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“With this book you can learn to touch type and 10 hours at a fraction of the cost of the course.’







Most people use computers today, but how many of us can type?



Learning to touch type with this method takes only 10 hours. You will reap the benefits for a lifetime, whether you are using a keyboard at work or at home. The easy-to-use lessons are provided into manageable one-hour blocks and there are plenty of exercises to consolidate what you have learned. And touch-typing is a skill that can make you money as well as saving you time.
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Preface







Almost everyone today has to use a keyboard. Of course it is possible to use two fingers, or even three and stumble along making lots of mistakes and taking an age to type a single document
 .
 But there is a better way. Why not learn to touch type with the help of this new and easy to use book?



Almost all keyboards still have the traditional QWERTY layout, which was first introduced in the days of manual typewriters, so that the most frequently used keys did not 'jam' together
 .
 The diagram on each drill page shows this layout and the hand chart shows which finger to use for each key.



Touch-typing is easy and fun! That is the message the book seeks to convey. Gone are the days when it took months of laborious learning to master the keyboard
 .
 In just 10 hours you will be able to type using the right fingers for the right keys
 .
 Gradually, using the additional practice material, your speed will increase, and the reference guide at the back of the book will provide you with all the essential information you need to become fully proficient in setting out the important business documents of today.



Just think, a few hours now will teach you a skill that will be with you for life
 .
 What have you got to lose? Take the book home and start working through it today
 .
 By this time next week your hard work will be paying off.











INTRODUCTION









Getting Started








Before beginning to touch type you will need suitable equipment
 .
 Today this will usually mean a computer with a word processing package, although there is nothing wrong with learning to touch type on a typewriter
 .
 You will need a good-sized desk and adjustable chair with a supporting backrest
 .
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Correct sitting position















How you position yours
 e
 lf at your desk will determine your comfort whilst touch-typing
 .
 In particular
 ,
 take heed of the following
 :



•
 
 HEAD. This should be erect. If you tilt your head forwards it puts a strain on your neck. So does watching your fingers. A poor head position can result in headaches.  



•
 
 SHOULDERS
 .
 These should be relaxed.  



•
 
 ELBOWS. Keep them close to your body.  



•
 
 FINGERS. Curve your fingers, but not unnaturally so.  



•
 
 WRISTS. Your wrists should be flat. Aim for a straight line from the knuckles of your middle fingers to your elbows.  



•
 
 FEET. Keep your feet flat on the floor and do not cross your legs
 .







General points to bear in mind



•
 
 Use a copyholder whenever possible. They can be purchased cheapl
 y
 and either stands on the desk or are attached to the monitor. At first it will be best to place the hand chart on this holder, but eventually your work can go there
 ,
 thus reducing the chance of any eyestrain.  



•
 
 Make sure the room lighting is correct. If you are working in an office various rules and regulations will dictate where your equipment is positioned. If you are at home make sure you have the window behind your monitor. There should be no glare
 ,
 either from lighting or sunshine
 .
 It is possible to buy a filter to place on the front of your monitor screen.  



•
 
 Move about frequently so that you don't stiffen up
 .
 Take regular breaks - at least ten minutes every hour.  



•
 
 Have regular eye checks - at least every two years.  















And off we go ...



Use the Courier New font
 ,
 12 point size for all the drills. This is what we call a fixed font so that each letter takes up the same amount of space, and your lines will all finish at the same point
 .
 It is also a good idea to use double line spacing
 ,
 so that you can see your work more clearly.



There are eight keys on the keyboard known as the 'Home Keys'
 .
 They are situated in the middle of the keyboard, and from left to right they are a, s, d, f
 ,
 j
 ,
 k, 1,;.The four fingers of your left hand go over the a s d f and the four fingers of your right hand go over th
 ejk
 1
 and
 ;
 .Most computer keyboards have raised points on the f an
 dj
 to help you locate the right keys without looking. Your fingers should always hover over these eight keys and from this position you reach up and down to every letter, figure and symbol on the keyboard
 .
 (See the hand chart for guidance.)



Type each line until it is perfect and, most importantly, until it can be typed without looking at the keys or your fingers. This is what is known as 'touch typing'. At first each line may take many attempts but this does not matter.







Re
 memb
 er







•
 
 Keep your fingers on the Home Keys.
  



•
 
 Say the letters to yourself as you
 t
 y
 p
 e them.
  



•
 
 Make sure you do not get into
 b
 a
 d
 habits by
 u
 sing the wrong finger for the letter you are typing.
  



•
 
 Glance at the
 h
 and chart whenever necessary
 -
 do not look at the keys or your fingers.
  



•
 
 Go slowly - work at your own
 p
 ace. Speed a
 n
 d accuracy need to come together
 .  



•
 
 Watch your
 p
 os
 tu
 re.
  
 Above all, remember t
 h
 at successf
 u
 l to
 u
 ch typi
 n
 g ta
 k
 es time and effort
 .
 There is nothing clever about it
 -
 determination a
 n
 d
 h
 ar
 d
 wo
 r
 k singles out the good from the bad - as in most things. If yo
 u
 are tired
 ,
 somet
 h
 i
 n
 g starts to ac
 h
 e or everything starts to go wrong, leave it for another time. You wil
 l
 be sur
 p
 rised just
 h
 ow quickly your speed and accuracy will build
 u
 p if yo
 u
 work
 h
 ar
 d
 eno
 u
 g
 h
 .
  







So wha
 t
 are you waiting fo
 r
 ?
 !
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PART 1 - Drills









HOUR1: the home keys












The home keys



Rememb
 e
 r: Type t
 h
 e
 l
 ine
 ,
 c
 h
 eck
 ;
 type aga
 in
 if yo
 u m
 a
 k
 e a
 m
 ista
 k
 e. No
 d
 e
 l
 e
 t
 e
 k
 ey
 t
 o
 b
 e
 u
 sed.
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Consolidat
 i
 on 



Remember: Type the line, check; type again if you make a mistake
 .
 No d
 e
 lete key to be used
 .
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HOUR 2
 :e
 and i, g and h








e and i



R
 e
 m
 e
 mb
 e
 r:
 Ty
 p
 e
 th
 e
 line
 ,
 check
 ;
 t
 y
 pe again if you make a mistake. No del
 e
 te key to be u
 sed.



•
 
 Use
 th
 e
 d fing
 e
 r and take it up to the e  



•
 
 Use
 th
 e
 k finger and take it up to the i  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g and h



Remember: Type the line, check; type again if you make a mistake. No delete key to be used
 .



• Use the f finger and take it across to the g



• Use th
 ej
 finger and take it across to the h
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Conso
 lidation 



Rememb
 e
 r
 :
 Type the line
 ,
 check, type again if you make a mistake. No dele
 t
 e key to be used
 .
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HOUR 3: o and n, shift keys and t












o and n



R
 emember: Type
 th
 e
 lin
 e,
 check
 ;
 t
 y
 p
 e
 again if you make a mistak
 e
 . No del
 e
 te key to be u
 sed.



•
 
 Use t
 h
 e
 I
 f
 in
 ger a
 nd tak
 e
 i
 t
 up to th
 e
 0
  



•
 
 Use t
 h
 e
 j
 f
 i
 n
 ger a
 nd t
 a
 k
 e
 it d
 ow
 n to th
 e
 n  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Shift keys an
 d
 t 



Remember: Type the line, check; type again if you make a mistake
 .
 No delete key to be used.



•
 
 Use the little fingers for the shift keys. The shift keys are used for single capital letters. If you need to type lots of capitals
 ,
 as in a heading
 ,
 the caps lock key is better.  



•
 
 Use the left little finger if typing a capital letter on the right side of the keyboard and  the right little finger if typing a capital letter on the left side of the keyboard
 .
  



•
 
 Use the j finger and take it up to the t  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Consolidation



Remember: Type the line, check; type again if you make a mistake. No delete key to be used.
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HOUR 4: extra practice. and y








Extra practice



Remember
 :
 Type the line, check; type again if you make a mistake. No delete key to be used
 .
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. and y



 
 R
 e
 m
 e
 mber: Type th
 e
 lin
 e
 check
 ;
 typ
 e a
 g
 a
 in if
 yo
 u m
 a
 k
 e a
 m
 is
 tak
 e.
 N
 o
 d
 e
 l
 ete key to be
 used
 .  



• Use th
 e
 I finger
 a
 nd take it down to the.



• Use the j finger and take it up to the y.
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Consolidation



Rem
 e
 mber
 :
 Type the line, check, type again if you make a mistake
 .
 No delete key to
 b
 e u
 se
 d
 .
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HOUR 5: , and w rand b








,
 an
 d w 



Remember: Type the line, check; type again if you make a mistake
 .
 No delete key
 t
 o be used.



•
 
 Use the k finger and take it down to the,
  



•
 
 Use the s finger and take it up to the w
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r and
 b 



Remember: Ty
 p
 e the line, c
 h
 eck; type again if you make a mistake
 .
 No delete key to be
 u
 sed.



•
 
 Use the f fi
 n
 ger and take i
 t
 up to the r
  



•
 
 Use the f
 f
 i
 n
 ger and take it down to the
 b  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Consolidation



R
 emember: Ty
 p
 e
 th
 e
 lin
 e,
 check
 ;
 t
 y
 pe
 a
 gain if you make a mi
 s
 tak
 e
 . No delete key to be u
 sed.
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HOUR 6
 :m
 and
 up
 and c








m and u



Remembe
 r
 : Type the
 l
 i
 n
 e,
 ch
 eck;
 t
 y
 p
 e aga
 in i
 f yo
 u m
 a
 k
 e a
 mi
 sta
 k
 e.
 N
 o de
 l
 ete key to
 b
 e used
 .



• Use th
 ej
 fi
 n
 ger and take i
 t d
 own
 t
 o
 th
 e m



•
 Use th
 ej
 finger and take i
 t
 up to t
 h
 e
 u
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p and c



Remember
 :
 Type the line, check; type again if you make a mistake. No delete key to be used.



