2000 Common Words In Shorthand With
Answers

2000 common words in shorthand with answers Understanding shorthand abbreviations and symbols is
essential for anyone looking to improve their note-taking speed, enhance communication efficiency, or
develop a solid foundation in shorthand transcription. This guide provides a comprehensive list of 2000
common words in shorthand along with their corresponding expansions or meanings. Organized for clarity and
ease of reference, it serves students, professionals, journalists, and enthusiasts alike. Whether you're just
beginning or seeking to expand your shorthand vocabulary, this resource aims to be an invaluable tool in
mastering shorthand notation.

Introduction to Shorthand and Its Importance

Shorthand is a system of abbreviated symbols and words used to quickly transcribe speech or text. It has long
been used by secretaries, journalists, and court reporters to record information rapidly. Mastery of common
shorthand words and phrases allows for faster note-taking, improved accuracy, and better comprehension
during transcription tasks. Key benefits include:

1. Speed enhancement in note-taking

2. Efficiency during transcription or dictation

3. Ability to capture spoken words accurately

4. Facilitation of shorthand learning for students and professionals

Categories of Common Shorthand Words

To make learning manageable, shorthand words are categorized based on their usage and phonetic similarity:

1. Basic Words and Their Shorthand Forms
2. Common Phrases and Expressions

3. Technical and Business Terms

4. Numbers, Dates, and Times

5. Common Abbreviations and Symbols
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1. Basic Words and Their Shorthand Forms

This section covers frequently used words with their shorthand equivalents, forming the foundation of
shorthand vocabulary.

And — &

Because — B/c
Before — B4
Between — Btwn
Can —Cn

Because of — B/c of
Do—D

During — Dur

N NN NNNRBRRBRBRBRBRBRH B B (93
U D WNRP O WOWNOO U DMWNER O

Lo N U e W

Every — Ev'y
From — Fr

. Have — Hv
. How — Hw
. In—1In
s — 1z
D=t

. Like — Lk
. More — Mor
. Not — Nt
. Of — Ov

. Or—Or

. See —C

. That — Th
. To—2

. With — w/
. Yes —Ys

2. Common Phrases and Expressions in Shorthand

Shorthand isn't just about individual words; common phrases often get abbreviated to save time.

As soon as possible — ASAP
By the way — BTW

For your information — FYI
Laugh out loud — LOL

In my opinion — IMO

On the other hand — OTH
At the moment — ATM
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8. As soon as you can — ASYC
9. In the near future — INF

3. Technical and Business Terms

These words are frequently encountered in professional contexts and often have shorthand forms to expedite
documentation.

1. Agreement — Agmt
2. Business — Biz
3. Conference — Conf
4. Contract — Contr
5. Development — Dev
6. Information — Info
7. Meeting — Mtg
8. Project — Prj
9. Report — Rpt
10. Strategy — Strtgy
11. Technology — Tech
12. Team — Tm

4. Numbers, Dates, and Times

Numerical shorthand is vital for quick documentation of data, dates, and times.

1. Zero — 0

2. One —1

3. Two—2

4. Three — 3

5. Four — 4

6. Five —5

7. Six—6

8. Seven — 7

9. Eight — 8
10. Nine —9
11. Ten—10
12. Today — Tdy
13. Tomorrow — Tmrw
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. Yesterday — Ystrdy
. January — Jan

. February — Feb

. March — Mar
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18.
19.
20.
21.
22.
23.
24,
25.

April — Apr
Monday — Mon
Tuesday — Tues
Wednesday — Wed
Thursday — Thurs

Friday — Fri
Saturday — Sat
Sunday — Sun

5. Common Abbreviations and Symbols

Symbols expedite writing and are often universally recognized in shorthand notes.
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& — And

- — Leads to / Results in

~ — Approximately

= — Equals /Is

# — Not equal to

. — Therefore

-7 — Questioning the result

v — Correct / Done

X — Incorrect / Not done

- — Arrow indicating direction or consequence

Tips for Learning and Using Shorthand Words Effectively

To maximize your efficiency with shorthand, consider the following tips:

uikwnhe

Practice Regularly: Dedicate daily time to memorize and write shorthand forms.

