by a amall circle within
the large circle.

Examples: via 0/

supplier ¢ =

The word inquiry was not tabulated under this prineiple. Although
Y, which has the sound of short i in inquiry, is written as a small circle
within the large circle, this was considered to be a joining rule rather

than a prineiple.

22. The sownd of \1_‘.2 (short i) is represented by a large circle with a
dot within it.

Example: appreciate g

23. The sound of ea is represented by a large circle with a dot within it.
Example: create ——
Althonéh the word reaction contains the combination tabulated in
this prineiple, it is written without the dot because it follows the pre-
fix rule No. 16 which states that the vowel is omitted in re- when it is

a prefix.

24. The word ending -ther is expressed by th.

Example: other —~

25. The sound of w in the body of a word is expressed by a dash under

the following vowel.

Example: Qquick —
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The w as expressed by the oo hook in those words beginning with

sw as in Sweet was not considered under this principle.

26. In the word beglmning sh-, the a is expressed by a dot.

Example: ahead /

27. 1In the word beginning aw-, the a is expressed by a dot.
Example: away 2

28. T before a hook vowel is expressed by a small circle.
Example: youth o

29. Ye at the beginning of a word is expressed by a small loop.

Example: yellow <=

30. Ya at the beginning of a word is expressed by a large loop.

Examples JYale oS =

3la. The short sound of u is omitted before n.

Example: sun 2
Webster's Collegiate Dictionary was used as the authority in

determining whether the sound of short u is present in a worde Even though
the short u is pronmounced in son, it is not pronounced in reasonable,

reasons, persons, Wilson, reason, person, Hudson, seasons, reasonably,

Wilson's, season, lessons, Mason, and Mason's. Therefore, these words

were not tabulated under this principle.
This principle is not followed when short u occurs between straight

strokes in the same direction, as in none.
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31b. The short sound of u is omitted before M.
Example: sum 4 —

Webster's Collegiate Dictionary was used to determine when the

short u sound was pronounced in a word. In a few one-syllable words,
such as numb, this principle is not followed because the short u sound

occurs between straight strokes in the same direction.

32. The short sound of u is omitted before a straight downstroke.

Example: much —
Webster's Collegiate Dictionary was used to determine the presence

of short u. The words abrupt, corrupt, disrupt, erupt, rupture, syrup,

and gallop contain the sound of short u; but in each instance the short
u is omitted in the shorthand outline. These words were not considered
applications of this principle because short u is followed by a curved

downstroke instead of a straight stroke.

33. The sound of ng is expressed by a downward slanting n.

Example: ring ~—
Those words in which the ing ending is expressed by a dot were

classified as Principle No. 1. Principle No. 1 was omitted from the

present study.

34. The sound ngk is expressed by a downward slanting lengthened n.

Example: rank \.K

35. The word beginning under- is expressed by oo above the line.
Example: undertake P

When under was used as a separate word, it was not tabulated.
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38.

39.

hO.
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The word beginming over- is expressed by o above the line.

(2]

Example: overcoat —

When over was used as a separate word, it was not tabulated.

The combination rd is represented by ralsing the end of the r.

Example: card —

The combination 1d is represented by raising the end of the 1.

Example: child d__,_./

The diphthong u is expressed by joining e and oo.
Eiample: few J)

The diphthong ow is expressed by joining a and oo.
Example: now e = 2 .

The combinations ted, ded, det are expressed by blending t and d.

Examples: noted

gaded sy

detall

The combinations m-n and m-m are expressed by blending m and n.
Examples: mention —_—
WYY .

In a sample taken by Shell of the words in the Manual, the m-n

blend occurred so frequently that it was felt unnecessary to tabulate

the words in which the principle occurred. Tabulations of this
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Principle were made in this study in order to obtain a complete vocab-
ulary list.
The word minimum contains this principle twice. Although the
word occurred six times in the book, making a total of twelve uses of
the m-n principle, the word was tabulated only six times to obtain the

exact number of occurrences of the word.

43a. The shorthand characters for n-t and n-d are Joined without an

angle to represent -nt and -nd.

Examples: grant —
brand @
This principle occurred so frequently in the Manual that it was
not tabulated by Shell. It was tabulated in the present study in order
to obtain a complete vocabulary list.
Won't was the only contraction tabulated. Won't was not considered

to be a phonetie contraction of will and not.

The word accountant contains this principle twice. Although the
word occurred once, making a total of two uses of the -at principle, the

word was tabulated only once.

L3b. The initial vowel is omitted before nt and nd.

Example: entire }/

Band was not tabulated as L3b because it was considered to be a
spurious derivative of the brief form and.