•
 
 Use the; finger and take it up to the p  



•
 
 Use the d finger and take it down to the c  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Con
 solida
 tion 



Remember
 :
 Type the line, check, type again if you make a mistake. No de
 l
 ete key to be used.
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HOUR 7
 :V
 and x q and z








v and
 x 



R
 e
 m
 e
 mb
 e
 r
 :
 Typ
 e
 th
 e
 line
 ,
 c
 h
 eck
 ,
 t
 y
 pe again if yo
 u
 make a
 m
 istake
 .
 No de
 l
 e
 t
 e key
 t
 o be u
 se
 d
 .



•
 
 Use t
 h
 e f
 finger and
 t
 ake it
 d
 own
 t
 o the v  



•
 
 Use
 th
 e s
 fing
 e
 r and tak
 e
 it down to the
 x
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q
 and
 z



 
 Remember: Type the line, check; type again if you make a mistake. No delete key to be used.



•
 Use the a finger and take it up to the q



•
 Use the a fi
 n
 ge
 r
 and take it down to the z






[image: Macintosh HD:Users:gerard:Desktop:Screen Shot 2015-10-09 at 09.39.31.png]









Consolida
 t
 ion 



R
 e
 m
 e
 mb
 e
 r: Type the line, check; ty
 p
 e aga
 in
 if yo
 u m
 a
 k
 e a
 mi
 s
 t
 ake. No
 d
 e
 l
 e
 t
 e
 k
 ey
 t
 o
 b
 e u
 se
 d
 .
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HOUR 8: sentence drills








Sente
 nce dr
 ill
 s 



R
 emember: Type
 th
 e
 lin
 e, c
 heck
 ;
 t
 y
 p
 e
 again if
 y
 ou make a mi
 s
 take
 .
 No delet
 e
 ke
 y
 t
 o be u
 sed.


[image: Macintosh HD:Users:gerard:Desktop:Screen Shot 2015-10-09 at 09.41.34.png]


[image: Macintosh HD:Users:gerard:Desktop:Screen Shot 2015-10-09 at 09.42.04.png]










HOUR 9: figures








Figures



R
 e
 m
 e
 mb
 er:
 Typ
 e
 the line
 ,
 check
 ;
 type again if you mak
 e a
 mistake
 .
 No delete key to be u
 sed.
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Consolidation



R
 emember: Ty
 pe the lin
 e,
 check
 ;
 type again if you make a mi
 s
 take. No d
 e
 lete key to be
 used.
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HOUR 10: alphabetical paragraphs








Alphabetica
 l
 paragraphs 



Remember: Type t
 h
 e parag
 r
 a
 p
 h, check; ty
 p
 e aga
 in
 if yo
 u m
 a
 k
 e a
 mi
 s
 t
 a
 k
 e. No
 d
 e
 l
 e
 t
 e
 k
 ey to be used.
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The amazing monkey scampered quickly over t
 h
 e
 fl
 oor of the cage. He was very excited as his keeper was just about to feed him.



The extra homework given to the children did not keep them quiet and they jumped about the desks w
 i
 th ferocious zea
 l
 .



Jenny Pope was a fun loving
 ,
 likeable girl. She amazed everyone with her quiet
 ,
 but extremely considerate nature.



The excellent marks achieved by the st
 u
 dent justly proved he was not lazy and that he was, in fact, really quite knowledgeable.



Send a email
 t
 o
 t
 he Manager
 o
 f the Z
 oo q
 uotin
 g
 th
 e
 pri
 ces g
 i
 v
 en
 in
 Jul
 y
 f
 o
 r the s
 u
 ppl
 y o
 f animal f
 eed
 .
 The Zoo Kee
 per is urgently waiting f
 o
 r the inf
 o
 rmati
 o
 n to be sent t
 o
 him.



T
 he g
 i
 rl qui
 v
 ered with fear as she watched the bl
 aze
 .
 A
 bomb had exp
 l
 o
 d
 ed
 j
 ust ou
 t
 s
 i
 d
 e th
 e s
 t
 ore w
 h
 ere she had b
 ee
 n shoppin
 g o
 nly a
 f
 ew moments earlier.
 S
 h
 e wo
 n
 dere
 d
 if
 an
 y
 one had been killed.



Up until extra time had been played, th
 e
 f
 oo
 t
 ba
 ll
 er
 performed in quite a remarkable wa
 y
 .
 H
 e
 z
 oo
 m
 ed in on every
 shot and almos
 t
 scored a goal. He justl
 y
 deser
 ve
 d th
 e
 praise given
 t
 o
 him.















PART 2





ADDITIONAL TOUCH TYPING PRACTICE MATERIAL





Sentence Practice


















Sentence practice



Reme
 mb
 er
 :
 Ty
 p
 e t
 h
 e
 lin
 e, c
 h
 e
 ck
 ;
 t
 y
 p
 e aga
 in i
 f y
 ou m
 a
 k
 e a
 mistake
 .
 No d
 e
 l
 e
 t
 e
 k
 ey
 to b
 e
 u
 sed
 .


[image: Macintosh HD:Users:gerard:Desktop:Screen Shot 2015-10-09 at 09.50.43.png]







A Agatha Attwall added an attract
 i
 o
 n t
 o t
 h
 e acrobatic act
 .
 Alan saw an animal across
 t
 he Av
 e
 nue
 . It
 was a big cat
 .



B Bundle up t
 h
 e box
 e
 s by t
 h
 e b
 in and B
 il
 l
 i
 e
 w
 i
 ll b
 u
 y
 th
 em
 .
 Barbara bounced
 the bat
 s
 and
 ba
 l
 l
 s
 ac
 r
 oss th
 e boul
 e
 vard.



C Catc
 h
 t
 h
 e cra
 ft
 y c
 at as h
 e c
 reeps ac
 r
 oss the
 cu
 r
 ta
 in
 i
 ng. Cook the cr
 umbl
 y
 c
 o
 d bake in th
 e C
 annone
 coo
 k
 er qu
 ick
 ly
 .



D Dad did his usual good deed div
 i
 ding
 th
 e cod decisive
 l
 y
 .
 Did Danny deliver the dodgy
 D
 VD play
 er
 s to Dar
 r
 en today
 .



E E
 v
 er
 y
 t
 e
 l
 e
 visi
 o
 n programme e
 n
 tertai
 n
 s us to some ext
 ent.
 Er
 ica E
 n
 ev
 er li
 v
 es in the village c
 l
 ose to
 Th
 e Elepha
 nt.













Sentence practice



Remember: Ty
 p
 e the
 l
 i
 n
 e
 ,
 check
 ;
 type again if you make a mistake. No delete ke
 y
 to be used.
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F F
 ind a fat f
 r
 og and f
 l
 oat it in the fast fl
 o
 win
 g
 stream.
 F
 rank
 f
 e
 lt
 t
 ha
 t he
 f
 ought a fierce battle with Felicit
 y
 .



G George got gold in the Olympics and a gilt gong in Peru.
 Gi
 ve
 the
 g
 ift t
 o G
 er
 a
 l
 dine. She
 i
 s a gifted, good girl
 .



H
 H
 a
 r
 ry has h
 i
 s hamme
 r
 and his hacksaw handy at all time
 s
 .
 He h
 es
 it
 a
 t
 e
 d an
 d
 h
 e
 l
 d a ha
 n
 d
 u
 p
 t
 o ha
 lt t
 he
 h
 itchhikers.



I
 I
 n his haste he instigated the idea irrespective
 o
 f her.
 I
 inv
 it
 ed
 I
 vy to jo
 in m
 e in Ice
 l
 and to visi
 t
 my parents.



J John and Jan judged the juggling c
 o
 mpetiti
 o
 n i
 n J
 an
 u
 ar
 y.
 Just jo
 i
 n in and enjoy the javelin throwing at St J
 o
 h
 ns
 .









Sent
 e
 nce practice 



Re
 m
 e
 m
 ber:
 Typ
 e t
 h
 e
 line
 ,
 check; t
 y
 pe again if
 y
 ou make
 a
 mi
 s
 take
 .
 No delete key to be u
 s
 ed
 .
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K Kathy and Kirsty kept kicking each ot
 her
 as
 t
 hey wa
 l
 ked
 .
  
 Keep a close eye on Ki
 t
 ty
 .
 Make s
 u
 re s
 h
 e keeps he
 r
 key
 .
  



L Let Lucy live in that lucky
 l
 i
 tt
 le ho
 use
 by
 th
 e
 li
 b
 r
 ary. Let me type you a letter lis
 t
 ing al
 l th
 e past loopho
 l
 es
 .
  



M My mother ma
 d
 e me
 men
 d
 m
 y
 m
 us
 i
 c
 al mat an
 d
 the
 n make
 t
 ea. Milly Mollie Mandy
 m
 ade many new frien
 d
 s a
 t t
 he man
 si
 on
 .
  



N Ned and Na
 n
 cy knew
 th
 ey needed
 t
 o be toge
 th
 e
 r
 all n
 i
 ght
 .
 Knit a nice sweater f
 o
 r Nancy
 t
 o wear at the Barn Dan
 c
 e
 .
  



Oli
 v
 e often opted
 f
 or an o
 l
 d book rat
 her tha
 n a ne
 w
 o
 ne
 .
 Go down to
 t
 h
 e
 o
 ffi
 ce
 and look for
 t
 he
 f
 ile
 I
 have los
 t
 .









Se
 n
 ten
 c
 e p
 r
 a
 c
 tice 



Remember: Type the
 l
 i
 n
 e, check; type again if you make a mistake. No delete key to be used.
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P Peter Piper p
 i
 cked a peppercorn and put it on his plate. Pack the pies into a paper packet and post them to Paul.



Q Queenie quot
 e
 d the quiet kind gentleman from Queensland. The quiz show was qui
 t
 e busy and received many requests.



R Ring Rose to
 r
 emind her of the Rolls Royce car on offer. Ro
 be
 rt rol
 l
 e
 d d
 own the
 r
 oad regretting
 h
 is rec
 k
 lessness.



S See Simon and ask if he is singing in Selby on Saturday. Sarah stayed outside as her sister sat inside on a seat.