Create Personal Abbreviations: Tailor shorthand symbols to suit frequently used words in your context.
Use Mnemonics: Develop associations to remember abbreviations more easily.

Transcribe Speech: Practice transcribing spoken words to improve speed and accuracy.

Review and Revise: Regularly revisit your shorthand list to reinforce memory.

Conclusion

Mastering 2000 common words in shorthand with their answers equips you with a robust vocabulary for rapid
transcription and effective communication. By familiarizing yourself

2000 Common Words in Shorthand with Answers

In the fast-paced world of note-taking, transcription, and communication, shorthand has long served as an

invaluable tool. It allows individuals to record information swiftly and efficiently, often in environments where



time is of the essence. Whether you're a student, a journalist, a secretary, or someone interested in improving
your note-taking skills, mastering common shorthand words can dramatically enhance your productivity and
comprehension. This article provides an extensive overview of 2000 common words in shorthand, complete
with their expanded forms or explanations, making it a practical resource for learners and professionals alike.

Understanding Shorthand and Its Importance
What Is Shorthand?

Shorthand is a system of abbreviated symbols and words designed to allow rapid writing. Historically,
shorthand has been utilized to transcribe speech at speeds much faster than traditional writing, making it a
crucial skill for stenographers, journalists, and secretaries. Over time, various shorthand systems have
developed, including Pitman, Gregg, Teeline, and others, each with unique symbols and rules.

Why Learning Common Shorthand Words Matters

While shorthand systems involve specific symbols, many words are abbreviated or contracted in predictable
ways. Knowing common shorthand words and their full forms enhances your ability to read and write notes
quickly without losing clarity. This knowledge is particularly useful when reviewing transcripts or recordings,
as many shorthand writers incorporate standardized abbreviations for common words.

The Core of the 2000 Common Words in Shorthand
Categorization of Words

The 2000 common words are generally categorized into:

1. Prepositions and Conjunctions: e.g., "and," "but," "or," "in," "on"

2. Articles and Pronouns: e.g., "the," "a," "an," "he," "she," "it"

3. Auxiliary Verbs: e.g., "is," "was," "have," "can," "will"

4. Common Verbs: e.g., "say," "get," "make," "know," "think"

5. Nouns and Adjectives: e.g., "time," "person," "good," "new"

6. Frequency and Quantitative Words: e.g., "all," "many," "some," "most"
7. Question Words: e.g., "who," "what," "where," "when," "why"

Understanding these categories helps learners recognize patterns and efficiently memorize shorthand
abbreviations or symbols.

Common Shorthand Words with Their Expanded Forms

Below is a detailed list of some of the most frequently used words in shorthand, accompanied by their
expanded forms or typical shorthand representations. This list is organized by word category for clarity.

Prepositions and Conjunctions

1. And — often abbreviated as "&" or a simple stroke resembling an "and" symbol.
2. But — commonly written as "bt" or "b."

3. Or — abbreviated as "or" or a small circle.

4. In — shortened to "n."
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5. On — abbreviated as "0."
6. With — often "w" or "w/."
7. For — "4" or "fr."

8. From — "frm" or "fr."

Articles and Pronouns

The — often written as a small horizontal stroke or "th."
A — simply "a" or a small dot.

An — "an" or a small curved line.

He — "h" or a dot with a line.

She — "sh" or a curved symbol.

It — "it" or a simple stroke.

o vk wnhH

Auxiliary Verbs

1. Is — "s" or a small stroke.
2. Was — "w" or "ws."

3. Have — "hv" or "h."

4. Can — "kn" or "c."

5. Will — "wl" or "w."

Common Verbs

Say — "say" or a small loop.
Get — "gt" or "g."

Make — "mk" or "m."

Know — "kn" or "k."

Think — "thk" or "t."

i kWi

Nouns and Adjectives

Time — "tm" or a clock symbol.

Person — "prs" or "pr."

Good — "gd" or "g."

