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Chapter I
INTRODUCTION

Beta Chapter of Delta Pi Epsilon, a national honorary
organization of graduate students in business education at
Oklahoma Agricultural and Mechanical College, voted in June,
1940 to sponsor annually some worth-while project that would
point out some significant facts and implications in the
field of business eduecation.

During the school year 1940-1941 the first of these
research projects, "A Study of the Attainments of First-year
Typewriting Students in the State of Oklahoma at Five-week
Intervals during the Year 1940-1941," was conducted.l 1In
making this study 7,115 straight-copy speed test papers were
collected and checked under the sponsorship of Beta Chapter
of Delta Pi Epsilon. These test papers were collected at
five different perlods from twenty-two white high schools
widely scattered throughout the state. From these papers
attainments were measured in terms of gross words a milnute
and per cent of accursey. Comparisons were made of the
attainments between boys and girls and to some extent
between those students with vocational and non-vocational
objectives., Norms were get up which may be used as standards

for typewriting classes.

1 Margaret Robertson Neece, "A Study of the Attainments of
First-year Typewriting Students in the State of Oklahoma
at Five-week Intervals during the Year 1940-1941."
Unpublished Master's Thesls. Stillwater, Oklahoma:

Oklahoma Agricultural and Mechanical College, 1941.



This study should give teachers an oppor-
tunity to compare their students with the averages
or norms already presented, This comparison should
lead to an evaluation on the part of teachers of
the classroom procedures and techniques employed
by them, If this is done, the purpose of Beta
Chapter of Delta P1 Epsilon in_sponsoring this
gtudy will have been achieved,”

Purpose

The purpose of this ilmmediate study 1s to ecarry this
1940-1941 project a little further and, by using the material
collected and checked at that time, determine the differences
in attainments, if any, in first-year typewriting students
on different grade levels, and, also, to determine the dif-
ferences, if any, in first-year typewriting students in the
different size white secondary schools in Oklahoma.

Specifically this study has a four-fold purpose:

(1) To determine the attainments of first-year type-
writing students in the tenth, eleventh, and twelfth grades
according to test periods.

(2) To compare the attalnments of first-year type-
writing students in the tenth, eleventh, and twelfth grades
according to test periods.

(3) To determine the attainments of first-year type-
writing students in the different size schools according to
test periods.

(4) To compare the attainments of first-year type-
writing students in the different size schools according to
test periods.

2 Margaret Robertson Neece, op. cit., p. 42.



Need for Study

There exigts at the present time a question as to the
attalnments of etudents in first-year typewriting on dif-
ferent grade levels. High school inepectors do not recom-
mend first-year typewriting for sophomores, therefore, it 1is
desired that a2 study be made to determine the attainments of
sophomores in comparison with thet of Jjuniors and seniors.

It is hoped that this study will give some implications as
to the most advantageous time to begin the study of type-
writing in high school.

There, also, exists at the present time a question
about the quality of instruction in small schools in compari-
son with that in large schools. Therefore, it is worth-while
that such a study be made.

Scope

This study will be made of typewriting attainments in
terms of gross words a minute and per cent of accuracy
checked according to the 1939 International Typewriting
Rules (see appendix for copy).

The purpose of this study is not to reveal individual
attainments, but rather to indicate the prevailing attain-
ments of the groups studied.

No attempt 1s to be made to study sex differences as
this has been done in the previous study.

The material used as the basis of this study is 7,115
straight-copy speed test papers collected and checked 1n
1940-1941 under the sponsorship of Beta Chapter of Delta Pi



Epsilon, a national fraternity for graduate students in
business education. These tests were given in beginning
typewriting classes in twenty-two widely scattered white high
schools, all o which were in the State of Oklahoma, and the
students participating were those who had had no instruction
in typewriting previous to the 1940-1941 school year. The
tests were secured from the Gregg Publishing Company (copies
of each test given may be found in the appendix). They
were chosen by a committee representing Beta Chapter of
Delta Pi Epsilon because 1t was quite unlikely that they
would be familiar to any first-year typewriting student in
the state.

The first test was given during the thirteenth week
after the beginning of school and was five minutes in length,
while the remalning four tests of ten-minutes in length were
given in succeeding five-week intervals. The second test
was given during the eighteenth week; the third test during
the twenty-third week; the fourth test during the twenty-
éighth week; and the last test during the thirty-third week
of school. Each student was asked to put the following
information at the top of his test paper: (1) The Code Num-
ber by which the school was known, (2) Age, (3) Grade in
School, (4) Sex, (5) Strokes, (6) Gross Words, (7) Errors,
(8) Net Words, (9) Words Per Minute, and (10) Per Cent of

Accuracy.



The following was the method used in determining gross
words a minute and per cent of accurasy:

Strokes + 5 = (Gross Words

Errors x 10 = Penalty

Gross VYiords - Penslty = Net Words

Net Words + Gross Worde = Per Cent of Accuracy

Grogs Words + Length of Test = CGross Words a Minute

The papers were first checked by the student or one of
his classmates. They were then rechesked by various business
education groups and faculty members on the campus of Ckla-
homa Agricultural and Mechanical College, by individusl
teachers giving the tests, or by the Delta PL Epsilon members
sponsoring the tests in that school. All results were obtained

by using 1939 International Typewriting Rules.

EProcedure

The test papers were first sorted into five groups
according to the test period. After the papers were sorted
in this manner, each group was then divided as to the stu-
dent's classification, that is, sophomore, junior, or senlor.

The gross words a minute and per cent of accuracy were
tabulated according to the grade level of the students.

Papers were replaced into their five originsl test-
period groups and then they were divided each into four
classifications according to the size of high school that
each student attended. The division was based upon the North
Central Association divieion of schools, which hass the
following four groups according to enrollment: 0-199, 200~
499, 500-999, and those over 1000,



Tabulations were again made showing gross words a
minute and per cent of accuracy.

Using these tabulations, frequency tables for gross
words & minute and per cent of accuracy were set up for
these groups. Resulte were obtalned and verified by the
application of various statistical formulae.

Wherever possible this study follows the form and pro-
cedures used in the earlier study, "A Study of the Attain-
ments of First-year Typewriting Students in the State of
Oklahoma at Five-week Intervals during the Year 1940-1941,"
in order that data may be compared if desired.



Chapter II
DATA REGARDING AVAILABLE MATERIAL

Since the material to be used in this research has been
used in a previous study it 1s first necessary to determine
the extent of the data avallable for the immediate study.

Tables I and II (see following pages) give the locations
of the twenty-two schools in Oklahoma who contributed test
papers for the study to determine the attainments of first-
year high school typewriting students in the state at five-
week intervals during the year. The locations of the schools
are fairly well distributed over the state, with the greatest
number appearing in the north eastern section. This may be
due to the fact that most Delta P1 Epsilon members are located
in the north eastern part of Oklahoma. There are no schools
representing the extreme north western section.

The schools are classified according to the North Central
Agsociation division of schools. There are four schools with
a total enrollment of less than 199; eight with an enroll-
ment between 200-499; five with an enrollment between
500 and 999; and five echools with a total enrollment of
over 1000.

Table III shows the per cent of students representing
different grade levels. Although the papers contributed by
the junior group range from 53.4 per cent on test one to
60.7 per cent on test three, an adequate number of test papers
were contributed by the sophomore and senior groups to make

a study of the attalnmentes of each group.



