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CHAPTER I
INTRODUCTION
Purpose of the Study

The purpose of this study is to analyze the available
standardized tests in typewriting in order that instructors
in typewriting mey have certain data upon which to base their
choice of tests when their use is being considered.

As tests and measurements has been & neglected phase of
business education, the number of standardized tests is small
when compared with the large volume of such tests that are
available in other riolds.1

It seems that relatively few standardized tests are
available for use in typewriting, for after exhaustive search
only five of this type were found. The great majority of the
published tests are unstandardized, and meny of these instru-
ments are intended for use with some particular textbook only.
In Tests in Business Education? eighteen tests are mentioned,
five of which ere standardized. The Bibliography of Tests
in Business Subjeot33 lists fifteen, of which the same five

mentioned above are standardized., Sixteen tests are listed

1. Haynes, Benjamin R., M. E. Broom, Mathilde Herdaway,
Tests and Measurements in Business Education, South-Western
Publishing Company: Cincinnati, (1940) preface.

2. Segel, D, and K. B, Haas, Tests in Business Education,
Weshington, D. C., Office of Bducation, U. S. Department of
the Interior, 1938.

3. Woodside, C. W. and S. J. Wanous, Bibliography of
Tests and Testing in Business Subjects, Monograph E %
1 ) P 25. '

South-Western Publishing Company, 9)



in Tests and Measurements in Business Education” of which

four are standardized, these four are listed in each of
the groups of standardized tests found in Tests in Business
Education and in the Bibliography of Tests in Business

Subjects.
One question that is asked frequently by teachers of

business subjects, and by school administrators and super-
visors is, "Whet standardized tests are availeble in this
or that business subject?” It was with the thought of
answering this question that this study was begun.

This analysis is concerned only with the standardized
tests available in typewriting. An attempt has been made to
present those tests that are available, and to supply certain
specific information concerning the tests.

Since "Scientific procedures have extended into business
education in the high schools in the last two deoadas,"5
every-thing should be done to carry this scientific attitude
into the somewhat neglected field of standardized testing.
This study is maede with the hope that interest will be stimu-
lated in this phase of business education.

It is an accepted truism that "anything that exists,

exists in some quantity and may be measured with some degree

L. Haynes, Benjamin R., M., E. Broom, Mathilde Hardaway,
Tests and Measurements in Business Education, South-Western
Publishing Company: Cineinnati, (1940) pp 262ff

5 Ividi, p 15
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of accuracy,“6....The essential thing for teachers to do is
to choose those tests which are accepted - those which have
been validated through proper methods of research. By this
careful selection the movement for increased accuracy in the
testing field will receive needed support.

Dy, Carison’

says that if anything can be measured it
can be measured accurately, and that there is little value
in measurement if it cannot be done accurately.

The tool subjects in Business Education, such as type-
writing, shorthand and bookkeeping lend themselves easily
to meaaurement.8

Educators are becoming convinced that tests are tools
in education, that they are measuring instruments and that
in the hands of a skilled examiner who is motivated by the
scientific attitude tests can yield valuable information
about abilities, learning difficulties, and achievements
of individual students. This being true, this analysis of
available standardized tests in typewriting should be a

worthwhile contribution.

6. Blackstone, E, G, and S. L. Smith, Improvement of
Instruction in Typewriting, Prentice Hall, Inc.: New York,
(1936) p 275.

7. Carlson, Paul A., "Tests and Measurements in
Business Education,” Lecture delivered at Oklahoma A. & M,
College, June 12, 1942. Sixth Annual Summer Conference on
Business Education.

8. Haynes, op. cit., p 16.



Need for the Study

Because of the current demand for typists and clerical
workers business education teachers must work harder to
maintain standards and to modernize their teaching programs.

In view of these circumstances a realization of the value
of standardized measurement as a means of a modern, more re-
liable and scientific way of measuring the results of the
teaching program should not be overlooked.

Scientific education aims to base its major decisions
upon objective, reliable, valid data; upon informetion
which is impersonal, unbiased, accurate, and worthwhile.9

Although there is a need for the use of the improved
typewriting tests that are available, teachers have been more
or less content to go along using the traditional straight-
copy material tests. The new type tests that have been de-
veloped during the past few years have not been used exten-
sively by typewriting teaahers.lo

The timed straight-copy speed test that has been
universally used, does not function as an all-around check-up
on the student's ability to do what has been taught. It does
not measure all that is desirable in a course in typewriting
any more than a test in addition measures all that is desira-

ble in a course in arithmstic.ll

9. Carlson, Paul A., "The Measurement of Business
Education,” South-Western Publishing Company, Monograph # 18,
P 5.

10, Price, Ray G., "A Comprehensive Testing Program
in Typewriting," The Balance Sheet, 20 (February 1939) p 244.

11, lLee. eit.



It is evident thet one cannot assume that a student
who is able to type from straight copy at a high rate of
speed, and with even a high rate of accuracy will be able
to type miscellaneous office material with the same degree
of accuracy and skill.lz

The straight-copy testis need to be supplemented by
tests that will measure students ability to do the things
they will heve to do in the business office, such as typing
and setting up letters, copying from rough draft; tabulation,
and preparation of business forms such as statements and
invoices, et cetera. All of these jobs should meet reasonable
office standerds,l’

Since the emphasis in straight-copy tests is placed upon

the wrong phases of typewriting work, it is far from indica-
tive of office requirements. The emphasis should be placed
upon the work that will be done in the office not only

through cless-room instruction end budget work, but also

through a well orgaenized testing program.lh

If these instructionel units as outlined in the type-
writing textbooks, are worth teaching certainly they
are worth testing in order to determine the extent to
which students have profited by the presentation of
these units., A class in typewriting deserves to be
and shoi%d be tested on the things which it has been
taught.

12, "Measuring for Vocational Ability in the Field of
Business Education," Tenth Yearbook, Eaestern Commercial
Teachers Associstion, (1937) p 171.

13. Price, Ray G., "A Comprehensive Testing Program
in Typewriting," The Balance Sheet, 20 (February 1339) p 24L4.

14. Ibid., p 245.
15. Ibid., p 244.
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Although attention has been given in this study to the
need of standardized tests it is fallacious reasoning to state
that a test that hes not been stenderdized is not so reliable
as those that are standardized. The difference between a
standardized test and one that is not standardized lies in
the fact that the deprees of reliabillity end validity have

been established in one and not in the other, and that defi-

16

nite norms have been or have nct been establisﬁed.‘

Efficient teaching in typewriting demands a carefully
planned testing program. Avallable standardized tests and
printed unstendardized tests are adequate for use in nany
classroom situations. An estimate of student>achievement is
an important part of the work of the teacher. Such an esti-
mate should be based on evidence that is obtained efficiently,
accurately and impartially.

It would seem therefore, that the need for this analysis
of the available standardized tests in typewriting is two-fold:
the definite recognition of the valué of scientific measuring
in typewriting through the use of stendardized tests, and the
realization of the inadeguacy of the present method of testing
in typewriting through the general use of the straight-copy

tesis.

16, Haynes, Benjamin R., K. H. Broom, Mathilde Hardaway,
Tests and HMeasurements in Business Zducstion, South-Western
Publishing Company, Cincimnati, (1940) p 373.




Limitations

This study is limited to the field of standardized
testing in typewriting on the vocational level. COther fields
have been mentioned only when they have a direct bearing on
typewriting.

In recent years business educators have emphasized the
personal use values of typewriting and in some instances
have separated courses aimed to develop skills for personal
ﬁse from courses aimed to develop the same skills for voca-
tional use. No such division has been attempted in the tests
presented in this study.

The scope of standerdized tests available in typewriting
on the vocational level is limited to achievement testing.
Any other type of testing mentioned is for comparison only.

Methods and Materials

This is primarily a library study. The published
material as indexed by Reader's Guide, Educational Guide,

and Business Educational‘;ndex relating directly or indirectly

to tests and measurements in typewriting have been carefully
read and analyzed.

In attempting to make the list of tests analyzed as
authoritetive as possible, a letter was sent to all known pub-
lishers of tests in the business subjects, to educational
institutions and research bureaus, asking for copies of their
standardized tests in typewriting. All of those contacted
sent tests, The following agencies co-operated in supplying
the tests that are included in this study:
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Bureau of Educational liessurements, Kansas State
Teachers College, Emporia, Kansas.

Public School Publishing Company, Bloomington, I11.
Joint Committee on Testing, Representating Hationsal
Office l'anzgement issociatlon end Wetlional Council

of Business Zducation--Lawrence lzall, Cambridge, Mass.
Yorld Book Company--Yonkers-on-Hudson, New York.

All of the tests received for consideration asre not
included in this analysis since they are not listed ag
standardized. MMany oprinteé and published tests are noi
standardized,

In the letter sent to each publisher request was made
for copies of each test together with 2 manusl snd scoring
key. Termission was requested also, and in all instances
granted, to ineclude one Yorm of each étandardized teat in the
study and to quote from the manusl and key.

Although the reader may discover a few gtandardized tests
in typewritine thet are not described in this study, it is
believed that this list can be accepted as representing the
best~known standardized tests in typewriting.

lioc attempt has been made in this study %o evaluate any
test that is presented or described.

Definitions

An achievement test is one that measures students

mastery of the subject matter taught.

A standardized test 1s one carefully constructed, for

which definite rules for glving and scoring have been pre-

nared, for which norms are available, and whose signiiicance
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snd accuracy is kaown. f

An employment test is one that is given by the pros=-

pective emplover to an applicent for s position.

A norm is & standard of value representing typical
achlevenent, usually an averaze of lhe scores earned by a
lsrge, unselected number of stulents employed in standard-
izing a test. 6

The vplidity of a test refers Lo the "worthwhileness®
of & test, It is valld when i1 measures what it proposes
to measure.

The reliabllity of a test expresses the same neanlng

as accuracy or consistency of & test.

L7, fs, Peo B leasurenent in Secondary Iducatiocn,
Maenmillen Company: New Tork (1927) p 276.

18. Haynes, op, cit., » 27.



CHAPTER II
TYPEWRITING TESTS

Purpese of Tegting:

It is importsnt that the results of teaching be meas-
ured. This measurement can be faclilitated by the use of
standardized tests. One purpose of any test is to determine
what knowledge pupils have of ithe subject metter that has
been prescnted; the test sliculd measure achievenent in 2
niven subject. Testinz provides a method of ascertaining
how nueh pupils have profited by class instruction. In type-~
writing the testing prosgram should be one that measures the
typing power attained by the individusl pupil, Such a program
will enable the tescher to adapt his procedures to the needs
of his pupils.

Tests provide a means of evaluation and of diagnosis,
They correct no educational evils but they provide informa-
tion that can he used as a basis for remedial instruction.
They indicate whether or not a probleg exists.l

It is possible, to a certain extent, to determine by
means of tests the nature of existing problems. Tests are
a means to aid in detecting, in analyzing, and in‘traating
of students' difficulties. The real value of stapndardized
tests, therefore, lies in the correct interpretation and use

of the results thet they yield.2

1. Haynes, Benjamin R., M. E. Broon, Vsthilde Hardaway,
Tests and lieasurements in Business BEducatiou, South-Western
Publishing Company: Cincinnati, (1940) p 18.

2, Ibid., p 17.
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The most fregquent use of test results is to determine

school marks. Teachers must give some account of the work

of his students. So long as such zccounts are rendered in

terms of school marks,
a fair and an scecurate
using ail of the tools
neasuring snd marking,

this ideal of fair and

it is necessary that the teacher do
job of determining the marks. By
that are available for scientific

the teacher will more nearly saspproach

3

accurate grading.

Donald G, Paterson, a well-known authority on student

guidance, says:

The purpose of achlevenent tests is to determine not
so much whether the student has "passed" or "failed!
as it is to determine how he ranks in relation to his
fellows who have enjoyed equal amounte of "exposure”
to teaching and in what aspects of his sechooling he
has shown the greatest and the least relative amounis

of progress. Thus

the measurement of pest achievement

tends to be used a3 a gauge for future accomplishments,

The major purpose of these tests, then, should be to
help in judging students in regerd to their educational
and voeational decisions. There are other uses of
achievement testa besides those of guldance. They

may be used for students in sdmission, promotion, and
graduation. It is quite legitimate in some situations
to set minimum standards of accomplishment. The student
with low achievement scores will benefit if prﬁvented
from enrclling in courses beyond his capaeity.

3. Ibid., p 17.

, 4. Paterson, Donald G., Guwendolen G., Schniedler,
Edmond G. Williamson, Student Guidance Techkniques,
WeGraw-Hill Book CGomapny, Inc.: New York, (1333) pp 95-96.




Kinds of Tests:

The standerdized tests that have been prepsred in

achievensnt tests.

e}

typewriting so Tar sr

Standardized achievenent tests are tests which have
been prepared by experts in thelr flelds, and who have
selected the items very carefully from the material which
is nost comaonly taught. These tests have been given to a
'large aumber of puplls. ¥From these results norms have been
&efived, together with informstion concerning the reliability
and validity of the tests. OSuch tests are provided with
exact procedures controlling the giving end scoring of the
tests. I standardized tests afe used and clsss aorms for
the test determined, the teacher is able to conparc her class
normg with the test norms. Each pupll may be informed as to
how he reanks locally &nd nationally.5

Experimental evidence tends to indicate that standard-
ized schievement tests are the nmore relliable and velid Tor
tool subjects, especielly when given at the time norms are
provided.é

0dell clamssifies zchievement tests as general survey

7

tests, diagnestic tests, and prognostic tests.

5. Lee, J. Murray, & Guide to Messurement in Seecndary'
Schools, D. Appleton-Century Company: hNew YOTK, (1336) p 24.

6. Ibid., p 25.

7. 0dell, C. ., hducational Keasurement in Hish Schogl,
The Century Company: Hew York, (1930} p 22.
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The survey test is one that yields a general or
average measure of student achievement in the subject
m.easurad.8 It is usually so constructed, theoretically,
that a sample of each important element of subject matter

is given. The examples are usually arranged in one of two

ways, either in units of increasing difficulty or topioally.9

Survey tests usually are intended for use at the end
of learning units, as well as for use as final examinations
at the end of a particuler course of study. In typewriting,

these tests should eid in reducing the failures on the job

in so far as it is humanly possible.lo

Whatever may be the cause of the tendency to omit
final examinations for vocationsl ability courses,
those who give no such examinations are for the most
part without the necessary information on the beasis
of which to recommend graduates for positions, to
appreise the results of teaching in such a way as to
reveal shortcomings which should be overcome, and to
select somewhat more intelligently those who should
‘be permitted to pursue vocestional business courses.
Then, too, most educators will agree that reasonably
high standards should be set for vocational training
and that if such standards are to be set and maintained,
it is necessary to measure the results of teaching to
aaoertaig whether or not desired standards have been
reached.tl

8. Odell, C. W,, Educational Measurement in High School,
The Century Company: New York, (1930) p 22.

9. Haynes, B, R., M. E. Broom, and Mathilde Hardaway,
Tests and lieasurements in Business Education, South-Western
Publishing Company: Cincinnati, (1940) p 29.

10. Ibido’ p 37#0
11, "Measuring for Vocational Ability in the Field of

Business Education," Tenth Yearbook, Eastern Commercial
Teachers Association,(1937) p 1k.
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According to Dr. Odell's definition, "The diagnostic
test is, as its name implies, one which is used to diagnose
a pupil's capacity or performance."l2

The diagnosis of pupil achievement constitutes the
most important of the many uses of tests and test scores.
There can be no hard and fast line drawn between diagnostic
and general survey tests. Practically all tests are diag-
nostic, at least to a slight degree.13

Diagnostic tests are teaching guides. Their results
indicate the learning that has taken place, and also the
deficiencies in this learning that should be over-come
through remedial teaching.lk

Until recent years there has been only one widely used
basis of diagnosis and remedial work in typewriting. It is
often called the "perfect-standard copy." The diagnosing of
only this one phase of typing fails to include the other
measures of skill in using the typewriter such as form and
arrangement of typed matter, and the time consumed in doing

the work.ls

12, Odell, C. W., Educational Measurement in High School,
The Century Company: New York, (1930) p 23.

13. Ibid., p S544.

14, Haynes, op. cit., p 370.

15. Smith, Harold H., "Problems in Diagnostic Testing
and Remedial Teaching as Applied to Typewriting," Second
Yearbook, Commercial Education Association of New York City
and vicinity, (1937) p .
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The chief purpose then of diagnosis in typewriting is
to discover the actual state of arrairs.16

Prognostic tests in business education have not
reached the degree of reliasbility that the educators had
hoped would be reached.l’ Mr. Smith S8yS....

even though they had, what then? Aside from serving

as guidence or sectionalizing purpose, in our demo-
cratic educational system, they could do little more
than serve as an "I iglﬂ you so" to the teacher harassed
by failing students.

Mr, Smith goes further to say, that he can see endless
possibilities in prognostic tests and that he still believes
these tests will be forthcoming and used for some definite,
practical purpose to the advantage of the teacher and the

stuﬂent.l9

16. Smith, op. eit., p 7.
17. Ibid.
18, Ibid.
19. Ibiad.



CHAPTER III
CRITERIA FOR SELECTING TESTS
A satisfactory test should possess the following
characteristics: validity, reliability, objectivity, ease of

administration, and economy as to financial cost. >

Validity:

The prime conslideration in selecting a test should be
its validity. It is the most important single characteristiec
of a good test. A test is valid when it measures what it is
intended to measure.2

Validity refers to the pains taken to incorporate in a
test or examination those elements or items which are of
priﬁa importancg, end to the pains tesken to eliminate
non-essentials,

The best check for judging the validity of the test is
to be sure the items selected (1) measure the objectives of
the course as nearly as possible, (2) that the items selected
are the more important ones of the course, (3) that they
parallel the actual teaching which has been done, and (4) that

they represent a wide sampling of the materials 1;aulghi:.l+

1. Odell, C. W,, Educational Measurement in High School,
The Century Company New York, (1930)

2. Ibid., p 52.

3. Rueh, G. M., The Objective or New-Type Examinstion,
Scott, Foresman & Company: New York, (1929) p 28.

L. Lee, J. Murray, A Guide to Measurement in Secondary
Schools, Appleton-Century Company: New York, (1938) p 32k.
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Reliability:

Reliability expresses the same meaning &s accuracy
or consistency of measurement, Reliability represents the
degree of confidence which can be plsced in the results,
When a test is completely reliable, scores earned by individ-
uals on two successive administrations of the instrument with-
in &8 short time will be accurete and consistent for each
individuel; that is the scores yielded by the second adminis-
trations will be equivelent to those yielded by the Tirst
sdministretion for the same individuals., It is not necessary
that identical scores be earned by each individual on the test
and the retest, but only that uniform relationship exists
between the two scores. If such a uniform relationship exists
between the two sets of scores obtained by two administrations
of a test, the instrument is consistent in measuring what it
purports to measure, and is reliable.5
The reliability of & test cannot be determined by examin-
ing the test itself, although inferences in regard to it
cen be mede from such inspection. The test must
actually be tried out to yield the desired information.
Fortunately it is becoming an established custom for the
authors of standardized tests to secure dats on reliability
before tests are placed on the market and for publishers

to include these dsta in the teachers' manualéor other
supplementary material accompanying the test.

Objectivity:

Objective measurements are those concerning the correct-

ness of which there is no doubt. They permit of no disagreement

5. Odell, C. W., Educational Measurement in High School,
The Century Company: New York, (1930) p 58.

6. Ibid., p 59.
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among competent persons as to what is the answer. A test
is objective when different examiners using it to measure
the same characteristic or characteristics secure compareble
results. A good test 1s objective as to it's administration
and scoring, with exact directions and accurate scoring keys,
which insure similar results by different examiners or by the

7 "Objectivity is important;

same examiner at different times.
without it, there can be no assurance that scores obtained
will be com.parablq."B
The use of objective measurements rather than those
involving personal opinion or bias has many benefits
in adacation&l work just as in work along any other
line.

Ease of Administration:

From what might be called the theoretical or scientific
standpoint, the ease with which a test can be administered
is not of high importance. From the practical standpoint,
however, it is decidedly important. The person selecting
tests is, therefore, justified in paying attention to this
feature, 0

ode11tl says, "The prime factor that makes for ease of
administration is that the directions for giving and scoring
the test be feirly simple and easily understood, but adequate."

7. Odell, op. cit., p 1ll.

8. Haynes, B, R., M, . Broom and Mathilde Hardaway,
Tests and Measurements in Business Education, South-Western
Publishing Company, (1940) p 34.

9. Odell, op. cit., p 1l.
10, Ihid., p 79.
il. 1o . @it.
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They should make clear to both pupils and teachers just what
is to be done and how it is to be done, but should not be
necessarily long.

The test booklet which is placed in the hands of the
pupils should not contain the directions intended for the
teacher, but only those for the pupils. The provisions
and directions for scoring should simplify that procedure
and reduce the labor as much as possible.12
Cost:

The cost of a test is, of course, a very practical and
necessary consideration in connection with the use of standard-
ized tests. It is however, easily possible to over-emphasize
it. The total cost of even a relatively heavy testing program
is such a small proportion of the total cost of instruction
thet one should not strive to limit expenditures for this
purpose at the possible sacrifice of the quality of the tests

used.l? On the other hand, Odell says, "there is no reason

why one should pay any more for good tests than is necessary."lh

12. Odell, op. eit., p 80.
13. Ibid., p 81.
14. Loe. ecit.



CHAPTER IV
ANALYSIS OF INDIVIDUAL TESTS

The five standardized tests in typewriting, which have
been investigated and presented in this study are Achievement
Tests. Three of the tests are further classified as survey
tests, that is, they are used to secure a general measure
of the level of achievement of the class. They are not
intondadito provide informetion which will enable a teacher
to locate the cause or the nature of the deficiency if the
class is deficient., The titles of the three survey tests are
as follows: the "Typing Ability Test" by the Joint Committee
on Tests, the "Blackstone Stenographic Proficiency Typewriting
Test" by E. G. Blackstone, and the "Kauzer Typewriting Test"
by Adelaide Kauzer and H, E. Schrammel.

