SpeedWriting with Joanna Gutmann

wlem 2 spdrtd!

During this training you will find some techniques that:

are really easy, obvious when you think about it;

seem really weird but start to make sense after a while;

you think you'll never get... but suddenly you do;

you think you'll never get... and you're right — so ignore them;

are not as good as the way you do it now, so stick to your own way for those.

That's one of the joys of speedwriting, it's flexible and can be shaped to suit the way
that helps you the most. Don't give up on any technique too quickly, it can take a bit
of time to make it work and please share any 'better ways' that you have —they may
help someone else.
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Abbreviations | texting abbreviations

¢ S e see
A e —————— e are
U YOl R you u
Y WY e why y

Use the space below to practise more if you want to... see if you can write them faster
(always saying them aloud)
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Abbreviations | leave off the ‘e’

b be ......................................................................................................................................... be b
102 we w
m DI e ettt s e es e me m
h  he he |
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Abbreviations | ignore the '

S iS ......................................................................................................................................... 1S
L2 L it
n in ......................................................................................................................................... n n
f if if
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Vowels | leave out vowels

hsptl  hospital

cine clinic

trgt target

dvl p  develop

dfclt difficult

rmvd removed

hospital
clinic
target
develop
difficult

removed

hsptl
clne
trgt
dvlp
dfelt

rmvd
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Vowels | first and last vowels, double vowels

efect
acpt
opn
Xprs
xpln
aftr
proactv
oprt
Xtnd

meandr

effect
accept
open
express
explain
after
proactive
operate
extend

meander

effect
accept
open
express
explain
after
proactive
operate
extend

meander

efct
acpt
opn
Xprs
xpln
aftr
proactv
oprt
xtnd

meandr
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Dropped letters | dropped ‘s’

Ce cash

ﬁas finish

srpn.  sharpen

U issue

cash
finish
sharpen

issue

Cs
fing
sV'PV\

U

Use the space below to practise more if you want to, and find other words with a dropped ‘s’

to write.
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Dropped letters | dropped ‘t’

K Bk ettt thank gk
QY L1 Te 3Ly S month  mn
oA oL = other o
tS LLL this tS

Use the space below to practise more if you want to, and find other words with a dropped ‘t’
to write.
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Write the twelve words
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Dropped letters | dropped ‘c’ for ch/tch

K OO e check  ck
L each ¢,
T 4118 L much m,
I L fetch fe

Use the space below to practise more if you want to, and find other words with a dropped ‘c’
to write.
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Write the twelve words
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Dropped letters | dropped ‘w’ for wh

WV‘ Where .........................................................................................................................................
Wl e
wt what

wtvr whatever

while

what

whatever

wl”

wt

wtvr

Use the space below to practise more if you want to, and find other words with a dropped ‘w’

to write.
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Write the twelve words
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Prefix and suffix | ing

rnd running

opnd  opening

sndd  sending

bldd  building

running
opening
sending

building

rng
op ng
sndd

blds

write.
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Practice the words from this session
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Prefix and suffix | des/dis & ance/ence

dpt despite

devr  discover

dpry  deserve

des  discuss

despite
discover
deserve

discuss

Use the space below to practise more if you want to, and find other words beginning with

‘des’ or ‘dis’ to write.

© Joanna Gutmann 2020 | joanna@jgtraining.co.uk



Prefix and suffix | des/dis & ance/ence

evde evidence

apre appearance

grvc grievance

rfre  reference

evidence
appearance
grievance

reference

evde
apre
grve

rfre

Use the space below to practise more if you want to, and find other words ending with ‘ance

or ‘ence’ to write.

© Joanna Gutmann 2020 | joanna@jgtraining.co.uk



Write the four sentences combining ‘des/dis’ and ‘ance/ence’
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Prefix and suffix | pre/pro & ment

rdct product

rfr prefer

Pblm  problem

Pps{ proposal

Write the four sentences

product
prefer
problem

proposal

pdct
Pfr
Plm

ps(

Use the space below to practise more if you want to, and find other words starting with ‘pre’

or ‘pro’ to write.
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Prefix and suffix | pre/pro & ment

dprt'”‘ department
engg“" engagement

st{m settlement

(nvsSt™ investment

department

engagement

settlement

investment

dprtm

engg“"
stm

Invstm

Use the space below to practise more if you want to, and find other words ending with ‘ment’

to write.
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Write the four sentences combining ‘pre/pro’ and ‘ment’
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Prefix and suffix | con/com & ble

