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Student Progress Report sy

y

Students Name: Contract No. Date: Lesson/Test No.

CC 1000602X  20.9.64 1

Andrew Slrellon

The fullowing: poles wili help you lu improuve your work furiher:

Flease contlinge b bype vory siuwiy and use your keyboard chart lo guide you to

every key.

FPlease resember thal il s very impurtant that you move only one finger al a
time off aof the home heys. Oniy the finger which is striking a key may move,
ali the vlher fipgers mpust remain exactly in place on Lhe home keys.

Kemember Llhat il is very impor tapl thal you Jo not Llype over incurrect
This Is kpuwn as overtyping and receives very henvy penalties in

characters.
all lypewriting examinations,

I lovk forward lo receiving your pext lessun's work.

¢ s

Kegards, | , f\kp

FLEAGF NOTE: Il is pussible fur you Lo use your elecirunic keyboard. However,
YOU MUST LEAYE ERRORS UNCORRECTED AT THIS STAGE.




Lesson
Two



EE%&MH ﬁﬁﬁﬁiﬁﬁg
EE% Eﬁﬁﬁﬁﬁ&kﬁm
:E*.'Zi“:rﬁfw"“"i"!ﬁi ﬁ

SR T aF o 18 oe e e Tl R U
%% B e S Ry

,I-




L U k = - r|_ ol | i -
.‘_T -i':.: '_I:-::‘l‘ EQ .’aL_ N L‘* 5 “‘ &:_ ::,‘I

Sell INZ. W, we., Y e 'F"il.
4 J.uum. 'l .rj"i-'.ll-h- AFE e Lk
1:3 = Sl A -F:lh'#"—luaﬂ-, ln—l\'ﬂ'
Lhs - of Sasw Akl St by SRR - SO W e gt
A SR R YT -.mr A wireE £ ooBE
ﬁhnr £ e E Mr ?*m .'5.:; Ahnn E_!lr
E LRe 5 isd § e tem &Ml g -0 5 aee glAme Sives
w -arl n Iﬁl‘l =y g w1 s lillﬂ' s l'_r-l [l'i“
W | T 5 A 0] . Y &LL b . nab i E\. i
1l g ng_r:lfh I gl Y |l ...I mn il JRA W =0

B BT gl
=
.

- red rs - F_J.} Folan My 1 Sgily U3 Ewal
el VL ) = l'-h—iﬂlf 'Ja—j,'-"ﬂliu
. ", N ._L." |,_ 1'._|||._ lujj.__Lf,J

1
.E:“M Foze ESAnAE OuFy vy Yo L ZlEeie T T g wAe)
-*r.anm: *u s LR LARNE Y . e 'r_ . *ﬂﬂ
En 0 Aner Trve @ ¥3M Ta u-l!l AL EaN

"Il"'" 1"' | S d baulk Maxd b=l Seec Aa® sl st hab”
I.E'f W CAFE Wil ool calkas i e g @ e ¥ Ay
|laaﬂu I_‘\III.-I,I,H"q L LR N " H'!l‘kﬂl‘!‘-ﬂ

£ 2kl GreSs gonel M0 ETRIS PSSR EVADE pTRAR o
gmmm % 65908 ; m:ﬂhﬂ:'o*'ﬁp"l!nﬁﬁ
SN ETRAE ) TAR g QB WOl Al mORER ACREE e giaaid
] grsa hl FoAEn Vel A hkdn ged B3 Lats
H-'::_Ifl‘-m_l ' ﬁg—.ﬂ-ﬂ* . e rtz:-mil ‘ﬂ-:
bprd G dAE “w)  4rimE Kb Ml gyeet LEew Seeen -.irJ




Hun Cetamy ﬁﬁ fjgi Dap T.-m = ﬂ"ar --ﬁ
}.j%% 'MIlmi Seph luvu “'“‘ *ﬂ'i mﬂf
'

il meitdy & QUETH) Faly por ) i Ay

L B wENy #-ai :‘wmr :I 5 llugr ll'a. tﬂf::
I'-aﬂ.m Mm ..thp; -

uhl-"-'l .d-{'rl i Il."*:ﬁlt fu— wluswi B |I'ﬁ LiEw

asm g Tawl iean 1 and SEES) Came unaE Bt Yeda) i
malp J0gN .'la Smwt ) oousEr sl Teen ledlk e
MESL by iny “,lplw o | mels  pad zZw § LaF JEmis 24w

R 4 s il-i ' 1y prugms 5 5e Il
5-111 &ﬁ: -7 5 lln..i1 I!L:Fli 'l-b_u'g%l
famg Brilie) E:ﬁ: ur-nh Aved HIR¥y UL,

L R -_u‘.: ad LhiEn(:
& AL has W Tovep A - Far 8 & amil ~pg & Flyzy
* -t-lm-:;:‘-r-m tmn:- ir ¢ s Mge e Tlpyy

s " e ARSI fasl oAl RN

B .

W

3
nr—;. R - I L T
F Yomi NAY o R A4S B




1AST Tiaan n--. Sk Luken Toaeh
15"!\ Eiam® i "i)t ‘REEM Bg'ﬂnl!
cast i flrll'l-l‘-i‘!l'rl' Foe Toam: !—m {4 e
fﬂﬂlli(fll: B _..u:; Iu;u Imgt 1ise W !
¥ E'-ld: A4 “_7{340; Ty L ﬁ?&
ﬂmlsl*ul "lese lﬂ”."uull o Coeky P o
2y ErTe AL k) AT aslp SuUE ARy TR
WERG wad @uijay 417 Sding mad gioey Sl soar e advg
TS NN R BESH &0 BAWE (R @i FF SL kg ved Eatw)
o ’ﬂl'lrl'r Ars ESehd SiW APARL SR AEEy GTF PSR ke wrl

AT ATERY OFL NEEST MR APRAY Bin FTER ) 39 ZT40d BrL Nodid)
2P wiamy SR EDMET AN RTRST BOCREET 00 AT st WS Endei

= m ﬁﬂrE p::_ My Limid pR%e 8 g paa l_!fru i mEg mihy
|
Lﬁu BTE R e

F BRIl E SEsSaigiw] 4 eE8 AT
=4 m'ﬁ lll A A e imhm

1

BIpRiar i e e e 2
TRl =i % =g 4 =4
&
L

RALLy Folde Xo 4y A= |0 “T L ;:-u.#;
IR HE T 1‘#--.,-:??-‘ p]]!
L F-.;; _t_il'_'f-': # .'nrn.l 1 rn: U Hal=¢ _.:“‘ "m”-ﬂ :’




e 'ﬂ Ing 233 e
2 “i
3 4R
é.w

5 “ﬁ:
h
T”"
o= 1=
~Er""
: 453 2
I TR X

:i”ﬂ”.i’ﬁ#m :E!-m:i':“‘:iﬁﬁ
CaSERaRtTHE
| f'ﬁﬂ s B
mﬁi s pl el Se i
mﬁﬁﬁﬁﬁﬂﬁﬁﬁ%ﬁﬁ§

#:; mMmuﬂnﬁmem

pi!
*EE ‘
-hr

s iiba
*g@x%
PSS F‘ 1L et BEF A Bl

'r*'*‘lr it—i.'l-ﬂ- (™ O T t'—-
i 4Rl YW E Eeaid v i
mr: -mr"*i “8v r 'H-m 4“ %u.--

o R Y ) R R e

o 533 =-h'kﬁn
TS



P Wk A 106 (O it P e
TS o et St ook U g

ey N g, Hif Y K EA gaitw BNTER alore

FHAT KRR WO TR DR N R RS mn.maﬂ'&
mai:ra-l.h ﬂ't!‘:‘ UL W Epoe dn=Se AYetn Shn

et lraad sicsls 21 ks b frust e i
Fi

" wmY Part % owd i e TEY ST s et

Oliery i ype 1 1urd RIUgre piivEn BiVETe MY
oo a-mi :::ﬂ-:*-a;k: it oo Zm%

SHier woehiy ¥ mibee o wie dbeey Sikige 8'wisy

yum, dt s g Sy Pt e







g i
T
F}igﬁm =
s e %ﬂ&&ﬁ
‘d% "E: @Eﬁ;gﬂn ﬁ .L%-nn?‘" ﬂrﬁ; F
E ﬁ"i} fi-b-:: E%E:. :::JT&?{:JEE;
‘R-Ir-.-m ik #dr— a H{ o
IE; - i.u-' .
EiE

drld 5
il g e e

\

v oY

ﬂﬁh
“
ulmm '



..._rﬁﬁ.m;%%za's

m.: 1nl|..wu'u Werl w 'm? E‘.n 1 = m
2=t @ e { -:r"'l: . i e pﬁrh\E imbk =

J.l...t L:;L ..l ﬁ! h‘- IEl ulx.l u:
= U=l n J s “'IT‘II

:‘ﬂlt:;-:r'”rﬂ 'ha m"m. 'vgf:ﬂ ﬂﬂ -r-lh'm
'r':Ir:ln:lﬁﬂg-“:ﬂH‘llﬁ# mi-“ﬂ

15l culk “The .:_ e -11~.. Sacihcy ¥ 2= -m. -..Hieﬂ
ﬂ‘ =& g ‘!; e :ﬁnlﬂ
e m -r-nu ﬂgﬂ Yoy gupdars be sed el

s Yy b g:am g i
e e 3 I-I-H'-l "EIEHIH pE v ".‘:J.IEF 4

wig g = ! dee ",u :n-..dm ¥ zﬁ;
B 4 i S g
mui E; - -'_I;HH w 23 =liap)




Touch

Typing
Test
Two



== Student Progress Report -



@

Lesson
Three



k Clwy
-
ﬂEm !.v: rley f_:;g.l'u E_: g fom

™ pe -n "-t! LT "'--: % *lew

L
vll

A= BV gt odd ma s alweg

e T hnsl & ;?'.r ‘@

s ] .

%I. ﬂlll;:: 'lml:: :jMI ﬂﬁg :lL! v s 1 13

Ire ﬂ:-;l_l = imih vmate II E ims A
" 3 g Sl |_||1‘.'r' l||l. E-_'I:I o T
h.. L Gdagp 1SATOe (ILDE ERZe Jita 2







el naESake Ladl P VORILG al-..h!r.a
m :x:ﬂﬁn shriineg Eﬂ* ﬂu..,,. ﬂ

Wlll =ws) q‘ud.nl

5 R ;..,..... A
B e e i B e

1 a um A 'a{pn-; -Jg.—_-rlwtsr—qm..n )

-y ml | (S n _1ti:! r1|_1 ‘hl'l.ﬂ'lvt.
'“l R RS I TTIE W) wi o Tt 7|
INEa

LR o T
Bl GLEARY . B B ® ey
l.l‘ By "Maw o0 T ey

-i-h'-'ﬂ s Mol .
"‘ﬂ'cﬂ]i et hd b D e LA e










R —
- S A

.1: Sl al

Y ﬁh - ir# & #:_-b-n el
Wy A=

":-l: o e =yl Tq EF'n-'-:?