The fourth test, the "Junior end Senior Typewriting Tests"
by Jane E, Clem, is further classified as a diagnostic test.
As previously stated, diagnosis furnishes direction to teach-
ing. The purpose of diagnosis in education is to determine
the cause or causes of unsatisfactory achievement and adjust-
ment., After such causes have been determined, it is necessary
to remove them wherever possible and correct the situation.
Usually this process takes the form of remedial teaohing.l

The fifth test, "Examination in Typing: Form A," of the
" Thurstone Employment Tests is as it's title suggests an
employment test of the diagnostic variety. It is particulerly
significant in this analysis in that business teachers,

1., Haynes, op. cit., p 370
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adnministrators, and supervisors need to become familiar

with the types of employment tests thet are given to their
graduates when they apply for office work. Both adminis-
trators and clasgroom teachers, if they know the findings

of such employment tests will be able to give more accurate
and helpful recommendations to employers regarding the
graduate of the school who is an applicant for a position.
lYlormally employment tests sre not given until the student
makes application for a job, s0 the uses of the test results
in the school are relatively few. ﬁowever, because of in-
creasing emphasis being given to pre-employment tests pertain-
ing to office agetivities, it should behoove business education
teachers to determine the extent to which their teaching

progran is functioning to prepare students for employment

The tests whieh have been analyzed are shovn in the

succeeding pasges.

2. Book, William Frederick, "How Progress in Learning
to Typewrite Should be lMeasured and Why,” The Business
Bducation YWorld, 16 {Oetober 1934) p 101,
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1. Typewriting Ability Test
‘ of the ‘
Mational Clericsl Ability Tests™
The Typewriting Ability Test is a test intended to
measure ability to do typing work similar to that which a
typist might be called upon to do in any office.
It is ome of the six vocational skill tests that go to
make-up the Mational Clerical Ability Testing Program.

31

hrough a period of five years a joint commitiee of the
National Offlce Management Assoclation and Zagitern Commercial
Teachers' Association carried on a research project which
resulted in the establishment of a permanent clerical ability
testing program under the direction of the Natiocnal 0ffice

Hanagement Associstion and the Hational Council of Businessg
WA 5 3
Bducation.

The aims of the testing progran sre as follgws:h

1. To provide an authoritative device, somewhat compa-
rable to the College Bosrd Examinetions, for use in
measuring the qualifications of public and private
business school graduates Tor some of the more common
office occupations for whieh veocational training is
given,

*Prepared and Administered by the Joint Committee on
Tests of the National 0ffice Wansgement Agscciation and the
Wational Council of Business BEducation. Distributed by The
Joint Committee on Tests, 16 lawrence Hall, XKirkland St.,
Cambridge, Massschusetts.

3. Hittler, George M., "The National Clerical Ability
Testing Program,” Hational Business Education Suarterly, 9
(March 1941) p 5.

4. Haynes, B, R., M. E. Broom and Mathilde Hardaway,
Tests and leasurcments in Business Gducation, South-Western
Publishing Company, (1940) p 242.
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2. To assist business teachers and others who are res-
ponsible for vocational business training programs
in attempts to bring their course offerings and
testing procedures somewhat more into line with sound
principles and practices in the field of vocational
education.

3. To assist educators in their attempts to insure for
vocational business courses, students who possess
the aptitudes, interests, and abilities required
for the kinds of work for which they seek pre-employ-
ment training.

L. To provide employers of office help with a better
meens of appraising the queslifications of applicants
for clerical positions, and to provide a certifica-
tion plan which will, to some extent, obviate the
necessity of giving employment tests to applicants
who have grsdusted from public and private business
schools.

5. To bring office managers and other employers of cleri-
cal help into & closer working reletionship with busi-
ness educators in public and private schools.

The scope of the testing program, covers six vocational
skills. They are, (1) The Typewriting Ability Test, (2) The
Bookkeeping Ability Test, (3) Stenographic Ability Test,

(4) Piling Test, (5) Machine Transeribing Test, (6) The
Machine Calculating Ability Test.’

This study is concerned only with the Typing Ability
Test. A testee may take as many of the skill tests as he
wishes, although seldom does any one take more than two of
them, Each testee however, writes at least three tests,

(1) a general information test, (2) a fundamentals test,
and (3) the skill test. Each participant is rated by a

personality rating acale.6

5. Turille, S. J., "Meeting the Requirements of Business
with The National Clerical Ability Tests," National Business
Education News, Dept. of Business Education, National Bducation
Agssociation of the United States, Washington, D. C.: 4:2
January 1942, p 4.

6., Loc. cit.
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The General Information Test and Fuhdamentals Test are
constructed to test a pupil's ability to retain and apply
knowledge, to learn through observation, to formulate judg-
ments and evsluations. They also test his ability to use
the tools of grammar, spelling, punctuation and other ele-
ments of good sentence structure; and his ability to perform
arithmetical calculations.7

It is said that, "The Typewriting Ability Test represents
a cross-section of office typewriting work."8 Eight typing
jobs were selected from the more important office activities
in which the typist is likely to take part. Mr, Hittler
lists them as follows:9

l. copying letters

2. filling in letters

3. addressing envelopes

L. preparing mailing lists on cards

5. arranging tebular forms

6. preparing lists of names in alphabetical or
geographic order

7. copying from rough draft

8. preparing business forms such as statements and
invoices

The content of the tests are subject to some variation
each year; while all tests are similar in nature, but some-

what different in the topics covered.

7. Turille, 3. J., "Meeting the Requirements of Business
With The National Clerical Ability Tests," National Business
Education News, Department of Business Education, Washington,
D. C., L:2 (March, 1942) p k.

8. "Measuring for Vocational Ability in the Field of
Business Education," Tenth Yearbook, FEastern Commercial Teachers
Association, (1937) p 173.

9. Hittler, Geo. M., "The National Clerical Ability Testin
Program" The National Business Education Quarterly, (March 1941
25
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The Joint Committee is convinced, after using various
testing medis and making numerous comparisons, that there is
not necessarlly any very close correletion between results
obtained on a straight copy test in typewriting, with the
score expressed in terms of net-words-a-minute and the period
covered by the test as short as ten minutes, snd scores obteined
on & comprehensive typewriting test in which the testee is re-
quired to typewrite & variety of kinds of Jobs he will be called
upon to do in & typewriting position.lo‘

No test measursble in words per minute is ever included
in the Typing Ability test. Manipulative dexterity is empha-
sized, rather than stroking speed, through including a mass
of meterial to be completed.ll

The tests teken by the testees sell for $1.37 each, the
actual cost of their construction and administration. A com-
plete sample set of six tests are available st the price of
$1.55 for the preceding year's test or $1.00 for tests two or
more years old.12 Mr, Turille says,...

It might be that financiel subsidization of the tests

by the National Office Management Association or some

educational organization or both will take place soon.

A decision has been reached within the last few months

in reference to the employment of a full-time national
director for the National Clerical Ability Tests,l3

10. "Measuring for Vocational Ability in the Field of
Business Education," Tenth Yearbook, Eastern Commercial
Teachers Association, (1937) p 171.

1}, Leo., 6%%.

12. Turille, op. cit., (March 1942)
13. Loc. cit.
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The following statement shows the growth in popularity
of this testing movement:

In 1937 the tests were administered to some 1,261 testees.
In 1938, 1,300 testees participated. 1In 1939, approxi-
mately 2,400 testees took part. In 1940, over 3,000 took
part and in 1941, 3,300 testees participated. It is be-
lieved now that the tests are becoming fairly well known
and employers as well as educators are becoming familier
with their value as a basis for employment of office
workers, growth of tEtB program is likely to be more
rapid in the future.

The tests are given between May 15-20 each year. They
may now be given in any center, regardless of the number of
testees, where a business educator or employer will sponsor
the program and nominate a test administrator for approval.
Any school, where there is a teacher wlo wants to measure
the results of his teaching in terms of occupational compe-
tency, may organize a center, nominate a competent test
administrator who has not perticipated in the training of
the testees, and procure the tests for his own students and
any others who may be within reach of the place where the
center is 1ocated.15

At first the administrators were selected by the Joint
Committee to give the tests in each center. They had to be
assured at least fifty testees to set up a center and pro-
vide an administretor. This was expensive and limited the

scope of the program.16

14, Turille, S. J., "Meeting the Requirements of Business
with the National Clerical Ability Tests," National Business
Education News, Department of Business Education, Washington,

D. C., L4:2 (Jaznuary 1942) p L.

15. Nichols, F, G., "National Clerical Ability Testing
Program," Modern Business Education, 7:3, (March 1941) p 2

16. Looo cito
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T meesuring the sbility of & typist to o preacticsl
typing work three thinss are talen 3nﬁo congideration by
the Joint Gommitiee: {(e) Form and avrangeument of typed
metter; (b} Accurscy; {¢) Time cansumed. “he teszitec is
tested Tor all three of these items in the Typing AbIlity
Test.l7
Since there is not @ separate grade Tor each of the
ebove three factors in good typing, there is only ane gzrade
ziven for the test, but each of the three factors--Tornm,
aeceuracy, snd gpeed are measured in ssking it. There sre
ten specific typing lobs., Bach 1lg judeed ns & whole, It
is penmalized if it containg uncorrected correctible errors,
It is thrown out if it contsing errors thet cennot be corrected,
The testee 18 judsed as to spead on the baslis of the total
amount of soceptsble work done during the whele testing pericd.
Therefore, each testee is Instrueted to lose no time hetween
jobs and to go directly snd culekly from one task to ﬁnathﬁr.lg
%he pmeteriels needed for taking the test are ss follows:
Test booklet, assembled meterisl in envelope, typewriter,
typewriter eraser, end two or three sheets of paper Tor
practice,i?
The following supplies ere ineluded in the meteriasls
furnished for the Typing Ability Test--Series 1941, whieh

are sszsexmbled in the large manills envelope:

ay

17. Joint Committes on Tests--Typing Ability Test Venuale-

Series 19241. Conyrizght, 1941,
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l. Typewriting paper

a. Four letterheads

b, Eight sheets of plain white paper -

¢. Three sheets of yellow paper for carbon copy
2. One sheet of carbon paper

3. Bight envelopes (two #9, two business reply,
four #6 3/4)

4. Two paper clips

5. Five form letters

6. One application for credit

7. One reply card

The proper supplies for each job are selected by the
testee. Each job is begun with & new sheet. All unused
material 1s returned to the exahiner. Neat erasures are
allowed. If additional supplies are needed, the examiner
is asked to supply them; but the time consumed in getting
them is the nature of a penalty. Two hours are allowed for

the test, but extra credit is given for completing it in less

time.20
General Directions for Giving
and Scoring the Test
Directions:

1."Do not look the test through before beginning.
2. Complete each job before looking at the next one.

3. Read the instructions for each job carefully and do
exactly as you are told. There will be a penalty
for any failure to do as you are told.

k. Do not hurry, but do not waste time doing a job or
going on to the next one., It is the total time taken
for the whole test which counts.

20, Typing Ability Test Manual, op. cit., p 2.
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5. Do not ask questions about the test sfter you begin
it. TFollow the instructions and do the best you can
with sach job.

&, Start at once when the signel to stert is given by
the examiner.

7. Step at once when the signal to stop is given by the
exaniner.

8. 1f you ccamplete the examinastion before ﬁhe‘time is
up, take your papers to the exanminer immedistely,

9. Write your name, the name of your school or employer,
end the name of your city or town on the large manila
envelope. Also write your registretion number which
appears cn your card stub.

10. At the close of the exsmination all of your typed
material is to be c¢lipped together and put into this
lerge manila envelope beearing your name and registra-
tion number."?l

Examiner asks:<2
Are there any questions?

Examiner answers any questions, making instructions
clear.

Examiner says:23

All right, it is now {give time). Enter this tine on
your large envelope where it says "Hour Begun.,"” Row take the
test booklet and begin.

At the end of two hours examiner says, Stop!

¥ake a record of the time on each envelope handed in
at this point.

Aecept any completed set of papers whenever g testee
presents it. lake a record on the envelope of the exact time
at which it is recelved.

Scofing the Test:

The factors in scoring the papers are as Follows: <k

21. Typing Ability Test HManual, op. c¢it., p 2.
22. Ibld.

23. Ibiaq.
24. Ibid,
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(a) BEach piece of work is assigned a weighted number of
points.

(b) Each typed solution must be usable, or mailable.
(c) Pieces not usable are rejected as a whole,

(d) Manipuletive dexterity is rewarded by awarding
points for allowed time not used by the testee.

(e) Penalties are deducted for uncorrected errors which
do not necessitate rejection.

(f) Score depends upon the total points earned.

No teacher or official in the local center sees copies
of the tests until the day of the tests. As soon as the
tests are computed, they are sent to the Joint Committee in
Massachusetts for scoring. Up to 1940 the tests were manually
scored; since 1940 they have been mechanically scored in the
offices of the Joint Committee to insure uniformity and com-
plete fairness to all parties concerned. The relative weights
of each of the tests--fundamentals, general information, and
skill-~are determined by the Joint Committee. A composite
score is used with skill receiving the largest weighting.25

Reports of the test results are made available to every
participating school. The teacher who entered students
receives the individual rating for each of the three tests
for each student and also is provided with netional norms.
The results sre confidential; there is no embarrassment to

the teacher. These tests utilize self-competition, not

25, Turille, S. J., "Meeting the Requirements of Business
With the National Clerical Ability Tests," National Business
Education News, Department of Business Education, Washington,
D. C., 4:2, (March 1942)
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et cetera. The testee

né recesives & Certificate
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NATIONAL CLERICAL ABILITY TESTS

Prepared and Administered by

Joint Committee on Tests

of the

National Office Management Association and the National Council for Business Education

Typing Ability Test - - Series 1941

To the Testee

For purposes of this test you are a typist for The
Customer Service Company, 795 Railroad Avenue,
Chicago, Illinois.

You will be given ten pieces of typing work to do.
Follow instructions carefully.

All of your work is to be dated today.

Use “Gentlemen’’ as a salutation when addressing
a company; otherwise use as a salutation the words
“My dear” and the name of the person addressed,
so that the salutation will be personalized, as in
“My dear Mr. Jones,” or “My dear Miss Brown.”

Part I—Form Letters to be Copied

1. Send a copy of Form Letter D (from test
envelope) to James A. Young, 928 East Fourth
Street, Duluth, Minnesota, in answer to his letter
dated yesterday. Address a large (#9) envelope.
Mr. Young ordered one gross of #982 Stenographer’s
Notebooks. He is unknown to us and is not listed
in any credit register available. Therefore we must
not make shipment until we get further information.

Use letterhead paper. Make a carbon copy of the
letter. - Type your initials at the end of the letter
in the proper place (MS for example).

A form for use in giving credit information (from
test envelope) is to be enclosed. Fill it out as far
as you have the necessary information. The letter-
head shows that the “line of business” is stationer.
Enclose a business reply envelope and a reply card
(from test envelope).

2. Occasionally we are unable to fill a customer’s
order completely, because we have not all the goods
in stock. Today we receive an order from James
Smoat, 1314 Fairview Avenue, Bloomingdale,
Illinois. His number for this order is 685-390. We
find we shall be able to ship tomorrow all the goods
ordered except:

1 pad No. 2243 Requisition blanks 25¢
1 pad No. 2449 Quotation record 15¢

The goods we can ship today are billed on our
invoice C-51941-68. The two missing items are
“back-ordered” ; that is, we make a memorandum
to ship them later. We expect to ship the delayed
items in about ten days.

Instructions:

Send a copy of Form Letter M (from test envelope)
notifying Mr. Smoat of the back-order. Fill in
necessary information. Use letterhead paper. Make
one carbon copy. Type your initials as in preceding
letter. Address a small envelope.

yright 1941
mlwtmg:n
All rights reserved



Part II—Forms and Form Letters to be Filled in

3. Send Form Letter A (from test envelope) to
John A. Ferree, 1960 High Street, Logansport,
Indiana. Fill in the date, name, address and saluta-
tion. This customer’s order bears no number, but
is dated yesterday. Our Production Order for the
printing is dated today, and bears No. P-968352.
No carbon copy is required. Remember to type
your identification initials. Address an envelope.

4, Our Credit Department tries not only to
collect past due accounts but to develop good will.
Therefore it has assumed responsibility for sending
a form letter to each account that has been inactive
for a period of three months. The credit manager
wishes you to try to disguise the fact that this is a
filled-in form letter. Such a letter is to be sent to
Smith and Antwerp, 345 Lakeview Street, Chicago,
Illinois.

Instructions:

Prepare Form Letter F (from test envelope) for
mailing. Write the date, name, address, and saluta-
tion. Use your identification initials. Address the
envelope. No carbon copy is required.

5. Miss Sarah Powers, 1300 West Main Street,
Champaign, Illinois, has sent her fountain pen to
us for a new point. Her letter about it was dated
yesterday. We find that the pen also needs a new
ink sac.

Instructions:

Send Miss Powers Form Letter X (from test
envelope), filling in all necessary information.
Address a #9 envelope. No carbon copy is required.
Send a business reply envelope.

6. A salesman is to devote some time to develop-
ing business in Cincinnati, Ohio. He has given you
the following list of old customers with instructions
to arrange the names alphabetically (the surnames
first). He also wants an asterisk written before the
name of each customer who has not ordered goods
during the past 30 days. The heading should be
“Cincinnati Customers.” The date given in each
case is the date of the customer’s last order. Make
one carbon copy on good (not copy) paper.

Office Stationers, 316 Adams Street, March 31

Mrs. A. J. Mahan, 1617 Oakcrest, January 16

Neuman Typewriter Company, 630 Fulton
Avenue, April 24

Mahan and Johns, 348 Jefferson Street, April 20

Office Equipment Company, 317 Madison
Street, March 24

M & L Stationery Company, 416 Decatu
Street, April 15
Reginald Mahoney,

February 6
A. L. Newman, 1639 Madison Street, April 22
Anderson & Ross, 362 Main Street, March 10
George Graham, 763 South Avenue, February
Henry Latimer, 1642 East End Parkway

14 West Washington

January 16

Charles Waters, 92 Crosstown Avenue, Janu
ary 14

Office Supply Company, 162 West Avenue
March 5.

Part ITII—Second Page of a Letter

7. Mr. George F. Meehan, Branch Manager o
your employer, The Customer Service Company
has given you a long letter to Mr. Enoch Anderson
556 South Halsted Street, Chicago, Illinois. You
employer’s Stenographic Manual reads in part a
follows:

Unless instructed otherwise:
Indent paragraphs 5 spaces.
Make one carbon copy of all letters.

Leave space equal to four lines for the dictator’
signature.

Write “Yours very truly” for the complimen
tary closing.

Below the complimentary closing (1) type th
name of the company in all capital letters
(2) type “By’’ on the next line and leave spac
for the dictator’s signature, and (3) type th
official title of the dictator.

The dictator’s initials and the typist’s or stenog
rapher’s initials are to be typed at the lef
and below the signature with a colon betwee:
them (le:mn).

Address an envelope for each letter.

Instructions:

Assume that you have filled the first page of th
letter and that you have the following paragrap
to type on a second page.

Therefore, much as we would like to meet yot
needs at once, we cannot ship the goods you hav
ordered before June 15. We appreciate the fact ths
this delay may cause you much inconvenience an
we stand ready to help you meet this situation eve
if cancellation of your order is the only way out.

Type the proper heading for the second page an
then finish the letter, noting instructions in ti
Manual carefully.



Part IV—Manuscript

8. A conference of all the salesmen of The Cus-
jomer Service Company is to be held soon and a
program for the session is to be printed.

Assume that the following data are given you
with instructions to type the front page, from data
n section 1, and the second page from data in section
, using your own judgment as to arrangement of
naterial for each page (no carbon copy is required) :

Section 1—Data for first page
Tenth Annual Conference
Salesmen of The Customer Service Company
Traveler Hotel
Chicago, Illinois
June 16, 1941

Section 2—Data for second sheet

Monday, June 16, 1941

9:00-9:15 Welcome by Mr. James Warren,
President of the Company. 9:15-9:45 Look-
ing Back Through the Year, Mr. Charles
Hamilton, Assistant Sales Manager. 9:45—
10:30 Looking Ahead, Mr. Walter Bonbright,
Sales Manager. 10:30-11:00 Branch Office
Cooperation, Mr. George F. Meehan, Branch
Manager. 11:00-12:30 Round-Table Discus-
sion of these topics: Travel Costs, Order
Forms, New Customers, and The Bonus Plan.

Part V—Tabulation

9. Your employer is considering the possibility of
reducing shipping costs by operating a fleet of
irucks. The traffic manager hands you the follow-
ng data and asks you to tabulate it as you think
best to show the charges made by each of several
states for operating 3-ton trucks in 1930 so that a
comparison can be made with present charges (no
carbon copy is required):

Special Levies on Three-ton Trucks—1930.

