Unit 1 – The basics of writing and
reading Teeline
The Teeline alphabet
Units 1, 2 and 3 contain a full list of the Teeline characters, with notes on how
to write them and join them to other characters to form outlines. Note the
following general rules before you go on.
1.

It is important to preserve the size and shape of the letters. Some
letters are smaller than others. For example, C must be written about
half the size of a full-sized letter, as it has a similar shape to L and the
two would be difficult to distinguish if written the same size.

2.

Take careful note of the writing position for each character. This
might be:


on the writing line



above the writing line



through the writing line

It is important to write the first letter of a word in its proper position, and
for this reason you should use lined paper. Full-sized vertical letters (e.g.
B, H and L) must stand on the writing line, although small letters (e.g. C
and K) or horizontal letters (e.g. M) may be written higher so that the
following letter can stand in its correct position. A word beginning with a
D must start on the line to distinguish it from a word beginning with T,
which has the same shape but is written above the line. Some letters (e.g.
G and J) are written through the line at the beginning of a word. However,
when a letter is not the first in a word, its position is normally determined
by the preceding letter.
3.

Teeline outlines are formed by joining letters together as in normal
writing. However, there are no linking devices, as in ‘joined-up
writing’ to ensure that letters appear side by side on the line. The first
letter is written and the next letter is joined to it at the point you
completed the first letter. Because of the shape of certain letters, this
means that some words flow down the page rather than along the
writing line. You will soon get used to this – remember that Teeline is
written, and read, from left to right and from top to bottom.

First, we shall look at the Teeline consonants, starting with the letters B to M.
Consonants B to M

There follows a description of the first ten Teeline consonants and hints on
how to join them to other consonants. Copy the examples to get the feel of
how Teeline words are formed.
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Letter B

This letter is written from the top downwards in one continuous
movement, ending where the large circle joins the curved upright. It
is derived from the handwritten small b, and has a well-defined
curve, finishing with a large circle.

Other letters are generally joined to B at the point of completion
of the circle, without going round the circle again. Note how this
example flows downwards.

Letter C

This is an ordinary longhand C, and is smaller than the other
consonants (about the size of a handwritten small c).

Because of it small size, C may be written above the line when
followed by a full-sized letter so that the latter can stand in its
correct position.

In addition to using it for C (whether a ‘hard’ or ‘soft’ C), it is
also used to represent the combination CK. Note how joining the
C directly to the B results in the C appearing to sit behind the B.
Reading from top to bottom, however, there can be no doubt
about which letter was written first.
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Letter D

A short dash written on the line when starting a word.
Note how, in this example, the next letter is joined in the usual
way, without a linking device, so that the C appears to hang
downwards from the D.

When two Ds occur together, write the first D as usual on the line
and the second D just below and a little to the right of the first.
This is one of the few occasions when the pen is lifted from the
paper and letters are written separately, and is called disjoining.
Exercise 1.2

Read these Teeline letters. Copy them neatly and then see if you can read and
make as many words as possible from your own outlines.

Letter F

Derived from a handwritten f.
downward loop may be used.

Either the upward or the

It is best to use the upward F loop when F precedes D as this
ensures that the D is anchored to the writing line.

Exercise 1.3

Read the following words. Copy them and note how the individual letters are
joined together in an outline.
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Digression – Blending F with other consonants

As well as having two different forms to choose from, F may be blended with
many other letters in the same was as the letter S, which you will meet in Unit
2. You will need to understand how the S is blended before tackling this,
however, so these blends are described at the end of the next unit.
Letter G

Derived from the handwritten small g. It cuts through the line as
shown when beginning a word. It is also used for DG in words
such as hedge, ledge, badge, etc.
Exercise 1.4

Letter H

This is derived from the first downward stroke of a printed H. It
rests on the line and is always written downwards.
Exercise 1.5

CH

This letter combination, when sounded as in chide, at the
beginning of a word is written with the C raised so that the H
stands on the writing line. Note, however, that when only the C
is sounded (as in chemical) then the C only is written.

Letter J

A single downward stroke, slightly curved, cutting through the
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writing line.

Note the difference between J, a simple curved stroke, and G,
with a small hook at the top.

Exercise 1.6

Letter K

The angle only is needed for K.

K is roughly the same size as C.

When D follows K, it is usually disjoined and written underneath
the K to make a clear outline.

After a downward stroke some people prefer to lift the pen from
the paper and join the K to the side of the previous letter to give
a clearer outline.
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Exercise 1.7

Letter L

A single downward stroke, boldly curved and always written
downwards at the beginning of a word. Note the broad curved
base, which gives a very clear join with the following letter.

L may be cut short at the line and the curved base omitted when
joining to another curved letter, where the join would otherwise
be a bit messy.

If desired, L may be written upwards after a downward stroke in order to
prevent the outline from travelling too far below the writing line. Care must
be taken, however, to preserve the direction and shape of the L curve.

When D follows an upward L, it is disjoined (separated from the
L) and written underneath the upward curve.

Exercise 1.8
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Letter M

A single arch written from left to right. Derived from the
handwritten M with the middle stem omitted.

Because of its horizontal shape, M may be treated as a small
letter (like C) and raised to allow the following letter to stand in
its correct position.

If desired, the upward L may be written after M to give a neater
outline.

Exercise 1.9

Special outlines

For frequently used words, simplified or reduced forms are used to save
writing time, and you should memorise these. The following is a list of
special outlines for very basic common words, represented by the single letters
of the Teeline alphabet you have learned so far. Start using these immediately
in your everyday writing.

Exercise 1.10

Write the following words in Teeline.
lead

luck

Do

decide
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go

be

like

me

back

from

kind

make

feel

he

him

blame

been
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Unit 2 – The basics (part 2)
Consonants N to Z
The remaining Teeline consonants are described below. Copy the examples
before attempting the exercises.
Letter N

Derived from the first hook of a handwritten small n. N is a
small letter, about half the height of an H.

Note that N is a straight line with a small hook at the top. Keep
it narrow so that you cannot confuse it with M.

Exercise 2.1

Letter P

This is the downstroke of a printed P. It is the same size as H but
must be written through the line when beginning a word. Like H,
it is always written downwards.
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Exercise 2.2

Letter Q

Derived from the loop which joins Q and U in the longhand qu. It is
written through the line, and the one sign stands for QU.
Exercise 2.3

Read these Teeline words:

Letter R

A single, slanting stroke, which is always written upwards.

Take care to keep it straight, so you cannot confuse it with an
upward L.

When R is followed by D, the D is disjoined and written
underneath the slope of the R, to make it clearer.
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Exercise 2.4

Letter S

The handwritten S is modified to become a small circle. For
such a tiny letter, S seems to cause the most problems at first.
Here are a few guidelines to help you write it more easily and
clearly:
First of all, remember it is a small letter and has no writing position of its own.
It is simply attached to the letter following or preceding it.
Where possible, it should be written anti-clockwise, which helps
to keep straight lines straight. This means that it will normally
appear on top of a straight horizontal letter,

and on the right of a straight vertical letter, such as H or P.

S is always written inside curves. Simply extend the curve in
the same direction, so that it is closed off into a small circle at
the beginning or end.

If S comes between two straight letters making an angle, it is
written outside the angle to make it more visible. Note that this
overrides the anticlockwise rule and the whole outline is written
in one continuous movement.
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If S comes between a straight letter and a curved letter, it is
written inside the curve.

When S occurs after a B, it is written inside the B circle,
continuing the curve in a smooth coiling motion.

Finally, remember to distinguish clearly between the large B
circle and the much smaller S circle.

Exercise 2.5

SH

The SH sound has a special sign, similar to a longhand S. This is
the only purely phonetic symbol used in Teeline. S and H are
never written together unless they are sounded as two separate
letters, e.g. as in Soho or Sahara.
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Exercise 2.6

Letter T

T is the counterpart of D. It is derived from the short horizontal
cross-stroke of the written T. At the beginning of a word, or
when preceded by an S, it is written above the line to distinguish
it from D, and this is known as the ‘T position’. It is this T that
gives Teeline its name.
When a small letter, such as C, precedes T it is usually written in
the T position to make the word easier to read back.