PTABLE 1t
GENERAL INFORMATION CONCERNING SCHOOLS PARTICIPATING

?otal agnneroo
Highschool Department Typewriting

School Enrollment Enrollment Ingtructors

Tulsa: Central High 3400 2100 -
Oklahoma City: Central 2300 (No Count) 3

Classen 1997 1500 2
Enid 1200 702 4
Ponca City 1000 4908 4
Stillwater 968 2562 2
Lawton 800 300 1
Sapulpa 732 288 2
Bristow : 566 219 1
Idabel 558 166 1
Stilwell 386 117 1
Hugo 370 122 2
Heavener 350 115 1
Bixby 350 1850 2
Oklahoma City: Northeast 320 175 2
Cleveland 300 128 1
Pryor 380 120 |
Yukon 2356 45 1
Sayre 180 107 3
Dale 135 65 1

Pleasant Hill
Con. Dist. 65
Southeast of Drumright 50 20

Foraker 45 20 1

=

1 Margaret Robertson Neece, op. c¢it., Appendix
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TABLE III
PER CENT OF STUDENTS REPRESENTING
DIFFERENT GRADE LEVELS

Grade Level Test 1 Test 2 Test 3 Test 4 Test 5
Sophomore 20.6 12.9 10.7 15.0 12.5
Junior 53.4 57.4 60.7 54.8 55.6
Senior 23.9 25.3 24.9 24.1 256.7
Unclassified 2.V 4.4 3.7 6.1 6.2
TOTAL 100.0  100.0 .0 100

This table should be read as follows: Sophomores contributed
20,6 per cent of the papers on test one; 12.9 per cent on
test two; 10.7 per cent on test three; 15.0 per cent on test
four; and 12.5 per cent on test five.
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Teble IV presents the per cent of studente representing
different size schools. Yhen the different achools are put
into the North Central divisions according to slze, the schools
with a total enrollment of over 1000 consistently contributed
the greatest number of papers., The per cent of test papers
receilved from the schools with an enrollment of less than 199
was consistently low, probably due to the number of studente
enrolled and also to the small number of schools representing
thie division,

A study to determine the attalnments of first-year type-
writing students on different grade levels and different size
schools in Oklahoma is limited because of the small repre-
sentation of test papers from the sophomore group and from
the schools with an enrollment of less than 199,



TABLE IV2
PER CENT OF STUDENTS REPRESENTING DIFFERENT SIZE SCHOOLS

Per Cent of Total

Enrollment Per Cent of Total Papers Received
In first

Total Number In All Year Type-
Enrcllment Schools Schools writing Test 1 Test 2 Teegt 5 Test 4 Test 5

1000 & over 5 52.56 81.0 39,7 38.3 31.7 47.1 36,3
500 - 999 5 21.8 23.4 25.7 15.0 12.6 15.0 4 4% 3
200 - 4859 8 16.2 20.8 21.7 17,7 26.4 21.8 28.7

0 - 1929 4 2.9 4.8 3.9 4.7 3.5 5.4 5.3

Papers Unsccounted For: 9,0 24.3 25.9 10.9 12.6

This table should be read as follows: Five of the twenty-two schools had an
enrollment of 1,000 or over. Enrollment in these five schools represented
59.5 per cent of the enrollment in all the twenty-two schools and enrollment
in First-year typewriting in these five schools was 51 per cent of the enroll-
ment in first-year typewriting in the twenty-two schools, This group con-
tributed 39.7 per cent of the papers on test one; 38.3 per cent on test two;
31.7 per cent on test three; 47.1 per cent on test four; and 36,3 per cent

on test five.

2 Margaret Robertson Neece, op. ¢it., Appendix

et



chfipt a1 I 11
PIHDINGS

In Chapter I a previocus study of attainments in first-
Year typewriting was deéeribed and explalined, the purpose
and need of this study were given, and the scope and procedure
used were brilefly outlined. The extent of the material
availsble faf use in thls study was determined in Chapter II.
The results will be presented in thls chapter. Tables
will be used to express the findinge and comparisons will
he made wherever posgible., Little discussion 1s necessary

excent to point out outstanding and significant facts.

Test 1 Given During the Thirteenth Yeek
The test vapers for Test I, gilven darinz the thirteenth

Py

week of school, were divided into three groups zccording to
3y ] o5 =

oo

the grade level of the student. In thls study pspers ave
used frem the tenth, eleventh, and twelfth grade students.

Frequencgy tables for gross werds a ninute and per cont
of accuracy were set up for These groups and the various
gtatistical Fformulse applied {zee appendix).

The papers were then divided intoe four groups ascording
to the size of the school, The divieion in this study 1is
based upon the NHorth Gentral Assoclation division of schools,
which dlvides schools sceording to the enrollment., Theae
divisions are 0-158, 200-4389, b50O0-999, and those over 1000,
A revetition of the procedure outlined in the preseding

paragraph was made.
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Tables ¥, VI, VII, and VIII (pages 18, 17, 18, =nd 19}
nregsny ne findings on Shls fivst test.

The nean, which is comnonly called the average, 1s
given below the total numbsr of students in each division.
The stendard deviatlon, meazsure of spread or disversion, in
a normal curve, is the distance above and below the msan
that includes 88,28 per cent of all cases. Thia is usged
beeaune few gtudents, 1f any, will have scores ecolnciding
exactly with the mean.

When Table V is examined in detall it is evident that
S87 students, elascified as sophomores, pertlielpated in
Test 1. The zverage sross words a minute fof thie group was
24,94, The standard deviation was found to be 7.83. It mey
then be 22id thaet ppproxinmstely two-thirds of the 367 students
wrote between 17,71 and 32.17 words & minute, All standard
deviatione throughout this chapler are to be intérprete@ in
the same manner,

1t appesrs that at the end of the thlrteen weeks of
typevriting the gtudents classified as senlors wrote sbout
two gross vords & minute Tester than the students clasgifled
as sophopores. It 1g necessary to test whether or not the
difference in speed is a real one, or whether 1t was caused
by chance factors., This tezt may bhe nade by interpreting
the difference in the speelds of the %two groups in terms of
the atandard error and the nrobsble error of the twe meang,

The ratlio of the difference between the two originsl

means to 1ts stendard error is known as the eritical ratio.



In this ccse, 1% is large enough that the difference of the
neons is considersd real or significent, When the critliscal
ratio la more than three, 1t 18 practically ecertain that the
gifference is = resl and true ons.

Although the junior group wrote sbout one gross word
faster than the gophomore group the difference is not con-
gidered significant as indicated by the critical ratio of
1.22, BSimilarly, senlors wrote faster than Junlors by about
one gross word a minute. This Aifference is not significant.

Tzble VI 1s based upon the per cent of accuracsy and may
be interpreted in the same way as Table V. The junior students
had a higher per cent of az2ccuracy than the sophomore students.
The oritlesl ratic indicates that thils difference is not due
to chanece but 1s gignificant of a real difference between
the Jjunior and sophomore students during the thirteenth
week of school. The apparent difference between sovhonmores
and senlors is significant as borne out by the critical
ratio of 4.51.

Table VII (page 18) shows the attainments far test one
in terns of gross words a mlinute for students in the different
size schools. It seems that there is 1ittle difference in
gpeed in the four groups; however, there is a significant
difference between the students from high schools with an
enrollment of 200-499 and the students from the schools of
over 1000. Similerly, the critieal raztio indloatzs that
there is a real difference in the speed of those fronm schools

of 200-499 and the schools of B00~999,
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ST ACTIILONESAG TR MG AT AT IOy TE Ty TR
ATTATIGIERTYS TN TERUS OF GROES YORDS A WIWUTE
I 1T
&

FOR 1,780 BIUDENTS CH A STRAIGHT-COPY TEST DURING
THE THIRTEENTH VERK

Grosg GRADE LEVEL
Hords ‘ TOTAL
A Hinute Sopho- Unclassi-
nore Junior Seniocr fied
- ¢ 2 S 5
10-12 11 11 5 3 30
13-15 1z 36 15 1 70
16-15 42 1056 39 2 185
19-21 &5 1558 54 5 282
AL-24 12 178 70 9 320
25-27 65 144 73 5 287
28-30 ‘ 42 109 44 & 201
31-338 21 73 38 2 135
34~38 20 BO S0 3 103
37=-32 12 82 22 2 88
40-.42 4 19 g 1 3E
43-45 1 B g 1 15
4545 1 4 3 2 10
43-51 1 1 2
52-54 1 1
BE-57 1 1 2
S350 1 1
TOTAL 67 980 414 45 1780
Mean 24,94 25.78 26.68 25,70
Standard
Deviation 7,25 7.15 7,51 8,88

Critical Ratio

Sopho-
Sopho- more Junior Senior
more .eos 1.8% 5.18
Junior 1.89 cene 1.92
Senior 3.18 1.92 Cena

This table should be read azs follows: HNHo student from the
sophomore group, two from the Junlor group, and three from
the senior group wrote between seven and ten words a minute.