Private Trucks—Alabama $100; Arizona $33.50;
Arkansas $125; California $43; Colorado $37.50;
Maryland $11.20; Massachusetts $19.50; North
Carolina $75; Vermont $104; Virginia $60; District
of Columbia $1.

Contract-Carrier Trucks—Alabama $100; Arizona
$33.50; Arkansas $837.50; California $43; Colorado
$37.50; Maryland $11.20; Massachusetts $19.50;
North Carolina $135; Vermont $104; Virginia $100;
District of Columbia $1.

Common-Carrier Trucks—Alabama $260; Arizona
$408.50; Arkansas $837.50; California $750; Colo-
rado $650; Maryland $269; Massachusetts $19.50;
North Carolina $900; Vermont $104; Virginia $520;
District of Columbia $1.

Part VI—Notice of Meeting

10. Instructions: The following notice of meeting
for June 10, 1941 is to be typed in the form in which
it should be printed to send to the membership of
the association. Any good arrangement will be
accepted. Be alert to see that the copy you make
is correct in every detail, not only as to arrange-
ment, but also as to the wording. No carbon copy
is required.

Marion Junior Chamber of Commerce, Marion,
Indiana. Notice of Meeting. Place: Room 116,
Chamber of Commerce Building. Date: June 10,
1941. Time: 7:30 ¥.M. Purpose: To hear reports
of present officers, to consider their recommenda-
tions, and to elect new officers. It is of the utmost
importance that every member be present. A
number of important issues are to be debated. You
will want to take part in these important discus-
sions. A social hour will follow the business meet-
ing. You will not want to miss that. Mark June 11
on your calendar so that you will not forget the date.
Be prompt as the meeting will begin exactly at 7:45,
the appointed hour.
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N0 AE. 194 Form Letter A

THE CUSTOMER SERVICE COMPANY
795 RAILROAD AVENUE
CHICAGO - - ILLINOIS

Your order dated will be
shipped in about one week. Your individual
heading on the forms ordered requlires specilal
printing, as you will understand, and we there-
fore cannot give our usual twenty-four hour

service.

Should you find it necessary to write to
us about thls order, please refer to our
Production Order No.

Very truly yours,

THE CUSTOMER SERVICE COMPANY

By



N.C.A.T. 1941 Form Letter D

Your order for came this
morning. They are beling packed today and will
be ready for shipment within a few hours.

Customers are entitled to prompt shipment.
Usually we ship within 24 hours on all orders--
especially on orders to old friends and customers.
Sometimes, however, 1t 1s necessary to make new '
friends into old friends before we can give such
prompt service; and that 1s the purpose of this
letter.

The enclosed blank calls for answers to a
few questions which supply information to be
written on a new account card headed (write full
name of new customer here). Of course thls account
card will hasten shipment on all future orders.

In the meantime just write your name on the
enclosed postal card which reads "Please ship my

order of (date) c.0.d." and drop it into
the nearest mallbox. The goods will then be rushed
to you.

Sincerely yours,
THE CUSTOMER SERVICE COMPANY
By



N.C.A.T., 1941 Form Letter F

THE CUSTOMER SERVICE COMPANY
795 RAILROAD AVENUE
CHICAGO - - ILLINOIS

"Should auld acquaintance be forgot?"

Possibly you'll be surprised to get a
letter from the Credit Department when you owe
us no money at all; and we want you to be so
much surprised that you'll let this "auld
acquaintance" hear from you again. Of course,
the Sales Department would like an order; but
we are more Iinterested in knowing whether there
has been anything in the Credit Department's
policy that has caused you to be silent so long.

Your account always has been in excellent
condition and there must be some other reason for
your silence; but a word from you will confirm our
belief that our credit policies do lead to lasting
friendships.

Sincerely yours,
THE CUSTOMER SERVICE COMPANY

By

Credit Manager



NS G AP, 1941 Form Letter M

We know that you need the merchandise listed
on your order No. , and the major portion
of that order will be shipped .
Our invoice number 1is

Occasionally we find that our stock 1s short
on some iltem ordered. Rather than delay shipment
we place such 1tems on back-order. It has been
necessary to do this with the items listed below.

(Tabulate in columnar form)

Unless we hear from you again we shall ship
the missing items on or about .

Very truly yours,
THE CUSTOMER SERVICE COMPANY
By



N.C.A.T. 1941 Form Letter X

THE CUSTOMER SERVICE COMPANY
795 RAILROAD AVENUE
CHICAGO s = ILLINOIS

This morning we received your fountain pen
which we shall have repalred in accordance with

your letter dated unless we have
further instructions from you within a few days.

Ordinarily we would send the pen to you by
return mall; but our service department says that
the real cause of your difficulty lies in the fact

that the pen needs a new

Please give us your permission to put the pen
in first-class condition instead of merely install-
ing a new point.

Sincerely yours,
THE CUSTOMER SERVICE COMPANY

By



THE CUSTOMER SERVICE COMPANY

795 RAILROAD AVENUE
CHICAGO - - ILLINOIS

APPLICATION FOR CREDIT

Date
Name of Company
or Individual
Street City
State Phone

Line of business or profession

If incorporated, name of (1) President

(2) Treasurer

(3) Secretary

If partnership, name of partners

Location of home office

Bank reference

Business reference

Buslness reference

Remarks

Name of person taking application

Recelved at office Investigated

Disposition



Eight plain white sheets of typing paper
are furnished with each test.



Three yellow sheets of typing paper
are furnished with each test.
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(Sample for Student Use Only)
Cannot Be Mailed

BUSINESS REPLY CARD

NO POSTAGE STAMP NECESSARY IF MAILED IN THE UNITED STATES

PR RPOSTAGE WILL BE PAID BY

THE CUSTOMER SERVICE COMPANY
795 RAILROAD AVENUE
CHICAGO
ILLINOIS

AFTER FIVE DAYS RETURN TO
THE CUSTOMER SERVICE COMPANY

795 RAILROAD AVENUE
CHICAGO, ILLINOIS

FIRST CLASS FIRST CLASS
(Sec. 510, P.L&R) | | (Sec. 510, PL&R.)
Chicago, Il Chicago, Il
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2, Typewriting Test NOV A 1942
of the
Blackatone 3Stenographie Prcficioncy‘Taats*

The Blackstone Typewriting Test congists of a series
of tests designed to measure all the elements of typing
skill which are needed by & stenographer, There are four
alternative forms, Forms B, C, D, and E, It is customary
to administer these in the order named. The alternate forms
are provided so that the lesrner's proficiency may be measured
at frequent intervals without repetition of material.

One of the strong features of the Blackstone test is
the graphlic method that has been devised to keep & record of
the learner's score.</

The tests enable the administrator, whether superinten-
dent, principal, department head, or supervisor, to check up
the results being obtained in typewriting classes, to the
extent that where such results are unsatisfactory, investi-
gations leading to proper readjustments mey be made. The
tests do not indicate causes, but only conditions, In case
of unsatisfactory results, a diagnosis of ceuses must be

made before remedies may bde applied.28

*Blackstone Stenographic Profliciency Tests--Typewriting
Test, Forms B, C, D, and £, by E, G, Blackstone. PFublished
by the World Book Company, Yonkers-on-Hudson, New York.
Copyright 1923.

27. Book, W. F,, Learning to Typewrite, Gregg Publishing
Company: New ibrk, (i9§5] P §§9. <

28, Blackstone, E. G., Typewriting Test Manual, World
Book Company: New York, (1923) p 1. . s :
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The Blackstone tests consist of a carefully constructed
series of letters, one letter in each test, which are similer
in seven pecints:

1. Each contains epproximately the same number of words.

2. Eech contains approximetely the same number of letters.

3. Eech contains approximately the same number of e's,
t's, a's, etec., with the frequency of the letters of
the alphebet in conformity to the normal frequency as
determined by studies of cryptography.

L., Each contains approximately the same number of
letters to be struck with the right hand,

5. Each contains appreoximately the same number of
letters to be struck with the left hand.

6. Bach contains epproximetely the same number of
carriage returns and shift-key strokes.

7. Each has particulerly long or dirricgét words
in approximately the same positions.

This similarity might affect their difficulty. The
tests require slightly more than a thousand strokes of
typing. They give a combined measure of speed and accuracy.
Within the limited field of typing a business letter, these
tests appear to give rather satisfactory results. They do
not, however, test the pupil's ability to set up or to use
various forms of business letters, tabulation, or menuscript

writing.2Y

29, Blackstone, E. G., Typewriting Test Manual, World
Book Company: New York, (192§i P 2.

30. Skene, Btte C., "Diagnostic Testing and Remedial
Teaching Applied to Typewriting, Second Yearbook, Commercial
Education Association of New York City and viecinity, (1932)

p 70.
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In the standardization of the tests, the unit of measure-
ment, length of time, kind of material and probable error for
a score were determined as follows: T

The Unit of measurement.

After experimentation the stroke unit was adopted., A
stroke is defined as "any single movement in typing," and
includes the striking of any key, whether it be a letter,
figure, space bar, shift key, tasbulator key, or back spacer,
or the movement required to return the carriage to start a
new line. In order to strike certain letters more then one
stroke is requiréd. For instance, in order to write the first
capital letter of a new paragraph the following strokes are
required: (1) carriage return, (2) tabulator key, (3) shift
key, (4) letter key.

It was not maintained that a;l strokes are equal. In
fact, it has been proved experimentally that they are not
equal, either in the degree of difficulty required to reach
them or in the amount of time required. But strokes are the
most nearly equivalent units which it hs been possible to find.

Studies were made of the effects on speed and on accuracy
of long or short words, measuring the results in terms of
strokes. Seven articles were prepared, ranging in difficulty
from primer materizl which averaged about four strokes to the
word, through seventh and eighth grade reader material, and
then through legal and scientific material to a final one

31. Blackstone, E, G., Typewriting Test Manual, World
Book Company: New York, (1923) p 1.
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printed in Latin, with words which averaged more than seven
strokes per word. It was believed that such a study would
show what would be the effects on speed or accuracy of
variation in the difficulty of reading or spelling or in
degree of familierity with the wvocabulary used. The factors
of practice and of fatigue were avoided by having the material
scattered among the typists in accordance with a definite
schedule, so that practice and fatigue would be scattered
evenly among them. The results showed that only in the
primer materiel and in the Latin article was there any sig-
nificant variation. For the other five tests, ranging in
stroke length from an average of 4.6 in the easliest to 7.6

in the hardest, the variastion in median speed was less than
twelve strokes per minute and in accuracy less than four
errors per one thousand strokes. It was decided, therefore,
that so long as test material is nearly equivalent in average
number of strokes per word, there will be no great variation
in results.

Length of time.

Pupils were given tests of 1 minute, 2 minutes, 3, 4, 5,
et cetera minutes up to 10 minutes, and the results were
compared. It was found that the results for 3 minutes were
as regular as those for any longer period. The pupils who
ranked high in the longer tests regularly ranked in approxi-
mately the same position in the 3-minute tests. The average
letter typed by the stenographer probably does not require
more than 3 minutes, and it is eaaief to administer a 3-minute
test than a longer one, Therefore 3 minutes was selected as

the time requirement.
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Kind of material.

It was decided that since the ordinary business letter
probably constituted the greatest part of the stenographer's
work, a number of such letters should be analyzed and the
average number ot.strokes per word determined, The average
found was 5.6, Therefore the material used in the tests
was made to conform to the requirements of ordinary business
letter vocabulary, with a stroke average of 5.6.

The probable error of a score.

The probable error of a score determined by administer-
ing two forms of the test to the same groups of 105 pupils
was found to be 5.8 points.

The median deviation (sometimes called P.E.) of the
scores themselves of a group of pupils having had twenty
months of instruction was 17.6 points. It was seen, therefore,
that the probably error of a score was small in comparison
with the variability of the scores of a group of pupils.

The reliability coefficient of correlation between two
forms of the test averaged .93 for groups of pupils having
had twenty months of 1natruotion.32

The specific directions for the teacher to follow in
giving the tests are given in the manual. The main points
are given below:

Furnish each pupil with a copy of the test and with two
sheets of typewriting paper (one on which to take the test
and one for preliminary practice).

32, Blackstone, op. eit., p 2
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Teacher and pupils should read together the Directions
for Taking the Test on the second page of the test. Read
all the way through, and then have the pupils go back and
follow the directions step by step.

Do not urge the pupils to do their best or say anything
to them which may arouse a competitive or hurried attitude.
It is desired to measure only the normal rate and accuracy
of the pupil.

In timing be very accurate., When all are ready, say,
"Start." At the end of exactly 3 minutes say, "Stop."

Stop the typing on the exact second.

The directions for scoring the test are given on the
second page of the test. The pupils should be instructed to
follow them, step by step.

Provision is made for recording graphically the progress
made by an individual in speed, accuracy and score. This is
done on the Individual Progress Record on the first page of
the test folder. The results of ten tests by the individual
may be intered on & single Individual Progress Record. When
the pupil does not use the Individual Progress Record of the
test folder, the test folder may be used again.

Bach time & pupil is tested, there should be entered
in the table of the Individual Progress Record, the form used,
date of the test, number of months of instruction the pupil
has had at the time of the test, number of strokes per minute
made in the test, number of errors made, and the score obtained,

It is suggested that each pupil record his own progress,

or that this be done in each case by the pupil who scores
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the paper and checked by the pupil whose progress is thus
recorded. The pupil can see for himself just how he is
progressing.

The directions for recording the scores on the Individual
Progress Record are given on the second page of the test as
follows:

Plot the point in théngraph as follows:

1. Pind the point on the scale at the bottom of the
graph representing the number of strokes per minute
which is entered in the table.

2. Move the pencil vertically from this point until it
reaches the slanting line representing the number
of errors made.

3. Make a dot at this point and write a small figure 1
above it. The height of this dot, as measured by
the scale at the left of the graph, should correspond
with the score as entered in the table. (If more
than 12 errors are made, determine the height of the
dot by the amount of the score as calculated.)

L., When the second test is taken, the same data should
be entered in the table, a new point plotted in the
graph, and a small figure 2 placed above it.

5. Join points 1 and 2 by a straight line. This will
help to make the gain in score more vivid.

6. VWhen subsequent tests are taken, these should be
recorded in the same way and the new points joined
to the former ones to make a continuous line showing
the progress that has been msde from test to test.
The progress of the class as a whole in speed and
accuracy may be represented graphically on one of the Individ-
ual Progress Record sheets in exactly the same manner as in
the case of an individual, by plotting the median number of
gtrokes per minute and the median number of errors of the
class. If desired, a dot representing the class médians in

speed and accuracy may be placed on each Individual Progress
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Record, with which the record of the individual may be

comparet, The c¢lass record in this case should be entered

Zach form of the RBlackstons Typewriting Test, of Tour

of

rares, is put up in packames of twenty-five tests, with

Kanusl of Directions for one dollar net per package, A

specinen set is 10¢.



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS

By E. G. BracksronE, Detroit Teachers College, Detroit, Michigan
TYPEWRITING TEST: FORM B
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DirecTiONs FOR TARING THE TEST

1. If you have not taken the Blackstone Typewriting
Test before, write your name, date of birth, grade, etc., in
the spaces provided on the first page. (Use pen or pencil.)
Otherwise, make no marks on this folder, as it may be used
again.

2. Set the marginal stops at 5 and 75s.

Set the machine for double spacing.

Set the tabulator key at 10,

Practice for five minutes on matter other than this test.
Place regular typewriting paper in the machine.

Begin about an inch from the top of the page and leave
an inch margin at the left. (If you use an Elite typewriter,
leave an inch and a half margin at the left.)

8. Type the first four lines on page 4, supplying all the
information asked for except the blanks in the first line, which
will be filled in after the test has been completed.

9. Set the typewriter to begin the words “Dear Sir,” ex-
actly as shown on page 4. When above directions have
been carried out, leave page 4 in view and wait for the sig-
nal “Start” from the instructor. When this order is given,
type the letter. You will be given three minutes in which to
write. Try to write exactly as you would if you were copying
a daily exercise. You will not be expected to finish the letter,
Do not make any corrections. Stop instantly when the
signal “Stop” is given. You will be marked for both speed
and accuracy.

e e

DIRECTIONS FOR SCORING

1. Exchange papers.

2. To determine the number of strokes per minute, see
page 3, which contains the test you have just written, with
the strokes per minute under each word. On this page
find the last complete word which was written and under this
you will find the number of strokes per minute. For instance,
if the last word written was “expense” (the last word of
the first paragraph), the number of strokes per minute would
be 103. Disregard any unfinished words. If any words or
letters were repeated or omitted, the count of strokes per
minute must be corrected as follows : Add 1 stroke per minute
for each three strokes repeated in the three minutes, and
subtract 1 stroke per minute for each 3 strokes omitted in
the three minutes. Write the number of strokes per minute
so found after ““Strokes per minute” at the top of the sheet,

3. To determine the number of errors, draw a small circle
around every incorrect lefter, stroke, punctuation, spacing,
piling, etc. In determining what constitutes an error,

Typew.iting Test: B
use the International Contest Rules. In general, an error is
any stroke which is not like the copy, except that it is not
necessary to have the same number of words to the line. Be
sure to mark every incorrect letter. There may be more
than one error in one word; in fact, there may be as many
mistakes as there are strokes in the word. Write the num-
ber of strokes wrong after “Errors.”

4. The measures of speed and accuracy are combined in a
single score. Find the score for the paper as follows: Multi-
ply the number of strokes per minute by 10. Divide this
product by the number of errors plus 1o0. Thus,

Strokes per minute X 1o

Score =
Errors + 10

Write the score thus found after “Score” on the test paper.
5. Hand in the papers as the teacher directs.

DIRECTIONS FOR RECORDING SCORES ON THE
INDIVIDUAL PROGRESS RECORD

Record the results of the first test in the column under
“1st” in the table on the first page. Enter the form of the
test — whether A, B, C, D, or E; the date of the test; the
number of months of instruction completed; the number of
strokes per minute; the number of errors; and the score.

Next, plot a point in the graph below as follows :

1. Find the point on the scale at the bottom of the graph
representing the number of strokes per minute which is en-
tered in the table.

2. Move the pencil vertically from this point until it
reaches the slanting line representing the number of errors
made.

3. Make a dot at this point and write a small figure 1
above it. The height of this dot, as measured by the scale
at the left of the graph, should correspond with the score as
entered in the table. (If more than 12 errors are made, de-
termine the height of the dot by the amount of the score
as calculated.)

4. When the second test is taken, the same data should
be entered in the table, a new point plotted in the graph, and
a small figure 2 placed above it.

5. Join points 1 and 2 by a straight line. This will help
to make the gain in score more vivid.

6. When subsequent tests are taken, these should be re-
corded in the same way and the new points joined to the
former ones to make a continuous line showing the progress
that has been made from test to test.

[2]



Typewriting Test: B

Dear Sir:
2 4
We are very soary ﬁg learn of the sp01lage on cheese shlpped
14 15
under date of October 15. Goods of this nature are thoroughly
27 29 30 33 34 37 38 39 42

inspected on the day of shipment, and it is unfortunate that you
50 51 52 54 55 58 60 61 i) 67 68

did not report the matter when they came, as we should then have

70 71 73 75 iy 80 82 83 84 87 88 90
had the cheese returned at our expense.
91 23 95 98 99 100 103
No one realizes better than we do the annoyances resulting to
105 106 109 112 113 114 115 1u7 124 125
a concern like yours through the failure of good inspection. We
125 128 130 134 136 138 139 141 145 147
have very strict rules and the most careful supervision, but as
148 150 152 154 156 157 159 161 165 167 168

long as people are human, errors will occur. Your remlnder only
170 171 173 174 177 179 181 183 185

increases our determination to overcome the defect, however, for we

193 195 199 200 203 205 207 210 212 213
are very much troubled about it and we thank you for this new
214 216 217 220 222 223 225 226 228 229 230 232 233

incentive. We predict that it will be a long time before you are
237 241 243 244 246 247 248 249 251 253 254 256

annoyed in this way agaln
258 259 261 262

We are referring thls matter to our manager Mr. Carson, who
266 268 brh | 275 276 277 282 285

Wlll discuss it with you on his next visit, on Monday. In the
291 202 203 295 296 297 299 301 302 305 307 308

meanwhile, we trust that you will dispose of the goods qulckly,

312 313 315 316 318 319 322 323 324
and at the best p0351ble prlce, so as 1o keep the loss down to a
331 332 342 343 345 346 348 349 350 351
minimum.
354

Yours respectfully,
357 361

(31



Typewriting Test: B

Form B Strokes per minute....... Errors....... SCOTe.......
Name Age

Grade . Teacher Date

School City

Dear Sir:

We are very sorry to learn of the spoilage on cheese shipped
under date of October 15. Goods of this nature are thoroughly
inspected on the day of shipment, and it is unfortunate that you
did not report the matter when they came, as we should then have
had the cheese returned at our expense.

No one realizes better than we do the annoyances resulting to
8 concern like yours through the failure of good inspection. We
have very strict rules and the most careful supervision, but as
long as people are human, errors will occur. Your reﬁinder only
increases our determination to overcome the defect, however, for we
are very much troubled about it and we thank you for this new
incentive. We predict that it will be a long time before you are
annoyed in this way again.

We are referring this matter to our manager, Mr. Carson, who
will discuss it with you on his next visit, on Monday. In the
meanwhile, we trust that you will dispose of the goods quickly,
and at the best possible price, so as to keep the loss down to a
minimum.