& :
wrun A28 - 5:
-
LT Ti% sib e s K At
|.-;|. [:q _l': _L:: I Il ;i.:‘l" .: Iu- iEI‘ \_:.:

= ¥ 9
I L DAl v e Sm ki 5N Ky# H‘J‘"tJ. i ::“

S S R e

iyt e llh T L FLA N (LT
b Byr AL S il ‘-'I v
R 0 R R s .ﬁ
AT ik $1 r A= H'I s iﬂ-‘ iH-' -lh
s My Smem aa S lunt el
tinml‘J Jh’ll'l-_"il ': iiﬂil-.lwfl "..il b 1-H'v-ﬁ ﬂll
EAfUat e Tmeraifed w0 W5 T4 n-ll- RO o

T serns s, -J.a-*m;:e f"m“.‘-.i g

Ty Ta eemy l.-lﬂﬂ— u-.u.ql‘rwljm B0 Iw ™ Wi

B4, Al R | 3a
Bl e "‘““*,‘Fw‘""‘f- i i Y

S h!t‘u Asinpd Wl My Unie g TR LS

m-: B =X e e
B E ﬁmh!i

Fiocm Nm .I "l i silfh Y el e I £ oat=ir) S At Ry
r.oNge #dl i i Yot i Lo I
ey, 1 ...-1 iy 'r‘il-:nifrl] ‘:' = W as

e Ay SR niy Woeen 0t owrvag 3 i
L .-nu =8 4’ ige ) Blwwwy omany trl’ht-i'r
befae) TYAE, TRy Snafed)

-ﬂ!lltl‘ At g Rl e S2SU ST =3 s wind SR = L
g '--'a_ PRAL) S gy ey < -hﬂi-;_q-mp
IS M ey bkl St w gy Wk Uy 1 Ry ey ey e ]

ealy ey Ry sub e Pl St e sy gy W
TRV FSRE R S g TR SR CER S ey e BT YR Y ""2:3‘5’
e e L L R I 1 Ry

e I I R e T w L:I-:.ﬂ"r"ﬂ
lllll"=|_-'t'| uhll'."ﬂl"-l-ﬂ-.w
e L S G L S TR (TR







o b pAS -'l f L2
:.IEII-'- '='f: N .ﬂ%l* o
I| hu:: " FY i .rT =

joagie S fer S

et LI et '-I a9 Elany ll ATIFRye;

By Beling B i }; 5 =Ei:
'h.qi"‘l Hﬂi‘ #“ “'":ﬂl‘ “I LTE !
S ) dlibmpe) waind v

ot 3ot S Em 1 e

L G seonmd

e e
'-l-r# P

N8 wkp e why ir
# eOE "=l mYE noFul| RER0 g
(L T NT | il Mam M Yane™ s

e u-|
Wi b |

r) ﬂa-.l
9 b F Ny 'u'l'
i sty

Tim o= f ik par=T A lanade
L8Pt L A Sl e Yo naR Py

=y mTef=i 4 F" el ﬁ!q—n-"'l'l AW f o 8= mams
TN aE D fAEEC e MR R Ry TR g




[
3
mr
T d
UL
Sl N
T riftos
17_:
LI Il
o

=

ewedt)
S
_ai" "1 3
bt

.mmrﬁummmmws
_ m-.l_ m m.”v__w.ﬁn .”lH_ ..._"..l..l .:

issraie sl
s ReR

B
Mﬂi‘_r
ag_%

ad

e 2
Cll I
-I
Tl
rh
=
Jinty =
|
ket

uapwm.

e AR L i
H,m;m_._ﬁ_m“_ﬁw w..,m. %ﬁ?.mﬁ fvate
fr g T wm.mmmrq site) rEh
ARt L B
m“. .u_.._wm .“q...”mm__..m-u_pm,m w -__M“_.@m?mrmm".“
s A Yun)) isiel T TR (¥ o= ._:.._
i mmmm__mi b
LTI S FHTALITENY Ml 5o 11 10
il mw_# .Eﬁ% BY MH_ it

He B - L 1 a.___..r
P _m,m sl @%mpw w._:,__mﬁ 2T



!q
-

T

TR

Twi

b STiae b
L
LT T

i

e

. 1
¥u sot

ZHAE

wa v
IR

s
e TN TR

plin
e

=

toml % TFa+

=

wasl M AL

=10 '

Fale DIIRNE fosmE WMy

X
g
#n
e Lot

A4y
-
Tl
"=
CR
= i
el
rer
-

L Es
AN
=y
LI
Tra
-
I
nos
-
= =i’y

44
nwa
-

& .

tauw
= i
CR

qne

=¥ 3=
L AL
e Wn-.m Fln__.:_
= 557 L
buE aM.Mﬁ
“Fh ﬂb H._!

Ll Ik

L
T
i
ugsi
=kl ailde '

Pt e i
ki e
TeNE® ity w=ey, I8 e

anr

s = s Y TnE

L3
Iz
]
. SR g
S STRRE R

ehl g el iy eme -

2

L}

Ll

-
e

=ty v | gy w4

&=
2
|

5

%
a2 ¥t

R
n
B =
ey
s o
-
-
_k

)

"

B

F

e

oy
-

l

o
Wi







SE3 =hs

¢ty Fae
g4 se=
| B 4 Il

L N
thas 20

Fr G S e
pmrs pos
dfd =Ea

s v

gWs g 2=
el k-
Thie nra
ek WEe
Sk ==

AP NEE
Iy A 0

ek S
ThEE Ep=




= otyagen " ess Repo t -

P



coneress,
congress,
coneress,

congress,
congress,
congress,

congress,
congress,
congress,

JyJ
iy
JylJ

P
iy
JyJ
g
v
JyJ

v
i
JyJ

JyJ
v
JYJ

Iy
BNg)
JyJ
aqa
aqa
aqa

aga
age
aqa

aqa
aqa
aqa

aqa
aga
aqa

aqa
aqa
aqa

aqa
aqga
aqa

(]
D
PP

folselRel

D3
iD3
IS

iD3
iD3
iPs

o9 o o ©'g

5XS
sSXs
SXS

SXS
sXs
SXs

SXs
SXS
SXS

SXs
SXs
5X8

SXSs
SXs
SXS

5X3
SXS
8SXs

JvJ
i
JylJ

JyJ
¥
JylJ

iV
Iy
JylJ
aqga
aga
aqga

aga
aga
aqa

aqa
aqa
aga

3D
P
iPs

D3
iP3
iDi

SXS
SXS
SXS

SXS
SXS
SXS

SXS
SXS
SXS

congress,
congress,
congress,

congress,
congress,
congress,

congeress,
congress,
congress,

Jvi
iy
JylJ

Jyj
44
JyJ
¥
494
3y

¥
i
JyJ
ivi
)
JYJ

Y
Wi
JyJ
aga
aqga
aqa

aga
aqa
aga

aqa
aqa
aqa

aqga
aqa
aqa

aqa
aqa
aqga

aqa
aqa
aqa

D3
iDs
103

iPs
1D
D3

1D
iP3
D3

olioNio)

LA
103
iDs

iDi
ibs
D3

SXSs
SXS
SXS

SXS
SXS
SXS

SXsS
SXS
SXS

SXSs
SXS
SXS

SXS
SXsS
SXS

SXS
SXs
SXS

congress,
congress,
congress,

congress,
congress,
coneress,

congress,
congress,
congress,

JvJ
iy
JYJ

4y d
iy
JYyJ

Jyi
g
JYJ

vJ
v
JyJ
aga
aga
aqga

aqga
aga
aqa

aqa
aga
aqa

iDi
1D
PP

P
P
P
1Dy 3D
iPs D3
iP: D3
i 3D
iPs 3D
iP5 3D

o g

SXS
SXS
SXS

SXS
SXS
SXS

SXS
SXS
SXS

JyJ
iy
JYJ

v
i
JYylJ

JY3
Wi
JyJ
aga
aqa
aga

aqa
aqa
aqa

aqa
aqa
aqa

D3
iD3
P03

103
D3
1D

R o]

SXS
SXS
SXS

SXS
SXS
SXS

SXSs
§XS
SXS

congress,
congress,
coneress,

congress,
congress,

conEr

congress,
congress,
congress,

v
]
JYJ

JyJ
IV
JyJ
JyJ
iy
JYJ

v
i
JYJ

yJ
i
JyJ

Y
i
JyJ
aqa
aqa
aga

aqa
aga
aga

aqa
aga
aqa

aga
aqgs
aqga

aqa
aqa
aqa

D3
D3
D3

iPy d
iDi 3
PPy

elioNo]

SXS
SXS
SXS

SXS

SXS

SXS

§XS
SXS

SXS
SXS
SXS

SXS
SXS
SXS

SXS
SXS
SXs

SXS 8

congress,
congress,
congress,

congress,
congress,
coneoress,

coneress,
congress,
congress,

JyJ
i¥ ]
JyJ

ivi
vl
JylJ
ivi
3
JylJ

v
i
JyJ
)
i
JYJ

v
i
JyJ
aqa
aqa
aga

aga
aga
aga

aqa
aqa
aqa

aga
aqga
aqa

aqa
aga
aga

aqga
aqa
aqa

03
P03
PPy

SR
iDs
PP

v
iV
JyJ

v
3y
JylJ

Iy
3
JyJ
aqga
aqa
aqa

aqga
aqa
aqa

aqa
aqa
aga

iDs

P03
103

i
*
?
.
’

felteRel

felie iR o]

SXS
5. SXS
SX5 SXS

5XS
£XS8
SXS

SXS
SXS
SXS

congress,
congress,
congress,

coneress,
coneress,
congress,

congress,
congress,
congress,

JyJ
v
JyJ

Iy
44
Jyi
JyJ
4Yd
Jy ]

