
LESSON 40 
Alphabetical and Numerical Order Very often a secretary is asked to change the order of a piece of work to alphabetical or 

numerical order. You must be prepared to do this in many of the typing examinations. 

Tabulation 12 

PAPER: A5 (210 x 148 mm). 

TARGET TIME: 12 minutes. 

Turn up 14 lines to give equal 
margins at top and bottom of the 
sheet. 
Type these names in alphabetical 
order within each column. Leave 2 
blank lines after the title. 

Tabulation 13 

PAPER: A5 (210 x 148 mm). 

TARGET TIME: 14 minutes. 

Turn up 12 lines to give equal 
margins at top and bottom of the 
sheet. 

Type these names in alphabetical 
order within each column. Leave 2 
blank lines after the title and one 
space before and after each vertical 
line. 

Rule up in ink or ball pen. 

Spaced Capitals 

Type these lines in spaced capitals 
on a sheet of A5 paper. 

When you are asked to put something into numerical order you usually start with the 
smallest number and work up from it. Remember that 1 comes before 2, 2 before 3 and 
so on. This is numerical order. 

Alphabetical order is similar. A comes before B, B before C, and so on, and as long as you 
know the alphabet you will not go wrong. In words starting with the same letter the rules 
still apply: 'about' comes before 'accent', which in turn comes before 'advise', and so on. 
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Sometimes a heading looks better if it is typed in spaced capitals. To type in spaced 
capitals, leave a space between the letters of words, and 3 spaces between words. 
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