Yours respectfully,

[4]



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS

By E. G. BracksroNg, Detroit Teachers College, Detroit, Michigan
TYPEWRITING TEST: FORM C
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Direcrions FOR TARING THE TEST

1. If you have not taken the Blackstone Typewriting
Test before, write your name, date of birth, grade, etc., in
the spaces provided on the first page. (Use pen or pencil.)
Otherwise, make no marks on this folder, as it may be used
again.

2. Set the marginal stops at 5 and 75.

Set the machine for double spacing.

Set the tabulator key at 10.

Practice for five minutes on matter other than this test.
Place regular typewriting paper in the machine.

Begin about an inch from the top of the page and leave
an mch margin at the left. (If you use an Elite typewriter,
leave an inch and a half margin at the left.)

8. Type the first four lines on page 4, supplying all the
information asked for except the blanks in the first line, which
will be filled in after the test has been completed.

9. Set the typewriter to begin the words “Dear Sir,” ex-
actly as shown on page 4. When above directions have
been carried out, leave page 4 in view and wait for the sig-
nal “Start” from the instructor. When this order is given,
type the letter. You will be given three minutes in which to
write. Try to write exactly as you would if you were copying
a daily exercise. You will not be expected to finish the letter.
Do not make any corrections. Stop instantly when the
signal “Stop” is given. You will be marked for both speed
and accuracy.

R - T R

DIRECTIONS FOR SCORING

1. Exchange papers.

2. To determine the number of strokes per minute, see
page 3, which contains the test you have just written, with
the strokes per minute under each word. On this page
ﬁnd the last complete word which was written and under this
you will find the number of strokes per minute. For instance,
if the last word written was “doing” (the last word of
the first paragraph), the number of strokes per minute would
be 78. Disregard any unfinished words. If any words or
letters were repeated or omitted, the count of strokes per
minute must be corrected as follows: Add 1 stroke per minute
for each three strokes repeated in the three minutes, and
subtract 1 stroke per minute for each 3 strokes omitted in
the three minutes. Write the number of strokes per minute
so found after “Strokes per minute” at the top of the sheet.

3. To determine the number of errors, draw a small circle
around every incorrect letter, stroke, punctuation, spacing,
piling, etc. In determining what constitutes an error,

Tyvewriting Test: C

use the International Contest Rules. In general, an error is
any stroke which is not like the copy, except that it is not
necessary to have the same number of words to the line. Be
sure to mark every incorrect letter. There may be more
than one error in one word; in fact, there may be as many
mistakes as there are strokes in the word. Write the num-
ber of strokes wrong after “ Errors.”

4. The measures of speed and accuracy are combined in a
single score. Find the score for the paper as follows : Multi-
ply the number of strokes per minute by 10. Divide this
product by the number of errors plus 10. Thus,

Strokes per minute X 10

Score =
Errors + 10

Write the score thus found after “Score” on the test paper.
5. Hand in the papers as the teacher directs.

DIRECTIONS FOR RECORDING SCORES ON THE
INDIVIDUAL PROGRESS RECORD

Record the results of the first test in the column under
“1st” in the table on the first page. Enter the form of the
test — whether A, B, C, D, or E; the date of the test; the
number of months of instruction completed; the number of
strokes per minute; the number of errors; and the score.

Next, plot a point in the graph below as follows :

1. Find the point on the scale at the bottom of the graph
representing the number of strokes per minute which is en-
tered in the table.

2. Move the pencil vertically from this point until it
reaches the slanting line representing the number of errors
made.

3. Make a dot at this point and write a small figure 1
above it. The height of this dot, as measured by the scale
at the left of the graph, should correspond with the score as
entered in the table. (If more than 12 errors are made, de-
termine the height of the dot by the amount of the score
as calculated.)

4. When the second test is taken, the same data should
be entered in the table, a new point plotted in the graph, and
a small figure 2 placed above it.

5. Join points 1 and 2 by a straight line.
to make the gain in score more vivid.

6. When subsequent tests are taken, these should be re-
corded in the same way and the new points joined to the
former ones to make a continuous line showing the progress
that has been made from test to test.

This will help



ear Sir:
2 4

Typewriting Test: C

To descrlbe the work of the Smlth Blble Instltute 1s very

10

leasant indeed, Qgr,

eard frequently of

11

strange to qay, many are 1ike you hav1ng
36 42

the 1nst1tute but hav1ng obtalned only dim

67

deas of the work it is doing.

69 70 72 73 74
It was founded
80 81
nd when he died in
101 103 104 105 106

ound schools where
123 126 128

hurches might come
145 147 149

n the Bible and in

75 78
in 1886 by the world-evangelist, H. L. Smith,
85 86 87 89 a1 95 96 a7 100
1889, it was given his name. He wished to

108 109 111 113 114 116 118 120 121

the men and women from all nations and all
129 131 132 134 136 137 140 141 142

for a time, free of any charge,
150 151 153 155 156 157 160

methods of Christian work.

for instruction
161 165

It has been kept up

36 167 170 171 172 183 184 186

n that ba51s the expenses hav1ng always been met by the many gifts

175 176 179 181

0 191 195 208 210 212
f God's own people.
13 215 217 219
In all the years of its life, over 13, OOO people have received
221 226 227 228 230 236 241
ralnlng here and 11,000 have been enrolle& in one or more of its
246 247 249 251 253 257 258 259 261 262 263
yten31on courses. Many of them now fill places as pastors, as
269 272 273 274 276 277 280 281 253 285
eachers, as mission workers, and as missionaries. The requests for
288 289 292 205 * 206 297 302 304 307 308
ur trained workers continue to be greater than we can hope to
312 315 318 319 320 322 324 3256 326 328
upply.
322

We are always glad to answer any of your questions.
333 335 337 339 340 342 343 344 346 350

Yours sincerely,
352 356

[3]



Form C Strokes per minufbe....... BYPOT8 000 ik SEOTe aa s
Name Age

Grade Teacher . Date

School City

Dear Sir:

To describe the work of the Smith Bible Institute is very
pleasant indeed, for, strange to say, many are like you, having
heard frequently of the institute but having obtained only dim
ideas of the work it is doing.

It was founded in 1886 by the world-evangelist, H. L. Smith,
and when he died in 1889, it was given his name. He wished to
found schools where the men and woﬁen from all nations and all
churches might come for a time, free of any charge, for instruction
in the Bible and in methods of Christian work. It has been kept up
on that basis, %he expenses having always been me t by the many gifts
of God's own people.

In all the years of its life, over 13,000 people have received
training here and 11,000 have been enrolled in one or more of its
extension courses. Many of them now fill places as pastors, as
teachers, as mission workers, and as missionaries. The requests for
our trained workers continue to be greater than we can hope to
supply.

We are always glad to answer any of your questions.

Yours sincerely,

[4]



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS

By E. G. BrackstoNE, Detroit Teachers College, Detroit, Michigan
TYPEWRITING TEST: FORM D
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DirecTIONS FOR TaAkING THE TEST

1. If you have not taken the Blackstone Typewriting
Test before, write your name, date of birth, grade, etc., in
the spaces provided on the first page. (Use pen or pencil.)
Otherwise, make no marks on this folder, as it may be used
again.

2. Set the marginal stops at 5 and 73,

Set the machine for double spacing.

Set the tabulator key at 1o0.

Practice for five minutes on matter other than this test.
Place regular typewriting paper in the machine.

. Begin about an inch from the top of the page and leave
an inch margin at the left. (If you use an Elite typewriter,
leave an inch and a half margin at the left.)

8. Type the first four lines on page 4, supplying all the
information asked for except the blanks in the first line, which
will be filled in after the test has been completed.

9. Set the typewriter to begin the words “ Dear Sir,” ex-
actly as shown on page 4. When above directions have
been carried out, leave page 4 in view and wait for the sig-
nal “Start” from the instructor. When this order is given,
type the letter. You will be given three minutes in which to
write. Try to write exactly as you would if you were copying
a daily exercise. You will not be expected to finish the letter.
Do not make any corrections. Stop instantly when the
signal “Stop” is given. You.will be marked for both speed
and accuracy.

Eo il

DIRECTIONS FOR SCORING

1. Exchange papers.

2. To determine the number of strokes per minute, see
page 3, which contains the test you have just written, with
the strokes per minute under each word. On this page
find the last complete word which was written and under this
you will find the number of strokes per minute. For instance,
if the last word written was ‘“alone” (the last word of
the first paragraph), the number of strokes per minute would
be 124. Disregard any unfinished words. If any words or
letters were repeated or omitted, the count of strokes per
minute must be corrected as follows: Add 1 stroke per minute
for each three strokes repeated in the three minutes, and
subtract 1 stroke per minute for each 3 strokes omitted in
the three minutes. Write the number of strokes per minute
so found after “Strokes per minute” at the top of the sheet.

3. To determine the number of errors, draw a small circle
around every incorrect lefter, stroke, punctuation, spacing,
piling, etc. In determining what constitutes an error,

Typewriting Test ;

use the International Contest Rules. In general, an error
any stroke which is not like the copy, except that it is n
necessary to have the same number of words to the line.
sure to mark every incorrect letter. There may be mc
than one error in one word; in fact, there may be as ma
mistakes as there are strokes in the word. Write the nu
ber of strokes wrong after “ Errors.”

4. The measures of speed and accuracy are combined ir
single score. Find the score for the paper as follows: Mul
ply the number of strokes per minute by 1o. Divide tt
product by the number of errors plus 10. Thus,

Strokes per minute X 10

Score =
Errors + 10

Write the score thus found after “Score” on the test pape
5. Hand in the papers as the teacher directs.

DirECTIONS FOR RECORDING SCORES ON THE
InpIviDUAL PROGRESS RECORD

Record the results of the first test in the column und
“1st” in the table on the first page. Enter the form of tl
test — whether A, B, C, D, or E; the date of the test; t
number of months of instruction completed; the number
strokes per minute; the number of errors; and the score.

Next, plot a point in the graph below as follows:

1. Find the point on the scale at the bottom of the gray
representing the number of strokes per minute which is e
tered in the table.

2. Move the pencil vertically from this point until
reaches the slanting line representing the number of erro
made.

3. Make a dot at this point and write a small figure
above it. The height of this dot, as measured by the sca
at the left of the graph, should correspond with the score :
entered in the table. (If more than 12 errors are made, d
termine the height of the dot by the amount of the sco
as calculated.)

4. When the second test is taken, the same data shoul
be entered in the table, a new point plotted in the graph, an
a small figure 2 placed above it.

5. Join points 1 and 2 by a straight line.
to make the gain in score more vivid.

6. When subsequent tests are taken, these should be r
corded in the same way and the new points joined to tt
former ones to make a continuous line showing the progre
that has been made from test to test.

This will hel

[2]



D S . Typewriting Test: D
ear 1.X=
2 4

Do you reallze tﬁat speech bears somewhat the same relatlon to

the mind that hammer snd saw bear to the Parpenter° It is the
27 29 30 33 34 35 37 38 39 45 46 47

mind's most ueeful tool. It is the means by which the mind's
50 52 56 a8 59 60 63 63 66 69

produets are carried, and it is essential also to the creation of

76 78 79 80 83 85 86 87 90 91
such products and to their colleetlon and classification. Thought
93 96 o7 98 100 105 110 113

probably does not exist alone.
116 118 119 121 124

So it is that if you deprlve a child of speech you deprlve him

125 126 127 129 130 131 136 137 138 140 141 145
at the same time of his best means for mental grow1ng. and it also
146 148 149 151 152 153 155 157 158 161 165 166 168

follows that 1f you train and perfect his speech you must very much

170 172 173 174 177 178 182 184 185 187 188 190
aid his brain power. In a normal chlld men tal growth and speech
192 193 195 199 200 202 209 210 212
growth are thought to §o on at the same time. One cannot be said to |
215 216 219 222 223 224 226 228 230 232 233 235 236 |
precede the other. The child thinks and speaks.
238 240 242 246 248 250 252

If he does not talk when thlnklng, we 1mmed1ately Suspect that

254 255 257 258 260 261
something is wrong with his speaking organism, and if he also fails J

277 279 280 282 283 286 ‘ 200 291 292 203 295 207

to make use of other forms of expression, such as gesture and
298 299 am 302 304 306 307 311 312 313 316 a7

pantomime, we even doubt his ablllty to think. A child's capacity
337 340

321 322 324 326 327 331 333 334

for education depends upon his desire for education.
342 345 351 353 354 358

Yours truly,
361

[3]
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Typewriting Test: D

Form D Strokes per minute....... BEYOTS: : #5000 T85 00 e
Name Age

Grade Teacher ; Date

School City

Dear Sir:

Do you realize that speech bears somewhat the same relation to
the mind that hammer and saw bear to the carpenter? It 1s the
mind's most useful tool. It is the means by which the mind's
products are carried, and it is essential also to the creation of
such products and to their collecticn and classification. Thought
probably does not exist alone.

So it is sthat if you deprive a child of speech you deprive him
at the same time of his best means for mental growing, and it also
follows that if you train and perfect his speech you must very much
aid his brain power. In a normal child mental growth and speech
growth are thought to go on at the same time. One cannot be said to
precede the other. The child thinks and speaks.

If he does not talk when thinking, we immediately suspect that
something is wrong with his speaking organism, and if he also fails
to make use of other forms of expression, such as gesture and
pantomime, we even doubt his ability to think. A child's capacity
for education depends upon his desire for education.

Yours truly,

[4]
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DirEctioNs FOR TAgING THE TEST

1. If you have not taken the Blackstone Typewriting
Test before, write your name, date of birth, grade, etc., in
the spaces provided on the first page. (Use pen or pencil.)
Otherwise, make no marks on this folder, as it may be used
again. :

2. Set the marginal stops at 5 and 75.

Set the machine for double spacing.

Set the tabulator key at 1o.

Practice for five minutes on matter other than this test.
Place regular typewriting paper in the machine.

. Begin about an inch from the top of the page and leave
an inch margin at the left. (If you use an Elite typewriter,
leave an inch and a half margin at the left.)

8. Type the first four lines on page 4, supplying all the
information asked for except the blanks in the first line, which
will be filled in after the test has been completed.

9. Set the typewriter to begin the words “Dear Sir,” ex-
actly as shown on page 4. When above directions have
been carried out, leave page 4 in view and wait for the sig-
nal “Start” from the instructor. When this order is given,
type the letter. You will be given three minutes in which to
write. Try to write exactly as you would if you were copying
a daily exercise. You will not be expected to finish the letter.
Do not make any corrections. Stop instantly when the
signal “Stop” is given. You will be marked for both speed
and accuracy.

o Outh o

DIRECTIONS FOR SCORING

1. Exchange papers.

2. To determine the number of strokes per minute, see
page 3, which contains the test you have just written, with
the strokes per minute under each word. On this page
find the last complete word which was written and under this
you will find the number of strokes per minute. For instance,
if the last word written was “year” (the last word of the
second paragraph), the number of strokes per minute would
be 156. Disregard any unfinished words. If any words or
letters were repeated or omitted, the count of strokes per
minute must be corrected as follows : Add r stroke per minute
for each three strokes repeated in the three minutes, and
subtract 1 stroke per minute for each 3 strokes omitted in
the three minutes. Write the number of strokes per minute
so found after “Strokes per minute” at the top of the sheet.

3. To determine the number of errors, draw a small circle
around every incorrect lelter, stroke, punctuation, spacing,
piling, etc. In determining what constitutes an error,

Typewriting Test* E
use the International Contest Rules. In general, an error is
any stroke which is not like the copy, except that it is not
necessary to have the same number of words to the line. Be
sure to mark every incorrect letter. There may be more
than one error in one word; in fact, there may be as many
mistakes as there are strokes in the word. Write the num-
ber of strokes wrong after “Errors.”

4. The measures of speed and accuracy are combined in a
single score. Find the score for the paper as follows: Multi-
ply the number of strokes per minute by ro. Divide this
product by the number of errors plus 10. Thus,

Strokes per minute X 10

Score =
Errors + 10

Write the score thus found after “Score” on the test paper.
5. Hand in the papers as the teacher directs.

DIrECTIONS FOR RECORDING SCORES ON THE
INDIVIDUAL PROGRESS RECORD

Record the results of the first test in the column under
“Ist” in the table on the first page. Enter the form of the
test — whether A, B, C, D, or E; the date of the test; the
number of months of instruction completed; the number of
strokes per minute; the number of errors; and the score.

Next, plot a point in the graph below as follows :

1. Find the point on the scale at the bottom of the graph
representing the number of strokes per minute which is en-
tered in the table.

2. Move the pencil vertically from this point until it
reaches the slanting line representing the number of errors
made.

3. Make a dot at this point and write a small figure 1
above it. The height of this dot, as measured by the scale
at the left of the graph, should correspond with the score as
entered in the table. (If more than 12 errors are made, de-
termine the height of the dot by the amount of the score
as calculated.)

4. When the second test is taken, the same data should
be entered in the table, a new point plotted in the graph, and
a small figure 2 placed above it.

5. Join points 1 and 2 by a straight line.
to make the gain in score more vivid.

6. When subsequent tests are taken, these should be re-
corded in the same way and the new points joined to the
former ones to make a continuous line showing the progress
that has been made from test to test.

This will help

[2]



Typewriting Test: E

Mr. Retailer: *
1 5

Why lS 1t that you——the retaller——are compelled to lose

25

more good hard currenoy through bad accounts than any other man in
26 28 30 40 43 45 46 47

business?
&1

Every month you have to oharge up to bad debts a score of

58 50 67 68 70 71
accounts that dead-beats refuse to pay Mrs. Johnson puts you off;
74 75 it 79 81 82 86 89 91 94

Mrs. Thompson tells you to wait, and so it goes on--season
96 101 103 104 106 107 108 109 111 112 114

following seaeon. You could almost furnish a new store with the

118 122 124 126 129 130 131 133 135 136
money lost by local retailers through bad debts in a year.
140 141 143 146 149 152 153 154 156

Now suppose we should tell you how to stop this; suppose we
160 161 164 165 167 168 169 171 173 175 176

should tell you of a 51mple oolleotlon scheme used by one retailer
179 180 182 183 184 192 193 194 196 199

down in Illinois by which he was able to make no less than thirty
200 201 205 206 208 209 210 212 213 214 215 217 219 221

of the hardest and slowest of his customers pay up, cent for eent,

222 223 226 227 230 231 232 240 241 243
all of the hundreds and hundreds of dollars they owed him. Wouldn't
245 246 247 250 251 254 255 260 261 263 267

you Jump at the chance to get it?
271 272 275 276 277 278

Now, then, in the book deecrlbed by the circular inclosed, you
281 283

254 285 287 291 293 266 299
oan get this very collection system; the simplest, most successful
303 305 306 310 313 314 317 319 323
assistance of an old experlenoed collector; a system that you can
326 327 328 330 337 . 342 343 345

operate w1thoui help:.

352

Yours very truly,
357 358

[3]




Typewriting Test : |

Form E Strokes per minute.......Errors....... DCOTB . v i
Name ; Age

Grade Teacher Date

' School City

Mr. Retailer:

Why is it that you--the retailer--are compelled to lose
more good hard currency through bad accounts than any other man in
5usiness?

Every month you have to charge up to bad debts a score of
accounts that dead-beats refuse to pay. Mrs. Johnson puts you off;
Mrs. Thompson tells you to wait, and so it goes on--season
following season. You could almost furnish a new store with the
money lost by local retailers through bad debts in a year.

Now suppose we should tell you how to stop this; suppose we
should tell you of a simple cellection scheme used by one retailer
down in Illinois by which he was able to make no less than thirty
of the hardest and slowest of his customers pay up, cent for cent, <
all of the hundreds and hundreds of dollars they owed him. Wouldn't
you jump at the cﬁgnce to get 1it?

Now, then, in the book described by the ecircular inclosed, you
can get this very collection system; the simplest, most successful
assistance of an o0ld experienced collector; a system that you can

operate without help.

Yours very truly,

[4]
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3. Kauzer Typewriting Test*

The Kauzer Typewriting Test is listed as & survey
test., It is the result of more than ten years of experi-
mentation in test construction in connection with the Kansas
State Scholarship Contests and the Nation-Wide Every Pupil
Scholarship Testa.33

The test is a battery of tests intended for use as
follows: Test I, Form A, is to be given at the end of one-
half year's instruction; Test I, Form B, is to be given at
the end of one year's instruction; and Test II, is to be
given at the end of two year's instruction. However, Part I
of Form A and Part I of Form B, Test I, may be used inter-
changeably, as they are equated in difficulty.

The tésta are designed to test the student's ability for
speed and accurecy in typing; ability to fellow instructions,
and placement and tabuletion ability.

The tests are constructed and furnished with tables
of percentile norms so that it is possible to note the
student's improvement on each part and on the whole test.

For Form A, which is to be given at mid-term of the
first year, the norms are based on 3,548 cases. The norms

are based on 3,386 cases for Form B, which is to be given at

*Kauzer Typewriting Test, by Adelaide Kauzer and
H, E. Schrammel. Published by the Buresu of Educational
?eaauﬁements, Kansas State Teachers College, Emporia, Kansas,
1934). :

33. Kauzer, Adelaide and H, E. Schrammel, Xauzer Type-
writing Test Manual, (1934)
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the end of the first year. TForm A of Test II, which is to
be given at the end of the second year has 1,045 cases for
the basis of it's norms. The reliability and validity are
not indicated.’*

Test I, Form A, consists of two parts, Part I and Part
II. Part I is a straight-copy timed test, (ten minutes).

