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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 may have certain data upon which to base their 

choice of tests hen their use is being considered. 

As tests and measurements has been· a neglected phase of 

business education, the number of standardized tests is small 

hen compared with the large volume of such tests that are 

available in other fields. 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 many of these instru­

ments are intended for use with some particular textbook only. 

In Tests in Business Education2 eighteen tests are mentioned, 

five of ~hich are standardized. The Bibliography of Tests 

in Business Subjects) lists fifteen, of which the same five 

mentioned above are standardized. Sixteen tests are listed 

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

2. Segel, D. and K. B. Baas, Tests in Business Education, 
ashington, D. C., Office of Education, U.S. Department of 

the Interior, 1938. 

J. roadside, C. ~ • and S. J. Vanous, Bibliography o_r 
Tests and Testing in Business Subjects, Monograph f 42, 
South-Vi estern Publishing Company, (1939) p 29. 



in Tests and Measurements in Business Education4 of which 

four are standardized, these four are listed in each of 

2. 

the groups of standardized tests found in Tests in Bus iness 

Education and in the Bibliogr aphy of Tests in Business 

Subjects. 

One question that is asked frequently by teachers of 

business subjects, and by school administrators and super­

visors is, "What standardized tests are available 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 type riting. 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 decades, ,,5 

every-thing should be done to carry this scientific attitude 

into the somewhat neglected field of standardized testing. 

This study is made 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 1n some quantity and may be measured with some degree 

4. Haynes, Benjamin R., M. E. Broom, Mathilde Harda ~ay , 
Tests and Measurements in Business Education, South-\estern 
Publishing Company : Cincinnati, (1940) pp 262ff 

5. Ibid., p 15 

' 
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of accur a cy , "6 ••• • The essential thing for teachers to do is 

to choose those tests which a r e a ccepted - thos e which have 

been validated t hr ough pr oper methods of research . By t his 

careful s elec tion the movement f or increas ed accur acy in the 

testing field will receive needed s uppor t . 

Dr. Carls on? says that if anything can be measured it 

can be meas ur ed accur ately , and that there is little value 

in meas urement if it cannot be done accur ately. 

The tool s ubject s in Bus iness Education , such as type­

writing , shorthand and bookkeep i ng lend themselves easily 

to measurement . 8 

Educators are bec oming convinced that tests are tools 

in education , that they are measuring instr uments and that 

in the hands of a skilled examiner who is motivated by the 

scientific attitude tests can yield valuable information 

about abilities, lear ning difficulties , and a chievements 

of individual students. This being t r ue , this analysi s of 

available standardized tests in typewr iting s hould be a 

worthwhile contri bution. 

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

7. Carls on , Paul A., "Tes t s and Meas ur ements in 
Bus iness Education , " Lec tur e delivered at Oklahoma A. & M. 
College , June 12, 1942 . Sixth Annual Summer Conference on 
Business Education . 

8. Haynes, 212.· cit. , p 16. 
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Need !.2£ 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 ay of measuring the results of the 

teaching progr a should not be over looked. 

Scientific education aims to base its major decisions 
upon objective , re l iable , valid data; upon information 
which is impersonal, unbiased, accurate, and orthwhile.9 

Although there ls a need for the use of the impr ovea 

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 dur ing the past few years have not been used exten­

sively by typewriting teachers.lo 

The timed straight-copy speed test that has been 

universally used, does not function as an all-ur ound check-up 

on the student ' s ability to do what has been tauglit. 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 arithmetic. 11 

9. Car lson, Paul A. , "The Measurement of Business 
Education," South- estern Publishing Com12any, ~onogra12h ti. 18, 
p 5. 

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

11. Loe. cit. 



It is evident that one cannot assume th t a student 

who is able to type from straight copy at a high rate of 

speed, and with even a high rate of accuracy ill be able 

to type miscellaneous office material with the same degree 

of eccuracy and skill. 12 

The straight-copy tests need to be supplemented by 

tests that will measure students ability to do the things 

5. 

they will have to do in the business office, such as typing 

and setting up letters, copying fron rough draft; tabulation, 

and preparation of business forms such as statements and 

invoices, et cetera. All of these jobs should meet reasonable 

office stendards.13 

Since thee phasis in straight-copy tests is placed upon 

tbe wrong phases of typewriting work, it is far from indica­

tive of office requirements . The emphasis should be placed 

upon the wor k that will be done in the office not only 

through class-room instruction and budget 'lork, but also 

through a well organized testing progrem. 14 

If these instructional units as outlined in the type­
writing textbooks, are vorth teaching certainly they 
are worth testine in order to determine the extent to 
hich students have profited by the presentation of 

these units. .A class in typewriting deserves to be 
and sho~!d be tested on the things which 1 t has been­
taught. 

12. "Measuring for Vocational Ability in the Field of 
Business Education," Tenth Yearbook, Eastern Commercial 
Teachers Aosoci tion, (1937} p 171. 

13. Price, Ray G., "A Comprehensive Testing Program 
in 'l'ypewriting," The Balance Sheet, 20 (February 1939) .P 244. 

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 has not been standardized is not so reliable 

as those that are standardized. The difference between a 

standardized test and one that is not standardi:ied lies in 

the fact that the desrees of reliability and validity have 

been established in one and not in the other, and that defi-
16 nite nor:ms have been or have not been established. 

Efficient teaching in typewriting demands a carefully 

planned testing program. Available standa.rdized tests and 

printed unstanclo.rdized tests are adequate tor use in .many 

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 ef'fioiently, 

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 value of scientific measuring 

in typewriting through the use or standardized tests, and the 

realization of the inaclequacy of the present raethod of testing 

in typewriting through the general use of the straight-copy 

tests. 

16. Haynes, Benjamin R., M. E. Broom, Mathilde Hardaway, 
Tests and :Measurements in Busi:ness Education, South-Western 
Publishing Company, Cincinnati, (1940) p 373. 



7. 

Limitations 

This study is limited to the field of standardized 

testing in type riting on the vocational level. Other fields 

have been mentioned only when they have a dir ct 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 

use from cour ses aimed to develop the same skills for voca­

tional use . No such division has been attempted in the tests 

presented in this study. 

The scorie of stande.rdize·a tests available i n trpewri ting 

on the vocationa l level is limited ~o achievement testing. 