Principle No. 43 was not divided by Shell, but a division is made

here because an additional element of the prineiple is necessary for
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omission of the initial vowel even though it is not sounded. Words in

this section could be tabulated under principle No. 87, en- and in-
represented by n before a consonant, but it was felt the distinction

should be indicated under principle No. 43.

hlha. The shorthand characters for m~t and m-d are joined without an angle

to represent mt and md.

Examples: prompt C~/
seemed J—/

Lib. The initial vowel is omitted before mt and md.

Example: empty

The words for principle No. Ul were tabulated by Shell under one
principle. They were divided into two parts, represented by Nos. hlia and
Llb, for purposes of this study because of the additional element of
omission of the initial vowel. Words in this division could have been
tabulated under principle No. 91, em- and im- represented by m before
a consonant. In this study principle No. Ll is used when em— or im-
is followed by t or d forming a blend. When a blend is not formed,

principle No. 91 is applicable.

lSa. The 00 hook is often used to represent the diphthong u.

Example: manufacture ————ZJ

Webster's Collegiate Dictionary was used to determine the pro-

nmcistion of long u in words written in shorthand with only the oo. A

|
distinction is made in Most-Used Shorthand Words and Phrases in this
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principle between the words that omit the circle in the long u and words

that omit some other vowel sound.

4Sb. The minor vowel may often be omitted when two vowels occur together.
Example: theory AL~
Webster's Collegiate Dictionary was used to determine the pro-

nunciation of two vowels in a word. Principle No. 45 was considered as

only one principle and not divided in the tabulation of words in Shell's

study.

46. The days of the week are expressed by abbreviations.

Example: Friday é@

Although there is no definite prineciple stated for expressing days
of the week, each day with the exception of Wednesday is written according

to the longhand abbreviation.

47. The months of the year may be expressed by abbreviations.
Example: December /
No definite principle has been stated in expressing months; however,

eight of the months are written according to longhand abbreviations. Of

the remainder, two are spelled in full, March and May, and two, June and

July, are abbreviated.

L4Ba. The names of large cities may be abbreviated.

Example: New York —_—

>

Those cities which were spelled out completely were not tabulated

unless they contained the application of some other principle. Only
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those cities which appeared in abbreviated or special forms were tabu-

lated in this study.

L4Bb. The names of states may be abbreviated.

Example: Illinois -

In those instances in which cities have names which are also names
of states, such as New York, the context of the material was used to
determine whether the name was intended for a city or for a state. Short-
hand abbreviations for states seem to follow the longhand abbreviations

closely.

L48c. The names of countries may be abbreviated.

Example: United States a3

%

Those names which were written in full were not counted unless they
contained some one of the other principles. Only those countries which
appeared in abbreviated or speecial forms were tabulated. The majority

of countries seemed to follow the abbreviations used in longhand.

L9. The diphthong ow is omitted before n; when this omission occurs
between n and n, a jog is used to indicate the diphthong.
Examples: down /

annﬂnce Ty

50. The syllable moun is represented by the men blend.
Example: amount o
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5la. The word beginnings per- and pur- are expressed by pr.

Examples: permit C'~—‘

puse G
This prineciple seems to be applied within words as well as with

word beginnings. Words, such as corporation, in which a sound other
than per is written pr were not included in this study under principle
No. Sla.

51b. Words beginning with pro- are expressed by pr.

Example: proper E
Pro- was considered under this principle in prove and proof.

Rule No. 51 was not divided in the study by Shell. However, per-
and pur- do not contain the same sound as that in pro-. It was believed
that separate vocabulary lists should be made of these two sounds in
order to ascertain the vaﬂ.ety and number of words in which each sound

was contained.

52. The word ending -ment is expressed by m.

Example: payment OL-

53. The word ending -ble is expressed by b.

Exsmple: possible {

Because the -1y and -1ity endings absorb the 1 in the -ble ending,
the -ble principle was not considered present in words such as responsi-

bility, responsibilities, disability, inability, possibility, profitably,

possibilities, reasonably, uncomfortably, comfortably, advisability,

conceivably, and remarkably.
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S4e The word ending -ship is expressed by disjoined sh.
Example: township 77

55. The word endings -cle and -cal are expressed by disjoined k.

Examples: article Q.

)
medical

56. The word endings -self and -gselves are expressed by s and ses.

Examples: yourself -3
yourselves 7

57. The word beginning after- is expressed by af.

Example: afternoon

58a. The combinations peni~d are expressed by joining j-nd without an
angle.
Examples: pent U
apena L/
Principle Nos. 58a and 58b were considered as one rule in the

study by Shell. Jent—d and pent-d are two distinectly different sounds,

and it was felt that knowledge of the number of times each occurred would

be valuable in determining the adequacy of principle coverage in the book.

58b. The combinations jent-d are expressed by joining j-nd without an
angle.