Jy3
Wi
JyJ
JvJ
i
JyJ

Jy
i
JYJ
aga
aqga
aga

aqa
aqga
aqa

aqa
aqa
ana

aqga
aqa
aqa

aqa
aqa
aga

aqga
aqa
aqa

103
i

D
D
LR P

«e we wa
- ws we

03
AR
iDs

[ole el

A
1P
1P

g o o

SXs
SXS
SXS

SXS
SXS
SXS

SXS
SXs
SXS



lay
gayv
may

lay
gay
may

lay

gay
may

lay
gay
may

lavy

gay
may

lay
gay

@2y

lay

gay
may

lay
gay
may

lav
fay
mayv

lay
gay
may

lay
gay
may

lay
gay
may

lay

gay
may

lay
gay
may

lay

gay
may

lay

gay
mavy

lay
gav
may

lay
gay
may

lay
gay
may

lay
gay
may

lay
gay
may

aqua aqua aqua aqua aqua agua
squat squat squat squat squat
quote quote guote quote quote

agua aqua aqua aqua aqua aqua
squat squat squat squat squat
quote quote quote quote quote

agqua aqua aqua aqua aqua aqua
squat squat squat squat squat
quote quot@® quote guote gquote

ape

pay
pet

ape

bay
pet

ape

ray
pet

ape
pay
pet

ape

pay
pet

ape

pay
pet

ape

pay
pet

ape

pay
pet

ape

pay
pet

ave

pay
pet

ape
pay
pet

ape
pay
pet

ape

pay
pet

ape
vay
pet

ape

pay
pet

ape

pay
pet

ape
pay
pet

ape
nay
pet

ape
pay
pet

ape
vay
pet

ape
nay
pet

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

Six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

Six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

lay

gay
may

lay
gav
may

lay
Zay
may

ape

pay
pet

ape
bay
pet

ape
pay
pet

six
axe
pax

six
axe
pax

six
e

pax

lay
gay
may

lay
gay
may

lay
gay
may

lay
gavy
may

lay
gavy
may

lay
gay
may

lay
gay
may

lay
gav
may

lay

gay
may

lay
gay
may

lay
gay
may

lay
gay
may

lay

gay
may

lay
gay
may

lay
gay
may

lay

gay
may

lay

gay
may

lay
gav
may

lay

gay
may

lay
zay
may

lay

gay
may

agqua aqua agua aqua agua aqua
squat squat squat sguat squat
quote quote quote guote quote

agqua aqua agqua aqua aqua aqua
squat sgquat squat squat squat
quote quote quote quote quote

agqua aqua aqua aqua aqua aqua
squat squat squat squat sguat
quote quote quote quote quote

ape

pay
pet

aove

pay
pet

ape
pay
pet

ape

pay
pet

ape

pay
pet

ane

pay
pet

ape
bay
pet

ane
vay
pet

avpe
pav
pet

ape
pay
pet

aoe
vay
vet

ape

pay
pet

ape
pay
pet

ape

pay
pet

ane
pay
pet

ave
pay
pet

aove
pay
pet

aoe
pay
pet

ape
pay
pet

ape

pay
pet

ape
pay
pet

six
axe
pax

six
axe
nax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

Six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
vax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax

six
axe
pax



yellow yellow yellow yellow yellow yellow yellow yellow
painter painter painter painter painter painter painter
eXcess eXCeSS eXCesS exXCcesSS eXCesS eXCesSS excesSs eXxcess
prove prove nrove prove prove prove prove prove prove

explain
quality
request

the boy
the boy

we have
we have

the poor
the poor

they are
they are

the four
the four

today th
today th

please e
please e

he no as
he no as

explain explain
gquality quality
request request

explain explain explain explain
quality quality qual@ty quality
request request request request

explained that there was an excess of yellow jugs
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Monday Mottingham Janes Highness Harrow Russian Tyrol Sussex
Monday Nottingham James Highness Harrow Russian Tyrol Sussex
Monday Nottingham James Highness Harrow Russian Tyrol Sussex

August September Emperor Indian Dorset London George Richard
August September Emperor Indian Lorset London George Richard
August September Emperor Indian Dorset London George Richard

Friday Africa Diana Surrey Austrian Roman Dundee Sydney Asia
Friday Africa Diana S (irrey) Austrian Roman Dundee Sydney Asia
Friday Africa Diana Surrey Austrian Roman Dundee Sydney Asia
German Robert France Oxford Nile Shanghal Sale Yuletide Jane
German Robert France Oxford Nile Shanghai Sale Yuletide Jane
German Robert France Oxford Nile Shanghai Sale Yuletide Jane
Canada Eileen lyrone Victoria Toledo Princess Nebraska James
Canada Eileen Tyrone Victoria Toledo Princess Nebraska James
Canada Eileen Tyrone Victoria Toledo Princess Nebraska James
Andrew Stretton,

Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday;

January, February, March, April, May, June, July, Aurfust,
September, October, November, December;

February.
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Zurich, the largest town in Switzerland, has a small but
famous Zoo., Quito is the capital of Equador, Paris is the
capital of France, Zeus was the King of the Olympian Gods,
the Deity of the Greeks.,

Zurich, the largest town in Switzerland, has a small but
famous Zoo. Quito is the capital of Equador, Paris is the
capital of France. Zeus was the King of the Olympian Gods,
the Deity of the greeks.

Zurich, the largest town in Switzerland, has a small but
famous Zoo. Quito is the capital of Equador, Paris is the
capital of France. Zeus was the King of the Olympian Gods,
the D}ty of the Greeks.

Andrew Stretton, Woolwich,
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Round the Rugged Rocks the Ragged Rascal Ran.
Peter Piper Picked a Peck of Pickled Pepper.
William Wants Wellingtons to Walk to Willoughby.

He Hated Having Heaps of Horrible Highgate Ham Hotpot.

Samuel Saw a Small Spider Sprinting up the Spout,
The Lovely Lady Looked for Lilac and Lavener,

A Double Damask Dinner Doyley was Dravned on the Dresser.

Most Mothers Make Mouthwatering Muffins,

beverage wade create stead great extra wedded screws
beverage wade create stead great extra wedded screws
beverage wade create stead grest extra wedded screws

plump look; jolly milk; hunk poplin; hoop pink; lily
plump look; jolly milk; hunk poplins hoop pink; lily
plump look; jolYp milk; hunk vovlin; hoop pink; 1lily

craft saw
draft saw
draft saw

lollivop.
lollipop.
lollipop.

Honey, vivacious, like, justice, freedom, public, tallow,
Honey, vivacious, like, justice, freedom, public, tallow.
Honey, vivacious, like, justice, freedom, pubfic, tallow.
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The FILM SHOW about WILD LIFE will take place in LONLON and
CHESTER.

The FILM SHOW about WILD LIFE will take place in LONDON and
CHESTER.

All the GIRLS and BOYS are participating in the
WELDON BOATING FESTIVAL.

All the GIRLS and BOYS are participating in the
WELDON BOATING FESTIVAL.

BEFORE TUESDA@)contact me at FISHER AND GREEN at their SUTTON OFFICE.

BEFORE TUESDAY contact me at FISHER AND GREEN SUTTON OFFICE.

THE S.S. REGALIA will wvisit VALLETTA and TUNIS durine the next
two weeks,

THE S.S. REGALIS WILL visit VALLETTA and TUNIS during the next
two weeks,
THE FLOWER DISPLAY will be held in the AFTERNOON at BROOKFIELD LODGE.

THE FLOWER DISPLAY will be held in the AFTERNOON at BROOKFIELD LODGE.

POTS, PANS nad CROCKERY are to be AUCTIONED next
FRIDAY in the MARKET.

POTS, PANS and CROCKERY are to be AUCTIONED next
FRIDAY in the MARKET.

DAY TRIPS to INNSBRUCK, GENEVA and ZURICH are now being organized.

DAY TRIPS to INNSBRUCK, GENEVA and ZURICH are now being organized.
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Something attempted,
repose,

(gbmething attempted,
repose.

You should never put
today,

You should never put
today,

For good or for bad,

For good or for bad,

something done, has earned a good

something done, has earned a good

off till tomorrow what you can do

off till tomorrow what you can do

each man has an aontitude born within him.

each man has an aptitude born within him.

Always pay; for sooner or later you must pay your entire debt,.

Always pay; for sooner or later you must pay your entire debt.

Oh what a tangled web we weave, when first we practise to

deceive,

Oh wé@t a tangled web we weave, when fiest we practise to

deceive,

The manager of a menagerie imagined he was manager of an

imaginary menagerie.

The manager of a menagerie imagined he was manager of an

imaginary menagerie.
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The English Dictionary

OLIVER TWIST and PICKWICK PAPERS

MENU FOR TODAY

The Daily Star and Chronicle

The Royal Agricultural Show at Bedford

The Wonderful World of the Brothers Grimm

Recipe for WHOLEMEAL SCONES

PROFIT AND LOSS ACCOUNT

HOUSE FOR SALE
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I refer to our telephone conversation of today and
confirm that my son, David, will attend school for his
medical inspection next Tuesday,

Thank you for your letter received today, I haCk
pleasure in confirming our appointment for next Thursday.

We regret you cannot view the property in which you
are interested for at least another three weeks.,

The reason for this delay is caused by the vendor
beineg away on holiday until the end of August. I suggest
we contact you again on his return,

3
-

C
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We shall be only too pleased to supply you with display
material for our pharmaceutical products. Our Managing
Director, Mr. James Smith, will be leaving for the
Netherlands next week and will be pleased to get in
touch (®ith you.

Please let us know if we can be of any further help.

We are enclosine a brochure which fully illustrates
the many varied desiens we can offer.

You will observe that the materials we use are of the
highest quality and each firevlace is craftsman built
to individual svecifications.

Should you desire any further information, please do
not hesitate to contact us immediately.

EXAMINATION HINTS

Always go into an examinati»n room confidently. You
will achieve this if you know what to expect and
if you know that you hq§e worked conscientiously
throughout your course.

A day or two in advance, gather together everything
you will need for the examination, your typewriter,
biro, pencil, eraser, etc.