T T
 a
 ke
 t
 h
 e tra
 i
 n to Tau
 nt
 on
 t
 o pai
 nt
 the tantalizing view. Trus
 t
 y Tim to
 l
 d Tina
 t
 hat he caught the terrible tinker.









Sentence practice



R
 emember
 :
 Type
 th
 e
 l
 i
 n
 e
 ,
 c
 h
 e
 ck
 ;
 t
 y
 p
 e agai
 n i
 f yo
 u mak
 e a
 mi
 s
 t
 a
 k
 e
 .
 No del
 e
 t
 e
 k
 ey
 to be us
 e
 d.
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U
 Tur
 n
 up at four today and you will not need to rush out
 .
 U
 p u
 ntil then Ursula had been unaware of the shy butler
 .



V Vic
 t
 o
 r
 V
 ase
 y
 lived up to his nickname of Viking Viceroy
 .
 Victoria lived
 i
 n Liverpool wit
 h
 a view ove
 r th
 e Mersey
 .



W Willy Wonka was a wonder
 f
 ul cha
 r
 ac
 t
 er w
 h
 o w
 a
 s
 in
 a book.
 W
 e wondered
 wh
 e
 re Wi
 l
 li
 a
 m was. H
 e
 wan
 de
 r
 ed
 up th
 e road
 .



X Extreme exercise c
 a
 n c
 a
 use
 m
 uch exe
 rti
 on an
 d
 exhaus
 t
 ion. Extra exa
 m
 ina
 t
 io
 n
 s can help Mary to exceed expectations
 .



Y If y
 o
 u yearn to play the oboe you
 h
 ave to t
 r
 y very hard
 .
 Yel
 l
 ing at the youn
 g
 c
 h
 i
 l
 d d
 id n
 o
 t please Mandy Claydon.













Sentence practice



R
 emember
 :
 Type
 th
 e
 l
 i
 n
 e
 ,
 c
 h
 e
 ck
 ;
 t
 y
 p
 e agai
 n i
 f yo
 u mak
 e a
 mi
 s
 t
 a
 k
 e
 .
 No del
 e
 t
 e
 k
 ey
 to be us
 e
 d.
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Z
 I
 n the
 l
 a
 z
 y
 haz
 y days of su
 m
 mer
 ,
 Suzannah zoomed around.
 Z
 ak and Zoe v
 i
 si
 t
 ed
 th
 e zoo and liked seeing the zebras.



1
 -
 5 Please ask
 f
 or
 1
 t
 i
 e
 ,
 2 shirts
 ,
 3 jackets and 4 jumpers.
 H
 e
 h
 ad to
 p
 u
 t
 55 p
 i
 es in w
 i
 th t
 h
 e 3 pasties and 2 flans.



1
 -
 5 Adam scored
 4
 goals
 ,
 had 23 near misses and 2 penalties.
 Th
 e rec
 i
 pe
 ask
 ed fo
 r
 14 kg suga
 r,
 5 kg
 fl
 o
 u
 r
 ,
 3 kg marg.



6
 -
 10We needed 6 cars
 ,
 8 motor bikes and 10 scooters to race. Geo
 r
 ge scored 689
 ,
 Ala
 n
 scored 786 and Pe
 t
 er scored 876.



6
 -
 10 Amy bought 16 lollies
 ,
 18 sherbets and 9 chocolate bars.
 Th
 e A868 road to Hu
 l
 l passes close to the A968 and A789.















Paragraph Practice








Paragraph practice



R
 emember
 :
 Type
 th
 e
 l
 i
 n
 e
 ,
 c
 h
 e
 ck
 ;
 t
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 p
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 a
 k
 e
 .
 No del
 e
 t
 e
 k
 ey
 to be us
 e
 d.
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Christopher J
 o
 nes handled the motorcar
 ext
 re
 mely well
 .
 He was a quick driver and he went from zero
 t
 o six
 t
 y in
 n
 o time at all, but he did seem
 t
 o
 kn
 o
 w what he was d
 oi
 n
 g a
 nd



I alwa
 y
 s felt safe at his side
 .



The bee buzzed a
 r
 o
 un
 d t
 h
 e vio
 l
 et
 fl
 o
 wer
 s
 . It
 w
 a
 s qui
 t
 e brightly colored
 a
 nd i
 t
 made
 a
 lot o
 f n
 o
 ise. I
 had just started using my rake nearby
 ,
 but
 a
 s I am a
 fr
 aid of bees



I had to stop unt
 il
 it
 b
 uzzed
 a
 way
 .



J
 acqueline had been entered for the relay race
 .
 She was a prett
 y
 ,
 zealous young thing
 ,
 but he
 r
 running was extremely sl
 o
 w and the other members of t
 h
 e
 t
 eam
 w
 e
 r
 e
 n
 ot ve
 r
 y
 pleased with her e
 ff
 o
 rts t
 o
 bring them
 l
 uck
 .









Paragraph practice
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 d.
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It was just an amazing and appalling day. It had started quietly enough
 ,
 but then all hell broke loose. Things were not back
 t
 o nor
 m
 a
 l un
 til t
 h
 e evening. By then we had experienced quite enough excitement for one day.



When all is said and done, Zoe could not have behaved any better
 .
 S
 he
 knew when to extract the information from him, but just
 as
 s
 h
 e was about to do so, he collapsed on the floor. S
 h
 e quickly got to him but it was too late.



A
 l
 l around the park people were enjoying themselves. It was a
 l
 azy sort of day
 ,
 quite warm and pleasant
 .
 Children p
 l
 ayed exc
 it
 ed
 l
 y on
 th
 e swings, climbing frame and slides.
 E
 veryone seemed to be happy and content.









Paragraph practice
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 d.
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At the Annual Gene
 ra
 l Meeting
 th
 e C
 hairman
 s
 ta
 ted
 t
 ha
 t th
 e full quota of money
 had
 b
 e
 en used a
 nd that an
 except
 i
 o
 n
 a
 ll
 y small amount was s
 ti
 l
 l a
 v
 ailabl
 e
 in res
 e
 r
 v
 e st
 ock
 .
 H
 e s
 ai
 d the
 r
 e was no p
 l
 ace
 f
 o
 r lazin
 es
 s if th
 e co
 mpany w
 as
 t
 o s
 ur
 v
 i
 ve
 .



W
 e all wen
 t
 o
 ut
 t
 o
 p
 l
 ay wit
 h
 o
 u
 r k
 ites
 . It
 wa
 s a
 l
 o
 ve
 l
 y day. A
 l
 l
 w
 as
 quiet and
 c
 al
 m
 until w
 e
 sta
 r
 t
 ed
 z
 oo
 m
 in
 g around a
 t
 g
 r
 eat spe
 ed
 .
 We
 d
 i
 d e
 n
 joy ou
 rsel
 v
 e
 s
 .
 A
 f
 te
 r th
 e exe
 r
 cise we
 f
 e
 l
 t w
 e needed
 a ba
 t
 h
 .



Sally was taken to Qua
 z
 er
 f
 o
 r
 he
 r f
 i
 ft
 eent
 h
 birthday trea
 t
 . It was a cold day in
 t
 h
 e
 middle of Janua
 r
 y and everyone was extremely glad to ge
 t i
 nside i
 n t
 he
 warm.
 They play
 e
 d three games and then went next doo
 r t
 o
 ha
 ve
 t
 e
 a
 .
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Zak was a ve
 r
 y good boy
 .
 He looked quite small and frail, but he made up
 f
 or it with his strength of character. I enjoyed his excellent company a lot
 .
 He was good fun and very polite.



Jane fe
 l
 t very lazy that day
 .
 She had seen a wonderful but scary
 fi
 lm t
 h
 e night before and it had quite exhausted her.
 H
 er back ac
 h
 ed and she had a painful headache
 .
 She decided to take
 thin
 gs easy
 .



Jim
 '
 s memory of the event was very hazy. He had received quite a crack on the head and for a while he had been unconscious. It took him a good few weeks to get over it and even then he often felt sick and suffered from headaches
 .
 He looked very waxy and pale.









Paragraph practice
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On Boxing Day last year we all went ou
 t
 to see the pant
 o
 mime. It was ve
 r
 y enjoyable
 ,
 particularly the c
 l
 owns wh
 o
 z
 oo
 med about the auditorium on their cycles. We were quite tired when we got home an
 d
 spent
 a l
 azy evening in fr
 o
 nt
 o
 f the black and white tele
 v
 ision
 .



Kat
 y
 and Jacquel
 i
 ne caught the shoplifter just as he was a
 bo
 ut to leave the department store. They were ver
 y
 excited when
 t
 hey to
 l
 d me about
 i
 t, and
 I f
 e
 l
 t quite dazed by their account of events.



I am going on ho
 l
 iday to France in August. I am already getting very excited abou
 t
 it and hope to spend a lazy two weeks touring around the quiet count
 r
 yside of Provence and Jura. I hope
 th
 e wea
 t
 he
 r
 will be kind to me
 .









Paragraph practice
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When I make a
 f
 ru
 i
 tca
 k
 e I
 u
 se 8 kg
 o
 f
 fl
 o
 u
 r,
 6 kg
 of
 butter
 ,
 5 kg of sug
 ar
 ,
 1
 8 kg
 of
 mi
 xe
 d drie
 d
 fruit
 ,
 2 tablespoons of mar
 m
 a
 l
 ade
 ,
 2 kg o
 f
 g
 la
 ce c
 h
 e
 rr
 i
 es
 ,
 4 e
 gg
 s a
 n
 d 1 tab
 l
 espoo
 n
 o
 f mi
 l
 k
 .



When we went
 t
 o
 th
 e
 z
 oo we saw
 6 a
 l
 ligato
 r
 s
 ,
 2
 5
 m
 o
 nk
 e
 ys
 ,
 1
 8 kanga
 r
 oos
 ,
 25 el
 eph
 an
 ts
 and 64
 li
 o
 n
 s
 .
 We we
 r
 e disappoin
 t
 ed in th
 e n
 u
 mb
 e
 r
 o
 f ti
 g
 er
 s
 a
 s t
 her
 e
 w
 e
 r
 e on
 l
 y 1
 5
 on
 d
 isp
 l
 ay ou
 t
 of
 a p
 o
 ssib
 l
 e
 30
 .