ATTAINMENTS I
FOR 1,780 STUDE

TABLE VI
Test 1

THE THIRTEEWTH VE

Efa\
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TERMS OF PER CBUT OF ACCURACY
3 O A STRAIGHT-COPY TEST DURING

Per Cent GRADE LEVEL
of TOTAL
Accuracy Sopho—- tneloesi~
more Junior Senior fied
0 73 104 45 7 238
1- 1¢ 10 12 11 33
11- 20 11 41 e 3 B4
21- 30 23 49 13 3 g1
31- 40 21 72 24 3 120
41- 50 30 @ 22 2 152
51- &0 41 106 53 & 206
8l- 70 57 144 70 8 279
71- 80 48 150 B9 7 ?64
81l- 90 36 117 58 3 218
91-100 17 54 42 7 13@
TOTAL 357 850 414 49 1780
Hean 45,12 57,58 56,92 53, 55
Standard
Devistion o5, B9 29,78 30,24 32, 36
Critiecal Ratio
Bophn- , .
Sopho- HOre Junicr Senlor
more e 5, 3% 4,51
Junior £, 5% .25
Senior 4,51 .2 fena
This table should be resd ag follows: 73 sophomores, 104

Juniers,

and 45 senlore wrote with O per cent acocuracy.
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c = 4
SHT-COPY TES
-
§ :
&

CGross
Hords
A Hinute

BSIZE OF SCHGOL

{Znrollument)

TOTAL

C=199  200-4989  500-093  Over 1000
- G 2 1 2 &
10-12 & 5 a 13 SC
13-18 2 i3 i7 S 70
15-18 1o o6 61 &8 1986
19-21 8 57 90 127 282
22-24 8 67?7 99 152 520
256-27 13 83 gl 131 £88
28-S0 11 42 51 57 201
31~-35 7 44 32 52 135
G436 5 41 &E SE 103
SP=39 & 29 28 28 88
2

40-42
43-45
46-48
4951
52-54
55-57
BE~50

1%
8
2

]

et ot

R e

©

AVl

TOTAL

77

503

776

-
~3
953
)

Hean 26,69 27, 34 25,24 25,22
Standard
Deviatlon 7.86 7.21 6,91

7,53

0-189
500-999

OCver 1000

Criticasl Hetle

0-18%
sres
. 68
1,86
1.88

200-49¢ B00O-98% Over 1000

2.
4.

63
LEE 2
26

ed 2]
Qs

1.56
4,26

1.83
4,62
.05

. & &S




TABLE VIII
Test 1

ATTAINMENTS IN TERMS OF PER CENT OF ACCURACY
FOR 1,780 STUDENTS ON A STRAIGHT-COPY TEST DURING

THE THIRTEENTH WEEK

19

e e R e e SR R S S S S S SRS IS S

Per Cent SIZE OF 3CHOOL
of TOTAL
Accuracy
0 3 37 95 94 229
1- 10 1 4 13 15 33
11- 20 3 11 22 28 64
21- 30 1l 22 36 32 o1
31l- 40 4 26 47 33 110
41- 50 4 34 45 689 152
51~ 60 8 44 48 106 208
61- 70 21 72 69 127 289
71- 80 8 75 54 127 264
81~ 90 12 55 54 21 212
91-100 12 44 20 54 130
TOTAL 77 424 503 776 1780
%%fﬂagfa‘ 85,22 95 45.05 3
Deviation 28,39 29.11 31, 98 30,10
Critical Ratio
0-199 200-499 BO0-999 Over 1000
0-199 S 4,42 13.72 9.37
200-499 4,42 = (Rt 6.92 2,43
500-999 13.72 6.92 HED: 6.43

Over 1000 9,37 2.43 6.43

L
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In Table VIII (p2ze 19) 1% may be noted that those from
the small schools had a2 higher ner cent of acecurscy than any
of the other proups. The differences are significant. The

eriticel ratioe will besr out this siastewnsnt,

Tegt £ Given Suring the Rizhteentls Jeek

& o

e TY w o ¥y E ; f ., g ! £ ool TR S
Tebles IX, ¥, XI, znd XII (pages 21, 22, 23, and 24)

present toe resulis obtained from test two which wag given

during the eighteenth weelk of school. One hundred Lifty-

three scphonmorss, 624 junlors, and ZE85 genlors pariicivated

in this test. UThere weas only & slight variation in the mean
grose words @ ainute.

The small differsnces in poer cent of accuracy of the stu-
dentg on various grale levels is not indicative of a2 signifi-

caat differsnce

»

2

Table XI includes 72 students from the high schools
with an enrsllument of 0-109, €77 from the schwols of 200-4289,

i 800 from the schools of

oy

ooy [N A L S E -~ Ty .
2356 fronm the schools of 300-828, =

3
s
&
&
2
oy
kY
s
{453

s words & minute for the Tlrst group waal

-

'»’4. g ES-9 e - oz ary S y, i T n & e iy e Z e PRI %
23,25, the gecond group S2.08, the third group J0.18, and the

o P 90 7Y L 5%y ooy v x4 " A & g @ 5 [P
lesgt gioup 2C.12. The secound zroup wrote signiflcantly
¥ i %
Taster
1 SR o e £ o g e e e de . . -] oo B e 1] ot e e oy
Trhe mee cont of sceuracy attalnments of situdents who

X of school iz found

in Tanle XII., The gitudente Lfrom the third size schools
LS )

wrote with less accuracy and the differences are enough to

be gignificant.
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TABLE I X
Test 2
ATTATUMENTS IN TERUS OF GROSE YORDS A MINUTE

FOR 1,185 BTUDERTH OKW A STRAIGHT-COPY TEST DURING
THE EIGETEENTH YEEK

Gross GRADE LEVEL

lords TOTAL

A Hinute Sopho- Unclesgi-~

more Junior Senior fied

i0-12 2 2 4
13-15 2 4 3 9
15-18 6 20 K4 33
19-21 17 41 17 ? 22
22-24 18 73 21 3 115
26=27 13 24 53 1o 175
£8-30 28 145 35 10 221
31-33 24 118 44 9 135
3d-38 15 o2 38 & 154
37=-3G g 56 35 5 108
40=42 4 27 12 1 44
43~-45 3 15 9 1 29
4648 4 2 8 11
42-51 3 b5 2]
52~ 54 1 1 2

TOTAL 153 594 286 52 1185

Hean 29,058 30. 90 51, 47 29.96

Stendard

Devigtion 7,06 6. 23 7.825 5,92

Critiecal Ratioc

7 Soptio-
Sopho- more  Junicr Senlor
more eew 2.47 2.85

Junlor 2.47 ve oo 1.18
genior 2,95 1.18 cans

This table should be read as followa: Two students from the
sophomore group, two from the Jjunior group, a2nd none from
the senlor groupn wrote between ten and thirteen words a minute.



TABLE X

Test 2

Per Cent GRADE LEVEL
of v TOTAL
Accuracy 2npho- ’ Unclassi~
more Junior Senior fied

o
s
NS
~F

O

b
L

47

RS

- 10 ¥ 2
-~ e 4
= BQJ 26 fég

11

21— 30
oi- 40
£l= BO
5l- 80
Oi= 70
71— 80
8l- 90
91-100

Y

Pt Qi e O3 G2 O G2 80 T

20 16
43 18
% 3

Ty

I
121 =
114 4G
109 64

45 138

osel

w5 O =30 P O DO TR0 N0

PO OO RN B b
W 005 0 G £ G680

R ol
~F QO U2 i Gt ~F OF CN IF

TOTAL 7 163 594 =86 52 1185

Hean 53,97 Bg, 37 59.81 53, BO
Standasrd

Deviatlon _ 27.351 26. 2 25.43  28.48

Critical Ratio

Soplio-
3opho- QI Junior Senior
nore cenn 2. 07 Z2.19

Junior 2.07 oo .47
Senlor 2.19 A&7 s e

This table should e read as followa: Fourteen students
Crom tig gophoiaorée group, foriy-seven Irow the jJunlor group,
and twelve from the senlor group wrote with O per csnt
aceuracy.