Any other type of testing mentioned is for comparison only. 

ethods and Mater ials 

This is primarily a library study. The publis hed 

material as indexed by Reader's Guide, Educationa l Guide, 

and Business E ucational.Index relating directly or indirectly 

to tests and measurement s in typewriting have been carefully 

read and analyzed. 

In at t empting to make the list of tests analyzed as 

authoritative as ossible, a letter was sent to all kno m pub­

lishers of tests in the business subjects, to educational 

institutions and research bureaus, asking for cop ies of their 

standardized tests in typewriting . 11 of those contacted 

sent tests. The following agencies co-operated in supplying 

the tests that are included 1-n this study: 



Bureau of 1:ducational 1':leasurements t Kansas State 
Teachers College, Emporia, Kansas. 

Public School Publi.shing Company, Bloomington, Ill. 

Joint Committee on Testing, Representating national 
Office r,1anugement .l,ssociation end I{et:i.onal Council 
of Business Bducation--Lawrence Hnll, Car:1.bridge, Mass. 

V/orld Book Co:mpany--Yonkers-on-Hudson, New York. 

All of tho tests received for conside.rati.on are not 

included in this analysis since they are not listed as 

standardized. Man.v printed and published t08ts ere not 

standardized. 

B. 

In the letter sent to each publisher request was :made 

for copies of' each test together wtth a 1uanual and scoring 

key.. Per.raisslon ·was .requested also, and i:n all instances 

granted, to include one :t'orm of each standardized test in the 

study and to quote fro.m the ma,nual a.ml lr.ey. 

Although the reader may discover a few standardized tests 

in typewriting that are not a.escri bed in this study, it is 

believed that this list oar1 be aecepted as representing the 

best-known st.:.anclardized tests in 1;yperwri ting. 

No attempt has been made in this study to evaluate any 

test that is presented or described. 

Definitions 

An ~~v1,evemEnll 1-ftst is one that measures students 

mastery of the subject matter taught. 

A ~tandardized ~es~ is one care~fully constructed, for 

which definite rules for giving and scoring have been pre­

r>ared, for whioh norms are available, and whose significance 



and accuracy is kno\m. 17 

lln em.;eloz:ment ~ is one tkrnt is given by the pros­

pective employer to an applicant for a position. 

A~ is a standard of value representing·typical 

achievement, usually an average of the scores earned by a 

large, unselected nuntber of students employed in ste.ndard-
1S izing a test .. 

The validity of a test refers to the nworthwhileness'' 

of a test. It is valid when it .measures v<Jhat it proposes. 

to measure. 

The reliabili~y: of a test expresses the same meaning 

as accuracy or consistency of a test. 

9. 

17. Symonds, P .. M., Measurement in Secondary Education, 
Macmillan Com.pany: New York {1927) p 276. 

18. Raynes, Q:Q.• ~., p 27. 



Purpose g! Testing: 

It is iFrportcnt that the results of teaching be meas­

ured. This measurement can be facilitated bJ the use of 

standardized tests. One purpose of any test is to deter.mine 

v.rhat know·ledg:e pupils have of the subject matter that has 

been presonted; the test should measure achievement in a 

given subject. Testing ri.rovid.es a method of ascertaining 

how Eiuoh pupils have profited by class instruction. In type­

writing the testing program should he one that .measures the 

typing power attained.by the individual pupil. Such a program 

will enable the teacher to adapt his procedures to the need.s 

of his pupils. 

Tests provid.e a means of evaluation and of diagnosis. 

They correct no educational evils but they :provide informa­

tion that can be used as a basis for remedial instruction. 

They indicate whether or not a problem exists. 1 

It is possible, to a certain extent, to determine by 

means of tests the neture of existing problems. 'I'ests are 

a means to aid in detecting, in analyzing, and in treating 

of students' diff'iculties. The real value of standardized 

tests, therefore, lies in the correct interpretation and use 

of the results that they yield. 2 

l. 11.aynes, Benjamin R., • E .. Broom,. Mathilde I-lardarmy, 
Tests and l~easur-ements in Business Education, South-Ylestern 
Publishing Company: Cincinnati, (1940) p 18. 

2 • Ibid .• , p 17. 
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rrhe 111.ost frequent use of test results is to deter.mine 

school marks. 11.1eachers must give some acoount of the work 

of his students. So long as suoh accounts are re:nd.ered in 

terms of school marks, it is necessary that the teacher do 

a fair and an accurate job ot d.etermiuing the marks. Dy 

using all of the tools that are available for soientifio 

measuring and marking;, the teacher will more nearly approach 

this ideal of fair and accurate grading.J 

Donald G. Paterson, a well-known authority on stmlent 

guidance, says: 

The purpose of achievement tests is to determine not 
so much whether the student has Hpassed'i or 0 failed" 
as it is to determine how he ranks in relatio11 to his 
fellows who have enjoyed equa.l ammmts of '1 exposuren 
to teaohing and in what aspects of his schooling he 
has shown the greatest and the least relative amounts 
of progress. Thus the measurement of past achievement 
tends to be used as a gauge for future accori1plishments. 

'.I'he !{1ajor purpose of these tests, then, should be to 
help in juclgine; stm'lents in regard to their educational 
and vocational decisions. There are other uses of 
ac.hieve.ment tests besides those of guidance. They 
may be used for students in admission, promotion, and 
graduation. It is quite legitimate in some situations 
to set minimum standards of accomplishment. ~rhe student 
with low achievement scores will benefit if.prt3vented . 
from enrolli11g in courses beyo:nd his oa:pmcity.4 

J. Ibid .. , p 17 .. 

4. Paterson, Donald. G·., Gwencl.olen G .. , Sclmiec1le:r, 
Edmond G. Williamson, Student Guidance Techniques, 
IvJoGraw-Hill Book Oomapny, Inc.: New Yorl<, (19.38} pp 95-96 .. 



Kinds of Tests: 

The standardized tests that have been prepared in 

typewi:·i tlng so far are achieveraent tests .. 