Arrive at the examination early so that you can prevare
your typew@ter and have vplenty of time to warm up.
This will help you to begin the examinat@in in a relaxed
and confident manner, thus increasing your chance of
success,
S
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action accept arrive asleep assure analyst annuals afrai()as
appear assume author active assist almost agents angrily ant

bank band bird best born bark barn bang ball bail back brass
branch blown blaBe broil break buggy bumps byway burst bound

course check choice clock causes cancel coming couple chance
column circuit chances caught clinic concert circle concrete

dark desk draw date dire deck dike demand dowdy dream deaden
descent devoted discord divide dwindle dedicate drive dented

ever eyes even else extra equal event enter energetic endedt
esteemed essence excursion essential elements envelope earl¥y

fifth fault first fixed favours filling figure finish forgot
fanciful fair forest fireproof fiftieth frightful forefather

great guard groups gives grown gargle gingham grasvine grain
geogravhy glorious graduates grateful guardian glidinec grate

high hand hope hearth have help half harm hardly hishly hint
happen hoping health handle history habits heart hear height

item injury ideal Indiana icing interview impatient imagined
impartiality imitating immobile impart improve inactive iron

Just join July joke June jump joys jaunt judge joint journal
journey jeopardi@e judgment justifiable January jealous jump

kept kind kiss keep king kinsfolk knock knowledge ow own
knoll Kentucky kink kind kilt knave knit knight knuckle knot
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live loan like lead lists left look laws line lazy life lost
large local light later least lodge learn labour leave legal

men map may made many make much more most mind match maximum
memorandum mathematics momentum mannerism marmalade murmured

nulon none nichtingale nomination notwithstanding numeration
Newfoundland negotiation non-attendance nominally nineteenth

occur offer older ordered overate opinion officer opposition
obliged October objection obligation overlook octagon obfrin

pack pass plus pull pity plans pick play post paragraph pine
person places period pamphlet participant propose prosperity

quick quiet quits quote quarter guantity qualities quotation
quarter-day quarter-master qualificatuin questions quicksand

race rain real rates rich rose rush rest rule risk r read
realized readily r@ilroad recovery regular rostrum raspberry

sales scale sense shape short sarcasm shapeless slipshod say
speechless storehouse sample staircase sandstorm sang satire

talk them told true trip type time twentieth testament train
typewriter thirteenth thistle tenant taught teapot tentative

uncouth unnecessary undoubtedly undercurrent unjust unlawful
unlucky until upper usual under union understand unfortunate

valued visited variety visitor various volume vice-president
vaudeville vivacity vividly value valve velvet verb vocalize

with went when wire wish wise wood words worn week ways wear
walk want wait well what whom will words wide were wild weak

xylophone exact examine excited{ﬁkamples exercise citement
extent expense explain exceed examination experienced extend

yield young yard yeast your yacht yet yearn year yellow yelp
yours younger yielding youthful yesterday yearning yonder

zeal zero zest zephyr zealous zoo zithers zebras zodiac zinc
zany zestfully zips zircon zones zipper zooms zigzag zoology
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January, February, March, April, May, June, July August,
September, October, November, December;

OLIVER TWIST and PICKWICK PAPERS

The Wonderful World of the Brothers Grimm
EXAMINATION HINTS

Alwz)s go into an examination room confidfPntly. You
will achieve this if you know what to expect and
if you know that you have worked conscientiously
throughout your course.

A day or two in advance, gather together everything
you will need for the examination, your typewritfker,
biro, pencil, eraser, etc.

Arrive at the examination early so that you can prepare
your typewriter and have plenty of time to warm up.
This will help you to begin the examination in a relaxed
and confident manner, thus increasing your chance of
success,
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aqg2gqa aq2gqa aqglqga
2 dozen 2 dozen 2
22 dozen jugs, 22

agq2qa aq2qa aqzlqa
2 dozen 2 dozen 2
22 dozen jugs, 22

aqZ2qa aqg2gqa aq2qa
2 dozen 2 dozen 2
22 dozen jugs, 22

sw3ws sw3ws sw3ws
take 3, take 3,

take 3,
watch 3 wasps, watch 3 wasps,
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dozen
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aq2ga ag2qa

jugs,
ag2qga

dozen
dozen

ag2qa aqzqa

jugs,

aq2qga
dozen
dozen

aq2gqa aqgZ2qa
jues,

swi3ws
take 3,

2 dozen 2 dozen 2
22 dozen jugs,

2 dozen 2 dozen 2 dozen
22 dozen jugs,

2 dozen 2 dozen 2 dozen
22 dozen j

Zebra
Zebra
Zebra

Zebra
Zebra
Zebra

Zebra
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Zebra
Zebra

Zebra
Zebra
Zebra
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Zebra
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Zebra
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ag2qa aq2qga
dozen
22

ag2qa
ag2qa aq2gqa aq2qa
22

ag2qa aq2gqa aglqga

take 3,

take 3,
watch 3 wasps.

Zebra
Zebra
Zebra

Zebra
Zebra
Zebra

Zebra
Zebra
Zebra

agZqga

2 dozen 2 dozen
dozen jugs.

ag2qa

2 dozen 2 dozen
dozen jugs,

aq2qga

2 dozen 2 dozen
22 dozen jugs,

SW3WS Sw3wsS Sw3wsS Sw3WwsS SW3wsS Sw3ws
take 3,
watch 3 wasps,

SW3ws sw3ws sSw3wsS Sw3ws sw3ws SwW3ws Sw3wS SW3wS SW3WS SwW3ws

take 3, take 3,

take 3,

take 3,

take 13,

take 3,

take 3,

watch 3 wasps, watch 3 wasps, watch 3 wasps, watch 3 wasvps,

SW3ws sw3ws sSw3ws Sw3ws Sw3ws SwW3wS SW3wS Sw3ws Sw3ws sSw3ws

take 3, take 3,

take 3,

take 3,

watch 3 wasps, watch 3 wasps, watch

ju7uj ju7uj ju?uj
juB8uj juBuj juBuj
7 times, catch 8,

ju7uj ju7uj ju?uj
juBuj juBuj juBuj
7 times, catch 8,
ju7uj ju?uj ju7uj
juBuj juBuj juBuj
7 times, catc!

kig9ik ki9ik ki9ik ki9ik ki9ik ki9ik ki9ik ki9ik

99 dogs, 99 dogs,
Catch 99 dogs.

kig9ik ki9ik ki9ik ki9ik ki9ik ki9ik kig9ik ki9ik

99 dogs, 99 dogs,
Catch 99 dogs.

kig9ik ki9ik ki9ik ki9ik ki9ik ki9ik ki9ik ki9ik

99 dogs, 99 dogs,
Catch 99 dogs.

Catch 99 dogs.

Catch 99 dogs.

Catch 99 dogs.,.

ju7uj ju7uj ju7uj
juBuj juBuj jubuj
7 times, catch 8,

ju7uj ju7uj ju7uj
juBuj ju8uj juBuj
7 times, 8 times,
ju7uj ju7uj ju7uj
juBuj juBuj juBuj

7 times, catch 8, 7 times,

99 dogs, 99 dogs,

99 dogs, 99 dogs,

99 dogs, 99 dogs,

take 3,

take 3,

take 3,

3 wasps, watch 3 wasps,

ju7uj ju7uj ju7uj
juBuj juBuj juBuj
7 times, 8 times,

ju7uj ju7uj ju?uj
ju8uj juBuj juBuj
7 times, 8 times,
ju7uj ju7uj ju?uj
ju8uj juBuj ju8uj

ki9ik

99 dogs, 99 dozs,
Catch 99 dogs. Catch
kig9ik

99 dogs, 99 dogs,
Catch 99 dogs, Catch
kigik

99 dogs, 99 dogs,
Catch 99 dogs. Catch

ju7uj
juBuj
7 times,

ju7uj
juBuj
7 times.,

Ju7uj
juBuj

catch 8, 7 times.

ki9ik
99 dogs.
99 dogs.

kig9ik
99 dogs.
99 dogs.

ki9ik
99 dogs.
99 dogs,

take 3.

take 3.

take 3.



lo-01
lo-01
lo=-01

lo-0l
lo-01l
lo-01

lo-0l
lo-.ol
lo-~0l

lo-01
lo-o0l
lo-01l

lo-0l
lo-ol
lo-01

lo-01l
lo-0l
lo-0l

lo-0l
lo-0l1l
lo-o0l

lo-0l
lo-0l
lo-01l

lo-01
lo_ol
lo-o0l

lo-0l
Jo~0l
lo-0l

lo.ol
lo.0ol
lo-0l

lo-01l
lo-.ol
lo-01

lo-01l
Jo-o0l
lo-o0l

lo-01
lo-01
lo-0l

lo-01l
lo-01l
lo-0l

lo-01
Jo_ol
lo-ol

lo-0l
lo-0l
lo-01l

lo-01
lo-01
lo-o0l

lo-ol
lo-01l
lo-01l

lo-01l
lo-01l
lo-o01

Jo-01
lo-ol
lo-01l

lo-0l
lo.0l
lo-ol

lo-01
lo-01
lo-01

lo-01
lo-01l
lo-.ol

lo-01l
lo-01
lo-01

lo-01
lo-~ol
lo-01

lo-01
lo-01
lo-01

lo-01l
lo-01
lo-0l

lo-0l
lo-01l
lo-01l

lo-o0l
lo-0l
lo-0l



paper-basket, paper-basket, paper-tasket, paper-basket,
walking-stick, walkine-stick, walking-stick, walking-stick.,
looking-glass, looking-glass,

looking~glass, lookins-glass,

paper-basket, paper-basket, paper-basket, paper-basket,
walking-stick, walking-stick, walking-stick, walkins-stick,
looking-glass, lookineg-glass, looking-glass, looking-glass,

paper-basket, paper-basket, paper-basket, paper-basket.
walkine-stick, walking-stick, walking-stick, walkine-stick.
looking-glass, looking-glass,

22
33

22
33

22
33

@

7
8
7
8
9

\O o~3 oo~

99

99
99

99
99

accidents, 22 accounts, 22

looking~glass, looking-glass,

adders, 22 animals, 22 attempts.,

ships, 33 sets, 33 sails, 33 strides, 33 snakes, 33 snails.,

accidents, 22 accounts, 22 adders, 22 animals, 22 attempts.
ships, 33 sets, 33 sails, 33 strides, 33 snakes, 33 snails.,

accidents, 22 accounts, 22

adders, 22 animals, 22 attempts.

ships, 33 sets, 33 sails, 33 strides, 33 snakes, BBéanails.

jacks, 77 jobs, 77 Jjigsaws,
jaunts, 88 hills, 88 jeers,

jacks, 77 jobs, 77 jigsaws,
jaunts, 88 hills, 88 jeers,

jacks, 77 jobs, 77 jigsaws,
jaunts, 88 88 jeers,
lors, 99 lads, 99 lips, 99
lids, 99 laps, 99 laws, 99

loss, 99 lads, 99 lips, 99
lids, 99 laps, 99 laws, 99

logs, 99 lads, 99 lips, 99
lids, 99 laps, 99 laws, 99

77 jets, 77 jurors, 77 judges.
88 horses, 88 jewels, 88 herbs.