F ABLE

Teat 2

invollment)

B00-208 Over 1000

TOTAL

£5-30
31-33
5433

37-39

¥}

40-42

43-45
4648
49-51
52-54

Ly

Rl . ¥
7O s OF 8 O

pt
Ty en 0D

36

o8
130
110

635

22

23

10

Yot =2 foed 33 o bt
DO e (D O D ED =33 b OB G
5O bt (D b OB s O B OB O 1S G S0

P
&

W ks

FOTAL

a5

277

235

600

11885

Hean 29,286 A2, 09 .18 S30.12
LGhandard

Devigtion 5.86

l?. 88

6,29

6. 37

=159
k‘;f}u"“égg
500-889
Over 1000

Critical Ratio

0-199

200-409

7.47
5.14
5,18

BOO-999 Over 1000

2,61
5’0 l'{}-

* e 4=

20

3OAD
3.%\1

€A



TABLE XII
Teat 2
ATTAINMENTS IN TERMS OF PER CENT OF ACCURACY

FOR 1,185 STUDENTS ON A STRAIGHT-COPY TEST DURING

THE EIGHTEENTH WEEK

e
—

Deviation 24,98 27.23 25, 66 26.65

Per Cent SIZE OF SCHOOL
of TOTAL
Acouracy -
Over 1000
0 39 77
1- 10 ] 19
1l- 20 14 33
21- 30 22 80
31- 40 33 74
41- 50 63 136
51- 60 71 148
61~ 70 89 181
71- 80 113 201
81- 90 109 197
91-100 38 71
TOTAL 73 277 238 600 1185
Meagn 83,53 60,15 51,79 60,40
S8tandard

Critieal Ratio
0-199 200-499 B00-999 Over 1000

0“199 DO 2. 49 3.59 2. 19
W” 2‘ 49 . " 88 5.93 .17
500~-999 8.39 5.93 coss 5.86
Over 1000 2.19 «17 5.86 ceca

1
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Test 5 Given During the Twenty-third Week

The third test was given during the twenty-third week of
school and the number of papers received was small in compari-
gson with the other tests. There were 72 papers from the
sophomores, 4068 from the Jjuniors, and 167 from the seniors.

The average gross words a minute for the junlor class
was 37.21 and is significantly higher than the sophomores and
gsenlors. Similarly, the mean per cent of accuracy of the
Junior group was higher than either of the others. The oriti-
cal ratio indicates that the differences are significant of
a real difference.

The test papers for test three which were used to comprise
Table XV (page 28) inocluded 32 papers from the aschools with
0-199 students, 239 from the schools with 200-499 students,
113 from the schools with 500-999 students, and 286 from the
gchools of over 1000 students.

The students from the schools with an enrollment of
500-999 wrote faster. The differences are significant.

Table XVI (page 29) shows the attainments in terms of
per cent of accuracy for test three. The students from the
schools classified as second in size wrote with a higher per
cent of accuracy than the students from the schools classi-
fled as third in silze. BHowever, the students from the schools
fourth in size, or the largest schools, had a higher per cent
of accuracy than dld the second-size group.

Since fewer papers were received from thlis test the
tables should be viewed with the understanding that they are

probably not an adequate sample.
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TABLE XIIZ
Test 3
ATTAINMENTS IN TERMS OF GROSS WORDS A MINUTE

FCR 670 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE TWENTY-THIRD WEEK

Gross GRADE LEVEL
Words = TOTAL
A Minute Sopho- Unclassi-
more Junior Senior fied

10-12 1 1 2
135-15 1 1 1 3
16-18 1 6 7 14
19-.21 2 11 7 2 22
22-24 5 18 15 3 41
25-27 11 44 15 2 72
28-30 11 50 20 5 86
31-33 10 74 1e 3 103
34-36 10 82 29 4 125
37-3 10 58 21 2 91
40-42 2 29 20 1 62
43-456 2 18 6 1 30
46-48 3 6 3 12
49-851 4 1 5
52-54 1 3 o
55-57 3 1 1 5
58-60 2 2
61-63 0
64-66 1 1

TOTAL 72 406 167 25 870
Mean 32,67 37,21  34.56 31,30
Deviation 8.44 7.00 .8.66 __ 8.86
Critical Ratio
Sopho-
Sopho- more Junior Senior
more e 4,32 1,58

Junior 4,32 S 3.563
Senior 1.58 3.53 e

This table should be read as follows: One student from the
sophomore group, none from the junior group, and none from
the senlor group wrote between ten and thirteen words a minute.
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TABLE X1V

ATTAIH

X

Efg\:i t)?ﬂ C}

L OF PER OFBHT OF ASCURACY
STRAIGHT-COFY TEs? DUATNG
TV THIRD WEsK

Per Cent GRADE LEVEL
of - _ TOTAL
Aeguracy Jopho- ‘ Unolasgi-
_iore Juniox Senior fied
o 8 7 4 1 18
1- 1o Z 1 2 1l 7
1l- 20 ) & 5 13
21~ 30 B 7 7 1 21
31~ 40 7 17 11 1 06
41~ 50 5 IS 7 3 44,
Bl- GO 8 4% 19 2 76
61~ 70 1o 59 24 5 98
Ti- 30 18 64 43 S 124
81~ 80 5 114 38 5 180
91-100 4 55 il & Fgs]
TOTAL 7 72 406 167 £5 &70
Yean 52,24 70.81 65,22 53,60
Standard
Deviation 25, 52 21.61 23,81 26. 21
Critical Ratio
Sopho-
Sopho-  more Junlor Senlow
nore cean 4,91 3,16
Junior 4,91 ceee 2.54
Senior 3.15 2.54 cese

This table should be read as follows: 8ix ctudents from the
gophosore group, seven from the junlor group, =nd four from
the senlor group wrote with O per cent acourasy.



TABLE XV
Test 3
ATTAINMENTS IN TERMS OF GROSS WORDS A MINUTE

FOR 670 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE TWENTY-THIRD WEEK

]

Gross SIZE OF BSCHOOL
Words TOTAL

A Minute n Soe ¥

0= 00-4 00=-889 _ Over 1000

10-12 2 2
15-156 1 2 S
16-18 1 9 4 14
19-21 3 9 1 9 22
22-24 1 17 3 20 41
26-2 4 24 11 33 72
28-30 3 17 13 53 86
31-33 4 31 18 50 103
34-36 3 43 19 60 125
37-39 2 30 28 31 o1
40-42 3 25 10 14 52
43-45 1 18 5 6 30
46-48 1  § 2 2 12
40-51 1 2 1 1 &
52-54 3 1 4
55-57 1 2 1 1 5
58-60 2 2
61-63 0
64-66 1 1

TOTAL 32 239 113 286 670

!%25 35.41 31.24 35, 37 32.11

S

Deviation 12.65 8.21 6.29 6.29

Critical Ratio
0=-19¢ 200-499 B500-999 Over 1000

0-199 mp 1.79 .02 1.43
200-499 1.79 e 5 5.16 1.34
500-999 .02 5.16 xS 4,66
Over 1000 1.43 1,34 4,66 P

—— — — — — ———— "« .S



TABLE XV1I
Teat 3
ATTAIRMENTS 10 TERMY OF PER CUUT OF ACCURACY

AAC
FOR 670 STUDZNTS ON A STRAIGHT-COPY TEST DURING
THE TUENTE-THIED VISR

Per Cent SIZE oF 30700L
of TOTAL
Accuracy {(Znrollment) , _
| 0-100__ 2O0-499 _ 500-999__ Over 1000
0 5 5 8 i3
1- 10 1 4 2 7
11- 20 1 3 5 4 13
81 30 1 7 10 3 o1
31~ 40 a 12 12 10 36
4l- 50 2 17 12 13 44
51~ 60 3 £6 23 24 78
8l- 70 5 a5 17 39 QS
Pl- 30 11 51 13 49 12
81~ 90 2 54 8 98 100
91-100 3 28 4 35 73
POTAL 32 239 115 P86 5870
iiean 654,75 58,89 51.31 72.12
Standard
Devistion 21.78 19,30 24,71 20, 48
Critical Ration
0-199 200-499 500-998 Over 1000
Q“lgg . s an 1. 1@ 8‘ 95 1b 78
200-489 1,10 esan £.68 1.77
500-99¢ 2.96 8.68 veone 7.79
Over 1000 1.78 1.77 7.79 e

et e gt AN




Test 4 Given During the Twenty-eighth Week
The concomitant tables, XVII, XVIII, XIX, and XX, ghow

the results obtained from test four which was given during
the twenty-eighth week of school.

There is slight aspparent variation in the speed of sopho-
mores, Jjunlors, and senlors, and the differences are not sig-
nificant as shown by the critical ratio. The Juniors wrote
with more sccuracy than the sophomores snd seniors. However,
the differences in accurescy of the Juniors and seniore is not
significant.

The students in the second division, according to size of
school, wrote fagter than the students in the other dlvlelons.
Statistically there is no real difference in thelr speeds
except for the second and fourth divisions. The smallest

achoels have the highest per cent of sccuracy.

