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FOREWORD

When the first edition of 20,000 Words was published in 1934, it
was neocessary to explain its purpose at some length. Since that
time, thousands of secretaries, typists, word processing opera-
tors, and writers have come to rely upon 20,000 Words—now
entitled 20,000+ Words—as one of their most valued desk refer-
ence books.

The book’s originator, Dr. Louis A. Leslie, carried 20,000
Words through seven editions to keep pace with the changing
language of society and of the office. The eighth edition contin-
ues the process of keeping the book current with the times. In
this edition, for example, hundreds of new expressions appear
for the first time. A few examples are: printout, programmer,
shared logic system, stand—alone, network, high technology,
cursor, byte, and salesperson.

In general, the word list of 20,000+ Words is in agreement
with Webster's Ninth New Collegiate Dictionary.

Speiiing and Word Division

The word list of 20,000+ Words serves as a dictionary without
definitions. Since most references to a standard dictionary are
for the purpose of verifying a spelling or determining a proper
point for word division, the absence of definitions from 20,000+
Words allows for many more words per page and thus increases
the speed with which a given word may be feund. Further in-
creasing the usefulness of the word list of 20,000+ Words is the
elimination of thousands of Englith words which are used so
infrequently that the typical writer and typist never need to
refer to them. Also omitted from the word list are the very fre-
quent monosyllabic words such as the and of which never pose a
problem for most people.
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Discerning Among Similar Words
With similar words such as affect and effect and with homonyms
such as site, cite. and sight a very brief definition follows the
word. Also each of these words is followed by the notation cf.,
meaning “compare with.” For a given word, this ¢f. notation lists
the similar words of which the user should be aware.

One Word, Two Words, or
A major problem for the writer and the keyboarder is to deter-
mine whether a compound is written as one word, as two words,
or with a hyphen. The English language is filled with so many
inconsistencies that analogy can be totally useless. A few exam-
ples are illustrative of the point: People may secure their night
latches and put on their night—robes and then have nightmares
before morning dawns. At a halftime show a band may march in
half step past the flag at half-mast. Sailors work with square—
rigged craft, while mathematicians work with square roots.
Many expressions gos»through an evolutionary process of first
being two separate words, then hyphenated, and finally solid.
People used to hyphenate picnic and percent. Output and down-
time were originally expressed as separate words. The coverage
of two-word and hyphenated expressions has been greatly ex-
panded in the eighth edition in order to help the writer and the
keyboarder spell and divide them correctly. _

Reference Section

The busic purpose of the Reference Section of 20,000+ Words is
to provide a quick reference for the writer-or keyboarder who
desires to see how to solve a problem of punctuation, number
expression, and the like. The quickest way to solve such a prob- .’
lem is by analogy, and thus the Reference Section includes a
number of clear examples. Rule statements are kept to a mini-
mum in order to make the reference task as easy as possible.
People desiring comprehensive rule statements of matters of
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English style should consult The Gregg Reference Manual, Sixth
Edition, by William A. Sabin.

The Reference Section includes revised and expanded cover-
age of Numbers, Most-Used Punctuation, and Two-Letter State
Abbreviations. New additions to the Reference Section in the
eighth edition are Spelling Tips which provide generalizations
about spelling patterns, Common Acronyms and Troublesome
U.S. and Foreign Place Names.

Electronic Office Glossary

New to the eighth edition is a glossary of terms encountered
frequently in the modern office. Word processing and computer
terms are included, making the glossary a handy reference for
the writer or typist.
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THE WORD LIST=

The words included in the eighth edition of 20,000+ Words con-
tain a dot or dots to indicate the point or points at which a word
may be divided. Good typing style requires that at least three
characters (one of which is the hyphen) remain at the end of the
line and that at least three characters (one of which may be a
mark of punctuation) be carried to the next line. The only sylla-
ble breaks indicated in 20,000+ Words are the ones that allow
the typist to observe this basic word division rule. The user
should keep in mind, then, that two-letter syllables which may
be indicated at the ends of certain words may properly be car-
ried to the next line only when they are followed by a mark of
punctuation.

Bevond the basic rule of “leave at least three characters,
carry at least three characters,” there are other considerations
affecting the division of words. Excessive word division is dis-
tracting to the reader and should be avoided where possible. In
general, it is best to avoid dividing words at the ends of more
than two consecutive lines, at the end of a page, or at the end
of a paragraph.

If, however, a word division must be made, certain points of
division are preferable to others. For example, hyphenated ex-
pressions such as self-employed are best divided at the hyphen.
Solid compound words such as timetable are best divided be-
tween their root words (timestable). Other considerations affect-
ing the preferability of certain word divisions include dividing
after prefixes and~before suffixes (superemarket, not su.per-
market) and dividing after single-vowel syllables and not before
them (consoliedate, not consol.idate).