Similarly, when a horizontal letter, such as M, precedes T,
writing the whole word in the T position makes reading back
easier.

When Ts and/or Ds occur together, they are disjoined. The
second T is written above, and slightly to the right, of the
previous letter.
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Note, however, that they should not be disjoined if there is
another consonant, e.g. S, between them.

Like D, when T follows an upward stroke, it is disjoined, but
written above the previous letter.

Exercise 2.7

Letter V

No change from the printed or longhand V. Make sure it is kept
upright. V is a small letter, and should not be confused with the
combination HR.
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Exercise 2.8

Letter W

The middle stem of the handwritten W is omitted, making W the
reverse of M. Note that W is always written in words containing
it (e.g. bowl, jewel, etc.), even if it is not sounded distinctly, to
facilitate reading back.
Exercise 2.9

Letter combination WH

Although the combination WH does not represent a distinctive
sound in English, it is always written in full as an aid to reading
back. This applies for words that are pronounced with both W
and H sounds. See the following examples:

Letter X

This is the ordinary handwritten X and it is the only letter in the
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Teeline alphabet for which the pen must be lifted from the
paper.
The fact that X is made up of two separate strokes makes it very easy to blend
with other letters. For this reason, there is no exercise here for the letter X and
we will look more closely at how it is used in Unit 7.
Letter Y

Derived from the handwritten y, with the tail shortened and the
loop removed. Note that the Teeline Y is used as a consonant
only, and not at the end of words ending in Y (e.g. say, happy)
Exercise 2.10

Letter Z

This is the same as a Teeline S with a small tail added. It is used
at the beginning of a word only. When it occurs in the middle or
at the end of a word, an S is usually substituted.
Exercise 2.11

Digression – Blending letter F with other consonants

As mentioned in Unit 1, F can often be blended with other letters in much the
same way as S. In general, these blends follow the same rules as for S.
Remember that the Teeline F is a long loop and should be easily
distinguishable from the small S circle.
FR blend

F and R are blended into one outline. This may need plenty of
practice to achieve a smooth outline of the correct size. The F is
started midway between the lower and upper writing lines. It
goes downwards and backwards to the left, as far as the lower
writing line. It then loops back, in an anti-clockwise direction,
and as the loop is closed the line is extended
Practise writing the following examples:

87

RF blend

The R is written first and the F then loops back, again anticlockwise, to join the R halfway along its length. The F should
again be on top of the R.

Note:

In some cases, it is clearer and easier to write the F in full:

FL blend

The F loop is tucked into the curve of the L, in the same way as
the Teeline S. Make sure it is a long, narrow loop, starting about
halfway along the length of the L, so that it cannot be confused
with an S.

Blending F with other letters

The Teeline F may also be merged with B, H, M, P and W, to make outlines
that are quick to write and pleasing to the eye. Study the following examples
and practise writing them:
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Note:

Some people find the FM and FW blends difficult to write and prefer to
write both letters in full. This is perfectly acceptable.

Exercise 2.12

Special outlines

Here are the common words represented by the single Teeline consonants N to
Z:

More about special outlines

Apart from the single-letter special outlines we have already looked at, Teeline
has many other ways of reducing words to the minimum necessary to enable
reliable reading-back. These are known as reduced outlines, and will be
introduced in this book as they crop up. Quite often, the Teeline reduced
outlines follow the same or similar formats as standard abbreviations in
written or spoken English. A few examples are given below:

As you gain confidence in writing Teeline, you will no doubt devise your own
special outlines for words you use regularly. Take care,
however, that in doing so you do not write an outline that
could be mistaken for another similar word. For example, the
reduced outline for minimum has an extra M at the end; the
longhand equivalent would be min, which has the same outline
as main.
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Take the time to learn the conventional reduced outlines as you meet them, as
they cut out a vast amount of unnecessary writing.
Here are a few more special outlines, with descriptions of how they are
derived:
The two special outlines to and do or day are combined using
the method of disjoining sequential T and D. This avoids
having to move the pen all the way down to the writing line to
write the D.

Day can also be used as a word ending.

By writing a word in the “T position”, it is clear that the word
contains a T so it can often be omitted.

In these examples, the missing letter is the H of CH. By
writing the outline in the T position, it is clear that something
is missing. Remember that it is not always a T. (Note: The
letter H is omitted from the word which, as it is a special
outline.)

Here again, the unusual positioning of the word part below the
line indicates that another letter precedes it, in this case B.
This is also similar to the spoken contraction ‘cos.

Note this way of writing that. The reason for crossing the
second T through the H is that it simplifies the addition of extra
words to form phrases or word groupings in a single outline.
Phrasing is a further way of cutting down the amount of
writing necessary and is described in Unit 4.
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Exercise 2.13

To practise what you have learned so far, write the following words in
Teeline. Note that some of them are special outlines. Check your answers
carefully and make sure you are forming the letters and outlines correctly.
meet
lead
members
do
decide
notice
like
and
main
get

the
wife
are
seem
where
there
me
sometimes
quite
from

holiday
know
luck
to
go
hand
tell
take
back
magazines
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club
that
difficult
but
very
must
spend
several
visited
different

representative
some
their
sudden
short
be
lot
months
before
kind

Unit 3 – Teeline vowels
There are two types of vowel in Teeline: the full vowel and the vowel
indicator. In general, it is the vowel indicator that is used at the start or
ending of words, and its use is described in more detail later in this unit. First
of all, we will take a look at the full vowels.

Full vowels
The full Teeline vowels have special uses, one of which is as special reduced
outlines for common words, which are shown below. That is all you need to
remember them for at the moment. The other uses of full vowels will be
described later on in this book.
Here are the full vowels and the words they represent. Note the size of the
vowels: they are very small and should not be confused with full-sized
consonants.
A = able (to) / ability
Note how the word to, which usually follows able, is included in the
sign and need not be written separately. The context will tell you
whether able or ability fits the sentence.
E = electric
Note the small size. It must be clearly distinguishable from the
consonant combination HD.
I = I/eye
Note: The vowel I must be sloped and acutely angled, so that it
cannot be confused with the consonant V.
O
Note that O is similar to the Teeline S. However, since the full O
is never used in words, there is no danger of the two being
confused. There is no special outline associated with O, as this
could be confused with the Teeline S, representing the word
south.
U = you
The full U is small and narrow. It should not be confused with W.
Exercise 3.1

Write the Teeline special outline for these words:
the
very
we
he

to
go
from
been

I
and
kind
you

are
be
shall
accident
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do
me
able
electric

Vowel Indicators
The vowel indicators are reduced forms of the full vowels. Here is a list of all
five, and below that a description of each vowel indicator and how it is used in
outlines.

Note how small the vowel indicators are. Try to keep them consistent in size
so that they cannot be confused with consonants.
It is important to retain the correct directional slant of all the vowel indicators
as an aid to speedy reading back of your outlines. Take particular care with A
and I, the two that are most commonly confused. You might find it helpful at
first to jot down the vowels in order at the top of each new page of your
notebook, as a reminder.
As a general rule, vowel indicators are written downwards. There are,
however, certain exceptions, which will be described as we look at each
indicator more closely.
A indicator

The downward form of the indicator is normally used:

As well as words ending in -A, the A indicator is used for words ending in
-AY. (Remember the Teeline Y is used as a consonant only.)