Standardized achievement tesi;s are tests which hav·e 

been preJK1red by experts in their fields, e.nd ·who heve 

selected the ite.ms very carefully fro.m the material 'Whicll 

12,. 

is raost corn::aonly taught. These tests have been given to a 

large number of pupils. From. tbec-,e results norms have been 

derived, together tdth information concerning the reliability 

and valiclity of the tests. Suell tests are :provio.ed with 

exact 1;rocedures controlling the giving and scoring of th.e 

tests. If standardized tests are used tmcl class norms for 

the test determined, the te.echer is a.ble to com.pare her class 

nor.ms with the test norms. Each pupil may be informed as to 

how he ranks locally and. nationally.,5 

Experimental evidence tends to indicate that standard­

ized achievement tests are the iaore reliable and valid for 

tool subjectst especially when given at the time norms are 

• ,:;i d 6 prov1ue .·• 

Oclell classifies aohieve:ment tests as general survey 

tests, d.iagnostic tests, and prognostic tests .. 7 

5. Lea, J. Murray, A Guide !2. J·"ffeasure.ment in §_eqondari 
Schools, D. Appleton-Century Company: New York,ll9J6) p 24. 

6. Ibid., p 25. 

7 .. Odell, c. . , Educational Measurement, in Hit~h SchoQlt 
The Century Corrrpany: Hew York, {1930) :p 22. 



The survey test is one that yields a general or 

average measure of student achievement in the subject 

measured. 8 It is usually so constructed, theoretically, 

that a sample of each important element of subject matter 

1). 

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

ways, either in units of increasing difficulty or topically.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 particular course of study. In typewriting, 

these tests should aid in reducing the failures on the job 

in so far as it is humanly possible. 10 

Whatever may be the cause of the tendency to omit 
final examinations for vocational ability courses, 
those who give no such examinations are for the most 
part without the necessary information on the basis 
of hich to recommend graduates for positions, to 
appraise 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 vocational 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 
ascertain whether or not desired standards have been 
reached.11 

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

9. Haynes, B. R., • E. Br oom, and athilde Herda ay, 
Tests and easurements in Business Education, South-iestern 
Publishing Company: Cincinnati, {1940) p 29. 

10. Ibid., p 374. 

11. ttMeasuring for Vocational Ability in the Field of 
Business Education," Tenth Yearbook, Eastern Commercial 
Teachers Association,(1937) p 14. 
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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."12 

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 uides. Their results 

indicate the learning that has taken place, and also the 

deficiencies in this learning that should be over-come 

through remedial teaching. 14 

Until recent years there has been only one idely 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 iork.15 

12. Odell, C. ·;., Educational -easurement in High School, 
The Century Com any: New York, (1930} p 23. 

1). Ibid., p 544. 

14. Haynes, .Q.E.• cit., p 370. 

15. S.cdth, Herold H., "Problems in Diagnostic esting 
and Remedial Teaching as Applied to Typewri tin , ,t Second 
Yearbook, Commercial Education Association of New rork City 
~ Vicinity, (1937) p 53. 
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The chief purpose then of diagnosis in typewriting is 

to discover the actual state of affairs. 16 

Prognostic tests in business education have not 

reached the degree of reliability that the educators had 

hoped ould be reached. 17 !r. Smith says •... 

even though they had, hat then? Aside from serving 
as guidance or sectionalizing purpose, in our demo­
cratic educational s ystem, they could do little more 
than serve as an "I f~ld you so" to the teacher harassed 
by falling 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 

student. 19 

16. Smith, £12.• cit., p 7. 

17. Ibid. 

18. I bid. 

19. Ibid. 



CI TER III 

CRITEHIA FOR SELEC'I'ING TES"'S 

satisfactory test should possess the following 

characteristics: validi t y , reliability, objectivity, ease of 

administration, an economy as to financial oost. 1 

Validi ty : 

The prime consideration in s electing a test should be 

its validity . It is the most i mportant single characteristic 

of a good test. A test is valid when it measures hat it is 

intended to measure . 2 

Validity refers to the pains taken to incorporate in a 
test or examination those elements or items hich are of 
prime importance, and to the pains taken to eliminate 
non-essentials .J 

The best check for judgi ng 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 taught.4 

1. Odell, C. V ., Educational easurement in High School, 
The Century Company : Ne York, (1930) 

2. Ibid., p 52. 

J. Ruch, G •• , The Objective 2!: Hew-TyPe Examination, 
Scot t , oresra.an & Company: New York, (1929} p 28. 

4. Lee, J. Murray, A Guide to ~easurement in Secondary 
Schools, Appleton-Century Company: New Yor k, (1938) p 324. 
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Rel iability: 

Reliability expresses the same meaning as accuracy 

or consi~tency of measurement . Reliabil i ty represents the 

degree of confidence hich can be placed in the results. 

Wben a test is co pletely reliable , scores earned by individ­

uals on two successive administrations of the instrument ith­

in e short time vill be acc urate and consistent for each 

individual; that is the scores yield d by the second adminis­

trations ~ill be equivalent to those yielded by the first 

administrotion for the same individuals. It ls 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 rel tionship exists 

betveen the to 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 a test cannot be determined by examin­
ing the test itself, although inferences in regard to it 
can be made from such inspection. The test must 
actually be tried out to yield the desired in.formation. 
Fortunately it is becoming an established custom for the 
authors of standardized tests to secure data on reliability 
before tests are placed on the market and f or publishers 
to include these data in the teachers' manua16or other 
supplementary aterial accompanyin the tost. 

Objectivitz: 

Objective measurements are those concerning the correct­

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

5. Odell, c~ V., Educ .tional Measurement in Jli..&h. School, 
The Century Company: New York, {1930) p 58. 

6 . Ibid., p 59. 
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among competent persons as to wha t is the answer. A test 

is objective when different examiners using it to measure 

the same characteristic or characteristics s ecure comparable 

results. A good test is 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 

s ame examiner at differen times. 7 •'Objectivity is i mportant; 

without it, there can be no assurance that scores obtained 

will be comparable . "8 

The use of objective measurements rather than those 
involving personal opin·ion or bias has many benefits 
in educationa l work just as in work along any other 
line."I 

Ease of Administration: 

rom what might be called the theoretical or scientific 

standpoint, the ease rith which a test can be admi nistered 

is not of high importance. From the practical ntandpoint , 

however, it is decidedly i mportant . The person selecting 

tests is, therefore, justified in paying attention to this 

feature.lo 

Ode1111 says, "The prime factor that ma' es for ease of 

administration is that the directions fo r giving and s coring 

the test be feirly simple and easily understood, but ade quate. " 

7. 0 ell , 2.E• cit ., p 11 . 

8 . ayne , B. R., M • . ,.,, • Broom and A5at ilde ar· a· ay , 
Tests and .easurement.s in Busi ne ss Education, South-Western 
Publishing Company , {1940) p 34. 