2
How Word Division is Shown

Word division points are indicated by means of centered dots.
perema-nent de.duc-tion

Hyphenated words appear in the Word List with a hyphen, just-
as théy should be typed whether in the middle or at the end of a
line.

cost-plus ‘ let.ter—p.erofect heavy-du.ty

Certain expressions that are two separate words appear in the °
Word List because they occur together often enough to cause

- many people to question whether they are solid or hyphenated.
No hyphen is needed when these expressions are divided be-
tween the root words.

half hour air force flight deck

Certain expressions may be punctuated or spelled differently
depending upon their part of speech. Whenever this occurs, the
variations are followed by abbreviations such as n. (noun), v.
“{(verb), and adj. (adjective).

re«cord v. receord n.

Words that may be easily confused are cross-referenced. A par-
enthetical notation follows the word and contains the letters cf.,
“compare with.”

eliceit (draw out; of. illicit)



abascus

abaft
abeaeloe.ne
abanedon
aban«donement
abase

abash

abate
abateement
absatetoir
ab-bé

abebess

absbey

ab-bot
absbre.vieate
ab-bre-vi-atoing
ab-bre-vi.a-tion
abedi.cate
abediscastion
abedosmen
abedomeienal
absduct
ab«duc.tion
abeduc.tor
abeersrance
abeererant
abeersrastion
abet

abet.ting
abetstor

abeyeance
abshor
abshorred-
abehorerence
abehorerent
abehorering
abide
abileieties
abileiety
absject
ab.jectely
absjure
abelative
ablaze

able
able-bodsied
abelustion
ably
abene.gastion
abenoremal
abenoremalsisties
abenoremaleisty
abenorsmal.ly

" aboard

abode

abOloiSh
abeoslietion
abeoslietioneism
abeoelictionsist
A-bomb

abomeienasble
abome.ienate
abemei.na-tian
abeorigeienal
ab.origsisne
abort
aboretioneist
aborstive
abound

about
about—face
above
aboveeboard
above.ground
abrade
abrae.sion
abraesive
aberesact
abreast
abridge
abridg.ing
abridgement
abroad
ab.ro.gate
aberosgastion
abrupt
abescess
abescisesa
abescond
abescondeer
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abesence
abesent
abesen«tee
abesen«teesism
abesentemindeed
abesinthe
abesoslute
abesoslute.ly
abesos]uctiont
abesoeuteism
abesolve
abesorb
abssorsben.cy
abesorebent
abesorbsing
abesorpetion
abestain
abestainser
abeste.mis.ous
abestenetion
absstienence
abestienent
abestract
abestracstion
abestractsly
abestracteness
abestruse
abesurd
abesuredisty
abunedance
abun.dant
abuse
abussing
abuesive

abuesive.ly
abussivesness
abut
abutement
abuteted
abutster
abutsting
abysemal
abyss
aceasdesmia
aceaedemeic
acsasdeemiscian
acadeeemy
acecede (to agree; cf.
exceed)
aceceslesranedo
aceceleersate
aceceleersaction
acecelsersastor
acecent
acscenstus.ate
acecept (to take; cf.
except)
acecepteabilsisty
acsceptsable
acecepteably
acecepetance
acecepetastion
acecepteed
acecess (admittance; cf.
excess)
acecesesiebileisty
acecesesishle
acecesesion

acecesssosries
ACeCESsSORTY
acscisdence
acsciedent
acecisdenetal
aceciedenetalely
ac-claim
acsclasma.tion
aceclismate
aceclismastize
acecliveioty
aceco-lade
acecomemosdate
acecomemosdateing
acecomemosdastion
acecomepaenied
acesCOmepaenies
acecomepaeniement
acscomepaenist
acecOmMepaeny
acscomeplice
acscomeplish
acecom.plished
acscomeplishement
acecord
acecorsdance
acscordeing.ly
acecorsdison
acecost

acecount
acecounteabileiety
acecounteable
acecounetanecy
acecounstant



acecountsing
acscousterement
acscredeit
acscredsistaction
acscrestion
acscrueal
acscrue
acsCrueing
acscuemuslate
acscuemuslatsing
acecuemuslastion
acecusmuelasctive
acscuemuelaetor
ACeCUeTACY
acecuerate.ly
acscursed
acscusesastion
aCeCusSastive
aCeCUeSastOery
acecuse
aceCcuseing
acecusetom
acecusetomed
acerebisty
acseotate

aceetic
aceestone
aceteyslene

ache
achieveable
achieve
achieveement
achieveing
acheroemateic

aceid

aceid—fast
acsidshead
acideiofiecastion
acideisfied
acidsisfy

acideisty
aceisdoesis
acideuslate
acidsuslous
acsknowlsédge
aceknowleedgeing
aceknowlsedgement
aceme (highest point)
acene (skin disorder)
aceoslyte
aceQenite

acorn

acousetic
acousetiecal
acousstic couspler
acsousetiecian
acousstics
acequaint
acsquainstance
acequisesce
acsquieesecence
acequisesscent
acsquire
acequiresment
acequireing
acequiesistion
acequissistive
aceqquit

acsquitetal
acequitsted
acequiteting
acre

acresage
acre—foot
acerid
acrideisty
aCeTiemOsnieOUS
aceriemosny
aceroebat
acerosbateic
aceroenym
acropsoslis
across
across—the-board