Clor compare

ct commit

¢frmm  confirm

vin¢ convince

compare

commit

confirm

convince

CPV-
ct
frm

‘vine

Use the space below to practise more if you want to, and find other words starting with ‘com’

or ‘con’ to write.
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Prefix and suffix | con/com & ble

avlb available

]OV‘V\tb printable

wrk? workable

losb possible

Write the four sentences

available
printable
workable

possible

avlb
pirnt?
wrrk?

ps®

Use the space below to practise more if you want to, and find other words ending with ‘able’

to write.
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Write the four sentences combining ‘com’/’con’ and ‘able’
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Prefix and suffix | for & sion/tion/cean

th forget

flnm  forename

fwd forward

ng forgive

forget
forename
forward

forgive

write.
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Prefix and suffix | for & sion/tion/cean

rixn  relaxation

edcn  education

ddcr  dedication

finen  function

relaxation

education

dedication

function

rixn
eden

dden

fnen

Use the space below to practise more if you want to, and find other words ending with ‘sion’,

‘tion’ or ‘cean’ to write.
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Write the four sentences combining ‘for’ and ‘sion’, ‘tion’, ‘cean’
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Prefix and suffix | inter/intra & sial/tial/cial

W  interview

iyt introvert

‘n[  internal

ide  introduce

interview

introvert

internal

introduce

v

ivirt

Use the space below to practise more if you want to, and find other words starting with ‘inter’

or ‘intra’ to write.
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Prefix and suffix | inter/intra & sial/cial/tial

esns  essential

ptns  potential

oFS official

s racial

essential
potential
official

racial

esns
ptns
ofs

V'S

Use the space below to practise more if you want to, and find other words ending with ‘sial’,

‘tial’ or ‘cial’ to write.
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Write the four sentences combining ‘inter’, ‘intra’ and ‘sial’, ‘tial’, ‘cial’
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Prefix and suffix | over, under & ful

Uln  underline

OPY  OVBIDAY e

“go undergo

ostt overstate

underline
overpay
undergo

overstate

uln
Py
Mgo
ostt

Use the space below to practise more if you want to, and find other words starting with ‘over’

or ‘under’ to write.
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Prefix and suffix | over, under & ful

hrmf  harmful

dtf doubtful

low((‘F powerful

skifs  skilfully

harmful
doubtful
powerful

skilfully

hrmf
dtf
pwrf
sklfy

write.
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Write the four sentences combining ‘over’, ‘under’ and “ful’
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Prefix and suffix | sub/sup & ship

ssdy subsidy

ssqnt  subsequent

sl supplier

sryarkt  supermarket

subsidy

subsequent
supplier

supermarket

de
ssqnt
Sly

semrkt

Use the space below to practise more if you want to, and find other words starting with ‘sub’

or ‘sup’ to write.
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Prefix and suffix | sub/sup & ship

[dp leadership e leadership  [dli?
wrf WO SR e worship wrP
WedP hardship e hardship  hrdP
ownrP ownership ownership ownrP

Use the space below to practise more if you want to, and find other words ending with ‘ship’
to write.
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Write the four sentences combining ‘sub’, ‘sup’ and ‘ship’
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Prefix and suffix | multi & trans

W‘p{g multiply

melrd  multicoloured

W‘pk multipack

mtskd  multitasking

multiply

multicoloured

multipack

multitasking

“ply
melrd
W\Pk

mtsky

Use the space below to practise more if you want to, and find other words starting with ‘multi’

to write.
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Prefix and suffix | multi & trans

tfr transfer

tfrm  transform

tpr{: transport

tcrpt transcript

Write the four sentences

transfer
transform
transport

transcript

tfy

tfrm

terpt

Use the space below to practise more if you want to, and find other words ending with ‘sion’,

‘tion’ or ‘cean’ to write.
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Practice the words from this session

© Joanna Gutmann 2020 | joanna@jgtraining.co.uk



Test time

25 *h’ sounds (sh, th, ch, wh)
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25 complex words
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Dictation speed test
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Dictation speed test
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Have another go if you need to
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Have another go if you need to

© Joanna Gutmann 2020 | joanna@jgtraining.co.uk