The upward form of the indicator (the first half of the full A) is used before
letters V, W and X to make clearer joins:

The full A is used before R, to distinguish it from VR:

The full A is used after H, M and P to give a clearer outline:
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The full A may also be used at the beginning of a word starting AU-, as an aid
to reading back:

Exercise 3.2

E indicator

The E indicator is normally written downwards:

The second (horizontal) half of the full E is occasionally useful for making a
clearer join after a downward stroke:

It is necessary to write the full E before downward consonants to make a
clearer outline:

The E indicator is used at the end of words finishing –EY:
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When V follows E, the E indicator is written separately above the V:

Exercise 3.3

I indicator

The downward form of the I indicator is normally used:

The I indicator is written upwards after H, M, N P and SH, and after an
upward L, giving a sharper, clearer angle:

Note:

The upward I is never used at the beginning of a word as this form of
the indicator is used for A.
The full I is required before L and V to give a clearer outline:

The I indicator is also used to represent Y at the end of a word:
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Exercise 3.4

O indicator

The O indicator is the bottom half of the full O. It is shallower than a U and
only half the width of a W:

Before or after an M, the O indicator is turned on its side and tucked into the
curve of the M, giving a clearer outline:

Note the insertion of a vowel in the word room; this makes the otherwise
untidy and uncontrolled-looking join between R and M easier to read back.
Special outline

Or is written with a full O and the R passing through it. Write it
all in one movement, without lifting the pen from the paper.
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Exercise 3.5

U indicator

The U indicator is generally used at the beginning of a word starting with U.
It is the same as the E indicator, but they can rarely be confused.

The full U is used before the letters P and S to make clearer joins:

The full U is generally used at the end of a word:

Exercise 3.6

Diphthong OY

As well as being used as a consonant, the Teeline Y represents the OY sound
at the end, or in the middle, of words:
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Double vowels

When double vowels begin a word, use either the first vowel or the one with
the stronger sound:

When double vowels end a word, write the one with the stronger sound:

Remember:

Where double vowels alter the sound of the main vowel (i.e. AU,
OY), these are treated differently.

Medial vowels
Although vowels in the middle of words are usually omitted, medial vowels
may be written to make an easier join between two consonants.
Between two Ss

Where two Ss follow one another, write the appropriate vowel between them:

B followed by G or N

A vowel between B and G or B and N can make an outline easier to write and
read back:

Letter R followed by M

Although these letters join comfortably when written slowly, they can become
distorted when written at speed. It is helpful to insert vowels where applicable
to maintain a neat, easy-to-read outline:
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Special outlines

Writing the A indicator in the T position enables you to omit the
T of at.
The word with is written WI, in the T position, omitting the TH.

Similarly,
omission
is written

the O indicator written in a position that suggests the
of the letter F in of. Note, however, that the word off
OF.
This is a much neater way of writing the word have. Note the
way in which the H is sloped so that it incorporates the first half
of the V following it. The direction of the slope also suggests the
missing vowel, A.
Company is reduced to CO, as in longhand.

Distinguishing outlines
has / his

The above words are formed using the same letters: H and S. In order to
distinguish between them, the H may sloped in the direction of the vowel
which follows it:

this / these / those

These three words may be easily distinguished in the same way:
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Special outlines

Exercise 3.7

Write the following words in Teeline:
it
of
lucky
not
on
mainly
often

is
one
in
even
other
happy
ideas

a
companies
have
any
many
back
also

at
I
no
suddenly
you
new
stay

this
know
difficulty
they
my
admit
about

Unit 4 - Writing Teeline Notes
You now have the basic tools to write any word in Teeline. Some of the
words you produce will not be technically ‘correct’ in form; nor will they be
written in the speediest possible manner. However, try to write as much
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Teeline as you can from now on. It will soon feel natural to write in this way
and, as you learn new theory, you can simply add it to what you already know.
Remember, there is no incorrect way to write Teeline; what you are writing
now is just as right as the notes produced by an expert who has been using it
for some time, as long as you can read back what you have written. The only
difference is that the expert will write faster than you – because he or she
knows more theory or tricks of the trade, and has had more practice than you.
Before you can start writing proper notes in Teeline, there are just a few more
things you need to know about: punctuation, how to correct your mistakes and
how to write outlines in phrases.

Punctuation
Have you ever tried to read a page of text containing no punctuation? Without
full stops and capital letters, it is very difficult to tell at a glance where one
sentence ends and the next one begins. In many cases, punctuation can even
alter the whole meaning of the text.
A lot of people seem to think that writing quickly is hard enough and there is
no time – and no real necessity – to put in punctuation marks as well. If you
are tempted to think like this, remember how difficult it is to read
unpunctuated print. Reading unpunctuated shorthand is virtually impossible.
So do get into the habit of using the proper punctuation marks – there are not
that many in Teeline – right from the outset.
Full stop

The Teeline full stop is a long sloping line written
upwards, and starting below the writing line. It is important to
include full stops to enable easy and speedy reading of your notes.
Writing them large and clear – and as untidily as you like – is a real
aid to speedy reading back.
Initial capital mark

Initial capital letters are indicated by
writing two small sloping dashes underneath the word, as in the
word Teeline. The capital letter mark is only used for proper
names. It is unnecessary to mark the first letter of a new
sentence as a capital.
The full stop and capital mark are the only really necessary punctuation marks.
The following marks are optional.
Paragraph mark If you wish to mark off your paragraphs, you
can do this by writing a double full stop.

Dash

A Teeline dash is written as shown here, so that it cannot be
confused with anything else.
Other punctuation marks, e.g. commas, question marks, etc., are unnecessary,
but if you wish to use them to make the meaning clearer, write them as in
ordinary writing.
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Corrections
If you make a mistake in an outline, draw a ring round it and write the correct
outline in the margin. Do not cross out an incorrect outline as this might be
interpreted as some kind of extension to the word. You will soon get used to
ignoring anything with a ring round it while you are transcribing your notes.
Do not rub out your mistakes. This might sound obvious but it is surprising
how many people seem at first to be so anxious to write correctly that they
want to expunge mistakes from their notes completely. Once started, this is a
hard habit to break, and you will, of course, not have the luxury of time later
on. Only you have to read your notes and, as long as mistakes are clearly
marked and corrected in the margin, they will not impede reading back.
Remember, too, that ringed errors don’t necessarily mean you have made a
mistake in your shorthand: you might have misheard or anticipated a word
wrongly, or the speaker might have changed his or her mind about what words
to use. Knowing what was said, or inferred, originally might even be an aid to
transcription later on.
Finally, while we are on the subject of making corrections, do correct your
outlines in Teeline, and not longhand. It is bad working practice to resort to
longhand when you make a mistake or hesitate while taking notes, and a habit
that will impede your progress and is therefore best broken early. Remember,
too, that longhand words in shorthand notes are penalised in an exam situation
– another good reason for not slipping into the habit.

Revision
Now you have everything you need, let us try reading and writing some
sentences and notes in Teeline.
Special outlines

Exercise 4.1

Read the following, adapted from the introduction to a talk on holiday
planning, and write a transcription:
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Planning your holidays

1.

Check your transcription carefully. Then copy the Teeline outlines, saying
the words to yourself as you write each one.

1.

Now write the passage in Teeline again, this time working from the
transcription. Check your outlines.

1.

Prepare the passage for dictation by writing it out several times, as in step
2, until the outlines become familiar.

Exercise 4.2

Now write the second part of the introduction in Teeline:
We also differ about the kind of company we shall enjoy. Though we do
agree that we do not wish to be with just one age group, we do not agree on
holiday activities. One of us likes to be very active, and the other likes to lie
about and read in the sun. I shall not say which of us favours which. I am
sure that this is where this man is able to help. He has been to all the main
resorts and to some that I am sure will be new to you. In fact, I am sure there
are some he wishes to keep quiet about, and I would not blame him.
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Check your work and practise several times, as for Exercise 4.1, until you feel
ready to write from spoken dictation.