It is to be graded for accuracy and speed, in accordance with
the International Typewriting Contest Rules.

For the accuracy grade, all the errors on the copy
written in ten minutes are to be multiplied by three and
subtracted from 100. Example: Errors 8. Multiply: 8 x 3= 24.
100 —24 = 76 or Accuracy Grade. No credit is given for
accuracy grade unless 12 net words per minute has been attained
by the studant.35

For the speed grade, fifty strokes for each error are
deducted from the total strokes and the remainder is divided
by 10, (10 min.). The result is compered with a stroke chart
printed on the last page of the test blenk, for determining
the grade. The accuracy and speed grade are added together
to get the score on Part I. The possible score is 200.36

Fart II of TForm A is a paragraph writing test. The
testee is to produce as many accurate copies, or copies
with not more than one error, as he can in the time given.
The time for this part is also 10 minutes. No erasures are

allowed, and only complete copies are graded.

34. Kauzer, Adelaide, H. E. Schrammel, Kauzer Typewriting Test
Manual, (1934)

35. Ibid.
36. Ibid.
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The test is graded strictly in accordance with Inter-
national Contest Rules. The possible score is 100. When the
paragraph is written twice without error, it merits the
possible score of 100. The paragraph written once without
error rates a score of 85; written with one error, 80.

When a second complete copy is written with one error, five
points are added to the acore.37
The final possible score on the complete test is 100,

This is determined by adding the totals for Perts I end II
and dividing by 3.

Test I, Form B, consists of two parts, Part I and Part II.
Part I is a straight-copy 15 minute timed test. The same
method is used for scoring and computing the accuracy score
as was used for Part I of Form A of Test I, except that no
credit is given for the accuracy grade unless 20 net words
per minute has been attained by the student.

The same method is used for scoring and computing the
speed score as was used for Part I of Form A of Test I,
except that the total net strokes are divided by 15 (15 min.).

Pert II of Test I, Form B, is a paragraph writing test.

It is to be centered on a full-sized sheet of paper, and is

to be double-spaced. The right- and left-hand margins and

top and bottom margins are to be even. The margins are to be
considered correct if they do not miss being even by more
three single spaces. The paragraph should be as long as it is
wide or a little (not over 134") longer than it is wide.

37. Kauzer, op. cit.
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It must not be wider than it is long. The testee is to turn
in one of two attempts. The time allowed is fifteen minutes.
In computing the score for Part II, Test I, Form B,

50 points are allowed for correct placement; if the top and
bottom margins are not even, 20 points are deducted; if the
right and left-hand margins are not even, 20 points are to
be deducted. Fifty points ere allowed if the paragraph is
accurately written--twenty points are to be deducted for each
typewriting error up to and including two (2). The total
possible score is 100 points.38
For the score on the complete test, the totels for
Parts I and II are added and divided by 3. Final possible
score is 100.
Test II, Form A, consists of two parts. Pert I being
the straight-copy 15 minute timed test. Part II is a problem
in tabulation., The same method is used for scoring and comput-
ing the speed and accuracy score as is used in the previous
streight-copying tests, except no credit is given for accuracy
grade unless 35 net words per minute has been attained by the
student. It being a fifteen minute test, the total net strokes
are divided by fifteen in order to determine the speed grade.
Part 1II, the tabulation problem is to be arranged in
columns. There is no set spacing between the columns as long
as margins of at least one inch on the right and left are main-
tained. Variations of more than one-helf inch on the right

and left, and over one inch on the top and bottom margins are

38. Kauzer, op. cit.
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to be considered as one error each, No credit is given for
incomplete copies. If the title misses being centered on the
page more than 5 spaces, it is to be counted as an error.
Fifteen points are to be deducted for each error, whether
it be placing or typewriting. For the copy accurastely placed
and written a score of 100 is given.

Tor the score on the complete test, the totals for
Parts I and II ere added and divided by three. The final
possible score is 100 on the complete test.

Directions for Giving and Scoring the Test

All necessary directions for giving the tests are
printed on the test blanks,

The class should be allowed about five to ten minutes
for warming up on other material before distributing the
test blanks, After the test blanks have been distributed,
the students are directed to read the instructions carefully.
When this has been accomplished, the signel is given to begin.
The amount of time specified for each part is to be allowed
exactly. All papers are to be collected promptly at the close
of the time for the last part.39

The directions for scoring and computing the scores are
on the last page of the test blank. All material should be
graded according to the International Contest Rules. The
percentile norms are furnished in table form in the manual
which accompanies the tests, so that the student and class

percentile scores may be interpreted by use of the tﬂblea.ho

39- Ibid-
40. Ibid.
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Cost

The Kauzer Typewriting Tests, in small quantities sell

at 24¢ per copy, or two dollasrs (%2.00) per hundred copies.hl

41, Schrammel, H, E., Prices quoted in letter, March 1942,



TEST 1 Published by
FORM A Bureau of Educational Measurements

Kansas State Teachers College, Emporia
KAUZER TYPEWRITING TEST

By Adelaide Kauzer, Kansas State Teachers College
Emporia, Kansas

DIRECTIONS: All material in this test will be graded according to Inter-
national Contest Rules. Five (5) minutes are allowed at the beginning of the
test for warming up on some practice material. Write as accurately as you
can; erasures will count as errors.

PART I
DIRECTIONS: Write from the following copy for exactly ten (10) minutes.

Return to the beginning if you complete the copy in less than ten minutes.

There is no part of farming which I can think of that
the boy enjoys more than the making of maple sugar; it
is better than riding and nearly as good as fishing. One
reason why he likes this work is that somebody else does
the most of it. It is the kind of work in which he can
appear to be very helpful and yet not do much.

In my day, sugar-making used to be something half-
way between picnicking and being ship-wrecked on an
island, where one had saved from the wreck several tubs
and augers, and great kettles, and pork, and eggs, and
good home-made bread, and could begin at once to lead
the most pleasing life in the world.

I am told that it is somewhat different now—that there is
more desire to collect the sap and make good sugar, and to
hold it for a high price than there used to be, and that
the old fun and pleasure of the business are almost gone.
I am informed that now the people carefully collect the
sap and take it to the house where there are arches over
which it is evaporated in large pans, and that care is
taken to keep the leaves and foreign matter out of it, and
that the sugar is made clean; in short, that it is a money-
making business in which there is much work and very
little fun. I am also told that the boy is not so important
any more and that he is not allowed the pleasure of put-
ting his paddle into the boiling sugar and licking off the
syrup. This may improve the sugar, but it is very hard on
the boy.

54
109
167
224
280
326
375
427
483
538
592
628
687
746
803
862
918
975
1030
1089
1148
1201
1262
1317
1376
1435
1443



As I remember the Vermont boy, and I knew him very
well, he used to be on the lookout every spring for the
sap to begin running, and I think that he found it as
soon as it began. Perhaps he knew it by a feeling of
some kind starting in his own body—a kind of feeling
in his legs and arms which made him want to stand on
his head or do a handspring, if he could find a place on
the ground where the snow had gone. Spring appears
early in the legs of a country boy and shows itself in an
uneasiness in the toes, which get tired of boots and want
to come out and touch the ground just as soon as the
sun has warmed it a little. The country boy goes bare-
foot just as naturally as the buds, which were varnished
over in the fall to keep the water out, come out on the
trees. Perhaps the boy has been out digging into the trees
with his kanife, but at any rate, he is pretty sure to tell of
his find when he comes running into the house in a great
state of excitement with *Sap’s running.”

And then, indeed, the good time begins. The buckets
which had been put into the garret over the house, and
which the boy had climbed up to look at now and then
with another boy, for they were full of sweet remains
of the annual spring event, are brought down and set
out on the south side of the house to be scalded. The
snow is still a foot or two deep in the woods, and the
sled is brought out to make the road to the camp where
the work begins. The boy is ever present, helping with
everything, asking questions, and is filled with a desire to
help keep up the excitement.

At last the great day comes when the cart and the boy
and the other workers start into the woods. The sun
shines into the trees, for there are no leaves to keep it
out; the snow is soft and is beginning to settle down,
leaving the young bushes sticking up everywhere. It is
spring and the boy is happy that his out-door life is about
to begin once more. In the first place, the men go about

1494
1550
1604
1658
1712
1785
1822
1874
1932
1990
2043
2097
2154
2210
2270
2332
2389
2430
2483
2538
2591
2645
2698
2753
2808
2863
2919
2980
3008
3062
3115
3173
3228
3284
3344
3402



tapping the trees, driving in the spouts, and putting the
buckets under. The boy watches all this with the greatest
interest. He wishes that some time when a hole is made
in a tree the sap would flow out, but it never does. If the
weather is warm, it may drop rapidly; but sometimes it is
so cold that very little runs for two or three days at a
time. The boy learns that the really good things of the
world have to be waited for. Sap runs best during the day
and the men are very busy emptying the buckets into
batrels on sleds and taking the sap to the camp or place
where it is to be boiled down.

The camp has been cleared of snow and the one little
house has been recovered with boughs. In front of it two
great logs have been placed nearly together and a fire is
made between them. Two forked sticks are set at each end
and a long pole is laid on them. On this are hung the
kettles which have been turned right side up and cleaned
out to receive the sap that is gathered. And now if the
run has been good, the people are prepared to go to work.
To watch the big fires gives the boy much pleasure. He
is always ready to bring more fuel.

PART II

DIRECTIONS: Produce as many accurate copies, or copies with not more
than one error, as you can in the time given. Only complete copies will be
graded. No erasures are allowed. You will have ten (10) minutes for this part.

There is an honor in business that is the fine gold of
it; that reckons with every man justly; that loves light;
that regards kindness and fairness more highly than goods
or prices or profits. It becomes a man more than his fur-
nishings or his house. It speaks for him in the heart of
everyone. His friendships are serene and secure. His
strength is like a young tree by a river.
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DIRECTIONS FOR SCORING
Grade all copy written by the student strictly in accordance with Inter-
national Typewriting Contest Rules. It is suggested that the examiner first
grade Part I for all the tests and then Part IT.

PART I
Possible score 200

For accuracy grade, multiply the errors on the copy written in ten minutes
by three (3) and subtract from 100. Example: Errors 8. Multiply: 8x3=24.
100—24="T6 or Accuracy Grade. No credit given for accuracy grade unless
12 net words per minute has been attained by the student.

For speed grade, deduct from the total strokes written, fifty (50) strokes
for each error, divide by 10, and then grade as follows:

Strokes Grade Strokes Grade
225 or more 100 155 86
220 99 150 85
215 98 145 84
210 97 140 83
205 96 135 82
200 95 130 81
195 94 125 80
190 93 115 79
185 92 105 8
180 91 95 Kk
175 920 85 76
170 89 5 5
165 88 Below 5 0
160 87

Example: Total strokes written 1,450, Errors 5.
1450
— 250

1200 Divided by 10 equals 120, or a grade of 79.
Add Accuracy Grade to Speed Grade to get score on Part 1.

PART II
Paragraph Writing.
Possible score 100
Grade only complete copies of the paragraph. No credit is to be given for
an incomplete paragraph. Grade strictly in accordance with International
Contest Rules.
Written twice without error—100. Written once without error—=85. Written
with one error—80. No credit for more than one error. Add 5 to the score
for a second complete copy with 1 error.

FINAL SCORE
Final Possible Score 100
For the score on the complete test, add the totals for Parts I and II and
divide by 3.
Example:
Score for Part I .... 167
Score for Part I1 .. 80

Total ... 247
247+3=82 final score.



TEST II Published by
FORM A Bureau of Educational Measurements
Kansas State Teachers College, Emporia

KAUZER TYPEWRITING TEST
By Adelaide Kauzer, Kansas State Teachers College
Emporia, Kansas

DIRECTIONS: All material in this test will be graded according to Inter-
national Contest Rules. Five (5) minutes are allowed at the beginning of the
test for warming up on some practice material. Write as accurately as you
can. No erasures are allowed.

PART I

DIRECTIONS: Write from the following copy for exactly fifteen (15) min-
utes. Return to the beginning if completed in less than fifteen minutes.

Besides the various kinds of bread, there are many other
preparations of corn which are nutritious and pleasing to
the taste. Hominy is made by placing the corn in a com-
mon stone mill and cracking the kernel into a few coarse
pieces. When thoroughly cooked, and served with milk
or butter and sugar, this is a very palatable dish. This was
the Indians’ method of preparing corn, and was un-
doubtedly learned from them. Hasty pudding, or mush,
is made by stirring corn meal into boiling water until the
mixture is of the proper thickness, and then letting it
thoroughly cook. Mush and milk was a staple article of
food with the early settlers, as it was cheap, easily pre-
pared and very nutritive. Hulled corn is prepared by soak-
ing the kernel in strong lye, which loosens the outside
skin, or hull, and enables it to be removed. The corn is
then cleansed of the lye and cooked whole.

Besides these older and more common preparations of
corn, there are many others of more recent date, and the
results of patent processes of manufacture. Corn starch is
the most important of these preparations. The starch is
made by soaking the corn in weak lye, then crushing the
kernel and washing the mass freely with cold water. The
starch is washed out from the other substances. The liquid
is then run to large tanks, where it is allowed to settle and
the starch finds its way to the bottom. After repeated
washings to remove all impurities, the starch is taken from
the tanks and dried. When dry it is of a pure white color
and resembles wheat flour quite closely in appearance.

Corn starch is used in the arts for stiffening and finish-
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ing cloth, and sizing paper, and for laundry purposes; it
also is an important article of food, and enters largely into
the preparations of puddings and many other similar
dishes. It is exported in large quantities to the countries
of Europe, and its manufacture forms a profitable and
important industry.

Glucose, or corn syrup, is another article of commerce
whose manufacture consumes a large quantity of corn
each year. Glucose is made by boiling the starch in water
which contains one per cent of sulphuric acid. By this
process the starch is changed to sugar and the syrup, or
glucose, is recovered in much the same manner as in the
manufacture of sugar from other sources. It is sometimes
flavored with a low grade of cane molasses and sold as an
inferior syrup. It is extensively used in canning fruits,
making fruit syrups and frequently to increase the amount
of alcohol in wines. As it is cheaper than any usable grade
of molasses that can be made at a sugar factory, it finds
a ready sale for many purposes for which sugar would
otherwise become necessary.

In addition to the common corn of commerce, which
is put to such a variety of uses, there are a few special
varieties which have become important factors in the food
supply of the country. Chief among these are the many
varieties of sweet corn, so extensively raised to eat green.
Canning of this corn has become an important business,
and through this process the people of the entire country
may be served with green corn the year around if they
wish to buy it. Pop corn is considered a luxury, but enough
of it is sold every year to make several large fortunes, and
it yields the best profit to the farmer of any crop he can
raise, if he is successful. There are so many liabilities to
failure, however, that but few make a business of grow-
ing it.

In many localities where other fuel is scarce, cobs are
used for this purpose, and where dairying is carried on
to any extent large crops of forage corn are raised for the
stock. This crop is planted late in the season and reaches
the best stage for fodder just when the dry weather causes
the grass in the pastures to become short. Corn stalks are
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now becoming quite valuable in the manufacture of cel-
lulose, a substance used largely in the manufacture of
paper, and in some localities in Iowa and Illinois the
farmers are deriving a good revenue from the sale of
" corn stalks for this purpose.

A few years ago our Ambassador to Germany tried a
novel experiment which had for its purpose the extend-
ing the use of corn as an article of food in that and other
European countries. He sent to the United States and se-
~ cured several of the most skillful cooks. Then he gave a
great dinner, to which he invited the leading statesmen,
diplomats and nobility. At this dinner corn was served in
all the different ways which the skill of the cooks could
devise. As a social event, the dinner was a great success,
but statistics do not show that it succeeded in increasing
the use of corn as an article of food in the German Em-
pire. Still, foreign demands for American corn are grad-
ually on the increase. The kernel contains nearly all the
elements most essential in building up animal tissue; it is
therefore well adapted to sustain life and produce growth.

PART II

DIRECTIONS: Under the title “Colleges of Kansas and Their Location,”
type the following in tabulated form, well arranged with even margins at the
right and left and at the top and bottom of the page. There must be no eras-
ures. You are allowed fifteen minutes.

State University, Lawrence; State Teachers College, Em-
poria; State Teachers College, Pittsburg; Fort Hays Kan-
sas State College, Hays; Kansas State College of Agricul-
ture and Applied Science, Manhattan; Baker University,
Baldwin; Bethany College, Lindsborg; Bethel College,
Newton; College of Emporia, Emporia; Friends Univer-
sity, Wichita; Kansas Wesleyan University, Salina; Mary-
mount College, Salina; McPherson College, McPherson;
Ottawa University, Ottawa; Southwestern College, Win-
field; Sterling College, Sterling; St. Benedict’s College,
Atchison; The Municipal University of Wichita, Wichita;
Washburn College, Topeka.

Note—When one name is unusually long, rather than spoil the appearance of
the whole page, type it on two lines.
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DIRECTIONS FOR SCORING

Grade all copy written by the student strictly in accordance with Inter-
national Typewriting Contest Rules. It is suggested that the examiner grade
Part I for all the tests and then Part II.

PART X
Possible score 200

For accuracy grade, multiply the errors on the copy written in fifteen min-
utes by three (3) and subtract from 100. Example: Errors 7. Tx3=21.
100—21="179 or Accuracy Grade. No credit given for accuracy grade unless 35
net words per minute has been attained by the student.

For speed grade, deduct from the total strokes written, fifty (50) strokes
for each error, divide by 15, and then grade as follows:

Strokes Grade Strokes Grade
325 or more 100 245 84
320 99 240 83
315 98 235 82
310 97 230 81
305 96 225 80
300 95 220 79
295 94 215 78
290 93 210 M
285 92 205 76
280 91 200 75
275 90 195 T4
270 . 89 180 73
265 88 185 T2
260 87 180 71
255 86 175 70
250 85 Below 175 0

Add Accuracy Grade to Speed Grade to get score on Part I.

PART II

This is a simple problem in tabulation; therefore, the material should be
arranged in columns. There need be no set spacing between columns as long
as margins of at least one inch on the right and left are maintained. Varia-
tions of more than one-half inch on the right and left, and over one inch on
the top and bottom margins are to be considered as one error each.

Allow no credit for incomplete copies. If the title misses being centered on
the page more than 5 spaces, count an error.

For copy accurately placed and written 100.

Deduct 15 for each error, whether it be placing or typewriting.

FINAL SCORE
Final Possible Score 100

For the score on the complete test, add the totals for Parts I and II and
divide by 3.
Example:
Score on Part I ... 155

Score on Part II .. 80
3)235

8% or T8



TEST I Published by

FORM B Burean of Educational Measurements
Kansas State Teachers College, Emporia

KAUZER TYPEWRITING TEST

By Adelaide Kauzer, Kansas State Teachers College
Emporia, Kansas

DIRECTIONS: Five (5) minutes are allowed at the beginning of the test for
warming up on some practice material. Write as accurately as you can. No
erasures are to be made on any part of this test.

PART X

DIRECTIONS: Write from the following copy for exactly fifteen (15) min-
utes. Return to the beginning if completed in less than fifteen minutes.

Many of the older roads in the country followed paths
through the woods or fields which served some need of
the people of a former day, just as the streets in some of
our large cities are said to have been laid out, and now
are by no means in the best positions for the conditions
of the present day. Even when they have been laid out
without any such reason for poor locations, the road
makers often tried to keep from running the line through
the center of some field and have taken land that would
be of small value for any other use. In these times, how-
ever, not so much care is taken with regard to property
and trees, fields and even homes give up to the increas-
ing demands of the motor car.

A road should be laid out with the same care that is
given to planning a railroad. The first step is to explore
the country and decide just where it is to run. From a
map one can often mark out two or three places for roads,
and then by looking over the country can choose among
them. The road maker must then prepare another map
showing the cuts and fills, the character of the ground,
the width and kind of rivers. He tries to make the road
as short as he can, but it should not rise or fall more
than one foot in twenty if it can be helped. If a hill stands
in the way, he must remember that it is often no farther
around it than over it and much less difficult for a load.
He must also do away with sharp turns, cross rivers at
right angles, if possible, and must select good places for
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bridges. If he is to take it along the side of a hill, it should
be on the south or the west, if at all possible, because
storms are not so severe there and the road will dry
sooner. Where travel is heavy, as on state highways, it
should miss the villages. There was a time when small
cities wanted to be placed on the highways for the busi-
ness they expected it would bring, but they have found
that motorists driving at high speeds do not like to be de-
layed by them and only a service station receives any of
the business.

When the course of the road has been decided upon,
the next thing of greatest importance is the kind of ma-
terial to use. Hard surfaces are most desirable, because,
as a general rule, a horse or truck can draw two or three
times as great a load on them as on the average country
road. But they are very expensive, and other kinds may
take their place, at least for a time. Other things to be
taken into consideration are, the kind and the amount of
traffic, how much money may be spent and the ease or
difficulty with which material can be obtained locally.

Once the grade has been decided upon, cuts and ditches
are made and the low places are filled in. This may be
all that is to be done in most cases, but if conditions are
such that the ground is still very wet, it may be neces-
sary to provide culverts and other means of drainage. To
make sure that the water will not remain on the surface,
the center must be made higher than the sides, and then,
if the ground is soft, a top of small gravel or sand should
be put on and tamped down.