. acrosstic

acrylsic
acteing
acstineic
acstion
acstioneable
acstievate
acetive
acetivedly
acetiveism
acetiveist
acetiveisties
acstiveiety
acetor
acstueal
acetusaleisty
acetuealsly
acstuearsieal
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acstueareies
acetueary
acetusate
acetueateing
acetueastor
acueity
acusmen
acuepuncsture
acute '
acuteeness
ad (advertisement; cf.

add)
ad.age
adaegio
adeaemant

adapt (adjust; cf. adept,

adopt)
adapteabileisty
adapt.able
ad.apsta.tion
adapteer
add (plus; cf. ad)
adeden.da pl.
ad«den.dum sing.
ad.der
ad«dict
ad.dicteed
adedicetion
ad.dicetive
adedietion (increase;

of. edition)
ad.di-tion.al
adedistionealsly
ad.di.tive

adedle
ad«dress
ad.dress.ee
adedresssees
ad.dresssing
Ad«dress«osgraph
adeduce
ad.duceing
adeeenoid
adeeenoi.dal
adeept (skillful; cf.
adapt, adopt)
adeesquascy
adee.quate
adsee.quatesly
adshere
ad«her«ence
ad<her.ent
adsher-ing
ad<he.sion
adehessive
adshedsive.ly
ad hoc
adieu
adeiepose ™ -+
ad.i.pos.i.ty
ad.jascent
adsjecetive
ad.join (to be next to)
adsjourn (suspend)
adejourn.ment
ad.judge
adejudgeing
ad.ju-di-cate

adsjuediscateed
adsjusdiscateing
adsjuediscastion
adsjuediscastor
adejunct
adejueraction
adsjure
adsjust
adsjusteable
adejusteer
adejustement
adejuetant
ad lib adv.
ad-lib adj., v.
ademineiseter
ademineisetrastion
ademineisetrastive
ademineisetrastive
secerestary
ademineisetra.tor
ademineisetrastrix
ademi.ra.ble
ademieral
ademi.ral.ty
ademierastion
ademire
ademireing
adermnisesisbileisty
ademise.sisble
ademisesion
ademit
ademitetance
ademitsted
ademitetedely



ademitsting
ademix.ture
ademonsish
ademoenistion
adsmoneistoery
ad naueseeam
adoebe
adeo.lesecence
adeoslesecent
ad.o.les«cents
adopt (accept; cf.
adapt, adept)
adop.tion
adop.tive
adore.able
ad.o-ra-tion
adors.ing
adorn
adornement
ad.re.nal
adrensa.line
adrift
adroit
adssorp-tion
ad.u.late
ad.u.la.tion
adult
adul.ter.ate
adul.tery
adeumebrastion
ad va.loerem
adevance
adevanced
adevancesment

adevancsing
ad-van.tage
adsvanstasgeous
adevent
adevenstistious
ad<veneture
adevenstureer
adeven.turessome
adevenstureous
adeverb
adeversbieal
ad.ver.sar.ies
ad.veresary
adeverse (unfavorable;
cf. averse)
ad.veresisty
adevert
adeverstise
adeverstisesment
adeverstiseer
adsvice n. (counsel; cf,
advise)
adsviseabileiety
adeviseable
ad.vise v. (give
counsel; cf. advice)
ad.vised
adeviseement
adeviseer or
adeviesor
ad.vissing
adeviesoery
adevoeca.cy
adevoscate

aeegis
ae.on
aer.ate
aereastion
aeerieal adj.
aer-i-al n.
aerosdysnameics
aeroemedeiecine
aeroenaustic
aeroenauetiecal
aerossol
akro.spage
aes«thet.ic
aesetheteiocalely
aesstheteiecism
aes-theteics
afefasbileiety
af.fa.ble
af.fair
afefect (influence; cf.
effect)
af.fecetastion
afefecteed
afsfecetion
afefecetion.ate
af-ﬁoance
afefieant
afoﬁ.da.vit
afefilsisate
afefineisties
af.ﬁn.i.ty
afefirm
afefiremaetion
afefiremastive
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afefirmeastoery
af-ﬁx