Introduction to phrasing
Another way of reducing writing time is by combining whole phrases into a
single outline. These outlines are treated in the same way as single-word
outlines, applying the same basic word reduction rules.
We will start by looking at some of the words from Exercises 4.1 and 4.2 that
we could group together. These will be described in some detail so that you
can see how they work. In future, new phrases will be listed as they arise in
the exercises.
Once you know the basic rules, you can, of course, make up your own phrases.
However, it is probably best to stick to the conventional ones given here until
you are confident that you understand how they work. As a general rule, only
group those words that go together naturally and form a common phrase, and
do not group more than three or four words at most. The resulting outline
should be distinctive and instantly recognisable as a phrase rather than a single
word.
Joining pronouns and verbs

The two words I am are treated as a single word, using the I
indicator instead of the special outline for I, and omitting the A of
am. Note the similarity to the spoken contraction, I’m. The full I
am, however, is used in transcription.
Note that the easiest way to annotate an outline for transcription
in its contracted form, to avoid confusion, is to add an apostrophe,
as in longhand.
Other examples of joining pronouns and verbs are:

Phrases with ‘to’ + short verbs

Small words like see or say after to are added on to the to to avoid
having to lift the pen and move back down to the writing line.
Note the importance of writing the correct vowel indicator.
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Phrases with ‘that’

The advantage of crossing the second T across the H of that is
that the next word can often be joined on to it, without lifting the
pen. Note that in that the, one T serves for the end of that and
the beginning of the, following the word-reduction rule of no
double letters in an outline.
Other examples are:

Phrases with ‘the’

The T can often be omitted from the, and the H tacked on to the
end of the previous word.
Note, however, that in some cases, including the T gives a clearer
outline. In this instance, the H would be forced below the writing
line and might be read back as a P.
Other examples are:

Phrases with ‘be’

The word be is often joined to the preceding word, to avoid
lifting the pen.
Reducing the B to its circle can reduce the outline even further.
Note the size of the B circle and the fact that it is always written
anti-clockwise.

Has been or have been may be reduced to the sloped H of has
plus the B circle. The context will indicate whether the first word
is has or have.
Other examples of phrases with be are:
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Phrases with ‘have’

As in spoken English, the word have, when it is the second word
in a phrase, is commonly reduced to a V.
Phrases with ‘not’

Not is usually joined to the preceding word. Note that, in a
phrase, the position of not is dependent upon the preceding word.
Do not raise the outline into the T position.
Phrases with single-letter special outlines

Phrases containing two or more single-letter special outlines are
usually written as a single outline.
Other examples are:

Special outlines

There are some very common phrases that have much more reduced outlines,
which you should learn. It is much easier to learn them if you understand how
they work. Special outline phrases included in the exercises are:
The phrase on the other hand is reduced to OOH.
Note the omission of the word the. Small words like the or to are
often omitted from common phrases, which can be easily read
back without them.
Note the slant of the H for hand. This occurs naturally in forming the outline
and also suggests the following vowel, A.
A lot of may be written as one outline.
It can also be written as a small L in the T position, omitting the
first and last words altogether. Note: You can alter this to lots of
simply by adding an S.
The three words I am sure are written as a single outline.
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The F is omitted from in fact,
in order to distinguish it from in effect.
Exercise 4.3

Re-write Exercises 4.1 and 4.2 in Teeline, this time concentrating on where
you can cut down on writing time by phrasing.
Transcribe your notes and make sure that the phrases you have used are
clearly recognisable, and cannot be mistaken for single words or other phrases.
It is only be experimenting that you will discover for yourself what works and
what does not.
Phrasing is an important part of writing Teeline and enables you to write much
faster. Investing time now in thinking about how basic text can be reduced to
its absolute minimum will pay great dividends later on. New phrases will be
introduced throughout this book and there are publications available that list
most of the common phrases (see Introduction). However, there is no
substitute for understanding the fundamentals of phrasing, taking the time to
learn new ones that you know will be of use to you, and devising your own
personal outlines for frequently-used phrases.

Unit 5 - Suffixes (1)
English words share a number of common endings, such as –ing, -ment, -tion,
etc. Each of these endings has a special Teeline symbol, the more common of
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which are described in the next few units. First of all, we will look at the use
of disjoined vowel indicators as word endings.

Disjoined vowel indicators
Words ending in –ing

One of the most common suffixes in English is –ing, normally used to convert
a base verb into the present participle, e.g. doing. To represent this in Teeline,
write the I indicator, downwards, and disjoined from the previous part of the
outline.

Exercise 5.1
1.

I am glad to see so many of you at this meeting of the Harrow
Holiday Club to hear a representative from one of the leading
holiday companies.

2.

I know that some members are lucky in having no difficulty in
deciding where to go for their holiday.

3.

Some suddenly decide where they are going, at very short notice,
and go there.

4.

Deciding where we are going sometimes takes several months.

5.

One of us likes to lie about, reading in the sun.

Apart from its use in forming the present participle, the ending can also be
used for any word ending in –ing:

Further endings can be added to the –ing ending, to extend the word even
more:
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Special outlines and phrases

The –ing ending is often used to represent the word thing, either as a word
ending or in word groupings:

Exercise 5.2
1.

Just to make things a little more difficult, we differ about the kind
of company we shall enjoy.

2.

We agree that we like mingling with different age groups.

3.

But we do not agree on things to do on holiday.

4.

I enjoy many things, such as swimming, boating and walking.

5.

My wife does not like a single one of these.

Other disjoined vowel indicator endings

By substituting different vowel indicators, more words ending in –ng can be
formed.
Disjoined A indicator = -ANG

Disjoined E indicator = -ENG
Note:

This ending is always followed by TH:
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Disjoined O indicator = -ONG

Disjoined U indicator = -UNG

Exercise 5.3
1.

Several young men got into a fight at the local youth club.

2.

A gang from a nearby housing estate arrived at the club at half past
nine.

3.

If your heart and lungs are not in a good state then your health will
suffer.

4.

Swimming does not injure joints and bones because feet are not
banging against a hard surface.

5.

The dumping of rubbish is wrong but something which happens all too
often.

Extension of disjoined vowel indicators

The disjoined indicators, with a small C added, give us the combinations -ank,
-enk, -ink, -onk, -unk, as in:

The small C is, in fact a blended K, which becomes more like a C when
written quickly, but there is no possibility of any confusion.
Extra endings can be added:
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The ending –ink may be used in word groupings to represent think:

Exercise 5.4
1.

The shadows lengthened and the sun sank slowly behind the hills.

2.

When the ship sank nine men saved their lives by clinging to bits of the
wreckage.

3.

Have you seen the tanker which is said to be sinking at the end of the
pier?

4.

When they go to the zoo boys and girls like to see the monkeys.

5.

There was a clank of metal when the wing of my car banged against
the leaning wall.

Words ending in -nce
A disjoined C, unattached to a vowel indicator, represents the word-ending -nce.
This may be preceded by any vowel:

The disjoined C for –nce can also be used in the middle of words:
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Special outlines with –NCE ending

Phrases

at once
Exercise 5.5
1.

Some members do not seem to think in advance but decide where they
are going at very short notice and go at once.

2.

The difference is that one likes to be active and the other enjoys lying
about in the sun.

3.

It does show the importance of thinking about it in advance.

4.

Good ways of keeping fit are dancing, swimming and fencing.

5.

Tell me about the circumstances of the accident.

Words ending in –nch
In many words the letters NCH come together and, since we use a disjoined C
for NCE (omitting the N), it is logical that for NCH we should use a disjoined
CH sign:

Exercise 5.6
1.

I am glad to see so many of you here at the launch of the new holiday
company.

2.

I have a hunch that there are some resorts he would rather keep quiet
about.

3.

I booked the holiday through the Harrow branch of the holiday
company.
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4.

I took a chance and clinched the deal at once without checking with
my wife.

5.

We had a lovely holiday and it was a real wrench when it was time to
go home.

