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Welcome to Pitman 2000 Shorthand



Shorthand has a long history. When writing began about five thousand years ago, people must have noticed that while they could speak rapidly and listen to and understand what people said equally rapidly, it was another matter when they had to write the words down. For example, in English today, the gap between speech and writing is great. We can speak and listen at 140 to 180 words a minute, but we can write at only 25 words a minute.


From early days, people have been trying to find quicker ways of writing. There was shorthand in Roman times, and we know that Cicero, the great orator, had a shorthand writer. In Shakespeare’s time some attempts were made (not very successfully) to use shorthand in order to pirate Shakespeare’s plays. In Charles II’s reign, Samuel Pepys wrote his famous diary in Shelton shorthand – a very good system, though never capable of verbatim note-taking.


Only in the nineteenth century, with the more sophisticated and scientifically based system of Isaac Pitman, did shorthand become a method of writing capable of recording speech accurately at speeds of up to 250 words a minute and, equally important, of being perfectly transcribed.


As the need for communications increased with the industrial and commercial revolution, shorthand found (and still retains) a place in the office. But shorthand is not just for secretaries and PAS. It is a valuable skill for any person who has, in the course of earning a living, to use words and writing every day.


Pitman 2000 Shorthand was first introduced in the early 1970s, as an improved version of the original Pitman New Era. It is easier to learn and more consistent in its application of the rules. It still has a speed potential of at least 150 words a minute, and is at least equally easy to transcribe into a handwritten or typed form with complete accuracy.


This book sets out to present the whole Pitman 2000 Shorthand with all its rules explained, including its phrasing principles. The points are illustrated with shorthand examples and with sentence exercises for reading, copying and writing. The accompanying CD has dictation exercises, linked to those in the book.


The aim is to give you a full knowledge of the system and help you to become a confident and competent shorthand writer. Becoming a fast writer is another matter. Advice is given from time to time in the course of the book to those who wish to write shorthand fast – that is, at speeds of 100 words a minute or above.


Pitman 2000 Shorthand is not hard to learn. Almost anyone can do it. All it requires is regular daily application and effort. Half an hour’s study six days a week is better than six hours’ study in two three-hour sessions. As with all skills, regular repetitive practice is needed, and the more frequent and the closer together in time these practices are, the more efficient and effective the learning will be.


Shorthand still remains, along with keyboard skills, a livelihood-earning qualification. Those who are well trained and competent in these skills and who have a thorough mastery of visual English still get jobs – and, indeed, much better jobs than those who enter office life without them. Electronic technology is changing the job of the shorthand-trained secretary, but it is certainly not eliminating it.


In any case, anyone who masters the system will have acquired knowledge and skill that will remain firmly implanted, like the ability to ride a bicycle or to swim, and that knowledge and skill is sure to be of lifelong value.





1: Only got one minute?



The essence of Pitman Shorthand, whether New Era (the older version) or 2000, lies in the following:




	It is a system of writing based on sound and not on spelling.


	Each of the twenty-four consonants of the English language has a separate stroke to indicate it. There is no such correspondence in ordinary longhand.


	The consonantal skeleton of a word makes up its ‘outline’. For example, the word package has an outline that consists of P, K, and J.


	The twenty vowels and diphthongs of the English language are represented when that is necessary, and more often it is not, by a system of dots and dashes or other small and rapidly executed marks.


	A number of abbreviating devices are used to show the common collocations of English sounds as, for example, ST and -ING and CON.


	
The most frequently occurring words in the language – words like and, the, have and for, and so on – have their own specific one-stroke signs. These are sometimes arbitrary, but more often based on their vowel and consonant structure.


	Phrasing forms an integral part of the system. That is to say, two, three, four or more words may often be written continuously without a lift of the pen. There are well-tried principles of phrasing that enable this to be done. Phrasing adds greatly to the speed potential and writing ease of the system and in average English material, about 20 to 25 per cent of the words are phrased.








10: Only got ten minutes?





1 For the most efficient learning of Pitman 2000 Shorthand, it is best to study for half an hour or an hour each day.


2 Learning to read shorthand well is a great aid to learning to write it well. Repetitive reading is need to become a fast and fluent reader. All the shorthand examples should be read over again, until they can be read with no hesitation.


3 Do not move on to new material until you are sure you have mastered the section or part-section that you are working on.