A very annoying kind of road is one of deep sand,
where the wheels of automobiles and the feet of horses
sink in so far that they are not traveling on the road, but
in it. Such a road is at its best when wet, and there is lit-
tle danger of having too much water on it. To help keep
the water, and also to keep the material from blowing
about too much, it should have a level surface and trees

and grass should be planted at the sides and even in the
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road itself. It would be still better if only half of it were in
use at one time.

The great objection to using sand alone is that every
little piece stands by itself and has no wish to adhere to
any other, while clay, on the other hand, clings to what-
ever is next to it. But not all kinds of clay can be used
in road building, for some fall apart when they are wet
and cannot be used. But those which can be worked are
good, because they stick closely to the sand, and when
they are mixed in just the right proportions a rather good
result is seen. In places where this road is used, a man
with a machine goes over it after each rain in order to
~ distribute the sand and to keep the clay from working
through as the cars go by. The cost of maintenance is
quite high.

Where travel is light, gravel may also be used. It is
good if it is hard and not more than two inches in size.
If rock is too soft, it breaks easily and the road becomes
dusty. To overcome this a binder, such as tar or oil, may
be put on the top.

PART II

DIRECTIONS: The following paragraph is to be centered on a full-sized
sheet of paper. Use double-spacing. Right- and left-hand margins and top
and hottom margins are to be even. Your paragraph should be as long as it is
wide or a little (not over 1% ") longer than it is wide. It must not be wider
thian it is long. You are to turn in one of two attempts. The time is fifteen
minutes.

A piece of work turned out by a true craftsman has in
it something of the artist, for it is a reflection of the
philosophy of the man who did the work. A genuine
craftsman would no more pass on a piece of work that he
did not consider good than would an honest writer sign
his name to an article which did not reflect his convic-
tions, or a painter display a canvas which did not seem to
him at the time the best work of which he was capable.
To make a distinction between the artist and the crafts-
man is difficult. The artist, to begin with, must be a crafts-
man; must be skilled in his trade. But in addition to ex-
pertness, he must have originality, that certain something
which enables him to present an idea in a new light.
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DIRECTIONS FOR SCORING

Grade all copy written by the student strictly in accordance with Inter-
national Typewriting Contest Rules. It is suggested that the examiner grade
Part I for all the tests and then Part II.

PART 1
Possible score 200

For accuracy grade, multiply the errors on the copy written in fifteen min-
utes by three (3) and subtract from 100. Example: Errors 8. 8x3=24.
100—24="176 or Accuracy Grade. No credit given for accuracy grade unless 20
net words per minutes has been attained by the student.

For speed grade, deduct from the total strokes written, fifty (50) strokes
for each error, divide by 15, and then grade as follows:

Strokes Grade Strokes Grade
275 or more 100 195 84
270 99 190 83
265 98 185 82
260 97 180 81
255 96 175 80
250 95 170 79
245 94 165 78
240 93 160 7
235 92 155 6
230 91 150 75
225 20 145 4
220 89 140 73
215 88 135 72
210 87 130 71
205 86 125 70
200 85 Below 125 0

Add Accuracy Grade to Speed Grade to get score on Part I.

PART II
Possible score 100

~

Be sure that you have the student's first or second attempt only. Para-
graphs must conform to the directions given for Part II. Margins are to be
considered correct if they do not miss being even by more than 3 single spaces.

FOr- correch: PIREEMBIY oo rnn s e s e 50 points
If top and bottom margins are not even, deduct ............... 20 points
If right- and left-hand margins are not even, deduct ...... 20 points
If the paragraph is accurately written 50 points

Deduct twenty points for each typewriting error up to and
including two (2)
' Total possible score 100 points

FINAL SCORE
Final Possible Score 100 "

For the score on the complete test, add the totals for Parts I and II and
divide by 3.
Example:
Score on Part I ... 167
Score on Part II .. 90
3)257

853 or 86
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L, Commercial Education Survey Tests

Junior and Senior Typewriting*

This is a diagnostic test, consisting of two batteries:
one for Junior or first year typewriting, end one for Senior
or second year typewriting. There are five Junior Typewriting
tests bound together, and five Senior Typewriting tests, also
bound together--of five types each.

In junior typewriting the set of tests consists of a
stroking test; a test on the mechanics of the business letter;
a test on placement of straight matter; and a test to deter-
mine the student's knowledge of the machine, points of form
and simple machine mechanics., By the stroking test is meant
a short test to determine the stroking rate the student has
developed. This is not the regular fifteen minute speed test.

In senior typewriting the test consists of a stroking
test; a test of twenty-five questions for the same purpose
as that for junior typewriting and covering similar but more
advanced points of knowledge; a test on the mechanics of the
business letter; and a test on simple tabulation work. The

stroking test is the same as thet for junior typewriting.4?

*Junior and Senior Typewriting Tests, by Jane E. Clem.
Published by the Public School Publishing Company, Bloomington,
Illinois. (Originally published by State Teachers College,
Whitewater, Wisconsin. Copyrighted, 1930.)

L2, Report of Wisconsin State-Wide Commercial Educsastion
Survey, Bulletin # 158, Whitewater State Teachers College,
Whitewater, Wisconsin, (Jenuary 1931) p 3.
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Each test within the two battery of tests will be pre-
sented below in chronologicel order with the specific direc-
tions for giving and scoring the test immedistely following,
since they vary with each test.

Test 1, Junior and Senior Typewriting
Stendard Stroking Test

Test 1 of the Junior and Senior Typewriting Test consists
of two stroking tests, Pert A and Part B. The stroking test
is & short copying test to determine the rate of stroking
developed by the student. The time of writing is five minutes,
which Miss Clem seys, "is short enough to eliminate the element
of fatigue and long enough to prevent a high record from a
burst of zspeed‘.""3

The first article of Test l--Part A, consists of 415
words of which 73% were tsken from the Horne list of 1,000
Commonest Vords., The second article--Part B, consists of
407 words of which 70% were taken from the Horne list of
1,000 Commonest Words. Part B appears to be the more diffi-
cult because it contains figures and longer words. Part A
contains 479 words by stroke count while Part B contains
481 words by stroke count. However, in the Wisconsin State-
Wide Commercial Educetion Survey in Typewriting, where this
test was used, the results showed thet on the whole the better
records were mede on Part B of Test 1. This was accounted

for in two ways. First, the subject was one about which the

43. Report of Wisconsin State-Wide Commercial Hducation
Survey, Bulletin # 158, Whitewater State Teachers College,
Whitewater, wisconsin, (Jenuary 1931) p 3.
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students had written and talked a great deal--speed and accu-
racy. Second, the newness of the type of test made the first
test more difficult.b

Directions and Scoring
Directions:

The teacher should read the directions carefully before
the class hour so there will be no difficulty in correctly
administering the tests., These tests should not be written
on the same day but should be given a day or two apart.

Part A should be given first.
Scoring:

Teachers should read the tests through, and carefully
check the errors. Eaeh incorrect letter or stroke constitutes
an error; that is, any stroke which is not like the copy is
incorrect. There may be as many errors as there are strokes
in the word. If the same number of words has not been written
to the line as in the copy, this is not to be charged as an
error.

The number of strokes per minute are determined from
the copy of the tests contained in the teacher's key. The
strokes per minute are given under each word. The number
under the last complete word written by the student is the
number of strokes per minute he has written. If any words
or letters were repeated, or inserted, the number of strokes
per minute are corrected by adding 1 stroke per minute for

each 5 strokes repeated in the five minutes; that is, if a

Li. Bulletin of the Whitewster State Teachers College,
op. cit.
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word of five letters were repeated, then the strokes per
minute would be corrected 1 stroke. If any words or letters
were omittad, the number of strokes per minute are corrected
by subtracting 1 stroke per minute for each 5 strokes omitted.
If less than 5 strokes are inserted, omitted, or repeated,
each stroke is charged as an error and the totel strokes per
minute are not ohanged.h5

For each incorrect stroke or error, 10 is subtracted
from the total strokes per minute.h6

In formula form: Strokes per Minute minus (Errors x 10)
equals Stroking Rate.

Test 2, Junior and Senior Typewriting

Business Letter Tests
Test 2 of the Junior and Senior Typewriting Test consists

of a business letter for each test. The purpose of these
tests is two-fold: first, to test the students' ebility to
follow instruction; and second, to be of instructional value
to the students in their business letter work. The letters
ere much alike for both tests. In each test, the letter is
in & solid paragraph, but in the Senior test it has to be
punctuated and capitalized., The letter of the Senior test
is a little longer and more difficult.7

L5, Clem, Jene E., "Commercial Education Survey Tests,
Junior and Senior Typewriting,"™ Teacher's Menual, Public
School Publishing Company, p 1.

L6. Ibid.
47. Report of Wisconsin State-Wide Commercial Education

Survey, Bulletin of the Whitewater State Teachers College,
#158, tJanuary 1931)
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Directions and Scoring

Directions:

The tesacher should read through the entire set of
instructions with the students but should not read the letter,

Any questions regaerding a misunderstanding of the
instructions should be answered, but no attempt to supply
further informetion should be given.

The teacher should have the students insert in their
machines a sheet of regular 8% x 11 inch paper.

The signal to begin is given and time is counted from
then. Time is called at the end of 25 minutes for the Juniors
and 30 minutes for the Seniors, whether they have finished or
not.48
Scoring:

All errors made in the letter are to be carefully checked,
using the model letters glven in the key.

The following scheme for scoring the tests of both the
Junior and Senior typists is to be used, excepting for Test 1
and Test 3.

The errors mede are clessified as correctable and
uncorrectable. The perfect score should be 25. TFrom this
score of 25, 1 is deducted for each correctable error, 2
for each uncorrectable error, and 3 for each line left off
in an uncompleted letter. A correctable error is any error

that could have been eesily corrected by a neat erasure.

48. Clem, op. cit., p 1.
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For example, any incorrectly written letter or chsracter.

An uncorrectable error is an error that could not have been
easily corrected by a neat erasure. For example, if words
be inserted, repeated, or omitted, if lines are indented
that should not be, if incorrect indentations are mede, if
the letter is too high or low on the pag&,'or if the right
and left margins are unequal; each of these would charge

one uncorrectable error and should make it easy to detect
all other errors of this kind, Letters of a word may be
neatly changed but a whole word would be difficult to change.
If a letter has but one error and that be a wrong letter
struck in a word, the letter would score 24; while if the
letter were without error except that it was too high on the
page, the score would be 23, because placement would be
u.m:orrez::‘l'.&:bla."’9

Test 3, Junior Typewriting
Completion Test

Test 3 for the Junior Typewriting is & Completion Test
based on machine mechanics. It consists of a list of thirty
machine parts and twenty-five questions containing twenty-five
blanks to be filled in from the list of parts.

Directions snd Scoring

The instructions for the completion test are made very
clear in the test directions.

The score for the test should be the number right. The
correct answers are given in tabular form in the key. A

perfect score would be 25.50

49- Clem’ QE‘ M'
50. Ibid.



52,

Test 3, Senior Typewriting

Multiple-Choice Test

Test 3 for the Senior Typewriting is a test of twenty-
five questions, which are designed to test the student's
knowledge of the machine, points of form and simple machine
mechanics. It is a Multiple-Choice Test with two or three
statements from which to choose to make a correct statement.

Directions end Scoring
The instructions for the multiple-choice test are also

made very clear in the test directions.

The correct word or group of words is to be selected and
it's number written on the blank line. The score on the test
would be the number right, as checked ageinst the correct
answers in the key.51

Test 4, Junior Typewriting
Placement Test

Test 4 for the Junior Typewriting is called a Place~-
ment Test., It is instructional in type and designed to test
the student's ability to follow instructions.

Directions eand Scoring

Directions:
This test is to be written on regular 8% x 11 inch
paper. The instructions for this test should be followed

as suggested for Test 2--The Business Letter Tests.

51. Clem, op.cit.
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Scoring:

The scoring plan used is the one suggested for the
Business Letter Tests. From the perfect score of 25, 1 for
each correctable error is deducted, 2 for each uncorrectable
error, and 3 for each line left off in an uncompleted copy.
It should be remembered that this is a Placement Test and
if written too high or too low or too far to the right or
left, each is counted as an uncorrectable error. Since the
article, "My Symphoney," is to be written line for line as
in the test, there 'is not given a model of it for correction
work in the key.sz

Test 4, Senior Typewriting
Tabulation Test

Test 4 for the Senlor Typewriting is a Tabulation Test.

It is instructional in type and simple in form.

Directions and Scoring

Directions:

The instructions accompanying this test are very complete,
All instructions for spacing are based on the standard pica
type machine. There should be no questions after the work
on the test is begun. Thirty-five minutes are allowed to do
the work.
Scoring:

The test is scored by the plan suggested with Test--The
Business letter Tests. From the perfect score of 25, 1 is
deducted for each correctable error, 2 for each uncorrectable

error, and 3 for each line left off in an uncompleted copy.

52. Clem, op. cit. p 7.
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The model on page 8 of the key is used for checking
this test.

Test 5, Junior Typewriting
Centering Test

Test 5 for the Junior Typewriting is a Centering Test.
It is designed to test the students' judgment and ability to
follow instructions.

Directions and Scoring

Directions:

Teachers should be sure they understand the instruc-
tions before beginning the work of administering the test.
The entire set of instructions should be read with the
students, but the methods of centering headlines should
not be discussed. Any questions regarding a misunderstand-
ing of the instructions should be answered, but no attempt
to supply further informaetion should be made.

After students have inserted in their machines a sheet
of regular 8% x 11 inech typewriting paper, the signal to
begin should be given and time counted from then. Time
should be called at the end of 20 minutes, whether the stu-
dents have finished or not.

Scoring:

All errors made in the exercise are to be carefully
chebked, using the model in the key. The same plan for
scoring as used in Test 2 is used. The errors made are
classified as correcteble and uncorrecteble., The perfect
score being 25, et cetera. The placement and centering of

of the headlines are very important in this test and each
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count as uncorrectable errors. Incorrect spacinz between
lines would also be an uncorrectable arror.53

Test 5, Senior Typewriting

The Rough Draft Test

Test 5 for the Senior Test is a rough draft test.
Like the centering test for Juniors, it is designed to test
the student's judgment and ability to follow instructions.

Directions and Scoring

Directions:

The entire set of instructions should be read through
with the students but not the rough dreft. Any questions
regarding a misunderstanding of the instructions are answered,
but no attempt to supply further informetion or answer ques-
tions on the reading of the draft are given.

Regular 8% x 11 inch typewriting paper is used. The
signal to begin is given and time counted as in the other
tests. Time is called at the end of 30 minutes, whether the
students have finished or not.

Scoring:

All errors made in the letter are checked carefully,
ualng the model letter given in the key. The same scoring
plan as used in Test 2 is used, classifying the errors made
as correctable and uncorrectable. The perfect score will be
25. TFrom this score, 1 is deducted for each correctable error,
2 for eagch uncorrectable error, and 3 for each line left off

in an uncompleted letter. ¥

53. Clem, op. cit., p 1l.
54, Ibid., p 9.
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The data on standardization of the Junior and Senior
Typewriting Tests are as follows: 2>

The final medians are given for Test 1l--Stroking Rate~-
Parts A and B. The median for the Junior Test--Part A, being
155.65, and for Part B, being 159.84.

The median for the Senior Test--Part A, being 214.94
and for Part B, being 219.56.

The tentative medians are given for the other tests
except for Test 5. The Tentative Median for Test 2 is 20,1,
for Test 3, 20.3 and for Test 4, 23.1.

The standards are based upon testing near the end of the
school year. The medians for the stroking tests (Part A and
Part B) of Test I were based on one period per day for one
year for the juniors and one period per day for two years
for the seniors. The length of the period varied from 45
to 60 minutes.

Cost of the tests:

The price of either the Junior or the Senior Test is
$1.00 for 25 copies of the test, or 5¢ a copy in smaller
quentities, plus postage; complete sample set (including
Junior and Senior Test, one Teacher's manual, and one
Record Sheet), 40¢ postpaid.

The Teacher's Manual and Key must be ordered as a
separete item at 25¢ & copy, except when ordering a sample
set, The same manual serves for both the junior and senior

typevwriting teats.56

55. Class Record Sheet for Junior end Senior Typewriting,

P 1.
56. Haynes, op. cit., p. 274.
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TEST 1—-STANDARD STROKING TEST—PART A

DIRECTIONS: Write the test on regular 814 x 11 inch paper.

Set the machine as for a speed test: Margins for a 70-space writing line; tabulator to indent paragraphs five
spaces; and line space regulator for DOUBLE SPACING.

DO NOT PRACTICE ON THE TEST BEFORE WRITING. Erasures or corrections are not allowed.

Upon the signal to begin, type the article as given, line for line, writing no faster than you can write accu-
rately. Do not try to finish the whole article. Accuracy will count as much as speed.

STOP INSTANTLY WHEN THE SIGNAL IS GIVEN at the end of the time—b5 minutes.

One of the first things a young man or woman should do is to
develop a strong, pleasing personality. This can be done by building
up the positive qualities of mind and character and eliminating the
negative ones. It will require the study and growth of self—the
education of all the finer impulses implanted within the soul.
Personality is so intangible that it is difficult to define, but
generally it is defined thus: Personality is that magnetic outward
expression of one’s inner life which radiates likeable, pleasing
qualities. The young man or woman who would be successful in life
must look to his personality as the source of his influence and the
measure of his power.

The building of personality is largely in one’s own hands. What
today we build into thought and action, tomorrow becomes character and
personality. Health, initiative, tact, kindness, sense of humor,
integrity, morality, open-mindedness, cheerfulness, loyalty, neatness,
courtesy, sympathy, courage are all elements of personality that may
be built into ourselves, if we so desire. ‘‘A man creates himself by
his own aectivity,’’ which means that each individual is a ecandidate for
personality. '

The quality of the work one does will have a great deal to do
with the quality of his life. If one’s work quality is low, his
character will be low, his standards low, and his ideals low. Form
early the habit of insisting upon the best of which you are eapable,
demanding the highest, never accepting the lowest, and it will make
all the difference between mediocrity or failure and a successful
career. Much depends upon the spirit you bring to the task. When you
put joy, energy, enthusiasm, and zeal into your work, you really grow
and you lose the sense of hardness of the task. It is not necessary
that one love his work to succeed at it, but there is no doubt that
love applied to labor dignifies it, even may glorify it. It is said
that love lubricates the whole human machine with the oil of cheer-
fulness, and is one of the influential factors of success in any
calling, from bootblacking to railroad president. Whatever your
work, be it high or low, learn to love it with all your might, for it
will be a stepping-stone to something higher, if you are ambitious
enough to make it so. Love of work robs it of most of its terrors
and makes it a pleasure instead of a labor.

(Begin again at the beginning if time has not been called.)

2



TEST 1—STANDARD STROKING TEST—PART B
DIRECTIONS: Write the test on regular 814 x 11 inch paper.

Set the machine as for a speed test: Margins for a 70-space writing line; tabulator to indent paragraphs five
spaces; and line space regulator for DOUBLE SPACING.

DO NOT PRACTICE ON THE TEST BEFORE WRITING. Erasures or corrections are not allowe@.

Upon the signal to begin, type the article as given, line for line, writing no faster than you can write accu-
rately. Do not try to finish the whole article. Aceuracy will count as much as speed.

STOP INSTANTLY WHEN THE SIGNAL IS GIVEN at the end of the time—5 minutes.

The quest of speed and accuracy must be pursued by both teacher
and student working together intelligently with a steady, definite
purpose as well as a knowledge of the necessary steps in the process.
Accuracy is control, both mental and physical. Speed is power, flowing
evenly and constantly through the fingers of the typist. Each aids
the other. In the beginning of the learning, most of the effort of the
learner should be given to getting control, for control gives poise.

As control is gained, add power. Never sacrifice an ounce of control
for a pound of power, Write as fast as you can aceurately but never
faster, It is better to write 40 perfect words in one minute than to
write 50 words with one error.

Inaccuracy is costly of time, money, effort, and perhaps your
position. The typist, therefore, should aecquire accuracy, no matter
what the cost, for he has a responsibility that is far from trivial.

The training in accuracy should start at the beginning of the learning
but not with perfect work required. Perfect technique and absolute
mental control positively insure accurate work. These should be
stressed with the keyboard learning and developed as the learner
proceeds. They cannot be acquired if perfeet writing is demanded.
What is the secret of the skill of the professional golfer? Perfect
technique which produces perfect drives. Perfect technique was not a
factor of his early training. It had to be acquired by practice. So

it should be with the typist.

Every gain in either control (accuracy) or power (speed) must be
paid for in the most faithful kind of practice. If you are practicing
for accuracy, use a great deal of new matter. When practicing to
increase speed, use much repeated matter., Striving for great speed
and making many errors is building up a set of responses in the mental,
nervous, and muscular equipment that will play you false when you are
in a critical place. When you find you are making errors, you should
slow up, get your control back, and then continue. Trying to make up
lost ground by speeding up beyond your normal ability to write
accurately is as unwise as it is for the autoist to exceed the speed
limit. Careless practice will reduce one’s skill to write well. Be
consistent in your practice. It is more productive of results to
practice 15 minutes every day than an hour twice a week.

(Begin again at the beginning if time has not been called.)
P 3



TEST 2
BUSINESS LETTER TEST

DIRECTIONS: Write the following letter on regular 814 x 11 inch paper, placing it evenly (top and bottom,
right and left) on the page. You will be given 25 minutes to write the letter and you are to make but one attempt
—NO STARTS AND STOPS, AND STARTING OVER AGAIN. Do not ask questions of your neighbor.