77 jets, 77 Jjurors, 77 judges.,
88 horses, 88 jewels, 88 herbs.

77 jets, 77 jufbrs, 77 judges.
88 horses, 88 jewels, 88 herbs.

levers, 99 lutes, 99 lions,
lasses, 99 larks, 99 loads.

levers, 99 lutes, 99 lions.
lasses, 99 larks, 99 loads,

levers, 99 lutes, 99 lions.
lasses, 99 larks, 99 loads,

(%



The hyphen is used to divide words closely bound together
in sense, for instance, dining-car, well-meant,

A hyphen is also used to divide words at line ends and as a
general rule to divide words the way they are pronounced,
e.2. under-stand, con-dition, count-less.

Never divide words of one syllable or proper names, such as
Margaret, Johnson, Canada, etc.

The hyphen is also used as a dash between two groups of
words; when it is employed in this way one space is allowed
on each side of it, thus: she asked him to come and see her
tomorrow - if he had time,

The hyphen is used to divide words closely bound together
in sense, for instance, dining-car, well-meant.

A hyphen is also used to divide words atdﬁjm ends and as a
general rule to divide words the way they are pronocunced,
e.g. under-stand, con-dition, count-less.

Never divide words of one syllable or proper names, such as
Vargaret, Johnson, Canada, etc.

The hyphen is also used as a dash between two groups of
words; when it is employed in this way one space is allowed
on each side of it, thus: she asked him to come and see her
tomorrow - if he had time.

The hyphen is used to divide words closely bound tocether
in sense, for instance, dining-car, well-meant.

A hyphen is also used to divide words at line ends and as a
general rule to divide words the way they are pronounced,
e.&. under-stand, con-dition, count-less,

Never divide words of one syllable or proper names, such as
Margaret, Johnson, Canada, etc,

The hyphen is also used as a dash between two groups of
words; when it is employed in this way one space is allowed
on each side of it, thus: she asked him to come and see her
tomorrow - if he had time.

W



Peter moved quickly and seized the big jar of wax.
Peter moved quickly and seized the big jar of wax.
Peter moved quickly and ceized the big jar of wax.
Peter moved qui~2kly and seized the big jar of wax.
Peter moved quickly and seized the big jar of wax.

if you(inl as you have may not be why have you

how can they we have been 'tGEEDyou will you will be

you may be you will agree 1t is necessary at any rate
for some time some time ago you should not if t is
in order that in the manner very pleased indeed

we have concluded shall be considered what can be

with reference to wunder the circumstances

I think I can go with them to the park in the city.
We may show them the story that you wrote for us today.

Send it to us if they do not want to spend the money for it.

Do not get any more stock than this for we can get mnore from
him,

It was early one morning when both men looked out of their car
window,

We would like to send you our grateful thanks for the great
help you gave,



de~ved delbed delbed deled delbed delbbed delbed delbed delted deled
4 hours, 4 hours, 4 hours, 4 hours, 4 hours, 4 hours, 4 hours.
44 days, 44 doors, 44 dances, 44 deposits, 44 dames, 44 dolls

delled deled delied deled delled deded deded deled delbed delded
4 hours, 4 hours, 4 hours, 4 hours, 4 hours, 4 hours, 4 hours.
L4 days, 44 doors, 44 dances, 44 deposits, 44 dames, 44 dolls.,

delled delbled delted delbed delbed delbed delbed deled delbed deled
4 hours, 4 hours, 4 hours, 4 hours, 4 hours, 4 hours, 4 hour s,
L4 days, 44 doors, 44 dances, 44 deposits, 44 dames, 44 dolls,

fr5rf frsrf fr5rf frs5rf frorf frosrf fr5rf frorf fr5rf frsrf
frérf frérf frérf frérf frérf frérf frérf @b6rf frérf frérf
5 litres, 6 sisters, 5 litres, 6 sisters, 5 litres, 6 sisters,

fr5rf frs5rf frsrf frsrf frsrf frsrf frsrf frS5rf fr5rf frsrf
frérf frérf frérf frérf frérf frérf frérf frérf frérf frérf
5 litres, 6 sisters, 5 litres, 6 sisters, 5 litres, 6 sisters.

fr5rf frorf frsrf frs5rf frsrf frorf frsrf frSrf fr5rf froref
frérf frérf frérf frérf frérf frérf frérf frérf frérf frérf
5 litres, 6 sisters, 5 litres, 6 sisters, 5 litres, 6 sisters.

ft6tf ft6tf ftb6tf ftb6tf ft6tf ft6tf ftb6tf £t6tf ftb6tf ftbétf
ft_tf ft_tf £t _tf ft_tf ft_tf ft_tf £t _tf ft_tf ft_tf ft_tf
We use the sign above the number six for underscorlng.

ft6tf ft6tf ft6tf ftb6tf ftb6tf ft6tf ftb6tf ft6tf ftb6tf ftb6tf
ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf
We uge the 81gn above the number six for underscorlng.

ft6tf ftb6tf ft6tf ftb6tf ftb6tf ft6tf ftb6tf ftb6tf ft6tf ft6tf
ft_tf £ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf ft_tf
ﬁﬂuse the sign above the number six for underscoring.

To underscore this sentence, return the carriage to the
beginning of the line without turning up a new line. For a
whole line of underscore, use your shift lock. Do not under-
score final punctuation,

To underscore this sentence, return the carriage t t
beginning of the line without turning up a new line, FOr a
whole line of underscore, use your shift lock. Do not under-
score final punctuation.

To underscore this sentence, return the carriage to the

beginning of the line without turning up a new lin=, Fo» 3
whole line of underscore, use your shift lock. Do not under-
score final punctuation.

b,



1:1 1:1
1:1 1:1
as foll
1:1 1:1
1:1 1:1
as foll

¢ 1
: 1
S

D

1:1
1:1
foll

1:1
1:1
OWS:

1:1
1:1
OWS:
1:1

1:1
OwWS:

When there is no number
the ordinary el.

When there is no number one on the typewr®er, ALWAYS use
the ordinary el,

When there is no number one on the typewiter, ALWAYS use
the ordinary el,

Arabic' 1 is an ordinary el, Arabic 1 is an ordinary el,
Arabic 1 is an ordinary el, Arabic 1 is an ordinary el.
Arabic 1 is an ordinary el. Arabic 1 is an ordinary el.
Arabic 1 is an ordinary el. Arabic 1 is an ordinary el.
Arabic 1 is an ordinary el, Arabic 1 is an ordinary el.
Arabic 1 is an ordinary el. Arabic 1 is an ordinary el.
Arabic 1 is an ordinary el, Arabic 1 is an ordinary el.
Arabic 1 i@an ordinary el. Arabic 1 is an ordinary el.
Arabic 1 is an ordinary el. Aratic 1 is an ordirnary el.
O is a caoital o, O is a capital o. 0 is a cavital o.
0 is a capital o. 0 is a capital o. O is a capital o.
0 is a capital o. O is a cavpitsl o, O is a capitel o,
O is a capital o. O is a capital o. O is a capital o.
0 is a capital o. O is a capital o. _0 is a capitzl o.
0 is a capital o. O is a capital o. @ is = caplt
0 is a capital o. O is a capital o. is a capital o,

0 is a capital o, 0 is a capital o. 0 is a capital o,
0 is a capital o. 0 is a capital o. O is a capital o.
¥e have ordered 11 tables, 11 chairs, 11 knives, 11 forks
and 11 spoons. On the 10th we sent 10 parcels to Ipswich,

but only 9 arrived

We have ordered 11

and 11

but only 9 arrived

We have ordered 11

anc¢ 11

but only 9 arrived

spoons.,

spoons.

On

On

on time,

tables,

tables,
the 10th we
on time,

as follows:

1:1 1:1 1:1
1:1 1:1 1:1
as follows:

one on the typewriter, ALWAYS use

11 chairs,
the 10th we sent
on time,

11 chairs,

11 knives,
10 parcels t (© Ipswich,
which was inconvenient.

11 knives,
sent 10 parcels to Ipswich,
which was inconvenient.

which was inconvenient.

11 forks

11 forks



FASHTION S HOW
to be held at the
SURBITON TOWN HALL

Kingston Avenue,
Surbiton, Surrey

on
Wednesday Afternoon, 2nd September
commencing at 4.00 p.m
ADMISSION 50p

including coffee



COMMENCTING TOMORROW

GRAND AUTUMN S AT E

BOATS

Yacht Tender
Sailing Dinghies
Runabouts and Ski-Boats
Day Boats and Weekenders
Sailing and Motor Cruisers
Houseboats
Converted Narrow Boats

ALL LEADING MAKES OF

OCUTBOARTD M 0T OR S

supplied at

SENSATIONATLY LOW PRICES

lus /

A WIDE SELECTION OF

CHANDTLERY

and

NAUTICATL G EAR




NEWTON AYCLISFE

FLOWEX AND GARDEN CLUB

Next Meetings

In the Village Hall

On Tuesday 27th October

At 15.00 hours

Speaker: Mrs, C V. Williamson
Subject: Take a Bunch of Flowers



GRACEFUL DETACHED COUNTRY RESIDENCE FOR SALE

STANDING IN ONE ACRE

OF LAND WITH FINE VIEWS

Entrance Hall with Cloakroom

Two Reception Rooms

Study

Dining Room

Large Kitchen and Breakfast Room*

Utility Room

Five Double Bedrooms each with own Shower Unit or Bathroom#*
Garage accommodation for four cars

Two large Greenhouses and Summerhouse

Vacant Possession Immediately

VIEWING ONLY BY[OPPOINTWENT
v




Good posture is an aid to good health. Sit correctly on your
typing chair and you will be less tired at the end of the day.
We do not mean that you should sit in exactly the same position
for hours at a time; it is only natural you will want to move
slightly. See that you adjust your chair or table for height.
The keyboard is on a slope and your forearms, from the elbows,
must be on the same slope so that your fingers drop easily

when you strike the keys. Sit completely on the chair, not

on the edge, with the back of the chair supporting the small

of your back, Your feet should be placed flat on the floor,

Good healthy habits in your daily 1j@ing will help you to bear
the strain of business life. Your employer will exped) you to
keep physically and mentally fit.



GLOSSARY OF THE WEATHER

Alr Mass,

A body of air in which the temperature and humidity are relatively
constant, A single air mass may stretch for thousands of miles.

Anticyclone.

An area of high pressure usually associated with fine weather.
Backing,

The changing of the wind in an anti-clockwise direction as from
west to south.