Special outlines

Exercise 5.7
Trouble at local youth club

Exercise 5.8

A girl was injured when she was pushed over. Within minutes there was a lot
of punching and kicking. The police arrived on the scene within about five
minutes and they had to arrest two youths who had been seen throwing stones
outside the club. The police handcuffed them and took them away in a police
car. That night a member of the youth club staff was phoned at home by the
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police when the fire brigade had been called by a man who saw smoke and
flames issuing from the club house. Someone had thrown a burning rag into
the building at about midnight. It was lucky that the fire was seen so early.
The fire brigade quickly put the fire out and very little damage was caused.
The police are still making their inquiries.
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Unit 6 - Suffixes (2)
Common English suffixes
We have already seen how the vowel indicators may be disjoined to represent
common word-endings such as –ng and –nk. Other Teeline letters can also be
used as disjoined additions, to represent common English suffixes.
Words ending in –ment

The suffix –ment is represented by writing a small, disjoined M in the T
position in relation to the last part of the preceding outline:

Note that although –ment is the most common ending, any
vowel may appear between the M and the N.
You can write –mental by adding an L.

However, as normally happens when a word ends in –ly, the L
is omitted from –mentally.
Add RI for –mentary.
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Special outlines

Exercise 6.1
1.

An argument broke out over a game of pool.

2.

At the last moment the government department issued a revised
statement on the latest developments in the affair.

3.

A member of parliament may use the photocopier in the basement of
the Houses of Parliament at any time.

4.

All his requirements are in fact being met so he is in favour of going
ahead with the agreement.

5.

At the moment I am not sure which class to join. I do not wish to do
anything too elementary nor anything too difficult.

Words ending in –ent or -ant

The N is omitted and the T is disjoined from the rest of the outline:

Special outlines

Exercise 6.2
1.

We have different ideas of the kind of resort we wish to stay in.

2.

The incident involving about twenty young men began at ten o’clock.

3.

The relevant government department issued a revised statement on the
latest developments.

4.

You may have heard that there was a fight recently at the local youth
club.

Words ending in –tion

To represent the –tion ending, write a disjoined N in the T position.
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Note that this is a phonetic word ending and may be spelt in a variety of ways.
It is sometimes known as the –shun ending:

Special outlines

Exercise 6.3
1.

I should mention that my wife and I spend a lot of time and effort in
deciding where to go.

2.

Additional copies of the specification will be required for the meeting.

3.

May I make the suggestion that we vote on this motion before we have
the election of the officers?

4.

We are happy with the decision we made to purchase the educational
equipment for the Research and Development Department.

5.

It is my intention while I am on holiday to visit some relatives whom I
have not seen since I was a child, so it should be quite an occasion.

Words ending in –tial

The Teeline SH is, as you know, the short form for the word shall. When it is
disjoined from an outline, it represents the phonetic sound –shl at the end of
the word, however it is spelt normally (e.g. –tial or -cial). The positioning of
–tial is not critical – write it close to where you finished the previous part of
the outline:

Exercise 6.4
1.

I am glad to see so many of you here at this meeting of the Harrow
Social Club.
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2.

A member of a leading holiday company is here to advise us how to
arrange a really special holiday.

3.

Youth club officials had to phone the police when things began to get
out of hand.

4.

It is essential that you pay close attention to detail in all you have to
do.

5.

I am especially happy with the decision you have made today.

Further simple suffixes
Here are some more simple word endings you can use. Try to incorporate
them into your note-taking as soon as possible.
Would/wood/ward/word

The word would may be reduced, in the middle or at the end of a word
grouping, to a small W is written underneath the previous part of the outline:

Note

the difference between:

This method of reduction may be used for any word or word-ending that
sounds remotely like would:

-ship ending

When the Teeline SH is joined at the end of a word, it represents –ship:

-self ending

Another fairly common suffix which is laborious to write in full is –self. In
this case the F is omitted, so the word is reduced to SL:

Words ending in –ever

The suffix –ever is written as a V underneath the previous part of the outline:
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Exercise 6.5
1.

I have the feeling that there are some resorts he would rather keep to
himself, and I would not blame him for that.

2.

Whenever there is a fight at the local youth club the police have to be
called in.

3.

They spoke a few harsh words and then there was some pushing.

4.

Luckily the youth club officials have a good relationship with the
police.

5.

The police do not know if whoever set the fire was also involved in the
fight.

Special outlines
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Exercise 6.6
Parents offer to patch up crumbling school

Exercise 6.7

To show that quick action was needed, the Head showed parents and teachers a
five-minute video. They saw rain leaking through light fittings on to pupils’
heads. The film also showed bits of masonry falling off and some flooded
rooms. The heating system had gone wrong the week before and had drenched
classrooms. One of the school buildings had been closed and pupils in years
seven, eight and nine had to stay at home. One parent, who is a builder, offered
to survey the building and estimate the cost of the repairs. If sponsorship could
be obtained the parents said they would decorate the school themselves. Last
year parents raised eight thousand pounds but what is really needed is much
more money to be put into education.
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Unit 7 - Essential blends (1)
Teeline outlines can be streamlined even further by blending two letters
together, so that they are written in one continuous movement. You have
already met two very simple blends:
the HV (or PV) blend, where the H (or P) is slanted, forming the
first half of the V, enabling you to write the outline with two
strokes instead of three
and the VR blend. Here, the R is extended from the second half
of the V, without pausing or changing the direction of the slant.
Although you have managed quite well without any other blends so far, they
do help to speed up your writing. You will find a full description of some
more advanced methods of blending consonants in Unit 12; dip into this
whenever you like.
The blends described in this unit, however, are essential to your progress at
this stage. They will make certain outlines (words and phrases) much easier to
write, as well as increasing your speed.

Double-length consonants
Certain straight and curved strokes are doubled to indicate that an R follows
the consonant. The blends can be used at the beginning, in the middle or at the
end of words. They can be used where the R follows the consonant
immediately or where a vowel or vowel combination comes between them
(before unnecessary letters have been omitted).
Doubling the stroke is a quick and effective way of blending it with an R, as it
avoids the necessity of changing direction while writing. However, it is most
important that your outlines are consistent in size, so that the difference
between a normal length and a double length stroke can be clearly seen.
Hint: It does no harm to exaggerate the lengthening of a stroke, so there can
be no mistake.
The consonants that are treated in this way are: D, T, M, W and L.
DR blend

A double-length D represents DR or D + vowel(s) + R:
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TR blend

A double-length T represents TR or T + vowel(s) + R. It can be used
anywhere in an outline (at the beginning, in the middle or at the end):

THR blend

The TR blend may also be used to represent THR – but not at the beginning of
a word:

LR blend

LR is written as a double-length L, usually downwards, but sometimes
upwards as for a normal length L:
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MR blend

MR is also written as a double-length M stroke:

WR blend

Write a double-length W:

Special outlines and phrases

Exercise 7.1
1.

Just to make matters worse, we differ about the kind of company we
like.
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2.

One of us likes to be very active, and the other enjoys lying in the sun.

3.

Our visitor has travelled all over the world.

4.

Youth club leaders had to phone the police when things started getting
out of hand.

5.

They were not members but they were allowed to stay when they told a
leader that they were thinking of joining.

6.

Later that night a youth club leader was phoned at home by the police.

7.

The building needed millions of pounds spending on it if it was to
survive in the long term.

8.

The heating system has gone wrong during the past week and
classrooms were drenched.

9.

One father, who is a builder, offered to survey the building in order to
estimate the cost of repairing the structure.

10. What is really needed on a wider scale is much more money to be put

into education.

X blends
The Teeline X can be blended with most letters, simply by
crossing half the X through the other letter. Words beginning exare written with X only, as the E is included in the X sound.
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XR blend

Extend the second stroke of the X to form the R.
RX blend

Cross the second stroke of the X through the end (top) of the R.
Further examples of X blends

NX blend

Note how the N is sloped to form the first part of the X, and,
when another consonant follows the N, this in turn is written
through the first NX stroke, omitting the X entirely:
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XN blend

Note how the N is formed on the second stroke of the X – the N
hook is omitted, but the angle between the X and the N is rounded
off.
EXC blend

If the C is soft, it is omitted:

But a hard C must be written:

Special outlines with X blends

Exercise 7.2
1.