Please as
 k
 M
 i
 c
 k
 ey
 t
 o p
 r
 ocess my o
 rd
 e
 r
 .
 I
 w
 o
 uld li
 ke 6 b
 ag
 s of sugar
 ,
 4 bags o
 f
 sel
 f
 raising
 f
 lour
 , 1
 0 t
 in
 s of bak
 e
 d beans
 ,
 4 tins of chicken soup a
 n
 d 15 tins o
 f tu
 na
 .
 Cou
 l
 d he please deliver it on 20
 F
 eb
 ruar
 y 2
 016
 .














Longer Practice Pieces








The passages on the following pages are
 l
 onger and will take more concentration.



Type each piece, checking carefully at the end and correcting where necessary
 .



Print out your work and keep a copy in a file to show your progress
 .



Remember: use your hand chart if necessary, but under no circumstances should you look at the keys
 .













Task 1



There are many opportunities available for a good secretary. A company will be only too pleased to promote a secretary to personal assistant or even higher if she has proved to be capable of more responsibility. The appointment to a higher position may be subject to a reference from the persons
 '
 present boss
 ,
 who should make sure the necessary information is received prior to interview by whoever is concerned with interviewing for the promotion.



The more a company offers to its employees, the more it should expect to receive in return. I believe sufficient thought should be given to developing a structure of promotion which will apply to all.







Task 2



The hotel industry has suffered from the present recession just the same as everywhere else
 .
 Ordinary people no longer have as much money to spend and businesses are curtailing the activities of their reps and senior staff. Hotels have to try to compete with one another for their share of the market
 .
 It is said, however, that next year should see an upturn in the economy
 .







Task 3



The Fortune Hotel is one of a group of hotels owned by the Broker Group. It is set in the midst of East Anglia, near to the coast and the Norfolk Broads. The surrounding countryside shows rural England in the very best light
 .
 The town of Holt has a character all of its own
 .
 Many individual specialist shops sell a wide variety of goods and the Georgian facade of the buildings is an extra attraction. Every shopping need is catered for here, and back at The Fortune, every comfort is provided for your East Anglian holiday or business visit
 .
 We are sure that when you leave you will take home many pleasant memories.



THE COUNTRY BAR



The Country Bar at The Fortune Hotel offers residents and non-residents an opportunity to relax in a restful
 ,
 friendly atmosphere. The decor is designed to produce a feeling of well-being and tranquillity. No expense has been spared in supplying the lavish upholstery and curtains. All in all
 ,
 the Country Bar is the place to be.



Task 4



STARTING A NEW JOB



Points to Remember



Arrive early and report to the person you have been asked to see.



Take a notebook and pencil with you and make notes on anything relevant you are told on that first day. Although you might think you will remember you probably will not
 .



Try to be friendly to everyone. Make a mental note of names as you are introduced to people.



Always ask if you are given something to do that you do not understand
 .
 A person who has performed a particular task for many years will not stop to think that you might find it hard to pick up at first.



Do not panic if everything goes wrong on your first day. Give it time and all will be well in the end
 .



Task 5



THE FORTUNE HOTEL, HOLT, NORFOLK



Set in beautiful East Anglian countryside, The Fortune offers the perfect combination of peace and quiet with excellent amenities.



ROSE BOWL RESTAURANT



Our Restaurant is well-known throughout the area for its fine cuisine and appealing decor
 .
 Meals are reasonably priced, and on a Saturday night dinner can be combined with dancing in the Pullman Suite afterwards
 .



PULLMAN SUITE



Apart from our regular dances
 ,
 the Pullman Suite is available for private hire. It has its own bar and a superb dance floor
 .
 We can arrange a band or disco, or you can provide your own.



COUNTRY BAR



If you like a quiet drink in a restful atmosphere, or perhaps a light snack at lunchtime, then the Country Bar is the place to be.







Task 6



A
 NNU
 AL
 C
 HARITY F
 U
 N DAY 
 T
 he Fortune Hotel is planning to hold it
 s
 fourth Annual Charit
 y
 Fun Da
 y
 on 1 Au
 g
 u
 s
 t 20
 ---
 ,
 comm
 e
 ncing at 1100 hrs.



Admi
 s
 sion is 2.00 for adults and 1
 .
 00 for children under 14
 .



Thi
 s
 y
 e
 ar all proceeds will go to Cancer Research. Even the pro
 fe
 ssion
 a
 l
 ac
 t
 s a
 re gi
 v
 in
 g
 their s
 e
 rvices free of charge
 ,
 so we hope to make as much as pos
 s
 ible
 f
 or thi
 s
 w
 o
 rth
 y
 c
 a
 u
 se.



There will be a variety of stalls. There will also be a bouncy castle
 ,
 pony rid
 es, f
 ull
 ca
 t
 e
 rin
 g
 facilities and a car boot sal
 e
 .



All the facilities of the hotel will be available to everyone for
 t
 h
 e
 d
 ay, i
 n
 c
 lud
 i
 n
 g t
 h
 e
 swimming pool
 ,
 although an extra charge will be made for this
 .



Tickets are available now
 ,
 direct from the hotel
 .
 Admission will b
 e
 b
 y a
 d
 vance tic
 k
 et on
 l
 y
 ,
 so make sure of yours now as numbers are limited.



The Fortune Hotel's Charity Fun Day should prove to be th
 e
 b
 est
 l
 ocal event of t
 h
 e year
 .
 See you there!









Task 7



CURRICULUM VITAE



Many job advertisements today ask for a Curriculum Vitae to be sent by way of application. A Curriculum Vitaeactually means the course of your life. The term is frequently shortened t
 o
 CV,
 Your CV should contain personal details such as date of birth, address, nationality, interests etc, as well as details of your education, examination results and any past job experience. If you have worked in the holidays mention this too. It should also contain the names and addresses of two referees, one of whom should be your present or past employer
 .
 If you have not been employed before, give the names of two people who have known you for a long time and can at least vouch for your character. Your Headteacher would be a good place to start
 .
 Whoever you give as referees, do remember to ask them first as this is common courtesy.



Write out your CV in rough first, amend where necessary, and then produce the final copy
 .
 It is worth taking the time and trouble to prepare a neat and accurat
 e
 CV
 ,
 It is the first point of contact with your prospective employer, and even if you are not experienced, a neat and tidy, well-presented CV will impress. Obviously, as you gain more qualifications or job experience you should amend your CV accordingly.



Accompanying your CV should be a brief covering letter explaining where you saw the advertisement and why you are interested in the vacancy.









Task 8



INTERV
 IE
 W TECHNIQUE



If
 y
 our CV impre
 ss
 e
 s
 your pro
 s
 pectiv
 e
 employer
 , y
 ou will receive
 a
 lett
 e
 r or tel
 e
 phon
 e
 call asking you to attend for interview
 .
 Assuming you accept this invitation
 , y
 ou can h
 e
 lp yourself by doing a little research in advance. Find out what you can about the comp
 a
 ny in question
 ,
 what they do
 ,
 how many employees etc. Make sure
 y
 ou know where th
 e
 ir office
 s a
 r
 e,
 and find out about transport times if you are not travelling by c
 a
 r
 .
 If n
 ecessary
 do a
 '
 tri
 a
 l run
 '
 first to check how long the journe
 y
 takes
 .



When
 y
 ou
 a
 ttend the interview you should arrive just two or three m
 i
 nut
 es ear
 l
 y. Ea
 rl
 ie
 r than that
 a
 nd you will probably coincide with the applicant scheduled befor
 e y
 ou
 .
 N
 e
 v
 e
 r arrive lat
 e
 . You will give a bad impression - the employer will
 a
 s
 s
 ume
 yo
 u will
 a
 lw
 ays a
 rrive lat
 e
 should you be employed by the compan
 y
 . Wear cloth
 es
 th
 a
 t
 are s
 m
 art a
 n
 d
 clean
 ,
 but do not dress up to the extent that
 y
 ou feel uncomfortabl
 e. Never wear jea
 n
 s.



First impressions count for a lot
 ,
 so make them as good as
 y
 ou can. I
 f yo
 u
 feel
 n
 ervo
 u
 s,
 remember that the interviewer may feel nervous too
 ,
 after all sh
 e o
 r h
 e
 i
 s a
 hum
 a
 n b
 eing
 just as you are. The important thing is not to let your nerves get th
 e
 b
 e
 tt
 er of yo
 u
 . Try
 t
 o
 keep calm and answer all questions put to you a
 s
 well a
 s y
 ou are abl
 e.
 S
 o
 und
 i
 n
 tereste
 d in what the interviewer is saying and try to contribute enough in
 forma
 ti
 on for
 h
 i
 m
 or her
 to see that you would be
 s
 uitable for the po
 s
 ition on off
 e
 r
 .
 Wh
 e
 n
 yo
 u
 are aske
 d
 if you
 have an
 y
 questions
 ,
 make sure
 y
 ou can think of something to ask - i
 t s
 h
 ows yo
 u h
 ave been
 listening
 .



When the interview is over
 ,
 remember to thank the interviewer
 fo
 r his or h
 e
 r tim
 e
 . Usually a successful applicant for a job is notified f
 a
 irl
 y
 qui
 c
 kly, eith
 e
 r by l
 e
 tt
 e
 r
 o
 r



telephone
 ;
 you could even be told straight awa
 y.



Good luck at interviews and in finding your dream job
 -
 or at least as near
 a
 s you
 ca
 n
 ge
 t to it!









Task 9



SECURITY



Visitors Book



All guests must sign the Visitors Book on arrival, stating their name, address, and date an
 d
 time of arrival
 .
 When checking out of the Hotel, the date and time of depart
 u
 re shou
 ld
 be inserted.