New — "n" or a small arrow pointing forward.

uikhwnhe

Day — "dy" or a sun symbol.
Quantitative and Frequency Words

1. All — "al" or a sweeping stroke.
2. Many — "mny" or "mn."

3. Some — "sm" or "s."

4. Most — "mst" or "m."

Question Words



Who — "wh" or a question mark.
What — "wht" or "wt."

Where — "whr" or "wr."

When — "wn" or "w."

ik wh e

Why _ IIWyII or ”Wh."
Practical Applications and Examples

How to Incorporate These Words into Your Shorthand Practice

1. Memorize Common Abbreviations: Familiarize yourself with standard shorthand symbols and abbreviations
for these words.

2. Practice Writing Sentences: Use the abbreviations in sentences to improve speed and fluency.

3. Review and Decode Transcripts: Practice reading shorthand notes by expanding abbreviations into full
words.

4. Create Personal Shorthand Symbols: Develop your own symbols for frequently used words for even faster
note-taking.

Sample Sentences with Shorthand Abbreviations

1. Original: "I will go to the meeting with the person who is responsible."
2. Shorthand: "l wl go 2 the mtg w/ the prs wh is rspsbl."

1. Original: "She said she has many new ideas for the project.”
2. Shorthand: "Sh sd sh has mny n w ids 4 the prjct."

Tips for Effective Shorthand Usage

1. Keep abbreviations consistent throughout your notes.

2. Use clear and distinguishable symbols to avoid confusion.

3. Regularly review shorthand notes to reinforce memory.

4. Balance speed with legibility to ensure notes can be easily deciphered later.

Advanced Tips for Mastering 2000 Words in Shorthand
Building a Personal Abbreviation System

While standard shorthand abbreviations are helpful, developing your own system tailored to your vocabulary
and writing style can significantly improve efficiency. For example, you might choose to abbreviate
"important" as "imp" consistently.

Utilizing Technology

Leverage digital tools and shorthand apps to practice and test your knowledge of common words. Some apps
allow you to customize abbreviations and receive instant feedback.

Regular Practice and Review

Consistency is key. Set aside daily or weekly time to practice writing shorthand, expanding abbreviations, and
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reading shorthand notes. Over time, this will increase your speed and accuracy.

Conclusion

Mastering 2000 common words in shorthand with answers equips you with a powerful set of tools to enhance
your note-taking, transcription, and communication skills. Whether you're aiming to improve your speed,
understand shorthand transcripts, or develop a personal shorthand system, familiarity with these words and
their abbreviations is fundamental. By integrating these abbreviations into your daily practice and gradually
expanding your shorthand vocabulary, you'll find yourself capturing information more swiftly and efficiently
than ever before. Embrace the learning process, stay consistent, and unlock the full potential of shorthand in
your professional and personal endeavors.

Questions & Answers About 2000 common words in shorthand

with answers

No

Question

Answer

1

What are some common shorthand
abbreviations for frequently used
words in texting?

Common shorthand abbreviations include 'u' for 'you', 'r' for
‘are', 'lol' for 'laugh out loud', 'brb' for 'be right back’, and 'idk'
for 'l don't know'.

shorthand words help in
understanding slang and internet
culture?

2 How can learning 2000 common Knowing 2000 common shorthand words allows you to
shorthand words improve my communicate quickly and concisely, reducing typing time and
texting efficiency? making messages more informal and easily understood among

friends.

3 Are there standard lists available for | Yes, numerous resources and glossaries compile the most
the most common shorthand words | common shorthand words, abbreviations, and acronyms used in
used online? digital communication and texting.

4 What are some tips for mastering Practice regularly, familiarize yourself with common
common shorthand words in abbreviations, and observe how others use shorthand in
everyday communication? messages. Using cheat sheets or flashcards can also help

memorize frequently used terms.

5 Can understanding common Absolutely. Many shorthand words are integral to internet slang

and memes, helping you stay updated and comprehend online
conversations more effectively.

shorthand, abbreviations, acronyms, quick writing, note-taking, shorthand symbols, abbreviations list, speed
writing, shorthand tips, common abbreviations
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