Examples: intelligent _~ !’/
gender U/
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59a. The combinations def-v are expressed by joining d-v without an
angle.

Examples: definite /2(

develop /-7_7

59b. The combinations tiv and tif are expressed by joining d-v without

an angle.

Examples: notify "'t/)
executive h/)

Rule Nos. 59a and 59b were tabulated as one rule in Shell's study.
Because def-v and tiv-f represent two distinetly different sounds, a
better understanding could be obtained of the wocabulary and prineciple
coverage in the book by dividing the prineiple into the two parts in-

dicated.

60. The word beginnings electr— and electrig- are expressed by el

above the line.
L‘"

Example: electrical —_

6l. The word beginnings inter-, intro-, entr-, and enter— are expressed

7

/

W

oo

entrance il

by n above the line.
Examples: introduce
interest

entertain
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62. The word beginning short- is expressed by sh above the line.

Example: shortly A

63. The word beginning ship- is expressed by sh above the line.
Example: shipshape ;6

64. The word ending -ful is expressed by f.

Example: careful —«07

65. The word ending -ify is expressed by f.

Example: notify = —)
Although specify is the root word of specific, -ify was not

tabulated in specific because the word is spelled in full.

66. The word ending —ification is expressed by a disjoined f.

Example: modification ﬁ/)

67. The word ending —gram is expressed by a disjoined g.
Example: program C/ﬁ

68. The word ending -rity is expressed by a disjoined r.

Example: majority _70
—

69. The word endings -lity and -1ty are expressed by a disjoined 1.

Examples: disability %

specialty

70a. The combinations den and ten are represented by joining d-n or t-n

without an angle.



Examples: dinner /\’
continue /

70b. Tain is expressed by joining t-n without an angle.

Example: maintain =~ ——r/

These words were not differentiated in the study by Shell under
Rule No. 70. However, they are presented as different sounds and are

presented separately in Most-Used Shorthand Words and Phrases. Although

tain in the word certain has a different sound from the tain sound in
maintain, the word was tabulated under this principle because it is pre-

sented with this principle in Most-Used Shorthand Words and Phrases.

71. The combinations dem and tem are represented by joining d-m and t-m

without an angle.

Examples: demand /6_
e

72. Tern and term are written without the r.

Examples: stern &

determine /r

73. Dern and derm are written without the r.

Examples: modern ——/
epidornis £

7Th. Thern and them are written without the r.

Examples: southern y ol
thermometer -~ -



75. The sound of —ort is expressed by o and t.

Example: report \;

76. The t is omitted from words ending in ct (kt).

Example: act g

Words ending in ct when followed by -tion were not tabulated as
the t is not pronounced (Example: selection). However, the addition
of -ation, as in expectation, does not eliminate the use of the principle
of omission of t. Neither does the addition of ive as in elective

eliminate the principle for omission of t.

77. There are seven words of one syllable ending in st in which the

final t is omitted.

Example: best /

78. The final t is omitted in words of more than one syllable ending in
st except when the last letter of the root word is missing or if the

word ends in a wvowel.

Example: invest
In the word mnstigzu the t is written because the word is not

written as a derivative of invest.

79. If the last letter of the root word is missing or if the word ends
in a vowel, a disjoined st is used to represent the endings -ist and
-est.

Examples: greatest — e

ear]iﬁ (-2 g
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80. The d is omitted from words which fall naturally into family groups.

Example: demand /CT'
The omitted g in understand was not tabulated under this rule

because stand is considered a brief form. Command, attend, and contend

are exceptions to this principle.

8l. The word beginning incl- is expressed by e above the line.
Example: inelude  _>

82. The word beginning post— is expressed by disjoined p on the line.
Example: postman ( NS

83. The word beginnings super- and supr- are expressed by right 8 above

the line.
J
Examples: supreme
Py
superhuman T —

84. The word beginning trans- is expressed by t above the line.

Example: transmit O it

85a. Con- is represented by k before a consonant other than r or 1.

Examples convey ;

85b. Com- is represented by k before a consonant other than r or 1.
Example: recommend —

Con- and com- occurred so frequently in the Manual that this

principle was not tabulated by Shell. It was considered in this study

in order to obtain a complete vocabulary of the book being analyzed.



86a. Con- is represented by kn before a vowel or before r or l.

Examples: Conrad s

%

scenomy L S

86b. Com- is represented by km before a vowel or before r or 1l.

Examples: comedy ,J

comrade v o

Com- and con- were tabulated separately in this study although

they were tabulated under one rule in the study by Shell. Com- and con-

are two distinctly different sounds even though the same abbreviation is
used for each. Separate analysis of frequency of the two different sounds

seemed desirable.