afeflict
afeflicstion
afeflusence
afoflueent (of. effluent)
afeford

afefray
afefright
afefront
afeghan

afield

afire

afloat

afoot
aforesmen-tioned
afore«said
aforesthought
afore.time
afraid

afresh
Aferiecan
Afero~Amereiscan
afeter
afetersburnser
afeterscare
afetereefefect
afiter.glow
af.ter~hours
afeter.life
afoteremath
afetere.noon
afeterstaste
afeter—tax

afetersthought
afetersward
again

against

ageate

ageate ware
agasve
age-group
agenecies
agenecy
agen.da
ageglomsereate
ageglomsereastion
agegluetionate
agegluetienastive
agegran.dize
agegran.dize.ment
agegraovate
agsgrasvasting adj.
agegrasvateing v.
agsgraevaetion
agegreegate
agegresgateing
agegreegaetion
agegresssion
agegresssive
agegresssor
agegrieve
agegrieved
aghast

ageile

ageile.ly
agil-ioty
ageistate

ageistateing
agsistastion
ageietastor
aglow
agenosstic
ags0snize
agsoenizeing
ags0eny
ageosrasphoebia
agrareiean

" agree

agreesabileisty

agree.able

agreed

agreesing

agreesment

ageriebusieness

agerieculstureal

agerieculsture

agronsosmy

aground

ague

ahead

ahoy

aid (help; cf. aide)

aide (assistant; cf. aid)

ail (be ill; of. ale)

aielesron

ailement

air (atmosphere; cf.
heir)

air bag

air base

aireborne
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air brake
airebrush
airsbus

air coach

. air comemand

air—conedietion v.
air—conedistioned
adj., v.

air consdistioneer n.

air—cool v.
air—cooled adj.
air coolsing n.
air coreriedor -
air coveer
airecraft
airedrome
air—drop v.
airedrop n.
air-dry adi.
Aire.dale

Air Exepress
airefield
air.flow
air.foil

air force
aireframe
airofreight
aireglow

air gun

air hole
airsiely

. airsisness

air lane
airelift

aireline
airslin.er
air lock
airemail
aireman
air mass
air mile
aireplane
air pockeet
aireport
aireproof
air pump
air raid
airescrew
aireship
airesick
airespace
airespeed
airestream
airestrip
airstight
air—to—air
airewave

" aireway

aireworsthieness

aireworsthy

airy

aisle (passageway; cf.
isle)

aislesway

akimebo

Alea.bama

aleasbaseter

a la carte

alacerioty

a la mode
alarm
alarmeist
Alas<ka
alebastross
alsbe.it
Al-ber-ta
alebieno
alsbienos
alebum
alebuemen
Al:bu.quer.que
alecheemist
alecheemy
alecoehol
alecosholeic
alecosholeism
alecove
aledereman
ale (beer; cf. ail)
ale.wife
alefalefa
alefreseco
al.gae
alegeebra
alegesbraeic
alegesbraeical
alegoerithm
alias

aloiobi
aleisbied
aleisbieing
alien



0= A
alien<ate
alien.ateing
alien.ation
aliensist

align
align.ment
alike
aleismenstaery
aleiemenstastion
aleiomoeny
aldiequot
alekaoli
alekasline
aloka-loid.
alokyl

all (wholly; cf. awl)
all-Amereiecan

all-around

al.lay (soothe; cf. alley,

ally)
alole-ga- tion
al.lege
a]oleg- ed-ly
Alslesgheenies
Ale le-ghe.ny
alsle.giance
aldleg.ing
al-le.goroiocal
alole.go-ry
alelesgreteto
alele. gro
aleler.gic
al.ler.gies
alder.gy

ableevieate
alelesvisastion
al-ley (passage; cf.
allay, ally)
al-leys
alelisance
aldlied
al.lies
aleli-gaetor
all-imspor.tant
aleliteereastion
alsliteer-astive
aleloeca.ble
aleloecate
aleloscateing
aleloscastion
aleloecustion
alelospath.ic

’al-lopoa- thy

aleJot
alelotement
al.Joteted
alelotsting
als]low
alelowsable
alelow.ance

alelowed (permitted;

of. aloud)
alJlowsed dy
all right
alelude (refer to; cf.
elude)
alelure
aleluesion

aleluevieal

alely (associate; cf.
allay, alley)

alemond

alemost

alms (charity; of. arms)

alenieco

aloft

alone

along

aloud (audibly; cf.
allowed)

alepaca

alsphacbet

alephaebeteic

alsphasbeteiecal

alepha.betsize

alephaenuemer.ic

aleready

aletar (for worship; cf.
alter) .

alefarspiece

aletar rail

aletar stone

aleter (change; cf.
altar)

aleter.ation

alster«castion

alster ego

aletersnate

aloterenateing

aleterenaction

aleterenastive
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