
MANUSCRIPT/LONGHAND ABBREVIATIONS 

In preparation of rough drafts some words may have been abbreviated. Such 
words must be typed in full by the word processor operator in the final 
copy. The RSA also abbreviate some words that are commonly misspelt. All 
the abbreviations listed below must be expanded correctly by the operator. 

O.C.COW\ accommodation 

~ck acknowledge 

Q.ltk.& although 

~fpncK approximate/ly 

~ as soon as possible 

b~ been 

buS business 

c. \-\e.e(s) commit tee ( s) 

clt dear 

cl.e,t department 

~ exercise 

exf experience 

t for 

f /t full-time 

9n+ee.{s) guarantee(s) 

hrs hours . 
l~CO~ inconvenient/ence 

~r{s) manufacturer(s) 

ReL~ necessary 

0 1"9 organisation 

p}t part-time 

NSC(~) receipt(s) 

teccl received 

l"et( ~) reference ( s) 

req'cl. required 

sec(~) secretary/ ies 

sh shall 

si~(~) signature(s) 

su£t sufficient 

+h that 

-+k.ro' through 

lA)\ will 

~ would 

""r($) yuur ( s) 
15 

o.fc.(s) 
a.ciuer\s 
o..pp+(s) 
Q.Pf>fOP 
o..\JO..\.\ 
be.\ 
ca..t(s) 
c.o(s) 
de~ 
<le.\1' 
exp(s) 
rf~ 
\'; 
90~) 
h.v 
l~~ed. 

~t\f-o 
tf\\$C. 

opf('=>) 

~ 
poss 
re.c. 
rec.oM 
te~ 

te5f 
s.ep 
s'h 
.S\.~ 

-+eMf 
~t" 

!.Vh 
w 
~r{s) 

accounts 

advertisement(s) 

appointments 

appropriate 

available 

believe 

catalogue(s) 

company/ies 

definite/ly 

develop 

expense(s) 

faithfully 

from 

government(s) 

have 

immediate/ly 

information 

miscellaneous 

opportunity/ies 

paid 

possible 

receive 

recommend 

referred 

responsible 

separate 

should 

sincerely 

temporary 

together 

which 

with 

year(s) 
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