Test 5 Given During the Thirty-third Week

One hundred ninety-five sophomores, 707 juniors, and 312
senlors took the stralght-copy test during the thirty-third
week of school. Thils was the final test of the series and the
results may be thought of as the attainments in gross words a
minute and per cent of accuracy for one year of typewriting.

The average gross words a minute written by the sophomore
students was 39.35, by the junior students 42.27, and by the
senlor students 40.72. There was little difference in the
sophomore, Jjunior and senior students in groes words a2 minute.

The average per cent of accuracy of the sophomore group

was 68.61, the junior group 73.26, and the senlior group 74.73.



TABLE XVII
Teat 4
ATTAIREENTS IN TERMS OF (RO0SS WoRDS A WINUTH

FOR 1,294 STUDENTS OF A STRAIGHT-COPY TEST DURTNG
THE TWENTT-ETGHTH VELK

3ross GRADE LEVEL
Hords TOTAL
& Hinute Sopho- Unelaggi-
nore Junior Senlor fied

10-12 1 1
13-15

|
s

15-18 2 1 3
19-21 o 7 & £ 18
oE~24 € g 8 L 26
25-27 13 58 18 1 &8
25- 80 26 80 36 g 13C

31-33 29 102 32 18 179
54-36 38 141 49 14 242
3739 25 138 42 11 217
40-42 15 51 43 10 149
43-45 21 53 35
4648 5 35 20

s
]
&n
o
o
bt CF O
5N
T

4-9"‘ 51 3 L - ¢
52-564 4 9 7 21
55-567 P 5 8
58-80 2 2 4
1-63 £ 2

TOTAL 195 707 312 80 1804

Mean 36,01 37,02 37,75 36,55
Standard
Deviation 7,83 B8.76 7.99

85
45
-3

Oritical Ratio

Sopho-
Sopho=- more Jurniior Senlor
HOY'C e 1.74 2.52
Junlior 1.74 cenn 1,40
Senlor 2. 52 1.40 e

This table should be read as follows: Hone Iro: the sopho-
more group, none from the junler group and one from the
senior group wrote between ten and thirteen words & minute.



TABLE XVIII

Test 4

ATTAINMENTS IN TERUS OF PER CENT OF ACOURACY
FOR 1,294 3TUDENTS ON A STRAICGHT-COPY REST DURING

THE TUBNTY-EIGHTHE WEEK

Per fent

GRADE LEVE!

of _ TOTAL
Accuracy Sopho- Unclagssi-
noro Junior fenlor fied _
& iz 17 & 35
1- 10 8 11 3 1 23
11—~ 20 8 10 12 30
21~ 30 8 23 2] 2 42
31~ i0 ? 41 17 2 i
41- 30 15 40 24 B 84
51- 60 25 Eaod 55 8 1e7
61~ WG 33 103 81 ? 204
71~ 80 40 161 57 21 279
81- 90 8 183 64 28 29¢
91-100 12 BY z4 11 104
TOTAL 185 707 a2 80 1204
Mean £8.62 67.14 65, 89 74,65
Standard _
Devistion 27,92 23,28 23.09 18.08
Critical Ratio
Sopho-
Bopho- nmore Junior Henlor
more “esa &. 01 2.92
J\lﬁior :3; 91 - owoa . 99
Senlor Z2.92 .99 s

Thig table should ke resd as follows: Tw

the sophomore zroun,

elve gtudentes from

geventeen from the Jjunicr group, and
gix from the senlor group wrote with O per cent asccuracy.
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TABLE XIX
’ NOV 27 1942

Teat 4
ATPATHMENTS IN TERHS OF GROSSE ! OR)b 1 MINUTE

FOR 1,284 STUDENTS O A STRALGHY- GoPY “As“ DURXHG
THE TWENTY- mIGHTq WEEK

Fross 3178 OF SCHooL

Yordg TOVAL

A Hinuse v {Enrolliment) ,

0= 199 200439 bu@*)@@ Over 1000

10-12 1 1
i3-15 i 1
16-18 1 i 1 S
19-21 1 51 2 i0 18
20~24 2 3 ? 1 25
2527 2 14 17 85 60
2830 19 - 55 17 5 130
B35 i 32 57 105 179
oT T 14 AL 55 149 243
St=39 10 Ha 38 117 217
AP 13 29 3 75 143
oo T P 34 18 52 113
4848 8 30 4 25 70
43-51 2 14 3 20 4z
B3k 11 1 9 z
556-57 2 2 _ 4 8
58-60 1 3 4
Gi-63 2 a

MOTAL 79 314 218 683 1749

Eean 37,82  38.36 36, 44 36.72

Standard '

Deviation _ 7.64 8.14 ___ 6.70 6.87

Critiecal Ratio
0-199 200-498 BON-989 Ovaer 1000

0-199 e .58 1,42 1,29
200-499 - 2,95 .09
50G-009 1.42 2,95 cenn .52

Cver 1000 .22 3,09 .52 . nw

e K
° o o
ooooo

I N



TABLE XX
Test 4
ATTAINMENTS IN TERMS OF PER CENT OF ACCURACY

FOR 1,294 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE TWENTY-EI WEEK

Per Cent SIZE OF SCHOOL

of TOTAL
Accuracy (Enrollment) "
O=1 200-499  500-999 Over 1000
0 6 4 25 36
1- 10 1 12 10 23
11- 20 1l 12 7 10 30
21- 30 1 3% 12 18 42
31- 40 19 18 30 67
41- 50 5 16 27 36 84
5l- 60 6 31 26 64 127
61l- 70 11 50 41 lo2 204
71- 80 20 ™ 37 145 279
8l- 20 24 67 28 180 299
91-100 11 24 6 63 104
TOTAL 79 314 218 683 1294
M 74.62 66.35 56,17 87.6
Etgﬁaird

Deviation 16,26 22.80 24,41 24,2
Critical Ratio

0-199 200-499 500-999 Over 1000
0-199 i 3.69 7.50 3.41
200-499 3.69 ol & 4,87 .81
500-999 7.50 4.87 g 6.086
Over 1000 3.41 .81 6.06 Ny




Thore is ao elznificant difference in the per cent of
acourscy.

Statistlically there is no differeace in %Hhe grossg words
a minate written by the various groups, divided according to
gize of school. The second and fourth divisions wrote with
a higher per cent of accurasy.

For a comparison of the results according to test

neriods see Figures I, II, III, and IV, and Tableg XAV and

AAVI,

5



TABLE XX1I
Test &
ATTAINMENTS IN TERMS OF GROSS WORDS A MINUTE

FOR 1,076 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE THIRTY-THIRD WEEK

,.
I

Gross GRADE LEVEL

Words & TOTAL
A Minute Sopho- Unclassi-

more Junior Senior fied

19-21 1 1 2

22-24 2 5 & 2 13

25-27 - 12 9 5 30

28-30 14 31 17 4 66

31-33 10 62 26 9 106

34-36 24 82 36 8 150

37-39 24 92 39 11 166

40-42 16 113 40 6 175

43-45 18 72 35 5 128

46-48 10 48 30 9 97

49-51 3 27 20 6 56

52-54 E 33 10 1 48

56-57 2 13 4 19

58-60 2 7 2 11

81-63 2 1 2 1 8

64-66 1 1 2

67-69 1 1
TOTAL 134 599 276 _8Y 1076
x%ig 39,35 42.27 40.72 39,04
Deviation 7.98 7.40 8,05 8.19

Critical Ratilo
Sopho-

Sopho- more Junior Senior
more Y 3.89 1.63
Junior 3,89 . 2. 7%
Senior 1.63 2.72 s

——— e
e -

Thie table should be read as follows: One student from the
sophomore group, none from the Junior group, and one from the
senlor group wrote between nineteen twenty-two words a
minute.