87. En- and in- are represented by n before a consonant.

Examples: engage ~/7
i_nvest 2

88. Un- is represented by n before a consonant.

Example: until —"

89. En- and in- are written in full when a vowel follows.
Examples: enact o )
inability
The vowel plus the n is(WPTt¥en when the prefix en- and the
prefix in- are followed by a vowel. This principle merely reminds the

writer to write the word in full, so that technically no principle exists.
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However, the many common words with en- and in- before a consonant
might cause the writer to use principle No. 87 when the n is followed
by a vowel. This principle, therefore, is included as a reminder not

to use n for en- or i_!_l:_ in words in which a vowel follows.

90. Un- is written in full when a vowel follows.

Example: unusual ~

The vowel plus the n is written when the prefix un- is followed
by a vowel. As in rule No. 89, en- and in- written in full when a vowel
follows, this might also be considered an unnecessary rule. The writer
should write the prefix in full when a vowel follows un- because rule

No. 88 refers only to n before a consonant.

91, Em- and im- are represented by m before a consonant.

Exsmples: impress ——Z
employ
=
92, Bn- and im- are written in full when a vowel follows.
Examples: emanate e——%
imagine
This principle is not necessary for the construection of outlines.
Words are written in full unless otherwise designated. Apparently it is
desirable to have this rule as a reminder since many words beginning

with em- and im- are followed by a consonant.
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93. Fore-, for-, and fur- are represented By f before a consonant.

Examples: foresee j

forward 2~
furnace 2o

94. The word beginning al- is expressed by o.
Example: alternate AL

Al- was tabulated in already, also, altogether, and almost.

95.  The word beginning sub- is expressed by 8.
Example: subscription LT

96. 0 is represented by the oo hook before forward or upward consonant

stroke.

Example: result ' %

97. The word ending -hood is expressed by a disjoined d.

Example: fatherhood 0"/

98. The word ending -ward is expressed by a disjoined d.

Example: forward }/

99. The word ending -use is expressed by the diphthong u.
Example: excuse 2

100a. The word ending -titude is expressed by tet.

Example: attitude /



100b. The word ending —titute is expressed by tet.

Example: institute e

101, The word ending -cate is expressed by k.
Example: indicate /’

=0ate must be considered in writing education, advocacy, and

intricacy in order to show the omission of the a sound. In application

the —cate principle is not used and the a sound is written.

102. The word ending -gate is expressed by g.

Example: investigate Z

103. The word ending -quire is expressed by ki.
Example: inquire T

104. The word ending -ntic is expressed by the blended nt.
Example: authentic /

105. The word ending -logy is expressed by 1.

Example: apology é/

106. The word ending -bute is expressed by b.

Example: distribute /‘7’

107. Some words may be written without the ending although they do not

belong to groups of similar endings.
Example: convenience Q

reluctant a

signifiecant *—7
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Consequently, frequent, frequently, and consequence were tabu-

lated under principle No. 107 by Shell but were considered under principle
No. 118, -quent and -guence expressed by k, in the present study. It was

found on publication of Most-Used Shorthand Words and Phrases that the

—-quent ending is recognized as a principle. Variety, tabulated by Shell
under rule No. 107, was tabulated under principle No. 120, -iety expressed
by long i. Principle No. 120 was added when it was discovered that the
-iety principle was introduced in books published after Shell's study was

completed.

108. When t, d, n, or m is followed by -ition, -ation, the circle is

omitted.
Example: condition /-/

In the word technician, <lcian was tabulated under this principle

because, although the spelling is differemt, the shorthand outline seems

to follow this principle.

109. When the word beginning mis- or a short common word comes before

understand or understood, the under is omitted and the stand or stood is

written under the mis- or under the short word.

Examples: we understand 9~

misunderstood __V

110. The word beginning self- is expressed by a disjoined left s above
the line.
Examples: self-interest e

selfish ‘
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111. The word begimning cireum- is expressed by a disjoined left s above
the line.

’
Example: circumstances )/,

112. The word endings -pose and —position are expressed by po and posh.

Examples: propose ?
proposition

113. The word ending -ings is expressed by a disjoined left s.
Example: evenings Z
4
Things was not tabulated in this study because the -ings ending is

a part of the base word and is not a suffix.

114. The word ending -ingly is expressed by a disjoined e.

Example: willin ~——

115. The word endings -sume and -sumption are expressed by sm and smsh.

Example: assume 2. _..»
assumption 2 __

116. The word ending -ulate is expressed by a disjoined oo.

Example: tabulate f’
”3

117. The word ending -less is expressed by l.

Example: needless ﬁ

Regardless was not tabulated under this rule. This was the only
word noted in which -less was disjoined from the root word and written in

full.
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118. The word endings -quent and -quence are expressed by k.