FOLLOW CAREFULLY THE INSTRUCTIONS THAT ARE GIVEN BELOW.
Use a 50-space line. Write the letter single-spaced, double spacing between paragraphs. Use open punctuation
in the Heading and Address.

For the Heading use Chicago, Illinois, and the current date. Write the Heading with the city and state on the
same line, beginning at 40 on the scale. Write the current date a single space below these, beginning at 45 on the
scale. Space down six single line spaces and write the first line of the Address. A single space below and five spaces
from the margin, write the second line of the Address. A single space below and ten spaces from the margin, write
the third line of the Address, which is Madison, Wisconsin. A double space below the Address, write the Salutation
on the margin; a double space below the Salutation begin the body of the letter, indenting the paragraphs five
spaces; and use single-spacing for the body and double spacing between paragraphs. At the conclusion of the
body of the letter, write the Complimentary Close a double space below and at 35 on the scale. A double space
below the Complimentary Close and at 40 on the scale, write the company name in capitals. Four spaces below
this and at 45 write Service Department. A single space below and on the left margin write in capitals the initials
of the dictator and the stenographer, separating them with a colon.

No erasures or corrections are to be made and but one attempt.

] Mr. Sidney L. Greeley, 223 Clifford Court, Madison, Wisconsin. Dear Mr. Greeley: We take pleasure in an-
nouncing the appointment of Mr. R. M. Bartelt, of Chicago, as manager of our Madison office. { Mr. Bartelt is
undoubtedly well known to you, as for nearly ten years he has been associated with the management of the Wis-
consin activities of our company. 9 Bloom-Greenbaugh Company appreciates your past patronage and solicits a
continuance of your business. We are constantly alert to ways and means of giving our customers the best possi-
ble service and are always broadening our activities to meet their needs. { Through Mr. Bartelt we offer you the
entire investment facilities of our house, both in advising you and in handling the sale of your securities advan-
tageously if a trade would prove profitable. He will be glad to cooperate with you in every way possible in the
handling of your investment requirements. § We hope that we may have the pleasure of serving you. Yours very
truly, BLOOM-GREENBAUGH COMPANY, Service Department. (170 words) .

The dictator of the letter is Mr. A. T. Bloom, and his stenographer is Ethel Waters.



to insert paper, and as ‘“7’’ is the number appearing before ‘‘Cylinder knob.”

TEST 3
COMPLETION TEST

DIRECTIONS: In the column at the right are 30 names of parts of the typewriter listed alphabetically. In
the blank space in each statement at the left, place the number that appears before the part of the typewriter
which you would use. Thus ““7’’ has been placed in the sample exercise below, as the right cylinder knob is used

SAMPLE: The right ?  is used to insert the paper.

You will be given 15 minutes to complete this test.

o = e

10.
11
12,
13.
14.
15.

16.
17.

18.

19.
20.
21,
22,
28.

25.

AT L

The ................ hold the paper firmly against the cylinder.

The paper lies against the ................ while in the machine.

The osisiass indicates that a line is nearly completed.

Paper will not feed into the machine if the ................ is depressed.

In placing paper in the machine for writing, the ............... is twirled away
from the operator.

The oo is used to throw the carriage at the end of each line.

i regulates the spacing between lines.

PR oo is used to space between words.

The ..ccereeeereenen are used to regulate the length of lines.

The i is used to indent paragraphs.

H M S R is always thrown, never pulled back, at the end of each line.

3V consists of 42 keys.

The wcconverrnen directs the paper into the machine.

The ................ are used to capitalize.

The ................ disengages the line space gauge to write on ruled paper or
between lines.

The ................ is used to write a line of capitals.

The .............. permits writing outside the margins without changing or
readjusting the margin stops.

The e is used for measuring the length of typewritten lines, for
setting margin stops, and for setting the carriage at any given point.

The ................ is used to bring the carriage back a few spaces.

The ............... is used to move the carriage back many spaces.

PRE sz is used to remove the paper from the machine,

The paper is rolled around the ................ while in the machine.

The ................ is used to change from the upper to the lower edge of the
ribbon

ThE i will firmly hold stiff paper or eards in place for writing.

The ................ are in the type basket.

wn
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Back spacer

Bell

Card holder
Carriage
Carriage release
Cylinder
Cylinder knob
Finger keys
Front scale
Keyboard

Line space gauge
Line space lever
Margin stops
Margin stop release
Paper clamps

. Paper-edge guide
. Paper release ,

Paper rest

. Ribbon

Ribbon key

. Ribbon spools
. Shift keys

Shift lock
Space bar

. Stencil lever
. Tabulator key

Tabulator rack
Type bars

. Type guide
. Variable line spacer



TEST 4
A PLACEMENT TEST

DIRECTIONS: Write the following article on regular 815 x 11 inch paper, following the directions specifically
to insure correct placement and form. You will be given 25 minutes to write the article. You are to make but one
attempt—NO STARTS AND STOPS, AND STARTING OVER AGAIN. Do not ask questions of your neighbor.

FOLLOW CAREFULLY THE INSTRUCTIONS GIVEN BELOW.

Use a 40-space line. Write the article double spaced with four spaces between the title and the article.
Write the title in all capitals,

Use the following plan to place the article correctly up and down on the sheet: Count the number of lines
the article contains. Add to this the title. Add to this one less than the number of lines for the space required by
the double space between lines. Add three for the space between the title and the article. You should have as
a result one of the following numbers—28, 29, 30, 31. There are 6 single line spaces to an inech, and since your
paper is 11 inches long, it contains 66 line spaces. Subtract this number—28, 29, 30, or 31—from 66 and you have
the number of blank spaces for the top and bottom. Divide this number by two and you will have the number of
line spaces to make at the top before writing the title. If this be an odd number, like 27, put the extra line space
at the top of the article, as 14 top and 13 below. Space down from the top margin of the paper and write the title,

then continue with the article. Write it line for line as given below.

MY SYMPHONY

To live content with small means;
to seek elegance rather than luxury,
and refinement rather than fashion; to
be worthy, not respectable and wealthy,
not rich; to study hard, think quietly,
talk gently, act frankly; to listen to
stars and birds, to babes and sages,
with open heart; to bear all cheerfully,
do all bravely, await occasions, hurry
never; in a word, to let the spiritual,
unbidden, and unconseious grow up through
the common; this is my symphony.

—Channing.

6



TEST 5
CENTERING TEST

DIRECTIONS: Write the following Shakespearian titles on regular 814 x 11 inch paper. Write each title in all
capitals. Center each title in the line. Separate them by four single line spaces. Start the first title 17 single line
spaces from the top. This should equalize the space top and bottom.

You will be given 20 minutes to write the exercise. You are to make but one attempt. DO NOT STOP AND

START AGAIN. Do not ask questions of your teacher or neighbors.

Macbeth

Julius Caesar

Romeo and Juliet

The Merchant of Venice

A Midsummer Night’s Dream
Much Ado About Nothing
King Henry VIII

Twelfth Night

Hamlet
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TEST 1—-STANDARD STROKING TEST—PART A

DIRECTIONS FOR THE TEST: Write the test on regular 814 x 11 inch paper.

Set the machine as for a speed test: Margins for a 70-space writing line; tabulator to indent paragraphs fiv
spaces; and line space regulator for DOUBLE SPACING.

DO NOT PRACTICE ON THE TEST BEFORE WRITING. Erasures or corrections are not allowed.

Upon the signal to begin, type the article as given, line for line, writing no faster than you can write accu
rately. Do not try to finish the whole article. Accuracy will count as much as speed.

STOP INSTANTLY WHEN THE SIGNAL IS GIVEN at the end of the time—5 minutes.

One of the first things a young man or woman should do is to
develop a strong, pleasing personality. This can be done by building
up the positive qualities of mind and character and eliminating the
negative ones. It will require the study and growth of self—the
education of all the finer impulses implanted within the soul.
Personality is so intangible that it is difficult to define, but
generally it is defined thus: Personality is that magnetic outward
expression of one’s inner life which radiates likeable, pleasing
qualities. The young man or woman who would be successful in life
must look to his personality as the source of his influence and the
measure of his power.

The building of personality is largely in one’s own hands. What
today we build into thought and action, tomorrow becomes character and
personality. Health, initiative, tact, kindness, sense of humor,
integrity, morality, open-mindedness, cheerfulness, loyalty, neatness,
courtesy, sympathy, courage are all elements of personality that may
be built into ourselves, if we so desire. ‘‘A man creates himself by
his own activity,”” which means that each individual is a candidate for
personality.

The quality of the work one does will have a great deal to do
with the quality of his life. If one’s work quality is low, his
character will be low, his standards low, and his ideals low. Form
early the habit of insisting upon the best of which you are capable,
demanding the highest, never accepting the lowest, and it will make
all the difference between mediocrity or failure and a successful
career. Much depends upon the spirit you bring to the task. 'When you
put joy, energy, enthusiasm, and zeal into your work, you really grow
and you lose the sense of hardness of the task. It is not necessary
that one love his work to succeed at it, but there is no doubt that
love applied to labor dignifies it, even may glorify it. It issaid
that love lubricates the whole human machine with the oil of cheer-
fulness, and is one of the influential factors of success in any
calling, from bootblacking to railroad president. Whatever your
work, be it high or low, learn to love it with all your might, for it
will be a stepping-stone to something higher, if you are ambitious
enough to make it so. Love of work robs it of most of its terrors
and makes it a pleasure instead of a labor.

(Begin again at the beginning if time has not been called.)
2



TEST 1 —STANDARD STROKING TEST—PART B

DIRECTIONS FOR THE TEST: Write the test on regular 814 x 11 inch paper.

Set the machine as for a speed test: Margins for a 70-space writing line; tabulator to indent paragraphs five
spaces; and line space regulator for DOUBLE SPACING,

DO NOT PRACTICE ON THE TEST BEFORE WRITING. Erasures or corrections are not allowed.

Upon the signal to begin, type the article as given, line for line, writing no faster than you can write accu-
rately. Do not try to finish the whole article. Accuracy will count as much as speed.

STOP INSTANTLY WHEN THE SIGNAL IS GIVEN at the end of the time—5 minutes.

The quest of speed and accuracy must be pursued by both teacher
and student working together intelligently with a steady, definite
purpose as well as a knowledge of the necessary steps in the process.
Accuracy is control, both mental and physical. Speed is power, flowing
evenly and constantly through the fingers of the typist. Each aids
the other. In the beginning of the learning, most of the effort of the
learner should be given to getting control, for control gives poise.

As control is gained, add power. Never sacrifice an ounce of econtrol
for a pound of power. Write as fast as you can accurately but never
faster. It is better to write 40 perfect words in one minute than to
write 50 words with one error.

Inaccuracy is costly of time, money, effort, and perhaps your
position, The typist, therefore, should acquire acecuracy, no matter
what the cost, for he has a responsibility that is far from trivial.

The training in accuracy should start at the beginning of the learning
but not with perfect work required. Perfect technique and absolute
mental eontrol positively insure accurate work. These should be
stressed with the keyboard learning and developed as the learner
proceeds. They cannot be acquired if perfect writing is demanded.
‘What is the secret of the skill of the professional golfer? Perfect
technique which produces perfect drives. Perfect technique was not a
factor of his early training. It had to be acquired by practice. So

it should be with the typist.

Every gain in either control (accuracy) or power (speed) must be
paid for in the most faithful kind of praetice. If you are practicing
for accuracy, use a great deal of new matter. 'When practicing to
increase speed, use much repeated matter. Striving for great speed
and making many errors is building up a set of responses in the mental,
nervous, and muscular equipment that will play you false when you are
in a critical place. 'When you find you are making errors, you should
slow up, get your control back, and then continue. Trying to make up
lost ground by speeding up beyond your normal ability to write
accurately is as unwise as it is for the autoist to exceed the speed
limit. Careless practice will reduce one’s skill to write well. Be
consistent in your practice. It is more productive of results to
practice 15 minutes every day than an hour twice a week.

(Begin again at the beginning if time has not been called.)
3



TEST 2
BUSINESS LETTER TEST

Write the following letter on regular 814 x 11 inch paper, placing it evenly (top and bottom, right and left)
on the page. You will be given 30 minutes to write the letter and you are to make but ONE ATTEMPT. Do not
ask questions of your neighbor. YOU ARE NOT TO STOP AND START OVER AGAIN.

FOLLOW CAREFULLY THE INSTRUCTIONS THAT ARE GIVEN BELOW.

Use a 65-space line. Write the letter single-spaced, double spacing between paragraphs. Use closed punctua-
tion. The letter is given below without capital letters or sentences indicated, except where new paragraphs are to

be begun. All commas have been supplied in the body of the letter.

As a Heading use only the current date, starting this at 50 on the scale. Use the semi-block letter form.
Therefore, the lines of the Address should be blocked and the paragraphs indented 5 spaces. The Complimentary
Close is blocked at 35 with the company signature and Department. Write the company name in capital letters and
leave four spaces between it and the Department. Dictator initials will not be used, but use yonr own initials on the

left margin for the stenographer.

Erasures or corrections are not to be made and but ONE ATTEMPT.

mr john e mekeever 108 esterley avenue whitewater wisconsin dear sir the buick motor company takes great
pride in inviting you to inspect the new marquette—a new six built by buick already the new marquette has made
a magnificent showing in this vicinity. The experience of twenty-five years of fine motor car manufacture has gone
into the marquette all the evidences of buick manufacture are present in this fine car—the excellence of its ma-
terials—the precision of its workmanship—the inventiveness of buick engineers. The new marquette is a brilliant
response to an obvious need the many millions of buick friends are certain to sound words of praise for the mar-
quette they know that in the marquette, buick has built a car which stands alone as a performer in its price class
many buick owners have decided that the happiest combination possible is a Buick and a marquette side by side
in their garages others who have always wanted a car of buick manufacture, at a lower price than buick, have
found the marquette to be just what they desire. The new marquette is comfortable it is safe and powerful, easy
to drive, nimble in traffie, and covers long distances with dispatch and finish it is the fastest, the most powerful,
the most luxurious, and, in our opinion, the most beautiful car ever sold at a price so low. Try the marquette
remember that it is backed by the same authorized service that has added to the pleasure of buick ownership for

years. very truly yours, buick sales & service company, sales department
4



TEST 3
MULTIPLE-CHOICE TEST

DIRECTIONS: Read each statement and select the word or group of words which makes a correct statement.
Write the number of the correct word or group of words with pen or pencil on the blank line. Time: 15 minutes.

EXAMPLE: A solid line is made by the use of b
a. the hyphen
b. the underscore
c. the period

1. The Standard keyboard has ...............
a. 42 character keys.
b. 38 character keys.
c. 44 character keys.

2. The home position is on the ................
a. Third row of keys.
b. Second row of keys.
e. First row of keys.

3. The space bar should be operated by .............. o
a. Alternate thumbs.
b. The first finger.
¢. The right thumb.

4. The carriage should be returned by ...............
a. Drawing it across.
b. Throwing it with the carriage lever.
c. Pushing it across and then spacing.

5. At the ends of sentences there should be ........ =
a. One space.
b. Two spaces.
c. Three spaces.

6. The back spacer should be operated with ................
a. The fourth finger.
b. The second finger.
c. The first finger.

7. Paragraphs should be indented ................
a. Five spaces.
b. Three spaces.
¢. Ten spaces.

8. The letter b is struck with ............
a. The first finger of the left hand.
b. The first finger of the right hand.
e. The second finger of the left hand.

9. The apostrophe is used ................
a. For quotation marks.
b. To denote possession.
‘e. To indicate seconds.

10. The typist should sit ..
a. With one foot in advance of the other.
b. With the feet together.
c. With the feet resting on a round of the table.

11. The back spacer should be used ................
a. To strike one letter over another and correct an error.
b. To restrike a letter that failed to print.
c. To return the carriage to the beginning of the line.

5



12,

13.

14,

15.

16.

17.

18.

19.

20.

21.

22.

23.

25.

TEST 3 (CONTINUED)

If the bell rings on the first letter of the word extreme, it should be divided .............

a. Ex-treme.
b. Ext-reme.
e. Extr-eme.

The carriage scale of the pica-type machine has ................

a. Ten spaces to an inch.
b. Twelve spaces to an inch.
¢. Fifteen spaces to an inch.

There are . i

a. Five smgle lme spaces to an inch.
b. Six single line spaces to an inch.
c. Eight single line spaces to an inch.

To write the “‘“@"’ ...

a. Use the right s]nft key
b. Use the left shift key.
c. Shifting is not necessary,

‘When writing the Roman numeral one, use ................

a. Small “1””,
b. Capital “I”".

The colon is followed by ................

a. One space.
b. Two spaces.

If six words are omitted in a speed test, the writer should be charged ...............

a. With one error.
b. With six errors.

‘When writing tabulated matter, it is best ..

a. To write across columns by using the tabnlator
b. To write a column at a time.

If five words are repeated in a speed test, the writer should be charged ................

a. With one error.
b. With five errors.

The semicolon is always followed by -.coeoe.........

a. One space.
b. Two spaces.

Figures are counted as words .......cc.ccceceeeee

a. By groups of three.
b. Regardless of the number of digits they contair.

The lines of a speed test can be no longer ................

a. Than 76 spaces.
b. Than 77 spaces.

The lines of a speed test can be no shorter ................

a. Than 60 spaces.
b. Than 61 spaces.

A shift character charges as an error if ...............

a. The letter is raised but all of it is clear.
b. The letter is raised and the top is indistinet.



TEST 4
THE TABULATION TEST

‘Write the following data in tabulated form. You will be given 35 minutes to do the work and you are to
make but ONE ATTEMPT. Do not stop and start over again. You are not to make erasures or corrections.

Read all the instructions given below before you begin the test.
Use regular 814 x 11 inch paper. Set the left margin stop at 8.

Center the first headline on the 18th single line space from the top of the page. Write it in capitals and
underscore. Center the second headline a double space below the first heading and write it in eapitals. Center
the third headline a double space below the second heading and begin the first word with a capital letter.

Make the first line of horizontal ruling on the third single line space below the third headline. All horizontal
lines may be ruled with the underscore on the shift of figure-6 key. The first vertical ruling should be one space
to the left of the first column and the last vertical ruling should be at 73 on the scale. The other vertical rulings
may be determined from the points of tabulation.

Allow a double space between the items and between the items and rulings with the following exceptions:
(1) allow a single space between ‘‘Games’’ and ‘““Won-Lost;’’ (2) allow a single space between ‘“Won-Lost’’ and
the second line of horizontal ruling; (3) allow a single space between the last line of tabulations and the bottom
horizontal rule.

Set the tabulator stops for the columns of figures at the following points: 25, 34, 43, 54, and 66. Center the
column heads in the spaces provided. Rule like the copy. The vertical lines should be ruled with pen or pencil.

MIDWEST COLLEGE CONFERENCE

BASKETBALL STANDINGS
Season 1929-1930

Games Per- Total |Opponents’
Colleges | Won | Lost | centage | Points Points
Carleton 7 0 1.000 260 141
Monmouth b 1 833 144 111
Beloit 5 2 714 172 178
Knox 4 3 571 170 194
Lawrence 3 3 .500 175 147
| Ripon 4 4 .500 233 218
Coe 2 5 286 191 205
Cornell 1 6 143 149 191
Hamline 0 T .000 183 302




TEST 5
ROUGH DRAFT TEST

‘Write the following letter on regular 814 x 11 inch paper, placing it evenly (top and bottom, right and left)
on the page. You will be given 30 minutes to write the letter. You are to work it out as you write, making but one
copy—NO STARTS AND STOPS. Think, as you work. Do not ask questions of your neighbor or your teacher.
Erasures or corrections are not to be made.

FOLLOW CAREFULLY THE INSTRUCTIONS AS GIVEN BELOW.

Use a 50-space line. Write the letter SINGLE-SPACED, double spacing between paragraphs. Use closed pune-
tuation in the Heading and Address.

Make all corrections indicated. Begin the street address at 35. Write the city and state on a separate line,
beginning at 40 on the seale. Write the date a single space below, beginning at 45 on the scale. Make six gingle line
spaces and write the first line of the Address. Indent each line of the Address five spaces beyond the preceding one
and single space them. Write the Complimentary Close a double space below the last line of the body of the letter
and at 35 on the scale. A double space below it and at 40 on the scale, write the company name in all capitals. Four
spaces below this and at 45 on the scale, write Manager. A single space below and on the left margin, write in capi-
tals the initials of the dictator and stenographer, separating them with a colon.

July 2,
cunnamt 2

Miss Margaret M. Walters,
The Gladstone Hotjle),
6200 Kenwood Avenue, Mﬂﬂt
Chicago,
A specialist(was required [in the subject matter)to
write your thesis. A specialist(is required(in the form)

for the typing. cof’
The mhducabim of the University of Chi-

cago is partieular about the most minute detalls of form.

It specifies the capitalization, p\mciwttim, and spacing
of every part of a thesis from the indices to the bibliog-
% and appendie’f&. We are famillar with these re=
quirements, as well as with those of the university and
library.
<fThis special knowledge 1s particularly valuable in putting
your manuscript in correct typewrlitten form.
7o Wnether onﬁ:‘étz-aft or on the final library coples, you
may be sure that the work turned ocut by this office will be
" J neatlyy end accurately typed,with clear carbons and in full
conformance with all university requirements.

Jc
£0 We hope that we may be of service to you in anym—

mmscript work of any kind. Our prices are

standard. You Mall at your convenience, day or evenlng.