TABLE XXIZIX
Test 5
ATTAINMENTS IN TERMS OF PER CENT OF ACCURACY

FOR 1,076 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE THIRTY-THIRD WEEK

—_——— =

Per gont GRADE LEVEL
(o} TOTAL
Accuracy Sopho- Unclassi-
mnore Junior Senior fied
0 3 8 5 2 18
1- 10 2 13 3 18
11- 20 8 3 11
21- 30 3 2 4 1 17
31- 40 5] 18 3 2 26
41- 50 13 28 2 5 556
51~ 60 16 39 21 7 83
6l- 70 19 515] 32 10 126
71- 80 26 135 65 18 244
81~ 90 a0 181 €3 18 312
91-100 17 o7 48 4 166
TOTAL 134 599 276 67 1076
68.61 73.26 74.73 69.73

Stantard

Deviation 22,36 22.08 21.23 20.28

Critical Ratio

Sopho-

Sopho- more
more pp——
Junior 2.18

3enior 2.64

Junior Senior
2.18 2.64
- " 8 = ‘94

.94 - . =&

This table should be read as follows: Three students from
the sophomore group, eight from the Junlior group, and five
from the senior group wrote with O per cent acocuracy.



TABLE XXIII
Test 5
ATTAINMENTS IN TERMS OF GROSS WORDS A MINUTE

FOR 1,076 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE THIRTY-THIRD WEEK

- —

Gross SIZE OF SCHOOL
Words TOTAL

A Minute ent

o-1 500-999 __ Over 1000

19-21 2 2
22-24 1 4 3 5 13
25-27 3 8 4 15 30
28-30 10 18 14 24 86
31-33 4 34 27 41 106
34-36 10 39 27 74 150
37-39 7 51 33 75 166
40-42 7 58 38 72 175
43-45 10 36 29 53 128
46-48 6 39 12 40 97
49-51 4 25 9 18 56
52-54 3 20 10 15 48
55-57 9 3 7 19
58-60 6 1 4 11
61-83 4 2 &
64-66 2 2
67-69 1 1

TOTAL 65 353 211 447 1076

M 41,73 39.91 39.88

st

Deviation _ 7.69 8.21 7.35 7.34
' Critical Ratio
0-199 200-499 500-999 Over 1000

0-199 coss 2.59 .83 .86
200-489 2. 59 cons 2.72 3. 80
500-999 .83 2.72 nawe .05

Over 1000 .86 3.30 .08 asee
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TABLE XXIV
Test 5

ATTAINMENTS IN TERMS OF PER CENT OF ACCURACY
FOR 1,076 STUDENTS ON A STRAIGHT-COPY TEST DURING

THE THIRTY-THIRD WEEK

Per Cent SIZE OF SCHOOL
of TOTAL
Accuracy Enrollment
0-199 499 Over 1000
0 7 9 2 18
1- 10 1 5 ? 5 18
1l- 20 2 8 2 12
21- 30 1 2 10 4 17
31- 40 3 5 11 8 25
41~ 50 ? 16 16 16 56
51~ 60 5 20 19 31 75
61~ 70 9 33 39 48 129
71- 80 16 75 47 109 247
81~ 90 16 116 32 150 314
21-100 7 72 13 74 166
TOTAL 65 363 211 447 076
!ozﬁ 70.77 76,17 60.36 76.74
8
Deviation 19.22 20.99 26,30 _ 18.20

0-199
200-499
500-999
Cver 1000

Critiecal Ratio
0-199 200-499 500-999 Over 1000

“e e 2.05 5.“3 2056
2.05 “aemw 7.4? .41
3.48 7.47 cuss 8.19

2,36 .41 8.18 sess
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TABLE XXV

THE SIGNIFICANT DIFFERENCE IN GROSS WORDS A MINUTE
AND PER CENT OF ACCURACY BETWEEN GROUPS
CLASSIFIED ACCORDING TO GRADE LEVEL

E SOPHOMORE JUNIOR SENIOR
S
—2I__Groge Words A Minute Per Cent of Acouraoy
I Seniors significantly o Juniors and seniors
higher than sophomores significantly h;gpsr

than sophomores
II No significant difference No significant difference

III Junlors significantly Juniors and seniors
higher significantly higher
than sophomores™

IV  No significant difference Juniors significantly
higher than sophomores®¥

V  Junlors significantly No significant difference
higher than sophomores™*

* Junior group between sophomores and senlors--
No significant differences
#%# ZSenlor group between sophomores and juniors--
No significant difference
###% No significant difference in Juniors and geniors
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TABLE XXVI

THE SIGNIFICANT DIFFERENCE IN GROSS WORDS A MINUTE
AND PER CENT OF ACCURACY BETWEEN GROUPS
CLASSIFIED ACCORDING TO SIZE OF SCHOOL

N SR e S D St s

g 0-199 200-499 500-999 Over 1000
T Gross Words A Minute Per Cent of Accuracy
I 200-499 significantly 0-199 significantly
higher than 500-899 and higher
Over 1000
II 200-499 significantly 500-299 significantly
higher lower
III  500-999 significantly 500-999 sgignificantly
higher than 200-489 and lower
Over 1000
IV  200-499 significantly 0-199 gignifiocantly
higher than Over 1000 higher
V  200-499 significantly 200-499 and Over 1000

higher than Over 1000 significantly higher




Chapter IV
SUMMARY AND CONCLUSIONS

The introduction, purpose, need, scope and procedure of
this study were given in Chapter I. Available material was
determined in Chapter II, The findings were presented in
Chapter III and this chapter will present a summary and the
conclusions of the study.

A group of graduate students in business education
belonging to Beta Chapter of Delta P1 Epsilon voted in June,
1940 to sponsor some worth-while project that would point
out some significant facte in the field of business educa-
tion. The firet problem selected by this group was to
determine the attainments of first-year high school type-
writing students in the State of Oklahoma st five different
periods during the year. This study was made during the
school year 1940-1941, and attainments were measured in
terms of gross words a minute and per cent of accuracy on
straight-copy tests. Comparisons were made of the attain-
ments between boys and girls and to some extent between those
students with voocational and non-vocational objectives.

The first test was five minutes in length, while the
other four were ten minutes in length. The first test was
given during the thirteenth week of school and the remaining

tests were glven in succeeding five-week intervals.

After the papers were checked by the student or one of

his classmates they were rechecked by various business
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education groups and faculty members on the campus of the
Oklahoma Agricultural and Mechanical College.

By using the material collected and checked at that
time, this study was made to determine the attainments of
first-year typewriting students on different grade levels
and in different size schools.

Specifically this study was to determine and compare
the attalnments in the tenth, eleventh, and twelfth grades,
and to determine and compare the attalnments of first-year
typewriting students in the different size schools. The
division of schools was based upon the North Central Assocla-
tion division of schools, which has the following four groups
according to enrollment: 0-199, 200-499, 500-999, and those
over 1000.

The significant findings of this study will be summarized
as follows:

Test 1 Given During the Thirteenth Week

The senlor students wrote 26,62 mean gross words a
minute which was significantly faster than the sophomores
wrote, but the difference in the Junlor and senior speed
was not a real difference. The sophomore students, also,
wrote with less accuracy than did the Juniors and seniors.

There was a significant difference in the speed of the
students from high schools with an enrollment of 200-499 and
the next two larger divisions of schools. The participants
from the schools of 200-499 students wrote about two gross
words a minute faater.
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Those from the small schools hed a significantly higher
per cent of accuraecy than any of the other groups.

Test 2 Given During the Eighteenth Week

There was only a slight variation in the mean gross words
a minute written by the sophomores, Junlors, and seniors.

The differences were glignificant as shown by the eritical
ratio. :

The small differences in per cent of accurascy of the
students on various grade levels were not indicative of a
eignificant difference.

The mean gross words a minute for the second group
(200-499) was 32,09. This was significantly faster than the
words written by any one of the other three divislons.
Although there was little variation in the per cent of accuracy
of the four groups the students from the schools third in size
wrote with lese accuracy and the differences were significant.

Test 3 Given During the Twenty-third Week

The Jjuniors wrote significantly faster than the sopho-
mores and seniors. Similarly, the mean per cent of accuraey
of the Jjunlor group was higher than elther of the others.

The students from the schools with an enrollment of
500-999 wrote faster than the other students. The group
of over 1000 wrote with a higher per cent of acocuracy.

Test 4 Given During the Twenty-eighth Week

There was no significant difference in either the gross
words a minute or the per cent of accuracy written by the

sophomores, Juniors, or seniors.
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Statistically there was no real difference in the speeds
of the groups classified according to slze of school except
that the second group wrote faster than the fourth group.

The smallest schools had the highest per cent of accuracy.

Test 5 Given During the Thirty-third Week

The differences 1in gross words a minute written by the
sophomores, Juniors, and eeniors were small and were not
indicative of a real difference. There was only a slight
varization in the mean per cent of accuracy.