9. Odell, QQ• cit., p 11 . 

10. Ibid., p 7 . 

11. Loe . cit. 
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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 i n 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 smoll proportion of the total cost of instruction 

that one should not strive to limit expenditures for this 

purpose at the possible sacrifice of the quality of the tests 

used.13 On the other hand, Odell says, "there is no reason 

why one should pay any more for good tests than is necessary. 1114 

12 . Odell, 2.E.• cit., p SO. 

13. Ibid., p 81. 

14. Loe. cit. 



CHAPTER IV 

ANALYSIS OF I NDIVIDUAL 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 

intended to provide information 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 and Senior Type~Titing 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 end correct the situation. 

Usually this process takes the form of remedial teaohing. 1 

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 particularly 

significant in this analysis 1n that business teachers, 

1. Haynes, .srn,. cit., p 370 
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ad:m.inistrators, ond supervisors nee<l to become fa.mi1iar 

with the types of employment tests the.tare given to their 

graduates when they apply for office work.. Both adminis­

trators and classroom teachers, it they know the fim1in.gs 

of such employment t.ests will be o.ble to give m.ore accurate 

and helpful recommendations ·to mnployers regard.lng the 

graduate of the school who is an applicant for a position. 

Normally employment tests are not given until the student 

makes application for a job, so the uses of the test results. 

in tl1e school are relatively ft':l1r1. However, because of in­

creasing e.ophasis being given to pre-employment tests pertain­

ing to office activities, it should behoove business education 

teachers to cletermine the extent to v1hich the:i.r teaeh:i.ng 

prograr:i is functioning to prepare student~3 for employment 

after graduation. 2 

'fhe tests which have been analyzed are shmvn in the 

sucoeeding pages. 

2. Book, William Frederick, ''How ProB;ress in Learning 
to 'J.lypewri te Should be Measured . and Why," ~_he Business 
Education World, 16 (October 19311-) p 101. 



1. 111ypewri ting Ability Test 
of the 

National Clerical Ability Tests* 

The Typewriting J1bili ty 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. 

22 .. 

It is one of the six vocational skill tests that go to 

make-up the National Clerical Ability ~esting Program. 

?hrough a period of five years a joint committee of the 

national Office Management Association and Eastern Commercial 

Teachers• Association carried.on a research project which 

resulted in the est~blishment of a permanent clerical ability 

testing program under the direction ot the Hatiom-11 Office 

Management Association and the 1:lational Council ot Business 

Eduoation.3 

The aims of the testing program are as follows:4 

l. To provide an authoritative device, somewhat compa­
rable to the College Board Examinations, for use in 
measuring the qualiticat,ions of public and private 
business school graduates for som.e of the .more common 
office occupations for whieh vocational training is 
given. 

*Prepar·ed and Administered by the Joint Oommi ttee on 
Tests of the Mational Office Management Association 2nd the 
Mational Council of Bu·siness Education.. Distributed by The 
Joint Com.m.i ttee on Tests, 16 Lawrence Hall, Kirkland St., 
Cambridge, Massachusetts. 

). Hittler, George !l., 0 The National Clerical Ability 
l'esting Program," National J!usi:q5tss. Education Quarterly, 9 
(~rch 1941) p 5. 

4. Haynes, B,. R., :M. E. Broom and Mathilde Hard.away, 
Test¥ ,and Measurements in Business Education, South-Western 
Publishing Company, (1940) p ;u~2 •. 
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2. To assist business teachers and others 1ho are res­
ponsible for vocational business tra i ning programs 
in attempts to bring their course offerings and 
testing procedures some ihat more into line with sound 
principles and practices in the field of vocational 
education. 

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

4. To provide employers of office help with a better 
means of appraising the qualifications 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 graduated from public and priv te business 
schools. 

5. To bring office managers and other employers of cleri­
cal help into a closer working relationship 11th 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) Filing Test , (5) ]achine Transcribing Test, (6) The 

Machine Calculating Ability Test.5 

This study is concerned only 1th 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 ho\ever, writes at least three tests, 

(1) a "eneral information test, (2) a fundamentals test, 

and (3) the skill test . Each participant is rated by a 
6 personality r ating scale. 

5. Turille, S. J., "Meeting the Requirements of Business 
with The National Clerical Ability Tests," National Business 

ducation News, Dept. of Business Education, Iational Education 
Association of the United States, Washington , D. C.: 4:2 
January 1942, p 4. 

6. Loe. cit. 
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The General Information Test end uhdamentals Test are 

constructed to test a pupil's ability to retain and apply 

knowled e, to learn through observation, to formulate judg­

ments and evaluations. 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 oalculations . 7 

It is said that, "The Typewriting Ability Test represents 

a cross-sect ion of office typewriting work. "8 i ght typing 

jobs were selected from the more important office activities 

in which the typist is likely to take part. ~r. !littler 

lists them as follows: 9 

1. copying letters 
2. filling in letters 
). addressing envelopes 
4. preparing mailing lists on cards 
5. arranging tabular forms 
6. preparing lists of names in alphabet ical or 

geographic order 
7. copying from rough dreft 
8. preparing business forms such as statements and 

invoices 

~ho 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. 

?. murille, v . J ., ttMeeting the Requirements of Business 
Vith The National Clerical Ability ests," National Business 
Education News , Department of Business Education, Washington, 
D. c., 4 :2~rch, 1942} p 4. 

8 . "Measuring for Vocational Ability in the Field of 
Business 1ducation , " Tenth Yearbook , Eastern Commercial Teachers 
Association , (1937} p 173. 