Valuables The Hotel accepts no responsibility for valuables left in rooms
 .
 A safe is available for guests
 '
 use and no charge is made for this service. Please ask at
 R
 eception for
 d
 etails. Theft



I
 n
 the unlikely event that a guest notices any item missing from his or her room, this should be reported immediately, either to Reception or to
 th
 e Hotel Manager
 .



Main Entrance Closure



The Hotel's Main Entrance and Reception wil
 l
 be closed f
 r
 om midnight to 0
 7
 00
 h
 rs each night for reasons of security
 .
 Guests requiring access during these times shoul
 d
 ring the bell at the Main Entrance and inform the Night Porter of their name and room number
 .
 As long as he is satisfied
 ,
 access will be granted.



General Awareness



Guests should, at all times, look after their property and not leave bags and cases lying around in Reception or corridors. They shou
 l
 d also immediately report any suspicious packages they see to Reception or a member of staff. Any perso
 n
 suspected of theft will be questioned by the Manager and, if necessary, referred to the Police.









Task 10



REPORT ON VISIT TO THE GEORGE HOTEL



I recently visited the George Hotel with the main aim of finding ways to improve our reception area. This was the first time I had been to the George since the opening of their new reception area in 2000.



My first impression was of a bright and welcoming entrance hall and reception desk
 ,
 with elegant and comfortable furniture. The actual reception desk was much larger than ours
 ,
 and housed many leaflets of local interest, as well as full information on all aspects of the hotel! There were two rece
 p
 tionists on duty and they both wore smart uniforms - much more
 u
 p
 -
 to-date than our own.



Specific points of operation were as follows:



Guests are gree
 t
 ed at the door by a porter who introduces himself and then escorts them to the reception desk.



The rece
 p
 tio
 n
 is
 t
 books the g
 u
 ests in and gives them some verbal information on the facilities of
 th
 e
 h
 ote
 l
 .
 She then makes sure they have the opportunity to collect the relevant l
 i
 tera
 tur
 e from the reception desk.



A porter esco
 r
 ts
 t
 he guests to their room.



Arra
 n
 ge
 m
 e
 nt
 s
 f
 or paper delivery, alarm calls etc, are made afterwards when either one of the po
 r
 te
 r
 s or a
 r
 eceptio
 n
 is
 t
 visits the guests personally in their room approximately one hour af
 t
 er ar
 r
 iva
 l
 and checks
 t
 hat everything is in order
 .
 At that time any special requests can be
 n
 o
 t
 e
 d
 .
 O
 bvio
 u
 sly, in addition, room service and te
 l
 ephone contact is available twenty-fo
 u
 r
 hour
 s a day.



A tab
 l
 e
 h
 as
 b
 ee
 n
 prepared showing differences between our two hotels. I feel that certain of
 t
 heir po
 l
 icie
 s
 s
 h
 o
 u
 ld
 b
 e implemented at The Fortune when we make our changes next year
 .
 A
 n
 o
 th
 e
 r
 visit nearer
 t
 he time could decide specific ways to make improvements.










PART 3 - REFERENCE GUIDE








Important Symbols and General Rules



Capital le
 tt
 ers



When a group of letters or words are in capitals it is best to use the Caps Lock key. U
 s
 ually a light will show that it is switched on. For single capital letters, one of t
 h
 e shift keys should be used.



There are a number of rules for the use of capital letters at the beginning of a wor
 d
 :



•
 
 Always start a sentence with a capital letter  



•
 
 Always use a capital for the word
 '
 I' when talking about yo
 u
 rself  



•
 
 Use a capital at the start of direct speech  



•
 
 Use initial capitals for names of people, places and proper nouns  



•
 
 Use initial capitals for titles of books, films etc  



•
 
 Use capitals for days of the week and months of the year, b
 u
 t not for seasons.  Look at the following
 :
  



The name of the company was WILLIAM BLACKMAN ASS
 O
 CIATES. Add FOUR eggs and FOUR teaspoons of mi
 l
 k to t
 h
 e mixture. The latest book by Alison Stuart is called 'The Driver'. I am going to Spain in July
 .
 I love sitting in the sun.







Hyphens and das
 hes 



The same key is used for both functions.  



The hyphen comes between two words, eg, sky-scra
 p
 er
 ,
 or instea
 d
 of
 th
 e word
 '
 to', eg
 ,
 18- 20 High Street. It does not have a space either side of it.  



The dash is used if a breath or a pause is taken. It is often use
 d
 i
 n
 stead of brackets or a comma. It always has a space on either side.  



Look at the following:  



The re-covering of the chairs was really necessary. From 18-20 January we expect to be in Kings Street. I
 f
 I have to go - as i
 s
 possible - I will ring you. Th
 e s
 how - the only one this month - was very good.  







Exclamation mark



As its name suggests
 ,
 this mark indicates an exclamation and it should be used very sparingly. Its general use is to inject humor or emphasis into a sentence or paragraph.



Look at the following: What a silly girl you are! Fancy falling over in the playground
 .



Bravo! You have really done so very well
 .



Question mark



A question mark is shown at the end of a sentence which asks a question. It can also be used in business correspondence to show a query on a date or time etc.



Look at the following:



Why are you going now? Can I go to the house with you? Can you see her? Is she in the top row or at the back? The letter is due to arrive by ? February at the latest.



Round brackets



When using brackets in a sentence, make sure the sentence still makes sense if the brackets are removed. Generally speaking, the words in the brackets should add some extra explanation to the sentence. Do not use a capital letter for the first word in the bracket, unless for a particular reason. Similarly, a full stop is not needed at the end of the bracketed words.



Look at the following:



Entries (preferably on a postcard) to be sent to us by tomorrow. Rachel King (the new committee member) will address the meeting.



Square bra
 c
 kets



These are rarely used. Their only real use is to show an addition to a direct quotation:



Look at the following:



Mr Brown said in his report: 'I am so sorry about the lack of pay rise this year, but 1hope that you [the employees] will understand the situation
 .
 '



Quotation
 ma
 r
 ks
  
 These are used for quotations or direct speech. Either single or double can be
 u
 sed according to preference.



Try the following:



"My project for the year is 'The Rain Storm'," said Tom. 'I hope you will be able to see our new play "Rafters"
 ,
 ' said Mary.



Apostrophes



This is the same symbol as the single quotation mark.



An apostrophe is used for two reasons:



•
 
 1) To show possession. 



The eat's owner lives up the road. (the owner of
 t
 he cat) 



The plural is shown in two ways: 



The ladies
 '
 shoes were made of leather
 .
 (s' apostrophe as 'la
 d
 ies' e
 n
 ds in s)



The children's shoes were all over the room
 .
 (apostrophe
 +
 s beca
 u
 se the Subject
 , '
 children
 '
 does not end in s
 )
  



•
 
 2) To show omission. 



An apostrophe can be used to shorten words an
 d
 is placed a
 t
 t
 h
 e point where



The letters are missing, eg, don't, won't, I've, it's, you're
 .
  



Look at the following:



Susan
 '
 s friend was Hilda. Hilda
 '
 s mum knew Susan's mum. Your shoes are the smartest I've seen. They're so cool
 . 
 The dog hurt its paw. It
 '
 s a good thing you were there. Th
 e
 ch
 i
 ldr
 e
 n
 's
 hom
 e
 work is hard. The
 y'v
 e got lots to do
 .



Oblique, solidus or slash



T
 his
 i
 s used in references or to show option
 s
 .



Look at the following:



I ha
 v
 e the reference to MCD/645 when I typed the letter
 .
 I
 /
 w
 e
 are hoping to show m
 y/
 our pictures at the gallery
 .



Ampersand or &



This should only be used in company names
 ,
 in accepted abbreviation
 s, or i
 n t
 a
 b
 les
 wh
 ere
 space is at
 a
 premium.



Look at the following:



Smit
 h
 &
 Jones
 ,
 together with Brookers
 &
 Son
 ,
 came tod
 ay
 .



E
 &
 OE
 ,
 if on forms means Errors and Omissions E
 x
 c
 e
 pt
 e
 d.














More General Rules



Numbers



Generally speaking, and unless given specific instructions, numbers can be expressed in either figures or words, so long as consistency is maintained within a document
 .
 I
 n
 newspapers, figures are usually used up to 10 and then words above 10. This is also acceptable.



Sums of money within continuous text



Pounds and pence have a decimal point (full stop) separating them, eg, 6.50. Always take the pence figure to two decimal places and never type  and p in one sum. If only pence are involved they can be expressed as SOpor 50 pence. If only pounds are involved there is no need to take the figures to two decimal places, eg, 12, 14.



Measurements and weights



When typing metric measurements or weights, leave one space after the figures before the unit of measurement
 .
 Abbreviations are acceptable. You do not need to add an's
 '
 for a plural
 .



Examples of metric measurements and weights: 16 mm
 ,
 18 cm
 ,
 10 kg. 



Feet and inches can be written in one of the two following ways: 6' x 4" (using the single and double quotation marks with no space after figures) or 6 ft x 4 in (leaving one space after the figures) 



Note: and 'x' can be used for
 '
 by
 '
 , eg, 5' x 24".



Temperature



Metric temperature is expressed as degrees Celsiu
 s
 CC).



Examples of temperatures: 26
 
 C
 ,
 14
 
 - a space is left after the figures if C follows the degree sign
 ,
 but no space is left if it does not
 .



Date



Normally type the date as day
 ,
 month and year with no punctuation in betw
 ee
 n
 :
 13 September 2003.



TWELVE AND TWENTY-FOUR HOUR CLOCK - When typing th
 e
 twelve hour
 c
 lock
 ,
 am or pm should be inserted one space after the figures and
 a
 full
 s
 top should be placed between the hours and the minutes
 ,
 eg
 ,
 9
 .
 30 am
 ,
 3.00 pm
 .
 With th
 e
 twent
 y-
 four hour
 c
 lock
 ,
 no full stop or space is inserted in the figures and the times are followed b
 y
 hrs or hours
 .
 There should always be four figures showing the hour
 s
 and the minute
 s,
 eg
 ,
 0930 hr
 s,
 1500 hrs.







Line Spacing







When using a word processing program it is possible to change the line spacing according to the kind of typewritten work you are producing. There are three main types of line spacing:



Single line spacing



Single line spacing is used for most typing.