There was no eignificant difference in the mean gross
words a minute written by the various groups divided
according to size of school. The second and fourth divislons

wrote with a higher per cent of accuracy.

The findings of this limited study cannot be considered
as definite proof that the attainments of the sophomore
group of students will be consistently lower than the attain-
ments of the Junior and senior groups. This study indicates
that there 1s 2 difference, but further experiments szre
necesgsary for conclusive evidence.

Hypothetically this difference may be due to the fact
that juniors and seniors realize the need of utilizing skill
in typewriting more than do the sophomores.

The difference in the size of school appears to have
1ittle effect upon the attainments of first-year typewriting.
A Larger representation from the very small schools might

produce other resulis.



This study should give teachers an idea of what to
expect of students on various grade levels, It should pro-
vide a measure by which teachers in different size schools
may evaluate the attalnments of their group in comparison
with that of classes in other schools of the same size.

It should, also, provide an indieation by which adminlis-
trators may plan their curricula more effectively.

These were the needs of the study, and if they are
achieved, the original aim of Beta Chapter of Delta P1i
Epsilon will have been fulfilled and the purpose of this
study accomplished.



APPERDIKX
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INTERNATIONAL TYPEWRITING CONTEST RULEST

1. Line Sﬁﬁfing. Single space all paragraph and short timed
practice ess otherwlsge directed. Double space a2ll timed
tests of 5 minutes or longer.

2. nggi% Line. A line averaging 70 spaces in length (not
lesa © 4 nor more than 76 spaces) is preferred; but a
line averaging 60 spaces (not less than 54 nor more than 66
spaces) 1s allowable if you prefer it. The longer line will
enable you to type more words in timed tests because the num-
ber of carriage returns is reduced.

3. Length of Page. Except for the last sheet of a timed
test, at least 26 double-spaced lines must appear on a page
8% by 11 inches. This rule applies only to timed tests of

5 minutes or longer. On other work, including short timed-
test practice, fill the page with single-spaced copy to with-
in approximately an inch of the bottom edge.

4, Parzgraphing. Indent paragraphs 5 spaces, starting on
the sixth space.

5. Spaces and Punctuation Marks. An error in spacing or in
punctuation is consldered an error in the preceding word un-

less that word has already been penallzed.

6. Spsecing after Punctuation. Except as noted below, space
once after all punctuation marks within sentences or within
word groups not forming sentences, and space twice after all
punctuation marks that close sentences or groups of words
not forming sentences.

There is good authority for following the above rule
when spacing after the colon, but there is equally good
authority for (a) always spacing twice after a colon, or
(b) spaecing twice when the colon is followed by a complete
sentence beginning with a capltal letter and once in all
other cases, Charge an error for every failure to space
consistently according to one of these three rules.

It 1s better form to omit the space in small-letter
abbreviations, such as a.m., i.e., f.o0.b., ete. Many authori-
ties prefer no space in capital-letter abbreviations (except
initials of personal names), such as 0.K., M.,D., P.,M,, PH,D,,

etc., but a space after the period following each letter in
all abbreviations is quite acceptable in all school work.
Fallure to be consistent in a given test is an error.

1 Margaret Robertson Neece, op. cit., Appendix
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7. The Dagh. Twe hyphens with no spaces before or after are
commonly used, but either one or two hyphens with a space
before and after may be used. Be consistent.

8. Cut Characters. Any word written so close to the top,
bottom, or side of the sheet that any portion of a letter is
cut off is an error. If the paper feed on your machine does
not hold the paper securely at the top and bottom of the
sheet, or if the line-space mechanism is out of adjustment,
so that the level of the line shifts during typing, do not
charge an error.

9. Incorrectly Divided Words. A word divided incorrectly
at the end of any line constitutes an error. Follow any
standard dictionary for correct division.

10. Faulty Shifting. A shifted character (capital) is accept-
able only when the entire capital letter cen be discerned
and when no part of the lower-case character on that type
bar is vieible. If most of the shifted characters are raised
or lowered, that is, out of line with the lower-case letters,
an error should be charged for every fallure to place a
shifted character squarely on the writing line, until you
form the hablt of shifting correctly.

11. Lightly Struck Letters. If a character can be seen, even
though it ie very light, i1t is correct. If you habitually
strike the keys too lightly, however, you should charge an
error for every lightly struck character until you form the
hebit of striking all keys more forcefully.

12. Transvosition. One error is charged for each transposi-
tion, either of letters or of words. Mistskes within trans-
posed words must be marked as additional errors.

13. Rewritten Matter. Charge one error for the rewriting and
an additional error for each mistake in both the first and
the second writing.

14, Omitted Words. (S8See Rule No. 24).
15. Inserted Words. (See Rule No. 24).

16. Crowding. Any word occupying less than its proper number
of spaces 1ls an error. However, 1f your typewriter is poorly
adjusted or the table on which it stands is subject to any
vibration, "ecrowding" and "Piling" of letters may not be your
fault., If possible, have your typewriter adjusted and placed
on a solld table.

17. Piling. When two characters or a space and a character
are so crowded that they are printed on top of one another,
or if any portion of their bodies overlap or would overlap
were a letter typed in the adloining space, the machine is
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gald to have "piled". If piling occurs at the end of & line,
make sure that your right mergin stop 1ls properly set and

test the machine to see whether the keys lock when the carriage
reaches the margin stop. If they do not, piled letters at

the ends of lines should not be penslized until your machine
is properly adjusted. (See Rule Nal6).

18. Left-Hand Margin, All characters at the beginning of
iines, except at paragraph indentations, must be struck at
the same point on the scale. Poorly adjusted machines will
cause the margin to "Jump over" to the left or to "bounce in"
to the right. Do not charge these errors until your machine
is properly adjusted.

19, X'ing. Work in which material is x'd will not be accepted.
20. Eraging. Erasing i1s not allowed.

21l. Errors in Printed Copy. Errors in the printed copy may
either be corrected or written as in the copy.

22. last Word, Stop when time is up. An uncompleted last
word, otherwise correct, is not an error.

23. One Error Per ¥Word. Only one error may be charged in any
one word. ;

24, CGeneral Rule. Every word omitted, inserted, misspelled,
or in any manner changed from the printed copy (except in
transposed and rewritten matter) must be penalized.

26. Penalty. If your instructor wishes you to calculate
your "net words" or "net words a minute”, use the following
method:

Deduct n words for each error from the grose number of
words typed. The result will be your total "net words".
Divide your total net words by the number of minutes (iength
of test¥ to find your "net words a minute" (net rate).

How to Calculate Net Rate

Example: BSuppose you type 103 gross words in 5 minutes,
making 6 errors.
6n%total errors) x 10 (penalty) = 60 (total penalty)
103 (gross words) - 60 ?penalty) = 43 (total net words)
43 (net words) + 5 (the number of minutes typed) = 8.6
your final net words a minute (net rate).

NOTE: The only accurate measure of a typist's ageed on
straight matter is his "gross words a minute” (total gross
words divided by the number of minutes); and the only
accurate messure of his accuracy is his "error rate" (total)
errors divided by the number of minutes).
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26. Gross W . Determine the gross number of strokes by
referring to the printed copy. The stroke count is given
2t the end of each line, Divide the total groes strokes by
5 to find the number of ggggg}w rdg you type. (A "standard
word" is defined as 5 strokes). rokes in rewritten matter
ere not to be counted in the gross. Take credit for every
stroke typed.

Strokes or spaces are counted as though the entire
teat were written in one continuous line, with no paragraphs,
but with proper spacing after words and punctuation marks.
This meeng that the gross strokes equsl the number of spaces
occupied by the typing a2t any given point. Shifted characters
count as one stroke. No allowance is made for carriasge
returns and other similar operatione. Hyphens ingerted at
the ends of lines to divide words, except when required for
compound words, are not counted, beczuse they would be
unnegegsary if the matter were typed in a continuous line.



TEST 1 Given During the Thirteenth Week

i

September Competent Typist Test

Use double spacing in typing this test

(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words
for each error to get net words written, The number of strokes is indicated at the end of each line in order to
facilitate counting the gross number of strokes written.)