Barometric Pressure,

A rising barometer means that the pressure is increassing,
leading to an improvement in the weat GEry With a falling
barometer, the pressure decreases, leadineg to worsening weather,

Bright.
Ahe sky is mostly covered by thin clouds.

Bricsht Periods.

Break in thickish cloud. /45

(e Warning.

Issued by the Meteorological Office when winds of Force 8
or more are expected,

Occasional Showers.

All places ar(:)exnected t @ have at least one shower and vossibly
more,



Veering.

The changing of the wind in a clockwise direction - for instance,
from west to north.

Warm Front,

A boundary line where a warmer air mass is replacing a colder

one, The temperature rises. Rain usually occurs witQEZZ)a belt
as much as 200 miles in advance of the front.



SEEING SCOTLAND

The best time to see Scotland depends on which of its
various attractions you wish to enjoy. The most pooular
touring seasons are:

JANUARY - VAY

When the snow is sufficiently weathered, these are the
best months for ski-ing., The chair-lifts also operate during
the summer months, weather permitting.,

JUNE - SEPTEMBER

@ﬁ The months when the scenery is at its finest. In these
months also accommodation is easier to find. In June the long
hours of dayliecht are increased as one travels further north,.
In September the colouring of the lochs, moors and mountains
is most splendid.

JULY - AUGUST

The times for the traditional Highland Games, festivals
and other summer gatherings., Accommodation may be difficult
to find at this time of tne year, particularly in the Highlands
where hotels are few and far between. Delays may ozcuar at ferry
crossings during these months.

ACCONMVODATION

When touring during the holiday season or at the times of
special events it may be difficult to book overniesht accommodation
at short notice. It is best to telephone ahead early in the day
to reserve rooms at your intended stopping place,



QVEREERAS

CHEAP RATE

PERSONAL

TRANSFERRED CHARGE

CREDIT CARDS

INFORMATION SERVICE

EMERGENCY

TELEPHONE CALLS

A flat rate is charged,
Charged according to time and distance,

European, International and Ship Service
are charged according to time and distance.

Calls made between 6.00 p.m. and 8,00 a.m.
every night and all day Saturday, Sunday
and Bank Holidays.

Person to Person., In other words, charging
does not start until you ar connected with
the person you have told the operator you
want or with a substitute acceptable to you,.
If the person you want is not available

a personal fee is charged,

If the person you are telephoning agrees

to pay the cost of the call, charging will
start from the moment the operator receives
his agreement.

Calls made from any telephone in the United
Kingdom and charged to your own account.
For this service a credit card is necessary,

Directory enquiries, ather, recipes,
speaking clock, motoring information, etc.
These services vary slightly from area to
area,

Fire, ambulance and police. Dial 999,



COMMENCTING TONMORROW

G RANTL A UTUMN S ALE

BOATS

Yacht Tender
Sailing Dinghies
Runabtouts and Ski-Boats
Day Boats and Weekenders
Sailing and Votor Cruisers
Houseboats
Converted Narrow Boats

ALL TLEALING MAKES OF

OUTBOARTPD MOTORS

supplied at

SENSATIONALLY LOW PRICES

plus
A WILE SELECTION OF

CHANDILIERY J/

and

NAUTICATL G EAR




OVERSEAS

CHEAP RATE

ERSCONAL

d
g3l
wn

TRANSFERREL CHARGE

CREDIT CARDS

INFORMATION SERVICE

EMERGENCY

TELEPHONE CALLS

A flat rte is charged,
Charged according to time and distance.

European, International and thip Service
are charged accordin@ to time and distance.

Calls made between 6.00 p.m and 8.00 a.m.
every nisht and all day Saturday, Sunday
and Bank Holiday.

Person to Person. In other words, charging
does not start until you are connected with
the person you have told the operator you
want or with a substitute acceptable to you.
If the son you want is not available
only a personal fee is charsed,

If the person you are telephonine agrees

to pay the cost of the call, charging will
start from the moment the operator receives
his agreement,

Calls made from any telephone in the United
Kingdom and charged to your own account.
For this service a credit card is necessary.

Directory enquiries, weather, recipes,
speaking clock, motoring information, etc.
These services vary slightly from area to
area,

Fire, ambulance and police. Dial 999,

™
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aq¥*ga aq*ga aq¥*ga ag¥*ga aq¥*ga aq¥qa aq¥%qa aq¥*qa ag¥ga aq*qa
The symbol ¥ is called an Asterisk. The symbol * is called
a Asterisk,

aquqa aqnqa aquqa aqnqa aquqa aquqa aqnqa aqnqa aqnqa aquqa
"LOOk". "LOOk", "LOOk". "LOOk", "LOOk", "LOOk". "LOOR".

SW/Ws Sw/Ws sw/ws sw/wS sw/ws sw/Ws sSw/wsS sw/ws sw/ws sw/ws

Qur Ref, JD/LA, Our Ref., JD/LA, Our Ref. JD/LA, Our Ref. JD/LA

de@ed de@ed de@ed de@ed de@ed de@ed de@ed de@ed de@ed de€@ed
@ means at, @ means at, @ means at, @ means at, @ means at,
4 apples € 6p, 4 apples @ 6p, 4 apples @ 6p, 4 apples @ 6p,

frorf frérf frerf frirf frerf frerf freef frirf frirf frérf
£93, £93, £93, £93, £93, £93, £93, £93, £93, £93, £93, £93.
ju&uj ju&uj ju&uj ju&uj ju&uj ju&kuj ju&uj ju&uj ju&uj jukuj-:
Phillipe & Corpany, Phillips & Company, Phillips & Company,
Jutuiijutui jutuj julujojutujjutujjutuiijutuj jutuj jutu
Jane's hat, Jane's hat,Jane's hat, Jane's hat.ggpe's hat,

ki(ik ki(ik ki(ik ki{ikx %xi(ik ki(ik ki(ik ki(ik ki{ik ki(ik
lo)ol 1lo0)ol lo)ol 1lo)ol 1o)ol 1o0)ol 1lo)ol 1lo)ol lo)ol lo)ol
(Come and see my puppy dog). (Come and see my puppy dog).

k?k k?k k?k k?k k?k k?k k?k k?k k?k k?k k?k k?k k2k k?k k?k

How many® How many? Hew many? How @any? How many® How many?

@

2 R4



aqqqa:aq:qa:aq:qa:aq:qa:a1:qa:aq:qa:aq:qa!a1:qa:aq:q1$aq1qa!§qiqa '
Look! Look! TInok! Look!i Lookse Lonke Looke Lo e Looke Looke
[ ]

Combination Characters

Some characters not provided on the typewriter can be typed by
combinine two characters, w.3. by typing one character, back-
spacine and then typing the second character, e.g. the exclamation
mark. First type the apostrophe (above the 8), back-space once,
then type the full stop. An asterisk can be typed as follows:-
type an x, back-space once, then type the hyphen *, Similarly

a division s3ign may be typed by strikins the hyphen, back-spacins
once and inserting the colon, *,

The star or asterisk can be used to replace the word "bo@n".
William Shakespeare (%*1564) English Playwright., (Raise the
asterisk half a space above yoar normal line of typing).

The symbol " is used to vportray verbal speech in a *typed or
written essay. The " is also used as ditto dots if certain
words need to be repeated in the same text. It is also used
as an abbreviation for the word 'inch', e.g. 2".

The stroke or solidus key / is often used to compose fractions
which do not apoear on the keyboard, for example: 9/10, 7/9.
It 1s also used in a reference to indicate who dictated the
letter and who typed it, viz Qur ref. ./PB.

The dollar sizn is typed with the aid of a stroke an+i a capital
S, employing the backspacer: $. This is called a combination
character,

The costing sign is an inv e expression for "at"' e.g. 20
window frames @ £7.00 each,

The ampersand & is mainly used with company names and replaces
the word "and", e.g. Williamson & Co.

a letter is left out, for instance, don't, hasn' nd so on.
We also use it to indicate possession, for &xample, Mr, Smith's
boots, Mrs, Green's baby, the student's books,

The avostrophe ' 1s very important in English We use it whenever
qgiilh

%9



Lazy Rex saw him and jumped off the bif) quick van.
Lazy Rex saw him and jumped off the big quick van.
Lazy Rex saw him and jumped off the big quick van.
TL.azy Rex saw him and jumped off the big gquick van.
Lazy Rex saw him and jumped off the big gquick van,

act add age apo air all and any are arm art ask awe bad bed big boy
but buy aye can car cry cut day die dye end eye far fly few for get
had has her his how his law let low man may new not now off for not

act add age ago air all and any are arm art ask awe bad bed big boy
tut buy aye can car cry cut day die aye end eye far fly few for get
had has her his how his law let low man may new not now off for not

act add age arfo air all and any are arm art ask awe bad bed bie boy
but buy aye can car cry cut day die dye end eye far fly few for get
had has her his how his law let low man may new not now off for not

3478 8734 3478 8734 3478 8734 3478 8734 3478 8734 3478 8734 3478
She ordered 74 kg of sugar and 38 kg of tea to arrive or. 4th May.

On Wednesday 8th at 8.37 a.m. 4 coaches left with &3 girls and
87 boys. The Ghole journey took 18 hours and they visited 7 towns
and 3 countries,

3478 8734 3478 8734 3478 8734 3478 8734 3478 8734 3478 8734 3478

She ordereé 74 kg of sugar and 38 kg of tea to arrive on 4th May.

On Wednesday 8th at 8.37 a.m. 4 coaches left with 43 girls and
87 bols. The whole journey took 18 hours and they visited 7 towns
and 3 countries,

3478 8734 GL_78 87 3L 34 78)8734 8734 3478 8734 3478 8734 3478
She ordered 74 k+ of surar and 38 k- of tea to arrive on 4th May.

On Wednesday 8th at 8.37 a.m. 4 coaches left with 43 gzirls and
87 boys. The whole journey took 18 hours and they visited 7 towns

and 3 countries.



As you are new to our class this term, we all send you our very
best wishes.

It was quite s@me time before the guests were able to leave
but it passed very quickly.

Qur parents are fond of tellins us that, when they were young,
they had to work much harder.

'WNe are sorry to learn that yvou have still not received our
cheque which was posted to you early.,

You can send me six kilos of apples and two kilos of oranges
if you think they are ripe enoush to eat.