Examples: econsequent ————
consequence = —3

The words consequently, frequently, frequent, and consequence

were tabulated by Shell under principle No. 107, words written without

the ending although they do not belong to groups of similar endings.

119. The word ending -itis i8 expressed by long i.

Example: neuritis — o>

120, The word ending ~iety is expressed by long i.
Example: variety czﬁ

121. The word ending -cide is expressed by si.

Example: decids —&

Only those words containing —cide were tabulated under this rule.
Those spelled -side were considered to be derivatives of the brief form

side.

Summary

A 1ist of 117 principles was developed by Shell for tabulation of
words in Gregg Shorthand Manual Simplified, Functional Method. Material

published after the completion of Shell's study revealed the following

additional principles:
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118. The word endings —quent and -quence are
expressed by k.

119. The word ending -itis is expressed by long i.
120. The word ending -iety is expressed by long i.
121, The word ending -cide is expressed by si.

Each of twelve principles was separated into two or more sub-
divisions in this study in order to obtain an accurate tabulation of the
words contalning principles with more than one pronunciation or spelling.
This made 13l principles and divisions. Of the 13k principles and
divisions, applications of 85 were easily classified by sight or by
sound and no execeptions were found in the present study.

Prineiple Nos. 1 and 10, -ing and -1y, were not considered in
this study. Both principles always appear in the same form, never change
the meaning of the root word, and are always suffixes. Each principle
was considered as appearing a sufficient number of times for ease of
learmning.

Some words contain overlapping principles. For example, the

word specially contains principle —cial or -ally but not both. In such

cases, the suffix was tabulated as a principle, and the other prineciple
involved was not tabwlated but was simply considered as part of the
regular spelling of the word. Principles in which overlapping occurs
‘are as follows:

 -tion 53 =ble

5 -tial, -cial 69 -lity, -lty
8 -ly 76 c(t)
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Classification of words in which the majority of principles was
applied was made easily either by sight or sound. Webster's Collegiate
Dictionary was consulted to fix the classification of words in which
the following five principles were applied:
de- and dis-
(short u) (n) and (short u) (m)
(short u) (downstroke)

(e) u and (minor vowel)

Words containing -quent, -quence were classified in Shell's study

under principle No. 107, abbreviation of words not in family groups, but

they were classified under principle No. 118, -quent, —quence, in the

present study.

Mwas not considered to be a phonetic contraction of ﬂ and
not and was the only contraction tabulated under principle No. h3a,
-nt, -nd.

Three principles were found to have more than one spelling contain-
ing the same sound. Principle No. 2, ses, was tabulated in words in which
the spelling appeared as xes, ses, and sis. Principle No. ks, -tion, was

tabulated in words with spellings as follows: -shion, -cian, -sion, and

-tion. Principle No. 108, -ition, ~ation, was spelled -ician in one

instance.

The sound pr, as in corporate, is not the same as the pr sound in
operate; therefore, those words with the longhand por were not considered
as belonging under principle No. 5la, per—, pur-. Words spelled -side
were not tabulated under principle No. 121, -cide, since gide is considered

a brief form.
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Five principles act as counterparts to other rules and could be

omitted. They are principle Nos. 6, -cient; 7, —ciency; 89, en-, in-;

90, un-; and 92, em-, im-.

Words classified under three principles are written almost entirely
according to the longhand abbreviations. There are deviations from the
abbreviations for which no definite pattern is established. These are
principle Nos. 46, days; U7, months; hBa, cities; UBb, states; LSe,
countries.

Special consideration was given classification of brief forms in
five instances. Necessarily and ordinarily were not considered as con-
taining the -ily principle because the shorthand outline is written with
a small circle. In before, be- was considered to be a brief form, and

~fore was tabulated as principle for-, fore-, fur-. The word hand was

considered a spurious derivative of the brief form and and was not con-
sidered as the -nt, -nd principle. The compound word understand was not

considered under principle No. 80, omission of final d, as stand is a

brief form.



CHAPTER III
WORD FREQUENCIES IN CONTEXT

The purpose of this chapter is to analyze the frequsncies of
words containing principles and abbreviating devices in the context of

Gregg Transeription Simplified. Each principle is analyzed by assign-

ment and by chapter. The 1list of principles is given in Appendix A
and the explanation of each principle is given in Chapter II.

Appendix B contains a list of those words occurring in context
which contain principles. The assignment of first occurrence and the
total number of frequencies by principle are given.

Appendix D is composed of a 1list of those words occurring in
context containing three, four, and five principles.

The frequency of words in context is important. The handbook

for Gregg Transcription Simplified emphasizes this theory by stating:

It is knom that the study or practice of isolated words
yields less benefit, for the time and effort invested, than
does the study or practice of wordp in context or of words
that have some obvious connection.