Strokes

Look upon the work you have to do as an object of 50
interest, and, if you can rise to it, an object of affection. 113
This simple act solves many of the problems encountered 169
on the job. What is more natural than that the things which 230
you esteem should linger in your mind after the day’s work 289
is done, and, as you mull over them, ideas for better ways 348
of doing the work and for getting results form themselves. 408
Our interest is necessary in any subject if we are to con- 465
centrate on it. A student who fails in his examination 521
usually laments his bad memory, when what really happens 578
is that lack of thoroughness and interest in the preparation 639
of his studies caused temporary failure to recall. He forgot 701
because he never really knew. Not having given the matter 760
sufficient attention, the impressions were not made deeply 819
enough in his mind. 840
Suppose you read a review of a book dealing with 889
ghosts and seances. You come across the word “ectoplasm,” 948
used to describe the whitish substance said to emanate 1003
from the body of the medium in a state of trance. After- 1059
ward you wish to recall this word in speaking to a friend, 1118
but you fail to do so—not because your memory is poor, 1174
but because you did not give yourself time to master the 1231
word. You were too much interested in the narrative of 1287
what happened in the room. If you had spent enough time 1344
on that word you would have had no difficulty in recalling it. 1408
So it is with many things that we have to do. The pace 1464

of modern life is fast, and our knowledge of men and things 1524
more superficial than it ought to be. We attempt too much 1583
sometimes; and sometimes we do not attempt enough. 1635

Even in education the spirit of hustle is everywhere. Our 1694



TEST 2 Given During the Eighteenth Week

October Competent Typist Test

Use double spacing in typing this test

(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words
for each error to get net words written. The number of strokes is indicated at the end of each line in order to
facilitate counting the gross number of strokes written.)

Strokes

With that, the things of the world shrank to nothing. 55

In the southern sky, opposite the waning sun, the night, 112
already settled over the pole, was pushing forth a bulging 171
shadow, blue-black and threatening as a storm sky. Could 229
one see in it the first nervous movements of the aurora 285
australis? One could not be sure. A frozen nose and cheeks 346
sent me below before I had time to find out. But while 402
sliding down the ladder, I was sure of something else, 457
which gave me a bad turn; and that was that in helping 512
the tractor men stow the sledges I had fallen and 562
wrenched my shoulder. 585
In the shack I stood for a long minute, rubbing the 637
shoulder. Bad business, I reproached myself. Here you 693
are starting the biggest job of your life, and yet you have 753
blundered and crippled yourself. For things were in an 809
awful mess. The tunnels were a jumble of boxes and fuel 866
drums, and it would probably take weeks to put them 918
straight. Well, I could not live that way even at an 972
advance base. Only one pair of shoulders was available 1028
for all the lifting and moving and shoveling; and they 1083
were fifty per cent out of commission. 1123
But there was no time just to sit and mope. Using one 1178
arm as best I could, the job of cleaning up my own Augean 1236
Stable began. Absorbed in the task, the ache in my 1288
shoulder was completely forgotten. The hours melted 1341
away; it was past midnight before I thought of stopping. 1399
I paused only long enough to brew a pot of tea and to 1453
munch a few crackers. Although there was little to show 1510
for the day’s work, one could at last. move around in the 1567

tunnels without tripping over duffel bags, food tins, and 1625



TEST 3 Gilven During the Twenty-third Week

November Competent Typist Test

Use double spacing in typing this test

(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words
for each error to get net words written. The number of strokes is indicated at the end of each line in order to
facilitate counting the gross number of strokes written.)

Strokes

Breakfast did not count. I rarely took more than tea 54
and a whole-wheat biscuit. Luncheon was habitually an 109
out-of-the-can affair, consisting usually of tomato juice, 168
Eskimo biscuits, and frequently a cold meat or fish—either 228
corned beef, tongue, or sardines. These were prepared in 286
masterly fashion. But supper, by rights the high spot in 344
the day of an explorer and the one hot meal toward which 401
a cold and hungry man looks with mounting anticipation, 457
was a daily fiasco for a while. 490
I have only to close my eyes to witness again the suc- 543
cession of culinary disasters. Consider what my diary has 602
to say about the incident of my making corn meal for the 659
first time. I dumped what seemed a moderate quantity of 716
meal into a boiler, added a little water, and stood it on 774
the stove to boil. That simple formula gave birth to a 830
hydra-headed monster. The stuff began to swell and dry 886
up, swell and dry up, with fearful blowing and sucking 941
noises. All innocently I added water, more water, and still 1002
more water. Whereupon the boiler erupted like Vesuvius. 1060
All the pots and pans within reach could not begin to 1114
contain the corn meal that overflowed. It oozed over the 1172
stove. It spattered the ceiling. It covered me from head 1231
to foot. If I had not acted resolutely, I might have been 1290
drowned in corn meal. Seizing the container in my mit- 1344
tened hands, I rushed it to the door and hurled it far into 1404
the food tunnel. There it continued to give off deadly 1460
golden lava until the cold finally stilled the crater. 1516
There were other disasters of the same order. My diary 1572
reports soberly on the day I tried to cook dried lima beans. 1634

How much water lima beans can absorb, and how long it 1688



TEST 4 Given During the Twenty-elgth Week

December Competent Typist Test

Use double spacing in typing this test

(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words
for each error to get net words written, The number of strokes is indicated at the end of each line in order to
facilitate counting the gross number of strokes written.)

Strokes

Time sloughed off the last implication of urgency, and 55
the days moved imperceptibly one into the other. The few 113
world news items which were read to me from time to time 170
seemed almost as meaningless and blurred as they might 225
to a Martian. My world was insulated against the shocks 282
running through distant economies. My advance base was 338
geared to different laws. On getting up in the morning, it 398
was enough for me to say to myself: Today is the day to 455
change the barograph sheet or to fill the stove tank. The 514
night was settling down in earnest. Days when the wind 570
brooded in the north or east, the barrier became a vast 26
stagnant shadow surmounted by swollen masses of clouds, 682
one layer of darkness piled on top of the other. 732
Out of the deepening darkness came the cold. For the 786
first time the canvas boots failed to protect my feet. One 846
heel was nipped, and I was forced to return to the hut and 905
change to reindeer mukluks. That day I felt miserable; 961
my body was racked by shooting pains exactly as if I had 1018
been gassed. All day long I kept two primus stoves burning 1078
in the tunnel. My fingers agonized over the thermograph, 1136
and I was hours putting it to rights. 1175
Out of the cold and out of the east came the wind. It 1230
came on gradually, as if the sheer weight of the cold were 1289
almost too much to be moved. The night was as black as 1345
a thunderhead when I made my first trip topside, and a 1400
tension in the wind, a bulking of shadows in the night 1455
indicated that a new storm center was forming. Next morn- 1512
ing, glad of an excuse to stay underground, I worked a long 1572
time on the escape tunnel by the light of a red candle stand- 1632

ing in a snow recess. That day I pushed the emergency exit 1692

! .
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April Competent Typist Test

Use double spacing in typing this ten-minute test

(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words
for each error to get net words swritten. The number of strokes is indicated at the end of each line in order to

facilitate counting the gross number of strokes soritten.)

An employer can have little patience with a secretary
who is dilatory about responding to his summons. This
means that the secretary herself must have extra patience
at this point. He is not impatient with the secretary per-
sonally. He has something at the very front of his mind
which he must give over to her before he can turn his
attention to the next pressing matter. He may need a cer-
tain memorandum from her files before he can make some
vital decision. He may need the name and address of a
company from her card index before he can dismiss a
caller with whom he is conferring. Because of information
that he has just received he may need to catch a certain
letter before it goes out into the mails. When the buzzer
rings, you are in mystery as to his necessity, but you know
that there is a reason for his calling.

From your first day in an office you must learn to
take this buzzing as a matter of course, without a sense
of annoyance. It is, after all, the only sensible method.
Your employer cannot very well shout your name; he can-
not keep a messenger at his side to run to fetch you. There
are many practical necessities in an office about which
the secretary need have no false pride, no hurt feelings.
The girl who is overdignified, who is looking for extraor-
dinary respect, has usually failed to understand the rea-
son for her employer’s ways and tl.us to accept them
quietly in the run of the day. If you can interrupt your
work graciously at the ring of a bell, you need not be
afraid of your dignity; you then have dignity indeed.

When you go away for the week end, there are cer-
tain things that you know you will need. Experience has
shown you what these are. When you go in to take dic-

Strokes

54
109
167
227
284
338
397
452
507
559
618
675
734
794
835
886
943
1003
1059
1120
1176
1235
1294
1352
1404
1462
1517
1572
1622
1679
1734
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