4 There are many places in the text where you are given advice about how to write shorthand. In general, though, the following points always apply:
(a) Shorthand should be written lightly. This is the most important single point to observe.
(b) While all strokes are written lightly, you will learn from the start that some are written a little more firmly, and the distinction has to be made between those that are very light and those that area little heavier.
(c) All the strokes are of uniform size.
(d) For practice writing, use a shorthand notebook of good quality, smooth-surfaced paper of traditional size (80″ × 50″) and with 21 lines to a page.
(e) Shorthand is best written with a pen that is very smooth and fluent, and flexible enough to make the distinctions between light and heavy easily, or a special shorthand pencil.
(f) Space out the shorthand words and phrases evenly and adopt a size about the same as that given in the text. This means that you should get an average of 10 to 15 words on a 4″ line. It is convenient to have a left-hand margin of 1″.


5 The short forms are very important. They are quick ways of writing the most common words, and they have to be learned by heart. This is not a hard task as there are only 144 of them. The fact that the short forms occur so frequently helps in learning. But they do need to be learned.


6 Pitman Shorthand is written phonetically – it is not concerned with the spelling of words, only the sounds. For example, in a word like lamb, we write the B in longhand, but the word consists of only the three sounds L-A-M and this is what we write in shorthand. Similarly, the spelling of a word like bough bears little relationship to the sounds we hear, which are just two: Band the diphthong OW – and these are the two sounds that we write in shorthand.


7 (a) There are exercises throughout this book. They are an indispensable and vital part of ‘teach yourself’. If you work on them in the way outlined below, you will rapidly build up a vocabulary of the most commonly occurring words, increase your understanding of the rules, acquire accuracy, facility and speed in writing shorthand.
(b) Most of the exercises are presented in shorthand; a few are in longhand. Those in longhand are intended as a self-testing device. You convert the longhand into shorthand, and then check your own shorthand against that given in the key. Any mistakes that you make will reveal your weaknesses, and so you can concentrate on these and thus consolidate your knowledge of the system.
(c) The shorthand exercises introduce nothing new, but are based wholly on the rules, the words, and the phrasing that the preceding text has presented.


The first thing to do is to read each of the sentences or paragraphs. If you get stuck at any point, try to puzzle out the outlines, but do not spend too much time doing this. Refer to the key at the back of the book. The important thing is first to ensure that you can, without further reference to the key, read every word of the exercise. Equally important is the repetitive work. Go on re-reading, if necessary three or four times, until you can read unhesitatingly at 100 words a minute or more.


When that point is reached, but not before, copy the shorthand from the book into your shorthand notebook, There are 21 lines on a page of a shorthand notebook. Copy only on lines 1, 4, 7, 10..., etc. In this way you will finish up with 7 lines of copied shorthand, each with two blank lines underneath. If you have written the shorthand in the way suggested, you will have about 100 words on a page.


Do not do this mindlessly, but say the words quietly to yourself as you write them in. In this way you create the bond between what is seen, heard and written simultaneously.


Now, re-copy the shorthand using the first of the blank lines – once again being sure to say the words as you write them – and when you reach the end of the page you will be able to calculate your copying speed.


If when you start on the second blank line you can get somebody to dictate the page to you from the key, that will be helpful. However, when you have filled up your blank lines you can still test your own writing ability, if you have a watch or clock with a seconds hand, by writing the page (or the exercise) into shorthand from the longhand of the key. In this way you can calculate your ‘free’ writing speed. For example, suppose you wrote 110 words in 67 seconds, then you wrote 110/67 words in one second, and therefore 110/67 × 60 words in a minute = 98 words a minute.


 


8 At the end of many of the sections are texts for you to write as shorthand. These are also available as dictations on the CD, with each given at two different speed settings. Use the slower setting when you have first worked through the section. Come back and use the faster version at the end of the next section, to consolidate your earlier learning.




OEBPS/images/9781444129366_FC.jpg
GET STARTED IN
SHORTHAND:
PITMAN 2000

What’s the best way to learn Pitman 2000?

Jﬂj 149, , basics  (page 1
) ¢

Mumw, Star

4§ (page 15

(page xii) Master the

)
lick THE (page 9) t
with consonants )
T'he past tense of regular
verbs (page 19) Review

your  progress

All about

(page 28)
diphthongs
(page 57) Deal with suffixes
(page 117)

consonants

Compound
(page 124)
Improve = your speed (page
169) Learn to \ write figures (page
146) Practise, practise, = practise (audio CD)

Learn more online (www.teachyourself.com)






OEBPS/page-template.xpgt
 

   

   
	 
    

     
	 
    

     
	 
	 
    

     
	 
    

     
	 
	 
    

     
         
             
             
             
             
             
        
    

  

   
     
  