This paragraph is typed in single line spacing. This means that each line starts immediately under the one before with only a minimum of space in between.



Double line spacing



Double line spacing is used for draft documents so that corrections can be made. It is also used to display work more effectively. This paragraph is typed in double line spacing. This means leaving one clear line of space between every line of typing. 



One and a half line spacing



This paragraph has been typed in one and a half line spacing. This means leaving half a line of space between each line of typing. Like double line spacing it is useful for display purposes.







Fonts







There are many different types of font available when using a modern word processing program. The word font actua
 ll
 y means typeface
 .
 Examples of fonts are Times New Roman
 ,
 which is known as a
 '
 se
 ri
 f
 '
 font (with tails or fancy bits on the l
 e
 tters)
 ,
 and A
 ri
 al which is known as a
 '
 sans serif
 '
 font (without tails). Each font comes in dif
 f
 er
 e
 nt
 s
 i
 zes
 called
 '
 point sizes
 '
 and Times New Roman 12 will not look the sam
 e
 a
 s
 Ar
 i
 a
 l
 12 b
 e
 c
 a
 u
 se
 th
 e
 font types are
 d
 ifferent to begin with
 .



W
 i
 th most fonts yo
 u
 will see that each letter takes up a different amount
 o
 f
 s
 p
 a
 c
 e
 . Th
 is
 i
 s
 called propor
 t
 io
 n
 al spacing, eg
 , '
 m
 '
 takes
 u
 p less space than
 '
 i
 '.
 For touch t
 y
 p
 i
 n
 g
 practice it is bes
 t t
 o
 u
 se a fixed font such as Co
 u
 rier New, where each lette
 r
 tak
 es
 up th
 e
 same amount of s
 p
 a
 c
 e. Use Co
 u
 rier New 12 for the drills and then e
 a
 ch lin
 e s
 hould
 f
 ini
 s
 h at the same p
 l
 ace.



Examples
 :



This is Times New Roman with a point size of 12



T
 h
 i
 s
 is
 A
 r
 ial with a
 p
 oint s
 i
 ze o
 f 12 



T
 his is Courier New
 with
 a
 point size of 12.



Margins







It is
 u
 sual to have 2
 .
 5 cm or 1" all round a document
 . Most word processing programs
 will set this automatica
 l
 ly for you
 .













Manuscript Correction Signs
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Abbreviations and their Correct Spellings









	

a
 cc
 om accomm
 o
 dation






	

a/
 c(s
 ) account(
 s
 )






	

advert(
 s)
 advert
 s
 ement(s)






	

a
 ppr
 ox
 appro
 xima
 t
 e
 ly






	

a
 ppt(
 s
 ) appointm
 e
 nt(
 s
 )






	

asa
 p as soon as po
 s
 sible






	

bn been






	

b
 u
 s
 busine
 ss






	

c
 at
 (s)
 catalogue(
 s)






	

c
 ol
 s)
 company(ie
 s
 )






	

c
 tt
 e
 e(
 s
 ) committee(s)






	

dr dear






	

d
 e
 f
 definitely






	

dept(
 s
 ) department(s)






	

dev develop






	

exam examination






	

ffly faithfully






	

f/
 t full-tim
 e






	

hr(
 s
 ) hour(
 s
 )






	

immed immediately






	

info information






	

mfr(
 s)
 manufacturer(
 s
 )






	

mi
 sc
 m
 is
 cellaneous






	

mth month






	

necy necessary






	

org organisation






	

p/t
 part-time






	

po
 ss
 possible






	

prob probably






	

rec'd received






	

ref(s) reference(
 s
 )






	

r
 esp respon
 s
 ible






	

s
 in
 c s
 incerel
 y






	

s
 h
 s
 hall






	

s
 hd should






	

temp temporary






	

thro through






	

w w
 i
 th






	

wd would






	

wh which






	

wl will






	

y
 r
 (
 s
 ) y
 o
 ur(
 s
 ) y
 e
 ar(
 s
 )




















Putting Together Sentences and Paragraphs







Almost all typing involves the use of sentences, paragraphs and headings. It is therefore important to know something about the construction of sentences and paragraphs and how to display them along with their headings.



Sentences



According to The Oxford Guide to the English Language, a sentence is 'a set of words making a single complete statement'. To put it another way, a sentence must make sense and i
 t
 must have a subject and a predicate
 .



• The subject is the person or thing being discussed in the sentence. It is normally a noun (a name of a person or thing, eg, Sarah, John), or a pronoun (a word used instead of a noun, eg, he, she).



• The predicate says something about the subject and it must contain a verb (a doing word
 ,
 eg, speaks, ran).



Example of a sentence:
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Sentences can be short or long, but never make them longer than necessary. Long sentences can be used in descriptive work. Short sentences are better for giving emphasis or a sense of urgency. Try to keep just one item in each sentence otherwise the meaning becomes clouded
 .



Paragraphs



A paragraph is one or more sentences grouped around a central theme or subject. When that theme or subject changes, a new paragraph should begin. Every paragraph should have one sentence which describes the theme or subject for that whole paragraph.



Like sentences, paragraphs can vary greatly in length, but generally speaking they should not be too long or else the effect of the meaning is weakened
 .



Different kinds of paragraphs



Blocked



A blocked paragraph means that every line starts at the set left hand margin as in this example.



In common with all paragraphs an extra line of space should be left between them. This blocked method is quick to type and neat in appearance.



Indented



This is the indented style where the first line of each paragraph begins approximately half an inch (1
 .
 25 cm) in from the left margin. These are rarely used nowadays
 .



Hanging



This type of paragraph is even more rare
 ,
 but it does sometimes appear in examin
 a
 tions.



This is a hanging paragraph and
 ,
 as you will see
 ,
 the first line starts to th
 e
 left of the rest of the paragraph.



Numbered and lettered paragraphs



1 This is a numbered paragraph. The number can be set
 '
 inside' the paragraph like this.



2 This is also a numbered paragraph, but with the number left 'outside
 '
 as in this example.



a This is a lettered paragraph and it can be used in either of the above ways
 ,
 although 'outside' tends to be clearer
 .



(b) This is yet another lettered paragraph with the letter typed inside brackets
 .



Note
 :
 When typing in single line spacing, one clear line should be left b
 e
 tw
 e
 en paragraphs (2 x return)
 .
 The same applies to double line spacing (2
 x
 return
 ).







H
 e
 adings



Blocked or shou
 ld
 er
 head
 i
 ngs



These are the most common headings in use today. They usually accompany blocked paragraph
 s
 .
 The heading is typed at the left margin and then at least one line of space is left before typing the text
 .
 Headings can be typed in closed capitals, s
 p
 aced ca
 p
 itals
 ,
 or initi
 a
 l c
 a
 pit
 a
 l
 s.
 With spa
 ce
 d capital
 s,
 leave one space between each letter and three spaces betw
 e
 en
 ea
 ch word
 .



Cente
 red
 h
 e
 a
 d
 ing
  
 T
 h
 is
 he
 a
 ding
 ,
 as you w
 i
 ll
 s
 ee
 ,
 appe
 a
 r
 s
 in the center of the typing line
 .



Paragraph headin
 g
 With
 t
 hi
 s
 t
 y
 pe of heading
 ,
 the heading is typed first, then three
 s
 paces
 a
 r
 e
 l
 e
 ft
 a
 nd
 t
 h
 e
 text
 i
 s ty
 p
 e
 d on the s
 a
 me line. As in this example
 ,
 emphasize the heading
 i
 n
 s
 om
 e
 w
 ay
 ,
 usi
 n
 g i
 ta
 l
 ic
 s
 ,
 und
 e
 rline
 ,
 bold or capital letters.













	

Side or marginal heading







	

T
 hi
 s
 t
 y
 p
 e
 of heading is often used for min
 u
 tes of meetings or
 a C
 urriculum Vitae
 ,
 where the head
 i
 ngs are set down the left hand
 s
 id
 e
 of the page
 ,
 with at least two spaces after the longest line befor
 e
 the text begins
 .
























The Business Letter







The business letter is a very important form of communication
 .
 It should be:



•
 
 Well presented  



•
 
 Brief and to the point  



•
 
 Accurate  



•
 
 Easy to read and understand.  







Planning a lette
 r
  



As with all forms of written communication, decide first on the purpose of your letter and what you want to achieve. Then make a list of the points to be covered
 .
  



Your letter should contain an opening paragraph which sets the scene for the rest of the letter. The main points to be covered should be sub-divided into further paragraphs. The final paragraph normally contains a summing up of the contents and any recommendations. Do not make your sentences or paragraphs too long
 .
  



Most letters are produced with what is known as th
 e
 fully blocked layou
 t
 and usin
 g
 open punctuation
 .
 This means all the typing starts at the left of the page and there is no punctuation except in the main body of the letter.  













The parts of a business letter



1 Thecompany printed heading
 .
  



2 References. Only insert a 'Your Ref' if previous correspondence from the recipient shows a reference. 'Our Ref' is usually the initials of the sender and of the typist, plus a file number if appropriate
 .
  



3 The date
 .
 All letters must be dated
 .
  



4 Anyspecial message. 'For the Attention of', 'Confidential' etc
 .
  



5 Name and address of the person the letter is going to. Use a separate line for the postcode and put the post town in capitals. (For foreign addresses put the
 .
 country in capitals
 .
 )
  



6 The salutation or greeting. Use a personal name if possible rather than Dear Sir/Madam
 .
  



7 The subje
 c
 t heading
 .
  



8 Main body of letter, subdivided into paragraphs
 .
  



9 Complimentary close
 .
 Use
 '
 Yours faithfully' if letter starts 'Dear Sir/Madam' and
 '
 Yours sincerely
 '
 if letter starts
 '
 Dear Mr Bloggs
 '
 .
  



10 The name of the company can, if required, be shown after the complimentary close
 .



11 The name of the sender and his/her designation (position).



12 The enclosure mark. This indicates that something has been enclosed with the letter
 .
 Sometimes you will see 'att' for attached. This means much the same.