9 . liittler, Geo . M., 'Tho National Clerical-Ability Testing 
Program" The National Business Education Quarterly, (March 1941) 
p 5. 
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The Joint Committee is convinced, after using various 

testing media an making numerous compurisons, that there is 

not necessaril eny very close correla tion between results 

obtained on a straight copy test in t ype\riting, itl the 

score expr s sed. in terms of net-words-a- m· nute and the period 

covered by the test es short as ton minutes, and scores obteined 

on a comprehensive typewriting test in hich the testee is re­

quired to type rite a vnrie y of kinds of j obs he will be called 

upon to do in a typewriting position . 10 • 

No test measurable in r ords per minute is ever included 

in the Typing Ability test. Manipulative de terity is empha­

sized, rather tb.an stroking speed, through including a mass 

of material to be completed. 11 

The tests taken 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 at 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 financial subsidization of the tests 
by the National Office ianagement Association or some 
educational organization or both will take pl ace soon. 
A decision has been reached ~ithin the last few months 
in reference to the employment of a full-time national 
director for the National Clerical Ability Tests .13 

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

11. Loo . cit. 

12. Turill e, 2.E• cit., (March 1942) 

13. Loe . cit. 
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The following statement shows the erowth in popularity 

of this testing movement: 

In 1937 the tests ere administered to some 1,261 testees. 
In 1938, 1,300 testees participated. In 1939, approxi­
mately 2,400 testees took part . In 1940, over 3,000 took 
part and in 1 41, J,300 testees participated. It is be­
lieved now that the tests are becoming fairly well known 
and employers as well as educators are becoming familiar 
with their value as a basis for employment of office 
workers, growth of this program is likely to be more 
rapid in the future.14 

The tests are given bet reen 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 who 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 participated 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 located. 15 

At first the administr ators 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 administrator . This was expensive and limited the 

scope of the program. 16 

14. Turille , S. J. , ttMeeting the Re·quirements of Bus iness 
with the National Clerical Ability Tests," National Business 
Education News, Department of Business Education, ·vashington , 
D. C., 4 :2-rYa°nuary 1942) p 4. 

15. Nichols , F . G., 0 Nati onal Clerical Ability Testing 
Program,tt Modern Business Education, 7: 3, (March 1941) p 26 

16. Loe. cit. 



the Joint Committee: (a} For.ti H!ld ar:ra:nge.nmnt of typed 

above three factors in good typln,g, tl1ere ia only o:ue grade 

given for the test, but eaeh of the t,bree taotors--for:~i, 

ten sp,eeifia typing joba. 1rraoh la judged as a whole.. It 

is penalized if it contains un.correotod correctible errors .. 

It is thrown out if it, contains erro:rs that oim:rmt be eorrected. 

Therefore, each t,estee ia .t.nstrueted to lone no time bet,ween 

jobs and to go directly f:tnd quiclcl:r f'rmrl: one task to imot.her. 18 

1'"'he mGterials :neede{l for taking the test are es follot1s: 

".Pest booklet, assembled miiterisl .in en:velo1nl, type"1l'iter, 

ty,pewri ter eraser, and t'W'O or three sheets of paper for 

practice,. 19 

'Ihe following supplies are included in th.e ti"taterials 

________ ,__ 

17 .. Jo:lnt Comnit:t,(Ie on r"fests--1:Cy'Dinn: Abili.1;y 'l"est !5anua1--
Series 191}1• Copyright, l9lf1. - -

19 .. Ibid. 



1. Typewriting paper 
a. Four letterheads 
b. Eight sheets of plain white paper · 
o. Three sheets of yellow paper for carbon copy 

2. One sheet of carbon paper 

J. Ei ht envelopes (two #9, two business reply, 
four #6 J/4) 

4. 1'wo 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 a new sheet. All unused 
) 

material is returned to the examiner. Neat erasures are 

allowed. If additional supplies are needed, the examiner 

28. 

is a sked 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 

Directions: 

General Directions for C-iving 
and Scoring .ill. Test 

l."Do not look the test through before beginning. 

2. Complete each job before looking at the next one . 

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

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

20 . Typing Ability Test Manual, 2£• cit., p 2. 
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5. Do not ask questions about the teBt efter you 1H;Jgin 
it. Follow the instructions and do th.e best you can 
ivith each job. 

6. Start at once when the signal to start is given. by 
the examiner .. 

7. Stop at once when the signal to stop is given by the 
examiner. 

8. If' you complete the exami.nation before the time ie 
up, take your _papers to the examiner immediately. 

9. Write your name, the name ot your school or employer, 
and the name of . your oi ty or town on the large manila 
envelope • .Also write your registration number which 
appears on your card stub. 

10. At the close of the examination all of your typed 
materi.al is to be clipped together and put into this 
large manila envelope bearing your name and registra­
tion number .. n21 

Examiner a.sks:22 

·Are there any questions? 

Examiner answers any questions, making instructions 
clear. 

Examiner says:2J 

All right, it is now (give time}. Enter th.is time on 
your large envelope where it says "Hour Begun." Now take the 
test booklet and begin • 

.At the end of two hours examiner says, Stop? 

?fake a record of the time on each envelope handed in 
at this point. 

Accept any completed set of papers whenever a testee 
presents it. Make a record on the envelope of the exact time 
at which it is received. 

Scoring the Test: 

The factors in scoring the papers are as t'ollows:24 

21. Typing .Ability Test Nfanual, _sm. cit., p 2. 

22. Ibid. 

2J. Ibid. 

24. Ibid. 
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(a} Each p iece of ~ork is a s igned weight ed number of 
points. 

{b) Each typed solution must be usable, or mailable. 

(c) Pieces not usable are r e jected as a whole. 

{d) Manipulative dexterity is rewarded by awarding 
points for allowed time not u~ed b y the testee . 

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

(t) 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 J oint Committee in 

assachusetts 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 rela t ive 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 s t udents 

receives the individual r ating for each of the three tests 

for each student .a •d also is ~rovided with national norms . 

The results are confidential; there is no embar~assment to 

the teacher . These tests utilize self-competition, not 

25. Turille , S . J ., "Meetin~ the Requirene nts of Business 
With the National Clerical Ability Tests , " National Business 
Education News, Department of Business Education , vashington, 
D. c., 4 :2-;-T'March 1942) 
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cor1peti tio:n for L1ed.:::; ls or prizes, et cetera. The testee 

either .meets business standards and receives a Certificate 

f , f' . h ~ t 26 o kro 1c1cncy or ~e uoes no. 

26. Turille, 21?• c1.t. 
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NATIONAL CLERICAL ABILITY TESTS 

Prepared and Administered by 

Joint Committee on Tests 
of the 

Ndtiondl Office Mdndgement Associdtion dnd the Ndtiondl Council for Business Educdtion 

Typing Ability Test - - Series 1941 

To the Testee 

For purposes of this test you are a typist for The 
Customer Service Company, 795 Railroad A venue, 
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 cow of Form Letter D (from te~t 
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 cow 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. 

Copyright 1941 
J. R. Jackman 

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 

A venue, April 24 
Mahan and Johns, 348 Jefferson Street, April 20 
Office Equipment Company, 317 Madison 

Street, March 24 

M & L Stationery Company, 416 DecatUI1 
Street, April 15 

Reginald Mahoney, 14 West Washington, 
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, 

January 16 
Charles Waters, 92 Crosstown Avenue, Janu 

Rry 14 
Office Supply Company, 162 West Avenue 

March 5. 