Yours very truly,

STUDENTS' TYPING SERV IGE@/@

@‘Q’E’ Manager.
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5. Examination in Typing: Form A¥*
of the
Thurstone Employment Tests
This test, which was originally published under the
title "Proficiency Test for Typists," is one of the earliest
standardized stenographiec teats.57 It is designed for use
as an employment test. The interviewer when hiring a typist
is often uncertain as to the ability of the applicant as a
typist. To assist in judging ability in typing, this exami-
nation has been arranged containing samples of the kind of
work that a typist is called upon to do, including his ability
to spell. This test has been standardized for determining
five different levels of proficiency, so thet with the help
of the rating made on the test in accuracy and speed, or in
these two qualities combined, the employment department will
be able to ascertain with considerable reliability whether
a given applicant is qualified for the position he has to
fill, without hiring the person or actually trying him out.
Also, with the help of the information given by such measure-
ments, a person when hired may be placed in the position for

which he is best qualified by previous training.58

*Examination in Typing: Form A, of the Thurstone Employ-
ment Tests, by L. L. Thurstone. Published by the World Book
Company, Yonkers-on-Hudson, New York. Copyright, 1922.

57. Odell, C, W., Educational Measurement in High School,
The Century Company. New York, (1930)

58. Book, W. F., "How Progress in Learning to Typewrite
Should be Measured and Why," Business Educsation World,
(October 1934) p 101.
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The test consists of three parts, The first part is
a two-hundred-word typed copy, revised and corrected in
longhand, whieh is to be typed in correct form. The second

part consists of ten items each containing the name of a
| state, an amount of money, a statement as to means of ship-
ping and a date. These are to be tabulated and typed. In
the third part are forty-eight words of which twelve mis-
spelled ones are to be crossed out.

No time limit is set, but the time consumed by an individ-
ual taking the test is recorded. Few persons require more
than thirty minutes and many less than that.

For the types of work covered in the test, it possesses
satisfactory validity.??

Directions for Giving and Scoring the Test
Giving:

The test should be given where the applicant may work
without being disturbed. He is given a copy of the Examination
in Typing and esked to fill out the blanks on the first page.
When the applicant has filled the blanks properly, the
"Starting Time" is recorded in the space provided in the upper
left-hand corner of the first page. The applicant is told
to proceed with the examination, following the directions on
each page, and to return the booklet to the administrator
when he has finished. When the applicant returns the booklet,
the "Pinishing Time" is recorded.®0

59. Odell, op. cit.
60. L. L, Thurstone, Examination in Typing Manual, p 1.
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Scoring:

The score in each test is expressed in terms of errors.
The Error Score in Test 1 is found by giving one point for
each erasure or corrected error and two points for each
uncorrected error. Errors include the following: striking
the wrong letter, improper spacing, omission of a word,
transposition of words or letters, piling letters at end of
line or elsewhere, failure to start line at starting point,
deviation from copy in punctuation, paragraphing, capitali-
zation et cetera, faulty use of shift key, use of single
spacing, and lack of uniformity in paragraphing. Only one
error in any one word is counted.61

The Error Score in Test 2 is found by giving one point
for each corrected error and two points for each uncorrected
error. Errors include the following in addition to those
mentioned in Test 1: (a) Any failure to eslign the initial
letters of the items in Columns 1, 2, and 4, or the decimal
points in Column 2. (b) The following arrengements are
considered correct; any other arrangement is an error: the
items may be arranged as they occur in the original copy,
in chronological order, in order of amount, beginning either
with largest or smallest, in alphabetical order by states,
or in classes according to manner of shipment.

The Error Score in Test 3 is found by giving one point
for each error. Errors include fallure to mark misspelled

words and marking correctly spelled words,

61. Thurstone, L. L., Examination in Typing: Form A
Manual, p 1-2.
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Two scores are provided for, one for errors and the
other for speed, and also a combined score., They are interpreted

as followa:62

Error Total Combined
Score Time Error-and-Time Rating 1Interpretation
Scores
0 - 10 14 or less 30 or less A Very Superior
11 - 20 15 = 24 31 - 50 B Superior
21 - 30 25 - 29 51 - 70 c Average
31 - 50 30 - 34 71 - 80 D Inferior
51 or 35 or 81 or more E Very Inferior
more more

Cost of the test:

Each test, of eight pages, is put up in packasges of
25 tests with manual and key. The price per package is §1.50 net,
transportation additional.

A speciman set is priced at 15¢ each.

62. Thurstone, op. cit., p 2.



Finishing AU AVING LMUIA L IVIILINLG A0 L1LO
Time Test ScoEmrre
Starting By L. L. THUursTONE

Time Department of Psychology, Carnegie Institute of Technology 1
Total
Time
Total EXAMINATION IN TYPING: FORM A

Error
Score

C{gnbined Fill the following blanks, giving your name, age, etc. Do not open
< i or turn over the booklet until you are told to do so.

Speed
Rating S ET TSI o, seoy S Ny B e e i it o ek e Age. . dnbri s el

First name Initial or middle name Last name

Accuracy
Rating

= AR s e e G S e S AEE SRS S i e e il s S S R

Com l?ined
e I R ]| W . 5 e s e e e st s o s e o eom s PRONE! .. . ool Mo o

Education
What grade did you reach in public school?. .. .. ... How old were you when you left public school?. ... .. . .
What courses have you had in business school?
Courses Time spent

...................................................................................................

Employment
Are you now employed?.............. If not, how long is it since you have worked? .......................
Name of firm where last (or now) employed. ....................cccuu.... Line of business . . ..............
G BT A e e i et o e SR O R R O S R Phione. ;.. .o uesesuss
T G0 i S T Lol W e ) o o T e e How long employed? ...........
W iy O envel. .Y o v mirn e s somemnin s immand yasss) misdens sip temie sy miee.s) Asaes s SR orbsesatd SR T O
Name of firm where employed just previously. ........................... Lineof business................
S drean Rl e FO A e oo (T B e e e s A e T N Bhotie . ccvanemiimun

References
Give the names and addresses of two or more persons who know you well.

When you have finished filling the blanks on this page, show your paper to the examiner.
Do not begin the examination until you are told to do so.

Both speed and accuracy are important in this examination. In general, each error counts
the same as one minute of time. Gauge your speed accordingly.

Published by World Book Company, Yonkers-on-Hudson, New York, and 2126 Prairie Avenue, Chicago
Copyright, 1922, by World Book Company. Copyright in Great Britain. All rights reserved. TET:T:A-12

PRINTED IN U.8.A.

UF This test is copyrighted. The reproduction of any part of it by mimeograph, hectograph, or in any other
way, whether the reproductions are sold or are furnished free for use, is a violation of the copyright law



Typing, page 2

Test 1

Have you written your name on the first page? If not, do so.

The following is some typewritten copy which has been corrected by the author after its first writing.
You are to typewrite this in its proper form. Make all the changes as indicated so that your own typewritten
copy will be clean. Both speed and accuracy are important. Tear off page 3 for this test. Use double spacing.
Correct any errors you have made which will not take more than 1 minute each.

The typical business man is an optimist. For him, the future
is full of possibilities that have never been realized in the past.

> —+ g Uty Flo
He 1s not, however, andreamer, bu'one uhos-odimagination {s—used in
purposes which lead to immediate action. His powerl\ of

Las
execution swé=planning often surpass that of his imagination, and

he 1smprised to, hawve (realized)his vision_ in less time

i
than he had even daredAhope.

!n-tru-t:h—,—ﬁle advertiaer,{ may well be regarded as typical of
the class oeless of gmerican business men. At a time when many-
advertisements were poorly %d were clven enity limited
cirf:ulation, certain entfgprising men saw the possibilitles of

advertising and began systematically to improve the,profession of
advertising mrtists were employed hf‘md;ppro-
priate illustrations mighd—be—made, and skllled skidied typographers
vied with each other 1nm the text in the most artistic and

manner possible. )L.(P —_

MpBusineaa system was used in agSertaining the amountg of cir-
culation of various publications as well as klnd’(A Advertisements
diocover
were keyed, and meny other means were employed to determine whet

2acls raelo
was8 the exact value of certedin atyle’( of advertisementg and :ga-t
LA 2d .
wes—btheo—pest medium in which_ te 1naertAme

e




Typing, page 8

= : o Do not write here
Tear off this page and use it for typewriting Test 1.
Errors Corrected. . . .. .. ( )

Er. Uncor. ( ) X 2=( )

First name Initial or middle name Last name

Error Score (Sum). ... .. ( )

Typewrite your name here:




Typing, page 5

Test 2

When you have finished Test 1 you will tear off this page and see page 7 Do not write here
for further instructions.
Errors Corrected. .. . .. .. ( )
Typewrlte your fu-ll FERS here- First name Initial or middle name Last name Er. UII.COT. ( ) X 2 =( )
Error Score (Sum)...... ( )
STATE - AMOUNT OF How SHIPPED DaTE

PurcHASE




Typing, page 7

The following paragraph contains a number of items which are to be typewritten and tabulated in the
blank you have just torn off. Be sure to enter the items under the proper headings. Make your lines double

spaced. Any error you can correct in less than 1 minute is worth correcting.

W # 2440 ,

P

F et~ 12,1916 ) — Comnrweli e # 22,60,
Qee. 73, /190¢; — Qlily, # ‘8'/7.14‘/-5‘;

Mmm,
— N
Poarea . Po-a:?"‘ ;Ee...-,-a &g rgrt;
/Cev, /0,

B 21y, Paread Pt; Qpie, (4 1576,

o, 16, 1917

P37 59 —F

Oucil Coat, Farv. 22, (717 —
, b 4416, Cppracan, »‘L.‘?,y 1905 —

Jﬁé/gq_,p_le‘

/f/é

'

Z;‘;“’&%

/7/.5"

Egﬁ/d./LM‘

J

B 436, 1.,

ByS 7?2,

PJW*

ﬂ?,&rﬂnﬁt_‘a., 5#/(.‘)‘0’ Z;F/Lm_, Q77 1 7, /ﬁfb“:

Test 3

The following list contains a number of words, some of which are misspelled. Cross out the misspelled

words.

address
referred
bookkeeping
changeable
miscelaneous
preferable
corroborate
committee
compeling
comparative
maintenence
transferred

Do not mark the correct words.

superintendent
essential
privilege
systematize
alright
seperate
procede
awkward
accommodate
noticeable
seize
recurrence

bulletin
supersede
agreeable
indebtedness
ommitted
occasionally
goverment
advisable
dissatisfaction
appreciate
accessable
column

ascertain
advertise
guarantee
ninteenth
serviceable
secretary
dependent
already
withold
fullfill
beginning
disappoint

Error Score. ....... R



CHAPTER V
CONCLUSIONS
Summary

The need of adequate ways and means of testing instruc-
tion in typewriting has been felt for several years.

In a manipulative-skill subject such as typewriting,
teachers favor a testing program which enables them to
check their results with the requirements of the business
office, and which is based on adequate research and experi-
mentation,

Typewriting tests of the past have too often failed to
cover the field adequately. The early copying tests used to
measure speed and accuracy have aided much in the attainment
of typing skill and should not be omitted from the testing
program. The problem is to supplement them with tests which
will measure the ability of each individual student to do
those things which he will be celled upon to do in the busi-
ness office.

The main eriticism of the present method of preparing
typists and office workers for the initial job is that class
room procedure is entirely different from actuasl office
conditions.

The recent trend to measure more than speed and accuracy
of copying in typing is indicetive that testing in typewriting
is well started on its way to reaching the final objective of
all such courses, that is, occupational competency up to the

minimal employment standards of offices.



62.

A definite need for uniformity and standardization of
teaching results is more important now than ever before.

If, due to the present war emergency, the typing and occupa-
tional stendards are lowered, the current trends and improve-
ments in the training program will be lost.

Teachers of business education are being reminded con-
gtantly by leading business educators to remember the recon-
struction period thet is to come, and that only the fittest
will be able to hold their own then.

This challenge demands not the lowering of standards of
achievement in business training, but better and more effective
teaching, which in turn demands more efficient measuring of
teaching results.

Proper testing involves the careful selection of scien-
tific measuring instruments, the correct use of the tests,
and competent evaluation of test results,

The number of available standardized tests in typewriting
is quite small. An investigation as to the number available
revealed only five listed: Typewriting Ability Test, prepared
under the direction of the Joint Committee on Testing, Repre-
senting the National Office Management Association and The
National Couneil of Business Education; Kauzer Typewriting
Tests prepared by Adelside Kauzer and H. E. Schrammel;

The Blackstone Stenographic Proficiency Tests, Typewriting
Test, Forms B, C, D, E, by E. G. Blackstone; the Commercial
Education Survey Tests, Junior Typewriting; Senior Type-
writing, by Jane E. Clem; and the Examination in Typing:

Form A, by L. L. Thurstone. The first three tests are listed
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a8 survey tests; the latter two are listed as diagnostic
teats.

It is important that one, who is selecting a test,
know the distinctive qualities of a good test. A satis-
factory test should possess to a high degree validity,
reliability, objectivity, ease of administration, and
should be reasonably priced.

The attempt has been made to present the information
concerning tests and measurements in typewriting that will
aid in producing better testing programs.

In so far as possible, the study represents an unbiased
analytical description of the five standardized typewriting
tests found.

Recommendations

From an analysis of the available tests in typewriting
and related literature it is recommended that more use be
made of those standerdized tests that are available, since
apparently there is a definite need for more uniform and
scientific measuring.

There ié a general agreement that the straight-copy
speed test does not measure achievement in terms of occupa-
tional requirements; therefore it is recommended that less
use of such tests be made, and that the production tests
which measure samplings of actual office work be utilized
more fully.

It is further recommended that the need for substitution
of office standards for the classroom standerds in appraising

typewriting work be recognized by dbusiness educators; that
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they be more realistic in their vocational typewriting work
and cease to adhere to the more or less traditional end
artificiel standards, thereby bringing the goal they have

set for themselves--preparation of their typewriting students
for the jobs that will be open to them--one step nearer.

It is also recommended that teachers of business education
assume leadership in promoting construction of more standard-
ized tests, perticularly in typewriting, since the need for
such tests is substantiated by their very scarcity. Much
remains to be done in this field.



APPENDIX



65.

BIBLIOGRAPHY
Source of Materisls
A, Books

Book, W, F., Learning to Typewrite, Gregg Publishing Company:
’Haw Yb;k (19257. A

Blackstone, E. G., and Smith, S. L., Improvement of Instruction
in Typewriting, Prentice Hall, Inc.: New York |( v

Cody, Sherwin, Commercial Tests and How to Use Them, World
Book Company: New York (1920).

Dvorak, August, Merrick, Nellie L., Dealy, William L., and
Ford, Certrude Katherine, Typewriting Behavior, American
Book Company: New York (193gi.

Good, Carter V,, Barr, A. S., Scates, Douglas E., The Methodolo
of Educational Research, D. Appleton-Century Company, 1nc.:
New York (1935).

Haynes, Benjamin R., Broom, M, E., Hardaway, Mathilde,
Tests and Measurements in Business Education, South-
Western Publishing Company: Cincinnati (1940).

Joint Committee Report, "Measuring for Vocational Ability
in the Field of Business Education," Zastern Commercial
Teachers Association, Tenth Yeerbook, Fhiladelphia, ra.
19377.

Lee, J. Murray, A Guide to Measurement in Secondary Schools
. D. Appletén—Century Company: New York (1936) :

Lessenberry, D. D., "The Teaching of Typewriting," National
Business Teachers Association, Sixth Yearbook, (194

McCall, William A., How to Measure in Education, The Macmillan
Company: New York (1923).

Nichols, Frederick G., Commercial Education in the High School,
D. Appleton Century Company, Inc.: New York (1533).

0dell, C. W., Educational Measurement in High School, The
Century Company: lew York (1930).

Paterson, Donald G., Schneidler, Gwendolen G., Williamson,
Edmond G., Student Guidance Techniques, McGraw Hill
Book Company, Inc.: New York (1938).

Pressey, Sidney L., An Introduction to the Use of Standard
Tests, World Book Company: New York (1932).




66.

Ruch, G. M., The Objective or New-Type Examination, Scott,
Foresman and Company: Chicago (1929).

Skene, Etta C., "Remedial Teaching of Typewriting," Diagnostic
Testing and Remedial Teaching, Second Yearbook, Commercial
Education Association of New York City emd viecinity:

New York (1932).

Smith, Harold E., "Problems in Diagnostic Testing and Remedial
Teaching as Applied to Typewriting,” Diagnostic Testing
and Remediel Teaching, Second Yearbook, Commercial
Education Association of New York City aend Vicinity:

New York (1932).

Symonds, P, M., Measurement in Secondary Education, Macmillan
Company: New York (1927).

Tiegs, E. W., Tests and Measurements in the Improvement of
of Learn;gf: Public School Publishing Company, Bloomington,
Illinois, (1928).

B. TESTS

Blackstone, E. G., Typewriting Test, Forms B, C, D, E, of the
Blackstone Stenographic Proficiency Tests, World Book
Company, Yonkers, New YOrk, (1923).

Blackstone, E. G., Typewriting Test Manual, World Book Company,
Yonkers, New YbrE (1923).

Clem, Jene E., Commercial Education Survey Tests, Junior and
Senior Txpaerﬁ%%g, PuE%Ic ﬁ?hoo Publishing Company,
l1inois, (1930).

Clem, Jane E., Teacher's Manual, Junior and Senior Typewriting,
Public School Publishing Company, Bloomington, E1955i.

Bloomington, 1.

Clerical Ability Tests--Series 1, Netional Office
Management Association and National Council of Business
Education, Cambridge, Mass., (1941).

Joint Committee on Tests, Typi Abilit; Test of the National

Joint Committee on Tests TZ¥§%§ Ability Test Manual, National
Office Management &éaoo ation and National COunéil of
Business Education, Cembridge, Mass., (1941).

Kauzer, Adelaide, Schrammel, H. E., Kauzer Typewriting Test,
Bureau of Educational Measurements, Kansas State Teachers
College, Emporia Kansas, (1934).

Kauzer, Adelaide, Schrammel, H. E., Manual of Directions,
Kauzer Typewriting Tests, Bureau of Lducational Measure-
ments, Kansas State Teachers College, Emporia, Kansas, (1934)




67.

Thurstone, L. L., Examination in Typing: Form A, of the
Thurstone Employment lests, world Book Company, Yonkers,
New York, (1922).

Thurstone, L. L., Examination in Typing, Manual and Key,
World Book Company, Yonkers, New York, (1922).

C. PERIODICALS AND PUBLICATIONS

Blackstone, E. G., "A Proposed Battery Test for Typewriting,"
Regearch Studies in Commercial Education, IV, University
of lowa, 1929.

Book, W. F., "How Progress in lLearning to Typewrite Should
be Measured and Why," Business Education World, 15
(October 1934) p 101-103.

Carlson, Paul A., "The Measurement of Business Education,"
Monograph # 18, South-Western Publishing Company, 1935.

Hittler, George M., "The National Clerical Ability Testing
Program,™ National Business Education Quarterly, 9

Nichols, Frederick G., "National Clerical Ability Testing
Program,” Modern Business Education, 7:3 (Marech 1941)
p X7EY,

Nichols, Frederick G., "Production Standards in Clerical
Work," Journal of Business Education, (November 1940) p 9.

Price, Ray G., "A Comprehensive Testing Program in Type-
writing," The Balance Sheet, 20 (February 1939) p 244.

Reigner, Charles G., "Business Standards for Typing," The
Business Education World, 16 (January 1936) p 373-378.

Report of Wisconsin State-Wide Commercial Education Survey,
Bulletin No. 158, Whitewater State Teachers College,
(FJanuary 1931).

Segel, David, "Standards of Pupil Attainment," School lLife,
24 (October 1938) p 26.

Segel, David, and Haas, K. B., Tests in Business Education,
Washington, D. C., Office of Bducation, United States
Department of Interior, 1938.

Turille, S. J., "Meeting the Requirements of Business With
The National Clerical Ability Tests," National Business
Education News, Dept. of Business Education, Washington,
D. C., 4:2 (January 1942) p A4ff.




68.

Turille, S. J., "Meeting the Requirements of Business With
The Netional Clerical Ability Tests,™ National Business
Education News, Dept. of Business Education, Washington,
D. C., L:3 (March 1942) p 5.

Webb, R. F., "Selecting Typing Meterials," The Business
Education World, 16 (November 1935) p 204-210.

Wilson, Raymond, "Stendards in Business Education Viewed
from the Business Office," The Nationael Business
Education Quarterly, (October 1941).

Woodside, C. W., Wanous, S. J., Bibliogra of Tests and

Testing in Business Subjects nogra 2, South-
Western Publishing Company, éincInnafE (?gjél.

Young, Della A., "Grading Typing Accuracy by Net Speeds,"
The Business Education World, 14 (May 1934) p 568-569.

D. AGENCIES SUPPLYING TESTS
Joint Committee on Tests, Representing National Office
Management Association and National Council of Business
Education--lawrence Hall, Cembridge, Massachusetts.

Kansas State Teachers College, Bureau of Educational
Measurements, Emporia, Kansas.

Public School Publishing Company, Bloomington, Illinois.

World Book Company, Yonkers-on-Hudson, New York.

E. MISCELLANEOUS

Dr, Paul A. Carlson, "Tests and Measurements in Business
Education,” Lecture delivered at Oklahoma A, and M.
College, Sixth Annual Summer Conference on Business
Education, June 12, 1942,



Typist: Vivian Phillips