Emphasis is further placed by the awthors in the preface of

Gregg Transcription Simplified on the importance of practice in context

as follows:

1
Iouis A. Leslie and Charles E. Zoubek, Gregg Transcription
lified, Teacher's Handbook (New York: Gregg shing Company,
s Po To




In addition to the special shorthand drills at the
beginning of each assigmment, the connected matter has been
carefully controlled to contain in each chapter a complete
review of every alphabetic character, every joining, every
word beginning or ending, every phrase prPeiple, and every
brief form in Gregg Shorthand Simplified.

The most recent statement that could be found regarding the
importance of word frequeney in context was made by Julius Eisenberg,
president of the New York State Shorthand Reporters Association. This
statement was quoted by Zoubek as follows:

In all systems of shorthand, we have short forms or abbre-
viations. I have often noticed students attempting to learn
such abbreviations from alphabetical lists, writing one word
right after the other. If ever you hawve attempted to increase
your English voeabulary by reading a dictionary from A to Z,

I'm sure you have experienced unhappy results.

To practice such lists per se, is inefficient. The way you
hear these short forms is in conjunction with other words. That,
then, is the way to practice them. To write: administer,
administers, administered, and so forth, has nowhere near the
value of writing a paragrapg of normal English context that has,
woven into it, these words.

By Principle

Each principle is discussed in this section in relation to the
following points and in this order:

1. Number of total frequencies. (Tables I and II)

2. Number of different words. "Different words® refers to the

number of different words, omitting the repetitions of the word. A

zlpuia A. Leslie and Charles E. Zoubek, Cregg Transcription

Simplified (New York: The Gregg Publishing Compamy, 1950), p. V.

3Charlas E. Zoubek, "Shorthand," Business Teacher, 30:27.
September-October 1952.
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TABLE I (continued)

TOTAL WORDS IN CONTEXT BY ASSIGNMENTS APPLYING PRINCIFLES AND ABBREVIATING DEVICES
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TABLE I (contihued)

TOTAL WORDS IN CONTEXT BY ASSIGNMENTS APPLYING PRINCIPLES AND ABBREVIATING DEVICES
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TABLE I (continued)

TOTAL WORDS IN CONTEXT BY ASSIGNMENTS APPLYING PRINCIPLES AND ABBREVIATING DEVICES

No. of
Assignment Numbers e Total| Assign-| No. of
Principle L6 17 L8 L9 50151 52 53 bL 55156 57 58 59 60]61 62 63 6L 65]66 67 68 69 70| 71 72 73 7L 75|76 77 76 79 80| Words | ments | Chapters
71 dem, tem 12 2511 6 3 3 1|2 3 2 L4 113 2 4 6 2|2 3 1 i L4 31 L4 L 3 3 208 69 16
72 tern, term il 3 3] 3 (| 18 Aol 1 . | L 1 1| 2 , 56 36 1L
73 dern, derm 1 Lk 1 p! 1 1 i 17 17 10
74 thern, therm il 1 2 2 |
75 ort 3 1.8 . 1 2 3|3 2 3 2 2 60 31 1l
76 c(t) « 10 7 1L &F'7T ¥ 1 L St& 87T ¥ B 5 & P TS 93 W 3 3 8 2 5 5[0 08 & 5 2374 79 16
77 s(t) (one syllsble) 5 h 22 5| h k1 2 k3 L 2 1] 4 81045 5|11 8 3 6 ki1 5 L 7 7|5 5 5 8 9 312 76 16
78 s(t) (two syllable) k12 55 703 8 71 85/7 21 2 K13 6 294 7i2 1 4 8 614 1 7 5 3]323 1 kb 9| 338 75 16
79 disjoined st 3 1 1 [ | 1 2 11 | i 1 29 26 1l
80 (d) 1 k 2 11 1 38 2 3 i 3A 23 33 1L 8 4 3 31 32 2 1| 102 61 16
81 incl- 1 3 1 1 1 2 1 1 2 o 1 1 1 2 1 35 27 13
82 post~ 1 2 2 2 112 2 1 1l 27 20 13
83 super-, supr- 1l 2 1 1 ) ! 11 N 12 10
84 trans- 2 5 L 3 2 28 15 10
85a con- 5§15 8 6 dF L kA 2. A2 2 T 38 5 9 & 9. By 7T .58 36 6 1T 8 70k FARAL 71 .99 __80 16
85b com- L ® A - T 3 808 3,¢ 3% 33 o 3% 2 X% BT R 53 Wk 2 4] Q29 73 16
86a kn- 1 2 1 i 1 i 21 18 13
86b km- 2 2 1 L@ 1 21 1L 10
87 (e)n, (i)n 71514 3 9/5 511 3 5/6 7 1 8 8/ 710 71111l 9 6 7 4| 8 B8 613 813110 7 17| 578 80 16
88 (u)n 3 i3 a1 3 2 2 k-0 2l 1 2 1 2 1 1 1 L 2 3 1 1 1] 176 L9 16
89 en, in 2 A | 1 1 2l T 2 1] &% 17 13
90 un- o ;& 2 11 10 6
91 (e)m, (i)m '3 1 e »y 21 5 1 3 L 2| 2 31 1 112 1 1 2 81 L9 16
92 em-, im- 1 7 6 5
93 for-, fore-, fur- 8 7 6 4L 94 91 8 7/ 4 8 L1012J 7 714 S511f10 6 7 9 6|7 6 6 5 5[5 912 5 9| 504 80 16
oL al- 35 I 2 By I 2] 3 3 2 1 2 L 2 1 & 2 1 1 2 3 o g 3 128 3N 18
95 sub- p 2 21 6 3 1 1 2 2 1 2 1 3 1 4| 64 32 15
96 ul 1 1 1 1 e | 31 2 11 32 26 1L
97 -hood 1l 1 1l 7 7 T
98 -—ward 1 1 . W 2 3 i 1 1 2 32 27 16
99 -use 1 1 1
100a -titude 1 | 1
100b -titute 3 1 1 1 10 6 6
101 -cate 1 1 5 1 Y 'L 311 2 3 3 3 2 1} 31 31 3/2 2 9 1 103 56 16
102 -gate 1] 1 I 1 2 1 1 2 1l 1 1 L.d & 27 2L 15
103 —quire g J 11 2% 1 3 1 1 3 3 BT P & &k I8 1 1] 2 2 2 ;] L3 15
104 -ntic
105 -logy 7 2 2
106 -bute 2 2 1 31 p ) 2 1 g 1 27 20 1
107 abbreviation 2 2 1-3% 1 1 2 T 2 5 211 2 3 1 38 5 1 78 L9 16