Part III-Second Page of a Letter 

7. Mr. George F. Meehan, Branch Manager o 
your employer, The Customer Service CompanYl 
has given you a long letter to Mr. Enoch Anderso 
556 South Halsted Street, Chicago, Illinois. You 
employer's Stenographic Manual reads in part 
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 spa 
for the dictator's signature, and (3) type t 
official title of the dictator. 

The dictator's initials and the typist's or steno 
rapher's initials are to be typed at the le 
and below the signature with a colon betweei 
them (lc:mn). 

Address an envelope for each letter. 

Instructions: 
Assume that you have filled the first page of t 

letter and that you have the following paragra 
to type on a second page. 

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

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



Part IV-Manuscript 

8. A conference of all the salesmen of The Cus­
~omer 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 
p using your own judgment as to arrangement of 
'aterial 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 
educing shipping costs by operating a fleet of 
rucks. The traffic manager hal!.9-S you the follow-
g data and asks you to tabulate it as you think 

est to show the charges made by each of several 
tates for operating 3-ton trucks in 1930 so that a 
omparison can be made with present charges (no 
arbon 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 w_hich 
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 P.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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N.C.A.T. 1941 Form Letter A 

THE CUSTOMER SERVICE COMPANY 
795 RAILROAD A VENUE 

CHICAGO ILLINOIS 

Your order dated will be 
shipped in about one week. Your individual 
heading on the forms ordered requires special 
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 this 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 being 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, it is necessary to make new 
friends into old friends before we can give such 
prompt service; and that is 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 this account 
card will hasten shipment on all future orders. 

In the meantime 
enclosed postal card 
order of (date) 
the nearest mailbox. 
to you. 

just write your name on the 
which reads "Please ship my 

c.o.d. 11 and drop it into 
The goods will then be rushed 

Sincerely yours, 

THE CUSTOMER SERVICE COMPANY 

By 



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

THE CUSTOMER SERVICE COMPANY 
795 RAILROAD A VENUE 

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 interested 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 



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

We know that you 
on your order No. 

need the merchandise listed 

-----, and the major portion 
of that order will 
Our invoice number 

be shipped 
is 

Occasionally we find that our 
on some item ordered. Rather than 
we place such items on back-order. 
necessary to do this with the items 

stock is short 
delay shipment 
It has been 
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 A VENUE 

CHICAGO ILLINOIS 

This morning we received your fountain pen 
which we shall have repaired 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 mail; 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 A VENUE 

CHICAGO ILLINOIS 

APPLICATION FOR CREDIT 

Date 

Name of Company 
or Individual ----------------------------

Street 

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 

Business reference 

Remarks 

Name of person taking application -----------------

Received at office Investigated Disposition 



l&h plain white ••ta ot tJ.P P per 

ao te • 



• 

Three yellow sheets ot typing paper 

are turn1she4 with eaoh test • 



--

(Sample for Student Use Only) 
Cannot Be Mailed 

BUSINESS REPLY CARD 
NO POSTAGE STAMP NECESSARY IF MAILED IN THE UNITED STATES 

FIRST CLASS 

(Sec. 510, P.L.&R.) 

Chicago, Ill. 

-------Y --

FIRST CLASS 
(Sec. 510, P.L.&R.) 

Chicago, Ill. ---------2c. PO S TA GE WI LL B E PA ID BY 

TJ-11: CUSTOMl:R Sl:RVICI: COMPANY 
795 RAILROAD AVENUE 

=~v ---
C~ICAGO 

ILLINOIS 

AFTER FIVE DAYS RETURN TO 

THE CUSTOMER SERVICE COMPANY 
79!5 RAILROAD AVENUE 

CHICAGO, ILLINOIS 

-------
------

FIRST CLASS 

ec. 510, P.L.&R.) 

Chicago, Ill. ---..... --------------

\ 



2. r-iype:r.riL g Tost 
or the 

Blsc,~3 tone Jteno0 rap.1 o Pr!:>-ioicmoy ests 

The Blac stone Type :r tln Test OollSJ.sts of u series 

of test3 desi ed to measure all tl1e ele ents or typing 

okill which c1.re needed by a !1tenograpber. '!'here are fow· 

alternati c forms. . Forms B, c, D, and E. It is customary 

to ad in1nte£ theuo in the order named . T e alternate fo ... •ms 

are provided ao that the letsruer u proficienoy may be easured 

a ·t frequent intervals \ 1 t.hout rt!_peti tion of at :rial. 

One of the stron feature;;., of the Black.atone test is 

tlle aphio method that hus been dev sea to 1-eEjp s. record or 
the learner's soo:re .27 

.. he ·tests enable the adml nistrator . hethe.r superinten­

dent , :p:ri:101pal, department heed,, or superv sor , to cl eoh. up 

the ra ults being obtained in type .rit1n clt1ases , to the 

extent that where such results are unsevlutnctory, in est1-

tions leadin. to proper readjust.cent · y be made .. The 

tests do not indicate causes, bu·t only eo 1.di tio s .. In c se 

or unsatisfactory results , a diagnosis of ce~ses must be 

de before remedieu oy be applled.28 

·*Blackstone Steno aphic otlolenoy rnests--Type ritin 
Toat , Fors B, c , D, and E, by E. a . lackstone. Published 
by tb .orld Book Co pany, Yonker..,-on- Hudaon" He Yor k . 
Co;> .. ri ht 1923. 

27.. nook, • ,• . , Lear ninlI M · rn~n"'r i te , Gre 
Coinp ny: ·e Yor k . (1925) 3 9. 

r ubllsbin 

2S. Bl.ac tone , 

ook. Co any : Ne Yor k , (1 23) p l.. , - . ' . . . ' . . .. 
• .I ~ 

' . ~ "' -... ' ., . .. . ., ., : . ... ~ ; . . ... ., . . . 
- ! ~ ; ,. • • •• ~ c 

~ .. . . ··:~, .... . : .... 
. . ' . . . . . 

,. • • .., • J 

J • • • •• -... : ..... : .. ··. 



)J. 

The Blackstone tests consist of a carefully constructed 

series of letters , one letter in each test, which are similar 

in seven points: 

1. Each containo approximately t he s ame number of ~ords. 

2. Each contains approximately the same number of letters. 

). Eac~ contains approxiroctely the onme number of e's, 
t' s, a' s, etc ., vi tl the frequency of the letters of 
the alphabet in conformity to the norrnDl frequency as 
determined by studies of cryptography . 

