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CRITERIA FOR COUNTING WORDS IN TEXTS TO BE USED IN 
SHORTHAND SPEED DICTATIONS 

(for the Portuguese language) 
 
 

Organized by Prof. Waldir Cury (from Brazil) 
With especial contributions by Prof. Paulo Xavier, Director of Taquibras 

 
 

GENERAL RULE: For the purpose of counting in shorthand dictations, every unit 
of sound and meaning (phoneme) that by itself may constitute an enunciation should be 
considered as a word, no matter the grammatical class to which it might belong and the 
number of syllables it might have.   Thus, both the noun “inconstitucionalidade” as well 
as the simple article “o” should be counted as a word. 
 
 
NOTE: Characters such as asterisks and punctuation signs, which are not pronounced, 
should not be included in the count.  The character or punctuation sign that is 
pronounced by the person who dictates it and which is recorded by the person who takes 
it down should be counted as a word.  For instance, in the case of 158,8% (cento e 
cinqüenta e oito vírgula oito por cento) the comma is pronounced by him/her who 
dictates and is written down by the stenographer.  The comma should be, therefore, 
counted as a word. 
 
IMPORTANT DETAILS FOR THE COUNT: 
 

 Any single letter of the alphabet that is pronounced and has, in the text, a 
meaning, should be counted as a word.  Ex.: Eis aí o “x” da questão. 

 
 The “abbreviations”, even when reduced to only one letter, should be 

counted as a word.  Ex.: 2 h (duas horas)  =  two words. 
 

 The punctuation marks which are not pronounced by the person who dictates 
them should not be counted. 

 
 The cardinal numbers should be counted as if they were written in full.  So, 

the number “2493” (dois mil quatrocentos e noventa e três) should be 
counted as seven words.  “21” (vinte e um) will be counted as three words. 
“0,5” (zero vírgula cinco) – three words. 

 
 The ordinal numbers should be counted as if they were written in full.  So, 

“21º andar” (vigésimo primeiro andar) should be counted as three words. 
 

 The fractionary numbers should be counted as if they were written in full.  
So, “3/4” (três quartos) should be counted as two words.  “1/24” (um e vinte 
e quartro avos) should be counted as six words. 
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 Roman numerals.  Roman numerals should be counted as if they were 
written in full.  Therefore, “capítulo XXXII (capítulo trinta e dois), should be 
counted as four words.  “D. João VI” (Dom João Sexto), should be counted 
as three words. 

 
 Mathematical signs should be counted as if they were written in full.  So, 

“44%” (quarenta e quarto por cento), should be counted as five words.  
“25+3=28” (vinte e cinco mais três igual a vinte e oito), should be counted as  
ten words. 

 
 In the case of the expression 23/2 (vinte e três barra dois), in which the word 

“barra” is read by the person who dictates and is taken down by the person 
who writes it down, the “barra” (slash) is counted as a word.  Therefore,  
23/2 (vinte e três barra dois), should be counted as five words. 

 
 In the case of the expression R$50.000,00 (cinqüenta mil reais) it should be 

counted as three words, because it is pronounced as such. 
 

 Compound words (with or without a prefix), joined by a hyphen, although 
forming a unit, should be counted according to the number of words that 
enter into its formation, because each word is taken down independently.  
Thus, the compound word “grão-de-bico” should be counted as three words, 
and the compound word “peixe-espada” as two words. 

 
 Foreign compound words should follow the same criterion.  Compound 

words, joined by hyphen, although forming a unit, should be counted 
according to the number of words that enter into its formation.  E.g.: “know-
how” (two words), “habeas-data” (two words), “hors-concours” (two words). 

 
 Compound words without hyphen should be counted as “one single word”.  

Examples: “minissaia”, “minisubmarino”, “superocupado”, 
“superinterglacial”. 

 
 Words in which there is an apocope of the vowel “e” in compound words 

joined by the preposition “de”, should be counted in the following way: 
“estrela-d’alva” (two words), “mãe-d’água” (two words), “olho-d’água” (two 
words), “pau-d’arco” (two words). 
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ABBREVIATIONS AND ACRONYMS 
 

 When the abbreviation forms a pronounceable word, it should be counted as 
a word.  E.g.: ONU (Organização das Nações Unidas), PIS (Programa de 
Integração Social), SIDA (Síndrome de Imunodeficiência Adquirida), etc. 

 
 

 The acronyms (words formed from the first letters or syllables of other 
words), which form a pronounceable word, should be counted as a word.  
Ex.: Sudam (Superintendência do Desenvolvimento da Amazônia).  
UNESCO (United Nations Educational Scientific, and Cultural 
Organization). 

 
 When there is a joining element between the letters of an abbreviation, this 

element should be counted as one word.  For instance, the abbreviation 
“PCdoB”, should be counted as four words, since this is exactly the amount 
of independent pronounceable words/syllables/letters (pê-cê-dô-bê). 

 
 A “siglema” (an abbreviation that forms a word) should be counted as a 

word.  Ex.: Petrobras, Unesco, Taquibras. 
 

 A “siglóide” (an abbreviation that does not form a word, or does not have the 
character of a word) should be counted according to the number of letters of 
which it is composed.  E.g.: B.N.D.E.S (counted as five words).  E.U.A. 
(counted as three words.). 

 
 As for texts containing numbers with more than one unit, it is advisable to 

rewrite the text and write the numbers in full, and only then make the  count 
of the words.  The reason for this procedure is the fact that if that is not done 
so, the count can fall exactly in the middle of the numbers and thus making it 
difficult to count, if the numbers are not written in full.  For example, in 
158,8% (cento e cinqüenta e oito vírgula oito por cento) there are nine words 
to be counted.  If the count falls exactly after the number “cinqüenta”, this 
can make the count difficult, if not impossible (as in the case of falling 
between the sign “%”, per cent). 

 
 I n the verbal forms with enclitic and proclitic pronouns, as well as with 

tmesis, whose elements are either linked or not by a hyphen  – each element 
should be considered as a word.  Therefore: 
Quero que me diga. (four words) 
Diga-me. (two words) 
Possuí-las. (two words) 
Amá-lo-ia. (three words) 
Oferecê-la-ia. (three words) 
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 A word which is not visible but which is implicit and as so pronounced by 
the person who dictates it and recorded by the person who takes it down, 
should be considered as a word in the count.  E.g.: In “9h30” (nove horas e 
trinta minutos) five words should be counted, including the word “minutos” 
and the conjunction “e”, which were not originally written down. 

 
 
 
FINAL REMARK: In order to avoid mistakes it is highly advisable to write the 
whole text in full before making the count of the words.  E.g.: 158,8% should be written 
in full: cento e cinqüenta e oito virgula oito por cento. 

 