Deciding where exactly we are going may sometimes take several
months.

2.

While I like to get lots of exercise, my wife enjoys a more relaxing
holiday, when she may expose herself to the sun.

3.

I expect there are some resorts he would rather keep to himself.

4.

Approximately twenty minutes later an argument broke out over a
game of pool.

5.

A few harsh words were exchanged and then there was some pushing.
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Special outlines and phrases

Exercise 7.3
Road rage

Exercise 7.4

Perhaps the most alarming thing to emerge from the survey was that one per
cent of the drivers claimed they had been assaulted by other motorists. More
than half the drivers interviewed admitted that they had lost their temper
behind the wheel during the weekend of the survey. How might we make our
roads safer? Using one’s sense is a good start. Think ahead and allow enough
time for the journey. Try to be patient and not push in. Give way at junctions.
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If you are faced by an aggressive driver, keep cool and do not lose your
temper. One of the young men murdered last month got out of his car to
remonstrate with the other driver and he was stabbed to death. If someone is
behaving badly, report it to the traffic police. Do not try to sort it out yourself.
This will only make matters worse.
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Unit 8 - Essential blends (2)
The blends in this unit are rather more advanced, but you should try to master
them now in order to make writing easier and increase your speed.

The C blends
The combinations CM and CN are particularly awkward to write and so a
special way of combining these has been devised. Note how these blends are
formed and ensure that your outlines are clear and unambiguous.
CM blend

The combination C + any vowel + M is written by using an elongated C. This
is called the CM blend and is used for the syllables CAM, CEM, CIM/CYM,
COM and CUM. The blend can be used anywhere in an outline. It is best
written twice as wide as a normal C but it should not be written any taller.
Here are some examples:

Words beginning UNACCOM-

Write the U indicator immediately in front of the A, and omit the N:

Words beginning INCOM-

Omit the N and join the I indicator to the CM:

Words beginning ENCOM- / UNCOM-

Omit the N and join the E/U indicator to the CM:
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Words beginning RECOM-

This is shortened to RC, omitting the M. It may be joined to or disjoined from
the remainder of the outline:

Special outlines using CM blend

Exercise 8.1
1.

Using one’s common sense is a good start.

2.

Many of the buildings in our community are in need of repair.

3.

A gang of teenagers from a nearby housing estate came to the club.

4.

A youth club member became angry when he could not get a game.

5.

The leaders tried to calm things but the situation started to look ugly.

CN blend

A great many words contain the syllables CAN, CEN, CIN, CON,
COUN or CUN. Whenever the combination of C + any vowel +
N occurs, we use a sign which at first glance is rather like a
squeezed C or a back-to-front N. It is in fact a blend of C and N,
and it is written the same size as an N but with the hook on the opposite side to
show the inclusion of the C.
The important thing to remember is that the CN blend represents C + any
vowel + N. Therefore, on first acquaintance it may be necessary to run
through the five vowels to try out variants, but it is always the context that will
provide the vital clue, and in a short time you will recognise instantly which
vowel is to be read.
Here are some examples of the CN blend:
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Remember:

The CN blend represents either the hard or soft sound of C.

Words beginning UNECON-

As you did with UNACOM, omit the first N and write the U indicator
immediately before the E:

Words beginning INCON-

Omit the first N:

Words beginning ENCOUN/UNCON

Again, omit the first N:

Special outlines using CN blends

Exercise 8.2
1.

Two months ago the Automobile Association issued the results of a
survey they had taken last year.

2.

What can be done to make driving on our roads safer?

3.

If you are faced by an aggressive driver, stay calm.

4.

It is also of much concern to parents.
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5.

Last weekend the police had to deal with a fight at the city centre
youth club.

P blends
PL blend

PL at the beginning of a word

When P and L occur together at the beginning of a word, with no
vowel between them (e.g. please, plum), the L only is written
through the line, in the P position. This enables long outlines to
be written in a considerably shorter form, thus saving time. It
also aids quick transcription.

Note:

However, if there is a vowel in the middle, then P and L should be
written in full to make this clear:

PL preceded by a vowel or S

If a vowel begins the word, position the outline so that the L (representing PL)
is written through the line. The same applies for SPL:

PL in the middle of a word

In the middle of a word, the PL blend is written through the preceding
consonant. (In this position, it does not matter whether or not the PL cuts
through the writing line):

Exercise 8.3
1.

Think ahead and allow plenty of time for the journey.

2.

Set an example by giving way at junctions.

3.

When the game was over two of the outsiders started to play.

4.

I am pleased to say that there were no more incidents of this kind.

132

5.

It is a pleasure to welcome a representative of one of the leading travel
companies.

Word groupings with people

The PL blend can also represent people in word groupings:

Exercise 8.4
1.

They get upset by other people’s driving.

2.

About twenty young people got into a fight on Saturday.

3.

Some people are lucky in having no difficulty in planning their
holidays.

4.

On the other hand, there must be a few people like me.

5.

Some nice holiday places have been ruined by the kind of people who
go there.

PB blend

The B is reduced to its circle, joined to the P:

Special outlines using PB blend

Word groupings with public
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Special outlines and phrases

Exercise 8.5
Accident on the motorway

Exercise 8.6

The car travelled four hundred yards along the hard shoulder before cutting
across traffic travelling in the opposite direction. Two lorries in the slow lane
swerved into the embankment in an attempt to avoid a collision. The Ford
then hit a car in the middle lane, pushing it into two other cars travelling in the
outside lane. By then the two outside lanes of the motorway were blocked.
Other vehicles had to use the inside lane and the hard shoulder to avoid
crashing into the damaged cars. It is lucky that no other vehicle ran into the
wreckage which was spread along four hundred yards of the motorway. The
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other four teenagers in that car were seriously hurt. Two of them are in
intensive care in hospital. The other fourteen casualties include the drivers of
all the other vehicles.
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Unit 9 - The R Principle
The letter R is one of the most commonly used in English. Numerous words
can change their sound and meaning entirely with the simple addition of an R.
For example, bought becomes brought, or gain becomes grain – similar
sounding words but with entirely different meanings.
You learned how to indicate an R following the consonants T, D, L, M and W
in Unit 7, and have managed thus far to write other words containing R
without too much difficulty. However, using the ‘R Principle’ will refine your
technique, speeding up your writing and making reading-back easier.

How it works
The R principle enables you to indicate an R following the remaining
consonants and all the vowels, by omitting the R altogether and writing the
next letter through the previous letter.
There is one rule to be followed, though, which makes the R Principle an
effective aid to reading back your outlines. That is, it should be used only
when the R follows immediately after the preceding consonant, without a
vowel in between.
The word bake
can be turned into break by omitting the R and writing the K
through the B;
but the word bark is written in full because there is a vowel, A,
between the B and the R.
Examples

The following are examples of where the R Principle can be used after
different letters. Note how the letter following the omitted R is written
through or tucked inside the letter preceding the R. Where a similar word with
an interceding vowel exists, this is shown too.
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Points to watch
Initial vowels followed by R

Note that the R Principle is used with the vowels A, O and U only. The full
form of the vowel is used with the R Principle.
Additional disjoined endings

Care should be taken that using the R Principle when there is a disjoined suffix
to the word does not cause confusion. Note the difference between the
following words:

Distinguishing T and D

As an aid to reading back, distinguish between T and D after an omitted R by
writing T through the top portion of the previous letter, and D through the
lower part:

Special outlines

Exercise 9.1
1.

Though we do agree that we do not wish to be with just one age group,
we do not agree on things to do on holiday.

2.

One of us prefers to be very active, and the other prefers to lie about,
reading in the sun.

3.

I am sure that this is where our visitor can be of great help.
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4.