T HE FOoX HOTZETL
HAVPTON COURT
FRIDAY, 11th DECENMBER, 19..
L UNCHEON

Tomato Soup
or
Chilled Fruit Juices

* # 3 * 3%

Fried Fillet of Plaice - Sauce Tartare
Roast Chicken, Chestnut Stuffing
Bread Sauce
Roast and Creamed Fotatoes
Spring Cabbage
Garden Peas

Peach Melba k//
Rum Dessert Cake

or

Cheese and Biscults

COFFEE




8 Woodstock Road,
BANBURY,
0xon,

Tel. No. Banbury 0915 0X16 7ZX

Your ref. FRG/DF/435

10th November, 19.,

The Manager,

Matthew Bennett & Sons Ltd.,
Grove Road,

OXFORD.

0X1 1YY

Dear Sir,

I have received a copy of your catalogue and price list for
office and portable typewriters.,

I wish to place an order for one office typewriter, model B4,
provided that you can supply it with an elite type-face and that
you are able to let me have it during the comins week. The
machine is required for immediate use so prompt delivery is
essential,

I notice from your price list that there is a difference of £9.50
between the A5 portable and the A6. Will you kindly let me know
which of the two models you consider comparable to the machine I
bought from you four years ago (model C2) and whether you will take
the C2 in part exchange for a new portable. I should 1like the new
typewriter to be supplied with an elite cubic type-face,

w#hen you write, please quote an approximate trade-in price for my
present portable.
J

J

Yours faithfully,

K. Baldrick






The trade-in value of your present typewriter is about £20.00 to
£25.00. 'Ne shall be pleased to take it in part-exchange and will quote
you an exact price for it when we deliver the B4,

Yours faithfully,
MATTHEW BENNETT & SONS LTD.

F. R. GREEN
Managing Director 1///

Enc,



8 Woodstock Road,
BANBURY,
Oxon,

0X16 7zX

10th November, 19..

The Manager,

Matthew Bennett & Sons Ltd.,
Grove Road,

OXFORD.

0X1 1YY

Dear Sir,

I have received a copy of your catalogue and vrice list for
office and rortable typewriters.

I wish to place an order for one office typewriter, model B4,
provided that you can supply it with an elite type-face and that
you are able to let me have it durine the coming week., The machine
is required for immediate use and, therefore, prompt delivery is
essential.

I notice from your price list that there is a difference of
£9.50 between the A5 portable and the A6, Will you kindly let me
know which of the two models you consider comparable to the machine
I bought from you four years ago (model C2) and whether you will
take the C2 in part. exchange for a new portable. I should like the
new typewriter to be supplied with an elite cubic type-face,

When you w@ite, please quote an approximate trade-in price
for my present portable.

Yours faithfully,

K. Baldrick






The trade-in value of your present typewriter is about
£20,00 to £25.00. We shall be pleased to take it in part exchange
and will quote you an exact price for it when we deliver the B4,

Yours faithfully,
VATTHEW BENNETT & SONS LIMITED

F. R. GR:EN
Managing Director

Enc.,

- 11 -
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Our  Ref. DG/FF/295

2nd April, 19..

W
Vrs. J. Firth,
41 s @) George's Drive,

DURHAN,
DR57 8PG

LDear Madam,
'SPEEDWAY' CAR SEAT COVERS

Thank you for your order for two front seat covers in green/blue
that you placed with us on 27th March.

We are no longer producing these covers in jersey-knit nylon
because we have found that most customers prefer a fabric that
feels cooler in warm weather. We have therefore chansged to a
material that contains a percentage of cotton, mixed with
artificial fibre to retain the long-lastine wear of nylon.

If you wish to proceed with your order, we shall be pleased to
supply you with covers to the colour of your choice. Sample
vatterns are enclosed.

- 12 -



We are returning your cheque. If you wish to order covers in
the new material, send it back to us with the sample of your
choice. No alteration will be required on the cheque because
the price of the seat covers remains unchanged.

Yours faithfully,
FAIVILE TEXTILE CO.

JOGN CEDDES @

Sales Manager

Enc.



41 St. George's Drive,
DURHAM,
DR57 8PG

Your ref, DG/FF/295
Lth April, 19..

The Sales WManager,

Messrs, Fairmile Textile Co..
6 0ldham Road.

MANCHESTER.

Dear Sir,
'SPEEDWAY® CAR SEAT COVERS

Thank you for your letter of 2nd April, enclosing samples of
your new car seat covers, I should like to order a pair in
the same colour as the sample I have pinned.

I am going to he away on holiday from 12th April so will you
please make sure that the covers are sent off well before that
date.

In your letter you stated that you were returning the cheque
I sent to you with my original order. The cheque was not, in
fact, with your letter so please look and see if you have it
with the correspondence. If not, let me know and I will then
cancel it at the bank and send ycu a new one for the same
amount,

Yours faithfully, u//

Mrs., J. Firth

Enc,

- 14 -



L& last Drive,
JEECS
LS45 3HQ
Tel. Leeds 031885 13th DOctober, 19..

Your ref. PG/SH

The Manager,

Vessrs. Morzan & Black,
Cainter Road,
HUDDERS¥®IELD,

Yorks,

Dear Sir,

37 Baron Piece Estate

Thank you for sendine details of this property. 1 am planning
to come over to Huddersfield later in the week and shall be grateful
if you will arrange for me to look at the house on Thursday afternoon
between 4 and 5 o'clock.

In the meantime, please let me have informaticn of any other
three~bedroom houases, within 19 miles of Huddersfield, that come on to
your books. If possible, I should like to view the properties on the
same day as ]I see the house on Baron Fiece Estate.

Yours faithfully,

M. DAVENPORT



99 Lime Walk,
West Hampstead,
LONDON,
NW3 3WH

10th July, 19..

The NManaging Director,
Leichton Dairies Ltd.,
LONDON,
NW& 5TU

Dear

your
your
door

Sir,

I am writing to call your attention to continual parking of
delivery vans outside these premises., For several hours each da
vans block the entrance to the zarage, which, as a notice on t(Ef)
indicates, is in constant use, day and nisht.

I have spoken on four occasions to your drivers but have received

no co-operation from them.

Unless you give instructions for your vans 1o be parked elsewhere,

I regret that I shall have to take up this matter with the Folice.

Yours faitnfully,

@

Hedﬁy L. Viner

- 16 -



54 Conway Crescent,
NOLVERFIELD.
WV12 1AA

25th June, 19..

Inspector of Weights and Measures,
Weights and Measures Department,
Rawley Road,

WOLVERFIELD.

Dear Sir,

I am sending with this letter a packet of vacuum-packed
streaky bacon which I bought at the Discount Supermarket in
Hill Street on 23rd June. When I opened the packet I found
that several of the rashers were mouldy.

I went back to the Supermarket yesterday and asked the Manager
to exchange the packet for a new one. He refused to do this
because, he said, the goods had not been returned to the shop
on the day of purchase, I cannot accept the Manager's point
of view because food for sale under the terms of the Food and
Druegs Act, 1955, should, I consider, remain in gocd condition
for over 24 hours.

I shall be grateful if you will examine the bacon and let me
have your comments,

Yours faithfully, J/

Mrs. Jane Brown

Encl,

- 17 -



TEST

T HE F O X HCTETL
HAVNPTON COURT
FRIDAY, 11th DECEMBER, 19..
LUNCHEON

Tomato Soup
or

Chilled Fruit Juices

*® 4 %* 3 ¥

Fried Fillet of Plaice -~ Sauce Tartare
Roast Chicken, Chestnut Stuffing
Bread <auce
Roast and Creamed Potatoes
Spring Cabbage
Garden Peas

Peach Melba
Rum Dessert Cake

or /

Cheese and Biscuits

COFFEE

- 18 -



“l4 Zonway Creccent,

NOLVWRPIZLD.

WVLD AAL.
25th Jane, 19..

Inspector of Weights and Veasures,
weights and "Veasares lepartment,
Rawley Road,

NCLVERFIELD.

Lear Sir,

I am sendin~ with this letter z packet of vacuum-packed
streaxy bacon which I bough®t at the Discount Supernarket in
Hill Street on 23rd June. ‘When I opened the packet 1 found
that several of the rashers were mouldy.

o VP
I went Tack to the Zupermarkel yellerdary and noked th-~ Vanager
to exchange the packet for a new one. He refused to do this
because, he said, the soods had not beenrn returned to the shov
on the day of purchare, I cannot accept the Manager's point
0f view because food for sale under the terms of the Food and
Lruss Act, 1955, should, I consider, remaliln in ¢o20¢ ~ondition
for over 24 hrours.

Do

I shall be grateful if you w~ill examine the bacon ari let me
have your comments.

Youre faithfully, /

Mrgs. Jane Brown

Encl.

!
b
O
4



Student Progress Report <<=,

Students Name: Contract No. Date: Lesson/Test No.

Andrew Strettion O I000Y 2i08M &
I now enclose your marked work for lesson 6 and this was a good result.

From pow on you should correct all of your typing errors. FNote that you should
not type over incorrect letters.

Flease continue to type for at least one hour each day.
I now look forward to receiving your work for lesson 7 next.

Regards



Torn @



The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazny dog.
The quick brown fox jumps over the lazy doe.
The quick brown fox jumps over the lazy dog.
The aquick brown fox jumvs over the lazy dog.

A RED-HOT POKER, BILUE-BLACK ink, A WATER-TIGHT case.
Ninety-nine YEARS, Thirty-six INSTALMENTS, Sixty-csix WORKERS.
We are going to see THE TAMIN® OF THE SHREWN in May.

The advertisement apneared in THE TIViE and THE GUARVIAN.

The notice on the door said MEETING IN PROGRESS,

A REL-HOT POKER, BLUE-BLAC¥ ink, A WATER-TIGHT case.
Ninety-nine YEARS, Thirty-six INSTALMENTS, Sixty-six WORKERS.,
We are going to see THE TAMING OF THE SHREW in May.

The advertisement apneared in THE TIMES and THE GUARLIAN,

The notice on the door said MEETING I[N PROGRESS,

The horses are out in the fields, restineg after their hard work.
The cows are grazing quietly in the meadow,

Mother and Father are coming today, and we are lookine forward
to their return. It is very nice to be on our own.

Please tell Phyllis to fix a date to come and play a game of
tennis with us. We have had our tennis court put in order.

