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PREFACE.

HE text-book of this system is a complete instructor as far as the principles
of the system are concerned, [t §s not intenced that this hook shall ke
the place of the text-book, but that it shall be osed as an auxiliney to the

text-book. I is designed to follow the text-book, as a praded, classified, Dic.
tation Course, for which there has always been a demand,

Throughout the Dictation Course the student 1s recomunended to make free
use of the text-hook, by frequent reference 1o it, in all cases in which an outline is
not understood, or a principle is forgotten,

Tt is intended for all grades of writers, but especlally, to take the student at
the very beginning of dictation and lead him, in a most systemiatic manner, through
a carefully graded course, from the easiest, ordinary business letters, o the most
difficult matter.  The course shoukl be practised and written through repeatedly,
vecasionally reviewing work passed over, and speed and accuracy witl result,

It will e of great advantage to the instructors, students and writers of the
system, for systematic study and practise, in systematically planning the work in
the schoolroom and classifying the school, for special preparation in any partenlar
line of business, for gaining speed and at the same time keeping the notes in good
form, and as a book of reference,

THE AUTHOR.
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Universal Dictation Course

ADAPTED T

DEMENT PITMANIC SHORTHAND

INTRODUCTORY.

HIS course is mads up of a largs number of business letters, clazsificd ander

rwenre-sax different heads of business, as hervinafer cxplained, together with

eilier matier, stucli a5 legal documents, westitony 0 civil and criminal cases,
reneral information for students, o,

Thi: words and phirases are sclected from all s maller and arranged in the
form of o vocabulary., The vocabulary of words and phrazes for each business
{with the proper shorthand gutiine ), boing placed bofare thy matter, o leltees pee-
taining ko thal busioess, 20 that the student oy practise the words and phrases
preparatory w taking dictation, It is of great convenience tothe instructor and the
student in the assigmment of work to be deone from day to day, and 12 & graded
dhctation course from the tine e studet beging dictagion until he graduates,

It i5 the result of several venrs” work and experience of the author apd was
developead 10 the schoolroom, It has been wesoed by vears of salisfaciory use in
achool,  The shorthand outlines are strictly i accordance with the svslem. No
arhitrary changes have heen made.

Tt s step in advines of the old metbods of teacking aud studying shorthand,
and abreast of the present advanced metnods of instructing and training students
in the Commercial Course,

The student is supposed to have carefully studied the test-book of the systein
hefore taking up this Dictation Course, and even then tocontinme careiully to review
the pringiples in the text-book from time to time, as a foondation for the work
herein.

ARRANGEMENT.

The course 15 made up of busipess letters that hiave been taken in actual
waork and classified under the jollowing different heads of business: Wooed and
Coal, Furniture, Paper and Prioting, Loans and Collectons, Lumlwer, Flour and
Feed, Hay and Grain, Wholesale and Retnil Hardware, Ralleoading, Wholesale
Diry Goods, Wholesale and Retail Implements, Real Estate and Insorance, Manu-
facturing, Building and Lean, Wholesale Groeery Buginess, Grain and Commission,



INTRODUCTORY. v

Merchandise Brokerage, Mill Machinery, Option Business, Law Correspondence,
Legal Documents, together with Cleil and Criminal Cases that have been taken in
Actual Court Work.

The shortest and easiest Business Letters are pot first and those which follow
are gradually longer and more difficult, fomishing afl kineds of practise, from the
simplest to the most difficult, followed By the Court Work and other matter, |

THE FLAN.

A vocabulary of words and phrases i3 selected from the lerters of the Wood
and Coal Bnsiness and placzd in the book preceding the letters of that business;
then the vocalmlbary of the Furniture Business, followed by e letters selected
from the Furniture Business, and so on, the vocabulary of each business or hne of
work being followsd immediately by the letters, or the testimony, or other matter,
so that the student may thoroughly practise all the words and phrases before taking
the matter in dictation.

THE METHOD OF INSTRUCTION.,

( Classes sliould be graded as nearly a3 possiblie according to teir speed and
agouracy | the instrector is his own best jodge (o this matter ), and arranged in the
room in regular order, or 5o as to b convendent for instructors,  The typewriter
program should be artanged as nearly as possible by classcs, in the order in which
the dictation is done,

Students arc supposed ro have practised their words and phrases in advance,
so that, as soon as school 15 called, the instructor may at once dictake to the
advanced class wherever it may b in dbe couri. The elass may then L allowed
o go to the typewriters, when the instrucior will proceed 1o dictate to e next
class, after which the studenrs of this class should read their notes and practise
their words and phrases proparatory to baking the next dickation, woing te the type-
writer at their time on the progeam, the instructor now proceeds as before, until
all the classes have had dictation, when he sheuld go back to the first class, and
have them read part or all of the first diccotion, and give them another dictation,
and so on, going aroumd the same as bofore, nsing his owno judgment as o how
much the class should read Lack 1o him.  The students in each class should read
their notes and practise their vocabulary for the next dictation, while the instruc-
tors are dictating to the other classes,

The typewriter program should b written and posted up in a conspicuons
place, and ecach student is supposed 1o know his typewriting peried, and 1o go 10
the: machine and come away promptly, so that every one can work systematically.
Changing the classes and promaoting students will necessitate a frequent change
of the typewriter progrant, which change should be made known to the studentsat
the time:

tEn this way one wstructor can handle five or 2ix classes, and bwo instroctors
can handle sixty to seventy-five students, and even mere, depending, of course,
upon the classification of the school and the number of beginners,  Each stndent
will get from fifteen to sighty letters a day, depending on the speed at which he is
able 1o take the distation, Those who need more dictation may take the dictation
of the class in advance of them, and of the classes behind them.

The student has the correct oatline to practise, and can prepare on ten times
as much matter as in the old way of study, and do it better.

The teacher is relieved of a great deal of tedious and annoying work, as the
student can readily refer to the vocabulary for any word or phrase he may want.
Every student has the letters and other matter that he will have to take in dictation
together with the vocabulary of the words and phrases to practise in preparing for