4. Each contains approximately the same number of 
letters to be struck 1th the right hand. 

5. Each contains upproximotely the same n~bor of 
letters to be struck 1 i th t he left hand. 

6. Each contains approximately the same number of 
carri gc returns and shift-key strokes. 

7. 'ach has particularly long or difficult '>'ords 
in approximately the same positions .29 

This similarity might af.fect their difticul t y. The 

tests require slightly more than a thousand strokes of 

typing . They 1ve 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, ho ·ever , test ~he pupil's ability to set up or to use 

various forms of business letters, tabulation, or manuscript 

writing.JO 

29. Blackstone, E.G., TfPe 1rit i nB Test Manual , Norld 
B.ook Company: l ew Yor k , ( 1923 p 2. 

JO. Skene, t. t a C. , "Diagnostic Tcstin and Remedial 
Teaching Applied to Typewritin, Second Yearbook, Commercial 
Educa tion Association of New~ Citv and Vicinity, (1932) 
p 70. 



34. 

In the standardization of the tests, the unit of measure­

ment, len~th of time, kind of m.aterial and probable error for 

a score ere determined as follows: 31 

The Unit of ~urement. 

After e perimentation the stroke unit was adopted. A 

stroke is defined as "any single movement in typing," and 

includes the stri ing of any key, whether it be a letter, 

figure, space bar, shift key, tabulator key, or back spacer, 

or the movement required to return the carriage to start a 

new line. In order to strike certain letters more than one 

stroke is required . For instance, in order to rite the first 

capital letter of a ne paragraph the followi g stro es are 

required: (1) carriage return, (2) tabulator key , (3) shift 

key , (4) letter key. 

It as not aintained tat all strokes are equal . In 

fact , it as been proved experimentally tha t ey 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 unlts 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 ot 

strokes. oevon articles were prepared , ranging in difficulty 

from primer material hich uvera ed about four strokes to the 

word, through seven·th and eighth grade reader .material, and 

then through legal and scientific material to a final one 

Jl. Bl ackstone , E. G., Typeiriting Test !anual, 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 aoouracy of 

variation in the difficulty of reading or spelling or in 

degree of ramiliarity with the vocabulary used. The factors 

of practice and of fatigue were avoided by having the material 

scattered among the typists in accordance 1th a definite 

schedule, so that practice and fatigue would be scattered 

evenly among them. The results showed that only in the 

primer material and in the Latin article ~as there any sig­

nificant variation. For the other five tests, ranging in 

stroke len th from an average of 4.6 in the easiest to 7.6 

in the hardest, the variation 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 ia nearly equivalent in average 

number of strokes per vord, 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 as 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 tl1e 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 easier to administer a 3-minute 

test than a longer one. Therefore 3 minutes was selected as 

the time requirement. 



J6. 

Kind of material . 

It was decided that since the ordinary business letter 

probably constituted the greatest part of the stenographer's 

ork, a number of such letters should be analyzed and the 

average number of strokes per ord 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 Erobable 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.) ot 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 or the scores of a group of pupils . 

The reliability coefficient of correlation bet een two 

forms of the test avera ed .93 for groups of pupils having 

bad twenty months of instruction.32 

The specific directions for the teacher to follov 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 1th two 

sheets of typewriting paper (one on which to take the test 

and one for preliminary practice). 

32. Blackstone, 212. · cit., p 2 
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Teacher ana 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 d.irections step by step. 

Do not urge the pupils to do their best or say anything 

to them hich may arouse a competitive or hur ried attitude . 

It is desired to measur e 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 th_e exact second. 

The direc tions 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 iudividual in speed, accuracy and score . This is 

done on the Individual Progress Record on the fi r st page of 

the test folder . The results of ten tests by the individual 

may be intered on a 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. 

Each tie a pupil is tested, there should be entered 

in the table of the Individual Progress Record, the form used, 

date or 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 eaoh pupil record his own progress, 

or that thi s be done in each case by the pupil who scores 



the paper and checked by the pupil whcse progress is thus 

recorded. The pupil can see for himself just ho11. he is 

progresoing. 

JS. 

The directions for recordin the scores on the Individual 

Progress Record are given on the sscond pa . e of the test as 

follo s: 

Plot the point in the graph as follows: 

1. Find the point on the scale a t the bottom of the 
graph representins the number of strokes per minute 
which is entered i n the table. 

2. iove the pencil vertically froo this point until it 
reaches the slanting line representing the number 
of errors made • 

.3. -~ake a dot at this point and write a sr:1all f i ure 1 
above it. The hei ght 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 ma e, determine the hei ht of the 
dot by the amount of the score as calculated . ) 

4. Vihen the second test is taken, the same data should 
be entered in the table, a ne •1 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. Vlhen subsequent test s are token, these should be 
recorded in the same 1ay and the new points joined 
to the former ones to make o continuous line showing 
the progress that has been made 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 

strokes per minute and the median number of errors of the 

class. It desired, a dot representing the class medians 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 

compared. The olass record. in this case should be entered 

in rea ink. 

Cost of the test.: 

Each for!r.. of the :Blackstone 'I'yrewri t i:D.g Test, of' tour 

pa~_!:es, is put up in packages of twenty-five tests, with 

Manual of" Directions for one dollar net per package. A 

specimen set is 10¢. 



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS 
By_ E. G. BLACKSTONE, Detroit Teachers College, Detroit, Michigan 

TYPEWRITING TEST: FORM B 

Name ..................... , ...... . ................. ... ........ . .... . .... .. . Date of birth .. . ........ . 19 ... . 

Grade ... . .......................... Teacher ......... . ............. .. .... Examiner ....................... . 

School .......... . ................................................... . ..... City . ........................ . 