TABLE I (continued)

TOTAL WORDS IN CONTEXT BY ASSIGNMENTS APPLYING PRINCIPLES AND ABBREVIATING DEVICES

61

Assignment Numbers

Principle T2 3 L 56 7 8 I0/11 12 13 1L 15[16 17 18 10 20| 21 22 23 2L 25] 26 27 28 29 30|31 32 33 34 35] 36 37 38 39 LOJLL L2 L3 LL L5
108 -ition, -ation 1 2 L4 L 5 4 1 20135 2 2511 58 12 3 4 2 34 5 2 8 5 2 7 4 kb 5 355 L L4 312
109 (under$ 1 1 2 1 2 | 2 - 1 1 3
110 self- 2 1 1 1 1 1 i
111 ecircum- 1 1 1l 1
112 -pose, —position 111 1 #'% 1 1 1 @8 2 2o 1 2 1 i 1 1 1 2 2 ; 1 |
113 -ings 1 2 32 5 1 2 1 2 3L 1 N 2 13 1 1 2
11 -ingly 1 1 18 1 1
115 -sume, -sumption 1 1 1 1
116 -ulate 1 1 1l 1 1 1
117 -less 1 Y 1 1 1 1 1 1 1 1
118 =-quent, =quence il L S T | B 1 il 1 o A - S M R § g 2] 1 1
119 -itis
120 -=iety 1l il i 1
121 -cide x p A 1 3 3 1
Total B87 198 185 219 207 81 176 17i] 181 217 {80 187 181 211 181 [99 17h 191 217 195 113 2 189
__Words 181 188 pos 163 203 179 177 PBOo7 203 183 170 191 P16 191 187 196 200 pos 211 250| 243 234
Total Principles %2 50 58 63 60 67 61 57 6L 60|63 OL OL 5L 62|67 59 68 b5 67| 0L b5 69 67 56|65 68 62 6L 68| 58 56 58 61 611 63 65 68 656 T0|LJ 68 67 60 11
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No. of
Assignment Numbers Total| Assign-| No. of

Principle L6 L7 LB L9 50/ 51 52 53 5L 55 56 57 58 59 60 61 62 63 6l 65 66 67 68 69 70 7L 72 13 7L 79 16 77 718 79 80 Words| ments | Chapters
108 -ition, =-ation 5 6 75 9% L4 8 1.4 313 2 58 L4 3 3161217 1 313 4 L 5 § 3 5 2 311 315 76 16
109 (under) 2 1 2 1 s 111 : 1l 1l 1l  § 29 2l 15
110 self- 1 1 1l 1 12 11l 10
111 circum- 1 5 5 L
112 -pose, =-position 2 & i1 & Bk i 1 I 3j d 2 1 5 1 1 3 4 5 3 1. 1 65 L5 - 16
113 -ings 1 1 " R M L 1 E 2 X1 L 2 i LN 2 71 38 16
115 -sume, -sumption 3 g kg 1 AL 9 7
116 -ulate i 1 81 X '’ 1l 1l 19 16 1n
117 -less 3 1l 1381 1 i 1 17 17 12
118 -quent, =quence i 3 i A ¢ 1 Igl 1 1 I 1 & 'k SHEL R 1 L3 LO 1
119 -itis
120 -iety 1l 4 1l 1l 8 . 8 7
121 -cide i1 32 %_ 1 e 1 2 or 10 9 8
Total giz 239 20? 223 186 26 193 202 271 276 P70 199 249 259 233 2y 9 279