One of the problems is that some nice holiday places have been spoiled
by the kind of people who go there.

Special outlines

Exercise 9.2
1.

You may have heard that there have been problems in the local youth
club.

2.

A gang of teenagers from a nearby housing estate had arrived at the
club at half past nine.

3.

An argument broke out over a game of pool.

4.

A girl was injured when she was pushed to the ground.

5.

The fire brigade was called to the club house by a man who saw smoke
and flames coming from the building.

Special outlines

Exercise 9.3
1.

A member of the local traffic police said that the problem called ‘Road
rage’ has been around a long time.

2.

Three murders have resulted in a great deal of publicity.

3.

On our roads today we seem to have a growing number of drivers who
are very aggressive.

4.

If they are upset by someone else’s driving they scream abuse.

5.

What can be done to improve driving on our roads?

6.

Stay calm and do not let yourself be provoked.

Special outlines

Exercise 9.4
1.

Many of the buildings in which our state schools are housed are in
most urgent need of repair.

2.

It is of much concern to parents who have to send their children to
crumbling schools.
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3.

They saw concrete falling off the walls.

4.

The heating system had gone wrong during the previous week.

5.

The parents said they would be prepared to decorate the school.

6.

What is really needed on a broader scale is for much more money to
be put into education.

Special outlines

Exercise 9.5
School orchestra could be a memory

Exercise 9.6

It is hard to imagine how much these people do. The orchestra also works
with the homeless. The musicians say they are going to continue with that
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work. The players run a workshop every week at a local community centre.
Homeless young people can learn or improve their skills. They do not have to
like classical music. The orchestra members even teach rock music. The
group used to work with a mixture of private and government money. Since
that time, it has grown bigger and needs to find more private sponsorship. The
members say they now perform together less often. The answer is a private
sponsor. They are a worthy cause.

Unit 10 - Common prefixes
The English language is full of prefixes, which can be shortened in Teeline
and added to any ending.

Simple prefixes
Here are just a few of the more common prefixes.
Under-

Using the full U, write the letters UDR, omitting the N. This
prefix may be joined or disjoined, according to which letters
follow:

Self-

You have already met this as a suffix. The prefix self- is written
in the same way, SL, omitting the F. It may be joined or
disjoined:
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Trans-

This is written TRS, omitting the N. The S is normally written on
top, but needs to be written underneath when followed by a
curved letter such as M. Trans- is usually joined to the rest of
the outline:
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Over-

The O indicator is written, disjoined, above the line, over the rest
of the outline:

Phrases including simple prefixes

Exercise 10.1
1.

The five passengers were all under the age of seventeen.

2.

Over the last few months there have been three murders related to road
rage.

3.

If you are faced by an aggressive driver, stay calm and do not let
yourself be provoked.

4.

He has travelled all over the world.

5.

What can be done to make our public transport system more efficient?

More prefixes
Enc-

Omit the N and write EC:

Inc-

Omit the N and write IC:

Ins-

Omit the N and write IS:

After-

Write the full A on the line and joined to the rest of the outline:

Auto-

The full A is written above the line in the T position:

Exercise 10.2
1.

I hope that the publicity which you can give to the circumstances of the
incident will help the police in their inquiries.

2.

The other fourteen casualties include the drivers of all the other
vehicles.

3.

Two months ago the Automobile Association published the results of a
survey they had undertaken last year.

4.

Pupils in years eight and nine were instructed to stay at home.

5.

A youth club leader was phoned at home by the police after the fire
brigade had been called to the club-house.
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Air- / arch-

Write a large A:

Above-

Write a small V, disjoined, above the rest of the outline:

Circum-

Omit the M and write CRC, joined or disjoined:

Ever-

This may be reduced to a disjoined E indicator:

Electric-/electro-

Write a full E, disjoined, on or above the line, depending on the
rest of the outline:

Exercise 10.3
1.

If you are faced by an aggressive driver, be circumspect and stay calm.

2.

Water was leaking through light fittings and there was a serious danger
that somebody would be electrocuted.

3.

One parent, who is an architect, offered to survey the building in order
to estimate the cost of repairing the structure.
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4.

There seems to be an ever-growing number of drivers who are very
aggressive.

5.

Above all, we differ about the kind of company we shall enjoy.
Magn-

Write MG, disjoined, on the line:

Multi-

M is written, disjoined, above the rest of the outline:

Nation- / non-

A large N loop, representing two Ns, indicates either of these,
depending on the context:

Semi-

This is written as a disjoined S, on the line, immediately before
the rest of the word:
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Super-

S plus the U indicator is written above the rest of the outline:

Upper-

The full U is written above the rest of the outline:

Exercise 10.4
1.

When the game was over two of the non-members moved in and
started to play.

2.

The fire brigade was called after a man saw smoke and flames coming
from the upper storey.

3.

The other four teenagers in that car suffered multiple injuries.

4.

It is hard to imagine the magnitude of what these people have
achieved.

5.

One of the founders told me that the National Lottery only makes their
problems worse.

6.

One girl was found semi-conscious after hitting her head when she was
pushed to the ground.

7.

Youth club supervisors had to phone nine nine nine when things
started getting out of hand.

Special outlines
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Exercise 10.5
Plan to move cattle market

Exercise 10.6

The idea of a modern supermarket opening in the town centre is very exciting.
It will give shoppers a greater choice. To my surprise I find that many
councillors do not agree. I cannot understand why they are worried. This
would be a change for the better. While it will be sad to lose the old sights
and smells of the cattle market, which we all know and love, the old site is too
small. The town centre is now so packed with vehicles that it is hard for
farmers to bring in their animals. The new site will solve all these problems. I
do not agree with those people who think the town centre will be dull without
the market. I believe farmers and their wives will still come here to do their
shopping. And the new supermarket would bring in more trade.
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Unit 11 – Suffixes (3)
Disjoined full vowels
Up to now, you have only used the full vowels for special purposes:
•

as special outlines (e.g. full A for able or ability)

•

at the beginning or end of words where the vowel indicator would not
be sufficiently prominent

•

and, using the R principle, when R follows A, O or U at the
beginning of a word.

You have also learned how to use the vowel indicators, disjoined, to represent
word endings (vowel + ng, etc.)
Now we will look at a further use of the full vowels, giving a different type of
word ending.
-able / -ability

Let us return to the full A, representing able or ability in a word
grouping. The same outline is used, disjoined, to represent the
word endings -able or -ability. (The context will tell you which
word is appropriate.) Add I for –ably.

The other full vowels are used as word endings in the same way:
-eble
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-ible / -ibility

-oble / -ouble / -obility

-uble / -ubility

Adding extended endings

Further endings can be added as required:

Special outlines with full vowel endings

Exercise 11.1

When the game was over two of the outsiders moved to the pool table and
started to play.
2. It is not known if the trouble earlier on Saturday night and the fire were
connected.
3. The trouble is that the orchestra has grown too big and its costs have also
grown.
4. That is taking away much of the money which used to be available for
community projects.
1.
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Abstract noun endings
-fulness

This is contracted to FLS, which is disjoined from the rest of the outline:

-lessness/-lousness

This ending is contracted to LS, disjoined from the rest of the outline:

-ality/-ility/-olity

When this word ending does not follow B, it can be represented by a disjoined
upward L:

-arity/-erity/-ority

This ending is represented by a disjoined R:

-tivity

Write a disjoined TV in the T position:

Exercise 11.2

1. Though we do agree that we do not wish to be with just one age group, we
do not agree on holiday activities.
2. I suffer from restlessness and like to keep active.
3. My wife, on the other hand, is looking for peacefulness, lying about in the
sun.
4. A few harsh words were exchanged after which open hostilities soon broke
out.
5. You may have heard that there have been problems in the locality recently.
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Scientific noun endings
-ology/-alogy

A disjoined O indicator is written above the end of the outline:

-ological/-alogical

Add an L to the disjoined O indicator:

-ologist

Add ST to the disjoined O indicator:

-graph

The R is omitted and the G and F blended:

-gram

Omit the R and write GM:
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-path

In words ending in –path, -pathy or –pathic, the ending –path is reduced to a
disjoined P:

Exercise 11.3

1. This man is an archeologist and has travelled all over the world.
2. My wife and I have an empathy with people of all age groups.
3. The teachers and parents have devised a programme for patching up their
crumbling school.
4. They saw photographs of wood being used to prop up windows and
concrete falling off walls.
Special outlines
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Exercise 11.4
Drugs

Exercise 11.5

Although it has been obvious to a few people for many years that the world’s
fuel supplies might dry up, only now are the majority beginning to realise that
they may soon be forced to make radical alterations in their life-style. Cars
have been getting more expensive and now the shortage of petrol is likely to
mean a cut-back in the demand for them, with a consequent loss of jobs in the
motor industry. In the long run, it may not be such a bad thing for the nation
to have fewer vehicles on the road. Air pollution will be less, and having to
walk more should keep people fitter and happier. Without a car, the average
family would have more time and money to spend on other things, which
would give them just as much enjoyment and less worry.
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Unit 12 – Miscellaneous blends
This unit includes the methods for blending consonants that were not covered
in Units 7 and 8. These are not considered essential blends, as it is easy
enough to write outlines without using them, but they do increase speed for the
more proficient Teeline writer. Dip into this unit as required, once you have
built up your confidence with writing and reading Teeline outlines.

NTH blend
The first blend you will learn is for the letter combination NTH. To blend
these three letters:

1.

2.

Note:

the N is started above the line in the T position, so
that the TH can stand in its correct position on the line

the T is omitted, so that the H simply extends the stroke down to
the line. (Be careful not to extend it too far, so that it goes through
the line, to make it clear it is an H and not a P)
The NTH stroke will be the height of an H and double the height of an

N.
Here are some examples of outlines using the NTH blend:

Special outlines using NTH blend

NTH on its own is the reduced outline for north.

Distinguishing outlines with NTH blend

Note the difference between:
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Exercise 12.1

1. Deciding where exactly we are going can sometimes take several months.
2. One of us prefers to lie about reading in the sun.
3. One of the orchestras in this borough has had to stop all its performances.
4. In those days it had only fifteen members.
5. In the long run, it may not be such a bad thing for the nation to have fewer
vehicles on the road.

Using the B circle in blends
PB blend

The PB sign was introduced in Unit 8 as a special form for the word
public. If desired, this sign can be used in any word were PB come
together:

MB and BM blends

In words which might otherwise take the outline a long way below the
line of writing, the B may be also be abbreviated to the large circle:

Notice how the size of the B circle makes it clearly distinguishable from an S circle.
When the B circle is followed by an L, this follows the motion of the B circle and
usually goes upwards.
B may also be reduced to its circle when it comes before an M:
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Blending B with other letters

As long as you are careful in making the B circle large enough that it cannot be
confused with an S circle, there are many opportunities for shortening outlines in this
way. Here are a few examples:

Exercise 12.2

1. Maybe there are some places he would rather keep to himself.
2. It is a state of affairs that is worrying for both teachers and pupils alike.
3. It is also of much concern to parents who have to send their children to
crumbling schools.
4. He had been waiting for a match to finish between two of his friends.
5. Someone had thrown a bottle of petrol and a burning rag into the building.

N blends
TN blend

When N follows T in an outline it may be streamlined, losing its hook
and curving downwards.
Points to watch:

1.

make sure the curve is retained, so that TN cannot be mistaken for TE;

2.

the N must point straight down towards the line and not be allowed to
hook backwards.

The blend can be used anywhere in an outline:
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DN blend

The same rules as for TN also apply to the DN blend, which is written on
the line at the beginning of an outline:

TRN and DRN blends

The N blend may also be added to TR and DR blends. Both blends can be used
standing alone or in the middle or at the end of words:

RN blend

The Teeline N is streamlined after an R, in the same way as it is after T or
D. Remember to make sure the N is curved and points straight
downwards, not hooked backwards:

Exercise 12.3

1. One of the problems is that some nice holiday places have been ruined by the
kind of people who go there.
2. It is also of much concern to parents who have to send their children to
crumbling schools.
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3. Nearly all the motorists had experienced frightening or violent incidents.
4. Two lorries in the slow lane braked hard and ran into the embankment.
5. The two people who died were the teenage driver and his front seat passenger.
NV blend

The N is sloped to form the first half of the V:

Special outlines using NV blend

VN blend

The top of the V is rounded, bringing the stroke straight back down to
the line to form the N (in a similar way to XN):

Special outlines using VN blend

Exercise 12.4

1. Some do not even seem to do any planning.
2. They were handcuffed and taken away in a police van.
3. Some sort of effort should be made by all those who were most involved with
the school.
4. One of the vehicles involved was driven by a sixteen-year-old boy.
5. The orchestra members even teach rock music.
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WN and NW blends

The N hook is turned on its side and tucked into the W:

When followed by a T or D, it is necessary to flatten the N hook:

Special outlines with N and W blends

Distinguishing outlines with N and W blends

Exercise 12.5

1. We also have different ideas of the kind of place we want to stay in.
2. He had been waiting for a match to finish between two of his friends.
3. Concrete was falling off window sills, and the heating system had broken
down during the previous week.
4. The problem which is now called Road Rage has been around for a long time.
5. The orchestra has grown too big and its costs have also grown.
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Special outlines

Exercise 12.6
Heat wave

Exercise 12.7

It is particularly distressing to see babies and young children exposed to the rays of
the midday sun, without some covering on their heads. The rays of the evening sun
are not harmful and this is the time to enjoy sitting or working outside without the
worry of any bad effects from too much sun worship. Those who live in hot countries
have more sense than we have. They know that it is cooler to cover the body with
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light-coloured, light-weight garments than to throw off as much as possible. In fact,
those who dwell in hot desert regions often wear heavy clothing like blankets to keep
out the heat of the sun which would only make them hotter than they already are.
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Unit 13 – Medical Journalism
The medical journalist who is a Teeline writer starts with the advantage of having a
system in which ordinary spelling is followed. It is therefore possible to record
medical terms with great accuracy. However, medical terms tend to be rather long
and it is useful to have a toolbox of reduced outlines at your disposal for use in this
specific area.
Furthermore, many words or word parts have similar outlines but completely different
transcriptions and different or opposite meanings. It is essential to distinguish clearly
between micro and macro, for instance, or sapro and supra.
The lists of words, phrases, prefixes and suffixes given in this unit are not exhaustive
by any means. However, they will give you an idea of what tools are available to you
in this very specific form of reporting. The Teeline Gold Word List (see Further
Reading) has an appendix giving a comprehensive list of medical words in
alphabetical order.
Much medical terminology is constructed of compound words using specialist
prefixes and/or suffixes, so we will make a start by looking at the more usual ones.
Please note that some disjoinings are similar to those used in everyday Teeline but, of
course, carrying an entirely different transcription.

Prefixes
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Exercise 13.1

Suffixes
Medical terminology shares many disjoined suffixes in common with general Teeline,
such as –graph, -gram, -ology, etc. Be warned, however, that a few disjoined outlines
have been borrowed from general Teeline for a specific medical suffix. One example
is the disjoined S, representing –sis, which must not be confused with the disjoined O
representing –oble. This should not cause a problem when the outline is taken in
context.
There follows a list of some of the suffixes recommended for use in outlines for
medical words. There are, of course, many other possibilities, and you will probably
devise your own ways of reducing outlines once you are familiar with the
terminology you are dealing with.
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Exercise 13.2

Special outlines
A host of special outlines have been devised for the notation of medical terms, which
tend to be long and laborious to write in full. A few of the more common ones are
given below. You can find a more comprehensive list in the Teeline Gold Word List.
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