1 COMPANY HEADED PAPER



2 Your ref CWJ/ABD



Our ref PJD/PS



@



3 2 July 20--



@



4 URGENT



@



5 MrsA Boyd 



23 Sheland Street 



CENTRETOWN 



Norfolk 



NR5490J



@



6 Dear Mrs Boyd



@



7 CHRISTMAS PROMOTION



@
  



You may remember that we wrote to you in March asking for your expected requirements this year
 .
 You kindly sent us an estimated figure but asked us to contact you again later on.



8 We are now preparing our Christmas programme and enclose a copy for your perusal
 .
 You will see that TEDDY BEAR FLASHING LIGHTS are a new addition to our usual range and we are sure that at 10
 .
 99 a set they will prove to be a real winner
 .



@ 



If you would like further information on any of the products contained in the programme, our representative will gladly call on you. Otherwise we look forward to receiving your order by post or fax by the end of July.



@



9  Yours Sincerely



10 DASERS ENTERTAINMENT LTD



@



@



@



@



11 Phillip J Dean



SALES DIRECTOR



@



12 enc



















Note
 :
 @
 =
 1 clear line space













Memos







Lik
 e
 a letter
 ,
 a memo is a form of written comm
 u
 nication. Un
 l
 ike a let
 t
 er
 ,
 h
 owever
 ,
 it usually stays wit
 h
 in an organisation a
 n
 d passes from one depar
 t
 me
 nt
 to another as internal correspondence. Most com
 p
 anies have t
 h
 eir own
 h
 eade
 d m
 e
 m
 o paper
 .
 An example of a memo is shown below
 :
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Points to r
 emember when typing a memo



•
 
 The contents of a memo are usual
 l
 y
 mu
 ch
 l
 ess forma
 l
 than in a b
 us
 i
 n
 ess
 l
 etter because  the people normally know each other.  



•
 
 There is no address as there is on a business letter as the memo is usually internal.  



•
 
 The main body of the memo should be typed in single line spacing.  



•
 
 If an
 e
 nclosur
 e
 or attachment is mentioned
 ,
 t
 y
 pe
 '
 en
 c'
 as in a
 bu
 siness l
 e
 tt
 e
 r. L
 e
 a
 ve a fe
 w lin
 es
 o
 f s
 p
 a
 c
 e
 b
 efo
 r
 e
 t
 y
 ping this to allow for someone to initial the memo befor
 e i
 t
 is se
 nt
 o
 ut
 .
  



Emails







•
 
 The sending of daily email
 s
 is now a very important part of th
 e
 li
 ves
 of a good prop
 o
 r
 tio
 n of the population. Email stands for
 '
 electronic mail
 '
 . When
 y
 ou send an email
 yo
 u
 are
 communicating with other
 s
 via your telephone line and compu
 t
 er
 .



•
 
 When
 y
 ou go
 '
 on-line
 ' y
 ou ar
 e
 given an email address th
 a
 t u
 s
 uall
 y s
 t
 a
 rt
 s
 with
 yo
 u
 r c
 h
 oice
 of name followed by a
 n
 @
 sign and the address of your Intern
 e
 t S
 e
 r
 v
 ic
 e
 Pr
 ovi
 d
 e
 r
 .







Points to remember when sending an email







•
 
 Make sure it is really necessary
 .
 There are too man
 y e
 m
 ai
 l
 s se
 nt
 jus
 t
 as a way of
 passing time
 .



•
 
 Take time to word your em
 a
 il car
 e
 fully
 .
 Rememb
 e
 r th
 at it is a for
 m
 of written
 communication and could be interpreted in the wron
 g way
 .



•
 
 Do not use bad language
 .
 It i
 s
 discourteous
 .



•
 
 Do not send an email cont
 a
 ining confid
 e
 ntial inf
 or
 m
 ation
 .
 It is too risky an
 d
 ma
 y
 be
 read by the wrong person
 .



•
 
 Keep your email brief
 a
 nd to the point
 . 



•
 
 R
 emember that you can send
 '
 attachments
 '
 or oth
 e
 r
 f
 i
 le
 s w
 i
 th your email
 s.









Reports











A report is intended to pass information from a person who has collected it to a person who has asked for this information. Reports in some shape or form are very common in business life. They can cover many subjects and they can be very simple as well as very complex.







Planning a report



Before compiling any report, certain questions should be asked:



•
 
 What is the purpose of the report?  



•
 
 Who is going to read it?  



•
 
 How will you obtain the necessary information?  



•
 
 How will you present the report?  



Once you have the answers to these questions clear in your mind you are ready to start preparing your report. 







Typical structure of a repor
 t
  



Most reports will contain the following:



•
 
 The title.  



•
 
 The introduction - stating what the report is about.  



•
 
 The main body - where all the relevant information is set out and sub
 -
 divided into paragraphs as necessary. Make sure you proceed in a logical way, leading the reader on from one point to the next.  



•
 
 The conclusion and any recommendations - giving definite reasons for both.  



•
 
 Acknowledgements - if someone has helped you with your report, then it is polite to mention their name at the end. Similarly, if you have used material from books or newspapers, you should list your sources.  



•
 
 Appendices - for any additional information.







C
 o
 m
 p
 iling
 a report
 step-by-
 ste
 p 



Make sure you know the purpose of the report
 .



Decide what the report should aim to achieve.



Gather together all the relevant information
 .



Sort the information into logical order
 .



Prepare a first draft of the report.



Read and amend w
 h
 ere appropriate.



Prepare a final copy of the report
 .



Circulate the report as necessary.



There are many different ways of presenting a report. The example on the next page shows a simple presentation.
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A vexed taxi man viewed the jam with extreme impatience.
The extra climb gave a better view over the next valley.
The exit was hidden from the view of the old van driver.
The fox jumped over the exit box and captured the voles.
It was a police hoax and the vice teams were very vexed.

Victoria views paying road taxes with very vivid hatred.
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Jo at the zoo asked quite odd questions about the zebra.
The lady gazed at the buzzing bee down by the boat quay.
He quit the jobs because he was a lazy and quiet worker.
In order to coax Xavier to eat he devised a quaint plan.
In the lazy, hazy days of summer it is quite often warm.

The buzzy bee zoomed around the lazy queen as she cried.
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The policeman pushed his cycle by the tall church clock.
Appropriate care must be taken when photocopying papers.
The prim and proper nanny pushed the pram down the path.
Take care of the cash. Call David and pay him a portion.
Pull the pump up carefully and the water will spurt out.

The cart crashed past as it caught the edge of the path.
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The main meal of the day was boiled beef and mushy peas.
My mum mended the sagging hems. It was most kind of her.
The wind gusted, and the mast blew around the main roof.
We must make our dinner more interesting and nourishing.
I must shut the toilet door and remember to use the key.
My older brother kindly mended my new motor bike for me.
The cart crashed past as it caught the edge of the path.
Pull the pump up carefully and the water will spurt out.
Take care of the cash. Call David and pay him a portion.
The prim and proper nanny pushed the pram down the path.
Appropriate care must be taken when photocopying papers.

The policeman pushed his cycle by the tall church clock.
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Wash the wig, so that she will want to look at it again.

We won the s

iny toy, yet we did not win the tin shield.
What was the lad doing, whistling at those wagging dogs.
We will wait while the lady talks to the tall, weak lad.
We talked, we walked, we went in to tea, then we waited.
Ask the lady who was at the Dog Show to talk to the lad.
Billy had been rolling on the floor; he was boiling hot.
The bear reeked of beef stew so we beat a hasty retreat.
We had been riding the bikes all week and we were tired.
The bread baked in the kiln tasted better than the rest.
The bread and rolls in the store had been there all day.

There were lots of boys in the band and they enjoyed it.
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My older brother kindly mended my new motor bike for me.
I must shut the toilet door and remember to use the key.
We must make our dinner more interesting and nourishing.
The wind gusted, and the mast blew around the main roof.
My mum mended the sagging hems. It was most kind of her.

The main meal of the day was roast beef and baked beans.
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Some men made a magnificent machine from metal.
No new newspapers need to be sent to Ned today.
Clive opted to organise the food on the outing.
Please pack the pots into paper packs promptly.
Queenie requested varied questions in the quiz.
Ronald ran a race to raise revenue for charity.
Show us some sea shells and shiny silver stars.
The toy teddy was fixed to the top of the tree.
The undergraduate undertook to shut up the box.
Very enviable views were seen from the village.
We got wet when we went walking near the woods.
The extra anxious taxi man was extremely vexed.
They say they should pay for the toy by cheque.

A bee buzzed lazily as it zoomed round the zoo.
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Victoria views paying road taxes with very vivid hatred.
It was a police hoax and the vice teams were very vexed.
The fox jumped over the exit box and captured the voles.
The exit was hidden from the view of the old van driver.
The extra climb gave a better view over the next valley
A vexed taxi man viewed the jam with extreme impatience.
The buzzy bee zoomed around the lazy queen as she cried.
In the lazy, hazy days of summer it is quite often warm.
In order to coax Xavier to eat he devised a quaint plan.
He quit the jobs because he was a lazy and quiet worker.
The lady gazed at the buzzing bee down by the boat quay.

Jo at the zoo asked quite odd questions about the zebra.
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A An old man had a fall and banged his head hard.

B Buy a ball for Beth and bring it back in a bag.

the computer company to cancel collection.
D Did I decorate the dining room during December.
E Every evening after tea he went to see Georgie.
F Fill a fat frog with food from the first floor.
G Get a good grip on the gate, and drag it along.
H Have a happy holiday at Hastings Hall in March.
I I will £ill it with a lining first to insulate
J Just ask Jane to judge the jitterbug and tango.
K The kind king gave back a kettle to the tinker.