Words 228 237 P80 196 203 267 212 th 287 210 256 265 j217 2L4L5 231} 287 210

Total Principles 6l 59 72 65 63 56 73 65 6l 63 63 70 65 67 59168 72 70 72 70/ 79 67 6L 69 74 68 71 75 65 6L 71 75 68 6L 7L
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TABLE II

NUMEER OF RCOT WARDS IN CONTEXT BY ASSIGNMENTS AFPPLYING FRINCIPLES AND ABBREVIATING DEVICES
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TABLE II

NUMBER OF ROOT WORDS IN CONTEXT BY ASSIGNMENTS APPLYING PRINCIPLES AND ABBREVIATING DEVICES
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TABLE II (continued)

NUMBER OF ROOT WORDS IN CONTEXT BY ASSIGNMENTS APPLYING PRINCIPLES AND ABBREVIATING DEVICES

AN D A U= Elalar izl NN AH|
M 155B12 oy aXa Yo oA ~ ~NN
M 4 NOAON — N ~N= W\ N =) o~
ﬁhw - | = —~ 1 ~
M ~ a0 © o~ =0 ~ ~ ~ ~N aialsals!
N N LT
u ~ n ANAH A A —~ o~
.w NN\~ (Fal aNANAlHNA ~ ~N O ™~
” 3335 i NN HAA] S N ~ ~ wn e~
% HOomnMO H N A AT o+ N~ A ™
| Yvvoqy oy A T e e | —~ KXo
h6hB32 oy NN A ™ -~ ™
NIEELEE ~ | 0 A+ ~ - 5&
% 1h3m1 — =] naoaNvan] A4 A ™
O (s NN N
] 2611 =y o~ | — mn
= 137m N+ 2 «aawnoamn A —~ =~
ﬂ 135H2 NN NN N THA A ™
mw/ N Mo N 18 N NN~ N —~ ~ NO N
N AN AH A AR A o A — o~
ﬁ M MO O T ~ AN m -~ ~ ~N ~wn\
nﬂ. ~~ O o 4 (aa Nl AN\~ M NN —~ N - NN
okS] Ao SR H "t A N
MZ NN~~~ v 3 ~Hl o = o V=
o~ - - Al NN el e
Nﬁ .6R wmn N ™M ~
mu =< g0~ N~ ] A jllBl
Mﬂ hSEl oy N N A XA Y
o ~N o~ 2 = g
%ﬂ hBl ~N NN ™ — -~
A% h36R1 2 N A=Al A4 — o
U Soawnd T S NN A ~ N
<o) MO o UK Y ~N ool ~ ~N
0 ~ = N~
? ~ N o o aNjfHNA N A ~ W\
9 AN o~~ L+ N AwnH| A —~ ~ =~
- o Fne~-af NHHA NN NN = ~ ™ oy J
m NN~ oy oy ‘| AN~z ~ ™
o wm o~ 5 N NN ™M —~ N NN
9 —~ | = -t — )
R NN\ N . NS~ ~} —~
n h6n oy O ANHA ™ =
m @ \O © L\ —A TN NN ™ ~ ™
IO\ 13mhk o -~ AW N ~ e~ ~ NN
o] Ao~ \O N\ MmN ~ i AN\~
I~ 357u2 o ~ nHow —~ n
O] N o~ E 4\ | o0~ — ~ =t~
Nl 300 — NjHNAA®NAH A ~ A3
L 21hm11 I~ e e R e K Xa 'l oY ~ NN
43 ~NAN~A NN M NN YN ~ ~ N O\
Y N O\ o~ —~ M| NN ~ = ~ N
—~l o~ WOV NN N~ AN tn| ~ =~
~
()
L
§
Jd § HM3 3 §
—~ (] > , P
CRENE bl 1 4% IE,, 2 8l 3
[3) °g g o m %s mevv m o .m
m QO BN, o ol 0 o | L
. =00 ) - ) & ssaun Ly | dtuﬁ_ m P
H ol g 3 0o heh o PO O abg Ky & & rt<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>