Time and tide wait for no man. This is a sayine whirh is known
to most of us, Let us make sure that we avoid wastine time,

Do not try to do toc much durins the su-mer. I am cure the very
hot weather is not good for you, but it should not do you too
much harm,

We were very pleased to learn from your recent letter

that you have now received the goods which we sent to you
last month., e would ask you to accept our apologies for

the slight delay in despatch. Owing to a strike at the
factory of one of our suppliers, we did not receive the
required parts when expected. We are planning to hold

larger stocks of these parts, so as to overcome any future
difficulty. /



type-writer, brief-case, con-firm, pay-ment, co-onrnerative, suf-fix,
neces-cary, prop-erty, sand-castles, extra-ocrdinary, under-cscore,
equip-ment, tech-nique, read-inec, tea~time, agree-ment,

lcok, locked, car, cars, house, houses, alone, afraid, afain,
until, Londcn, New York, Mary,

date, garrulous, expression, dis-qualify, employment, ex_.tensive,
approgpriate, non-existent, proverbial, Leicester, paragrzph, Margaret,
resignation, remunerate, knowledge, statistics, class-room, president,

The one piece of equipment escential in every office is a
typrewriter and with the vaner-work required nowadays for
ordinary business of living, tyvewriters are almost as
necessary in the home

Apart from the legibility of tyvescriot, usinc a machine is
the easiest way to make covnies of letters Aand other documents
for filine. A tyvewriter is no food without a typist to

use it. The self-taurht, two-finser amateur finds the work
laborinus and slow,

Fersoral and individual attenticn is fiver~ with Scheidegeer
so that studenis of any age can become proficient easily

and quickly and enjoy the course in the vrecess. No previous
knowledge is necessary and *he learner does not need to own

a machine,



5 £t. John's Ronzd,
STAVELEY,
Westmorland.

11th June, 19.,

The Sales Manager,

J. S. Garland & Co. Itd.,
18 High Street,

CARLISIE,

Dear Sir,

Today I received the carpet ordered from you on 16th May, but am
sorry to say that I am very disapnointed with it. The pile does
not seem to be of the same quality of thickness as tre pattern I
chose, and also appears lighter in colour. The 1label does not
indicate that the carret is mothproof, a =tipulatior I made when
placing the order.

T regret-to z*ate +rat T mict de~line to accept the carpet,
¥indly let me kncow by return what you propose to do.

Yours faithfully,

THOMAS JONES /






FLPT/Su/80/1
10 February 19..

Mr & E Chivers
Maxfield Walters & Son
62 North Road
CHESTERFIELD

CT1l 3VB

Dear ¥r Chivers

We are pleased to open an account with you and to grant you full
credit facilities. We appreciste your decision to transfer your
considerable tusiness to this company and we take this opnortunity
of assurine you of our full co-operation at all times,

0
Your first order for the Midlan&lshops is receiving our immedirte
attention and delivery should be made by Monday next.

v
We understand that you have outstanding business with ycur old
suppliers in the Vanchester and Sheffield areas but we look forward
to supplyirg those shops in due course.

N

\Yj
If any difficulties arise we hope you will communicate personally
with the writer,

(¥
v

AV
. o & )
Yours sincerely o A

£ f,

Vanager



35 Nest Avenue
DARTFQRD

Fent

DAS1 41B

24 April 19..

Telephone: Dartford 0359 NMessrs

Slade & Roberts Estate Agents
Mendip Roaad

DARTFCRL

Kent

Dear Sirs

Plot 56, High Elm Estate

When I first made enquiries about buying this piece of land you said,
during a visit I paid to your office, that because ylannine permission
has been obtained for the development of the whole estate, building
work could start immediately the purchase of the land was completted.

I now have a builder who will be able to start work within the next
two months, so I shall be grateful if you will confirm that there are
no further local formalities to complete.

I have already supvlied you with the name and addres: o my solicitor
and so I hope to hear, within the next few davs, that you zre writing
to him about the cale.

Yours faithfully v

Graham White



13 Bellhouse Crescent
HI"HBURV
gl2 1ar

9 ¥ebruary 19..

The Editor

The Highbury Star
Broad Street
HIGHBURY

HZ1 3AR

I wish to complain about the chaotic conditions thzt have develored
in the town centre, especially during rush hours, since the introduction
of one-man buses.

During the past week I have had to wait, every day, for over 20
minutes for a bus scheduled to lerve the Hich TStreet* steor at 17.35.

All the years the two-mzn buses were in operation there was rarely a
delay of mcre than 10 minutes and I can remember only one that was
over 15.

If the ecoriomies of one-man buses result in more transport being
kept in service this will be seen as an advantage ir one sense;
in another, however, the lones waitine will prove to e a serious
threat to the general acceptarce of the<s buses,

The situatinm decerves a special mentiorn in your paper, I think,
because the complacent remarks of the bus company m=nager qucted in
last week's edition bear no relation to the reality >f the rezl
situation,

/
f
/

v

Yours faithfully

arcus Hardy

he)



9C New Hill Crescent
‘Wes”, Hamstead

LOND™N

N#6X 7KR

Telephone: 01 2345 9923

10 July 19..

The Inspector

Hamstead Tolice Station
ICNEON

N&SH 8BQv

Dear Sir

WELBY KENNELS, 98 Marlborough Road ZLondon Nwb 3Q¥

T am writins to call your attention to the unbearable noise coming
from the Welby Kennels.,

morning till late at nisht so that when the wind ir- bhlowing/in the
direction of the housed in this part of the New Hil1l Creccént these
oroverties are barely habitable,

The barking of dors, shoutine ané calling, never stons frz:DGErly

I have made frenuent complaints to the owners of the kennels, but,
so far, without any abatement of the noise whatever.

It is for this reasor thet I must ask you to look into this serious
nuisance.

Yours faithfully

Henry Barker



) f e



Holly Lodge House
rark End Ctreet
“LEETWO0D

Lancs

14 vay 19,.

Telephone: Fleetwnod °907

John %raves Esqg

12 Dunmore Crescent
BLACK.POOL

Lancs

Lear Vr Graves

Thank you for your letter of 1l4th Way, in answer to the advertisement
I placed last weekx in the 1local newspaper.

I am plannine to sell the car described in the advertisement because
my husband has just cone abroad at wvery short notice on a2 six months
tour of duty.

As I do not drive I think the bhest plan is to sell tre car so I think,
if you are interested in doinc so, the best plan is for you to come
and see this one for yourself,

It is two years o0ld and has been serviced recularly,
The only extra I know my husband had fitted ié a radio.

I am usually out in the mornings so if you would like to come one
afternoon or evenine, please ring me so that we car arrance a time
convenient for toth of us.

Yours sincerely

Martha Blanding



Nous avons le nlasir de nous a2nnoncer que nous avons recu le
paque® jue vous avez blen voulu vonfier a notre reper<entant,

nt a notre ozt et noig vour en remercions

Les echantillons so
clisntele sers rertainement enchamt»e de ce

vivement, Noter
nsuveau produit,

Toutefois, nous permettons de vous demander de bien vouloir
nous evvoyer encour d'autres echanrtillons en rouge, efn
vert et en bleu, afin de nous permetire . . .



Holly Lodge House
Park “nd Street
FLEETANOOD

Lan-~«<

14 May 19..

Telephone: Wleetwood 9907

John 4Graves ¥sqg

12 Dunmore “rescent
ILACKPOCOL

Iancs

Dear ¥r Graves

Thank you for your letter of 14th May, in answer to the advertisement
I placed last week in the loral newsnaper.

I am plannins te sell the car described i1 the advertisement because
my husband has just rone abroad at very short notice 0on a six months
tour of duty.

As I de not drive I think the best plan is to sell tre car so I think,
if you are interested in doing so, the best pladM is for you to come
and see this one for yourself,

It is two years o0ld and has been serviced resularly.
The only extra T know my husband had fitted is a r=din,

I am urually out in the morninrs so 1f you would like to come one
afternoon o» evenine, please rineg me so that we car 2rrancge a time
convenient “or bsth of ae,

Yours sincerely

Martha Blardine

- 13 -



Student Progress Report Wﬁg

Students Name: Contract No. Date: Lesson/Test No. ;-‘

Andrew Stretton CC 1000602 11.11.54 7

I pow enclose your marked work for lesson 7 and this was another good result -
well done.

Kemember when making corrections that these must be perfect. If you are using
correction fluid make sure that this is well thinned down.

I now look forward to receiving your work for lessop 8 next.

Kegards
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Her name was micspelt: it should be Fullam not =u” han,

5 paper
5 pen
2 ink

The expenses invelved are listed here: .8
;

. Monda 18th Aprid
The conference will teke place on Yo F

Westrate LONDCN

at the Hotel in

10.30 a.m,

The conference will comnmence at:

Teave 1 space after comm2, semi-colon, and colon.
Leave 2 rpaces after full stop 2t the and of » ~entence.

ieave 2 cpaces after exclsmation merk or questinn merk at
the end of a sentence.

Leave NC  epace’/s before zrAd ~fter 2 hyohen.

Indent 7 cpaces for first word of new paracrsph,

o NOT underscore final punctuation mark,

Capital letters reguire urce of SHIFT key. V/
When undersccrine a corplete sentence, ure the CHITT TOCK .

Leawve NO space after £ sisn,



ST HANMEPETCON rCELICITY ¢ 1 UB
IV In LN~ HIDON

and prezentation of the

AW MR LD e F H2MO0UR

Thursday, 17th October 19..
12.30 p.m. for 1,00 p.m,

TC™ PANK SOUTH.NPTON SUITE

REPLY STIF TC: vrs, P, Jarratt, 'Lorraine', %orest Tardens,
Sholins~, Southamnton,

Dlecse reserve ...2?f§?....... Luncheon Jeats

at £4.50 each (includings wine durinc me=1)

I enzlose cheque for Cé{ ...............

\:[\",‘1? ./{‘/,&/ LI ) /\%‘t‘(

i LN A IR B Y R BN

ALLRESC 9., /(//A’UQ R A O o
sheeel. | //0/‘”4' S.E ?.4. 25

j???

b%.

PLEAFE RETUSN 70 THE SECPETARY BY 11th O7TC0P 2, 19.,
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Three “hivns of Adventure

Tw2 Years in the Artic
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SFARDENING

Heather Tardens
Vezetable Science

¥inlature Rockeriler
HISTORY

The “econd wOr£EJWar

The .lizabethan Queen
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The Six Day SGiege
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ADVENTURE

Three Ships of Advenrture
Two Years in tnhe Artie

Above the World
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SARDENING

Heather Sardens
Vegetable Science

Viniature Rockeries
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Student Progress Report <s«--,
%

Students Name: Contract No. Date: Lesson/Test No.

Andrew Siretion CC 1000602X 17.11.84 8

Not quite as good & resull as for your previouws lesson but still quite good -
well done.

FPlease make sure thal all correclions are perfect. The ariginal error must nol
be visibie.

I now look forward to receiving your work for lessop 9 in due course.

Regards
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