L Linda lost her silver locket at Looe last year.
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a lad did lie; a lass is dea

feed a seal; feed a deaf lad;
feed a seal leeks; seek a lead; feed jill a leak; feel sad;
ask a deed; a sill leaks; jill falls ill; jaffa kisses jill

£ill a seed field; ask less if jill is sad; all lasses fall
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asdf Jk1; asdf jkl; asdf jkl; asdf jkl; asdf jkl; asdf jkl;
tidk sla; fjdk sla; fidk sla; fidk sla; fidk sla; fidk sla
71kj fdsa ;1kj fdsa ;lkj fdsa ;lkj fdsa ;1kj fdsa ;lkj fdsa
asdf jk1; asdf jkl; asdf jkl; asdf jkl; asdf jkl; asdf jki;
all; falls fad; dad; fall sad; fads dads ask; fad all; dad,
alas ask dads fads lass lad; sad; dad; fad; falls fall all;
a jaffa asks a lad; a lad asks; all lads ask; all dads ask
alas a dad falls; all lads; ask dad; a jaffa fad; a sad lad
all dads ask alas; a jaffa fad; dad asks a lass; ask a lad

all lads ask; a lass asks; a jaffa asks a lass; a jaffa fad
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Ask; See; Don; Fog; Gas; Had; Jag; Keg; Leg; Nag; All; Sag;
tag; tog; tin; ton; tan; ten; tea; tie; toll tall till tell
That Kill Fill Sell Till Hill Gill Doll Noel Tent Hide Tide
Lilt Hilt Silt Tilt Kilt Gilt Talk Gate Hate Fate Late Date
I said I hated the doll and that I felt it had a tin leg;
She talked of Noel and said she asked if he hated jogging
Ask to see Don and see if he sells gates; tents and dolls
I said I felt fine and that I jogged in a field at night;
He let his dog loose in the field and he fished in a lake

The fog had filled the field and I fell on a sagging log;
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jed dosed on a log; he soon had no dog; he had gone inside;

the lad and his dog had gone jogging in a field and he fell
he had a fine nose; she had gone insane; she had a fine fig
she had a fine salad and half of a fish; she soon had none:
fog had soon hidden all signs of a field; he fell on a log;
a lad had a fine dog; he held his lead; he jogged in a lane
The fog had filled the field and I fell on a sagging log;
He let his dog loose in the field and he fished in a lake
I said I felt fine and that I jogged in a field at night;
Ask to see Don and see if he sells gates; tents and dolls
She talked of Noel and said she asked if he hated jogging

I said I hated the doll and that I felt it had a tin leg;





OEBPS/Image00033.jpg
o

Eve

m

i

o ()






OEBPS/Image00008.jpg
fill a seed field; ask less if jill is sad; all lasses fall

ask a deed; a sill leaks; jill falls ill; jaffa kisses jill
feed a seal leeks; seek a lead; feed jill a leek; feel sad,

a lad did lie; a lass is dead; feed a seal; feed a deaf lad
a sad seal did fall; dad filled a field; a sill leaks alas

dad kisses jill; feed a lad; feed a lass; feed all; see all
i sigh like jill; jed has a high hall; see jaffa as he jigs
3ill digs a field; jill likes a hike; a gas leak kills all

i like a fig; half a heel has held; jill has a gash; i hike
he held a jaffa as he fell; add a high gas; dig a fig field
a lass sighed; see a high hill; has he held a seal; i asked

he liked a jig; she liked a jig; all liked a jig: see a jig
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lol; olo; lol; olo; lol; olo; lol; olo; lol; olo; lol; olo;
jnj; njn; Inj; nin; Inj; njn; Inj; nin; jnj; njn; Inj; nin;
dog; hog; fog; log; nog; jog; goon soon loon noon lose hose
nose dose none gone lone line fine dine sign nine lane sane
a lad had a fine dog; he held his lead; he jogged in a lane
fog had soon hidden all signs of a field; he fell on a log:
she had a fine salad and half of a fish; she soon had none;
he had a fine nose; she had gone insane; she had a fine fig
sad lad and his dog had gone jogging in a field and he fell

jed dosed on a log; he soon had no dog; he had gone inside;
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3 duds 33
7 jugs 77
4 figs 44

8 kits 88

dots 3 dons 33 dogs 3 duds 33 dots 3 dons
jars 7 jams 77 jigs 7 jugs 77 jars 7 jams
feet 4 fees 44 fans 4 figs 44 feet 4 fees

keys 8 kids 88 kegs 8 kits 88 keys 8 kids

This job lot was: 11 woollen suits, 1 blouse and 11

2 saws 22
6 jays 66
5 fins 55
9 logs 99

20 pages;

sons 2 suns 22 sets 2 saws 22 sons 2 suns
jobs 6 jets 66 jabs 6 jays 66 jobs 6 jets
fibs 5 fags 55 firs 5 fins 55 fibs 5 fags

lads 9 lots 99 laws 9 logs 99 lads 9 lots

33 dogs
77 jigs
44 fans
88 kegs
collars
22 sets
66 jabs
55 firs

99 laws

30 pills; 40 papers 20 pages; 30 pills; 40 papers

The man caught 26 pike, 15 roach, 36 tiddlers and 2 plaice.

Jane got 16 marks in geography and just 14 marks in French,
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fof; gfg; fgf; gfg; fgf; gfg; fgf; gfg; fgf; gfg; fgf; gfg;
3h3; hih; 3hi; hihi 3h3: h3h; 3hi; hih; 3h3; h3hs 3hii hih;
gas; has; gale hale gash hash gill hill gall hall geld held
high sigh hike like jig; dig; fig; gig; half heel lash dash
he liked a jig; she liked a jig; all liked a jig; see a jig
a lass sighed; see a high hill; has he held a seal; i asked
he held a jaffa as he fell; add a high gas; dig a fig field
i like a fig; half a heel has held; jill has a gash; i hike
jill digs a field; jill likes a hike; a gas leak kills all;

i sigh like jill; jed has a high hall; see jaffa as he jigs
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There were 3 dogs, 33 cats, and 330 hamsters at the park.
I saw 7 people on Monday, 77 on Tuesday, and 7 yesterday.
Weigh out 4 oz of flour, 4 oz of sugar, and add the eggs.
At 8 o' clock I went out to see the 88 horses at the show.
I had 1 suit, 1 pair of trousers, 1 skirt and 11 jumpers.
The 2 of us saw 2 plays at the theatre on the 22nd August.
If you add 6 and 6 and 6 you will find the right answers.
I think 5 is a nice round figure; 5 people and 5 animals.
On the 9th September we went out at 9 pm in 9 cranky cars.
The value is 0, but we really need a value of 100 or 200.
Jane had 239 bars of chocolate, 56 lollies and 76 sweets.

Add 569 to the totals of 890 and then you will have 1459.
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beat bear bead beak bean been beef bell bill bass bees boil
reel reef read reek roll rash rest root roof ride raid reed
There were lots of boys in the band and they enjoyed it.
The bread and rolls in the store had been there all day.
The bread baked in the kiln tasted better than the rest.
We had been riding the bikes all week and we were tired.
The bear reeked of beef stew so we beat a hasty retreat.

Billy had been rolling on the floor; he was boiling hot.
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She felt the fog lift late as she jogged into the field;
He talked of the fate of those dolls; I said I felt fine
She had no sign of the noon fog; The lane had soon gone;
Half of a fish had hidden in the sea; she held his head;
Dad gashed his leg; a lad held a fig; see a jaffa field;
He likes a dig; she likes a dig; all liked a dig; a lass
Slay the nasty hog. Lay it on the shelf in the tool shed
The yolks of the little eggs lay shining in the toy tin.
His eyes said it all. He talked of this feeling of hate.
I said that they yelled in joy at the toys on the shelf.
The lads yelled as they yanked the leg of a little lass.

They all liked seeing the toys shining gaily on a shelf.
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From Alan Carter

To Niice Smith

Date 22 November 20—
Ref AC/ABC

CLOSURE OF SNACK BAR

A memo has been sent to all office staff advising them of the closure of the snack bar from 613
December.

As s00n as you receive the Order Sheets from the various personnel, you should log the requirements.
in'your own book. Send off your order to Plank & Co by 3 December, 5o that there are no ‘hitches’. |
am enclosing a list of products | think you should be including in the order.

Thank you for all your help with these arrangements.

enc.
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1K JKE KL, 4% oKE KL, 0k, oKL ki, Ak, kLKL, SK oKL,
WSW SWS WSW SWS WSW SWS WSW SWS WSW SWS WSW SWS WSW SWS WSk
way, was, wag, wan, wad, wet, wed, won, wok, wow, win, wig,
wall well will west wash wish wind wand when wean week weak
Ask the lady who was at the Dog Show to talk to the lad.
We talked, we walked, we went in to tea, then we waited.
We will wait while the lady talks to the tall, weak lad.
What was the lad doing, whistling at those wagging dogs.
We won the shiny toy, yet we did not win the tin shield.

Wash the wig, so that she will want to look at it again.
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A sad lad as

s a lass; all dads fall alas; a jaffa falls

Dad a

a lad; alas a lass falls; Dad falls sad; a lass
Jill filled a field; Jill feeds a lass; Jill kisses Dad;
A lad killed a lass; a seal leaked alas; feed Dad seeds;
He likes a dig; she likes a dig; all liked a dig; a lass
Dad gashed his leg; a lad held a fig; see a jaffa field;
Half of a fish had hidden in the sea; she held his head;
she had no sign of the noon fog; The land had soon gone;

He talked of the fate of those dolls; I said I felt fine

She felt the fog lift late as she jogged into the field;
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hyn; yhn; nhy; hyn; yhn; nhy; hyn; yhn; nhy; hyn; yhn; nhy;

lo. ol. .10 lo. ol. .lo lo. ol. .lo lo. ol. .lo lo. ol. .lo
Yet. Yes. Yen. Nay. Hay. Gay. Say. lay. Kay. Joy. Toy. Eye.
yell they flay slay yank yoke yolk toys eyes says nays lays
They all liked seeing the toys shining gaily on a shelf.
The lads yelled as they yanked the leg of a little lass.
I said that they yelled in joy at the toys on the shelf.
His eyes said it all. He talked of this feeling of hate.
The yolks of the little eggs lay shining in the toy tin.

slay the nasty hog. Lay it on the shelf in the tool shed
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