300 

250 

200 

~ 150 
~ ) 

100 

Test 1st 2d 

Form Used 

Date 

Months of 
Instruction 
Strokes per 

Minute 

Errors 

Score 

I 

/ 

INDIVIDUAL PROGRESS RECORD 

3d 4th 5th 6th 

I/ 
V 

I/ 
I/ 

IV 
IV / 

I/ / 

V / 

V '/ / 

IV / I/ V 

I/ V V / 

I/ / V 

I/ / / / 

I/ V V / 
/ V 

I/ / V Iv / 

I/ / V / V Iv 
V / 

/ v · V V / / 

/ I/ V I/ Iv Iv 
/ I/ / / 

/ / V V / 

0 V IV Iv V / I/ Iv / 

V V V V / / / , V , V, 

7th 8th 

V 
I/ 

I/ 
V 

IV 
V 

V / 

/ / 

I/ I/ 
IV I/ / 

0 I/ / 

V V 
I/ V 

/ 
I I/ / 

1.,.- V 1.,.-

I/ Iv V 
1i V ,.,, V 

V Iv I/ 
~ V V / 

V I/ I/ 
/ V V / 

4 
V V V 

/ ,,v V V 5 
/ V / / V 

6 / ,,v V 
V ,v v ,,v 

7 ,v V VV .,,v 
8 v vv V ,V 
9 l/v ,,'-" ,,v 

hov 1,,v ,,v 
II V v~ 

!lth 10th 

, 

I/ 
IV 

V 
V 

V 
IV / 

IV / 

/ V 
V 

V 
V V 

/ 

IV 
V / 

V V 
V 

I/ 

Iv / 

V V 
/ / 

v V 
V V Iv 

V 'v 
V ,v 1,, 

V / 

/ V 

/ I/ 

/ / / 

,/' V / 

/ ,,,, 
/ .,, ,,v v ,, ..-- V ,v 

/ 1/v 
/ V 
/ ... 

/ 

/ 

V 

V 

Iv 

Iv 

, 

/ 

/ 

0 

1 

2 

3 

5 

6 

7 

8 

9 
10 
11 
12 

V I V V , Iv / v v ,,v ,,-' 12 

I/ / 

I/ V / 2v 
V I/ 31v 

I/ v.,.- 41/ 
IV/ vv / 5V 

IV/ vv v, 6 
7 /I/ / / vv vv BV 

50 
I/;/ I/IV Viv // // }! V 

1/V vv, V , v::. / t:-~ t;::.f' 
1/1/ ·,[? vv }'.;:!'.;:: ,t:::-V 

I/ ,.,, :.,, L--;:::,, v:::f'.::: !;:'.::I/ 
I/V, '/,~ V,'.~ P,:::~ V" 

1/.I'/'. ~~ 81% ;::.::V ~-; I I I I: 

50 100 

CofnrfrhJ 102~ bv World Book ComPany. Copyright in Great Britain 

I/ V V / v v,, 
V1_,.,, . V, , v, Vv 
vi/ v,, V , VL.,, 1,, 
vv V / , l/L.,, 

V VIV , vv 
vv vv vv 
V ~ IV 

150 
Strokes per Minute 

v,, / 

V 

200 250 300. 

All rfrhts reserved. BSPT: B-2 PRINTF.D m U .S.A 



DIRECTIONS FOR TAKING THE TEST 

I. 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. 
3. Set the machine for double spacing. 
4. Set the tabulator key at 10. 

5. Practice for five minutes on matter other than this test. 
6. Place regular typewriting paper in the machine. 
7. 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. 

DIRECTIONS FOR SCORING 

I. 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 I stroke per minute 
for each three strokes repeated in the three minutes, and 
subtract I 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, 

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 IO. Thus, 

Score = Strokes per minute X IO 

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: 
I. 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. 



Dear Sir: 
Typewriting Test: B .. 

2 4 

We are very sorry to learn of the spoilage on cheese shipped 
5 7 9 11 12 14 15 16 19 20 22 25 

under date of October 15. Goods of this nature are thoroughly 
27 29 30 33 34 37 38 39 42 43 47 

inspected on the day of shipment, and it is unfortunate that you 
50 51 52 54 55 58 59 60 61 65 67 68 

did not report the matter when they came, as we should then have 
70 71 73 75 77 79 80 82 83 84 87 88 90 

had the cheese returned at our expense. 
91 93 95 98 99 100 103 

No one realizes better than we do the annoyances resulting to 
105 106 109 112 113 114 115 117 120 124 125 

a concern like yours through the f~ilure of good inspection. We 
125 128 130 132 134 136 138 139 141 145 147 

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 reminder only 
170 171 173 174 177 179 181 183 185 188 190 

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. 
237 

We predict that it will be a long time before you are 
238 241 243 244 246 247 248 249 251 253 254 256 . 

annoyed in this way again. 
258 259 261 262 265 

We are referring this matter to our manager, Mr. Carson, who 
266 268 271 273 275 276 277 280 282 285 286 

will discuss it with you on his next visit, on Monday. In the 
288 291 292 293 295 296 297 299 301 302 305 307 308 

meanwhile, we trust that you will dispose of the goods quickly, 
312 313 315 316 318 319 322 323 324 326 329 

and at the best possible price, so as to keep the loss down to a 
331 332 333 335 338 340 341 342 343 345 346 348 349 350 351 

minimum. 
354 

Yours respectfully, 
357 361 



Form B 

Name 

Grade 

School 

Dear Sir: 

Typewriting T est: B 

Strokes per minute ....... Errors ....... Sc.ore ..... . . 

Teacher 

Age 

Date 

City 

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 realize s better than we do the annoyances re sulting to 

a concern 1ike 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 reminder only 

increases our determination to overcome the defect, howeve r, f or 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 a gain. 

We are referring this matter to our manage r, Mr . Carson, who 

will discuss it with you on his next visit, on Monday . In the 

meanwhile, we trust that you wi11 dispose of th~ goods quickly, 

and at the best possible price, so as to keep the loss down to a 

minimum. 

Yours respectfully, 



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS 
By E. G. BLACKSTONE, Detroit Teachers College, Detroit, Michigan 

TYPEWRITING TEST: FORM C 

Name ..................................................................... Date of birth ............ 19 ... . 

Grade .............................. Teacher .................. ... .. .. . .. . Examiner ... .. .. ... ... ... .... . .. . 

School ... .......... .................... .... ....... ........... ..... ... ..... City . . ................... .... . 

300 

250 

200 

u 
g 150 

[/'). 

100 

50 

~ 

12 

INDIVIDUAL PROGRESS RECORD 

Test I st 2d 3d 4th 5th 

Form Used 

Date I 
Months of 
Instruction 
Strokes per 

I Minute 

Errors 

Score 

V 
0 

I/ V 
/ 1 

I/ V 

V 
2 

V V 
V V av 

V , V1v 4V 
I// Vl/ / sv 

I// Viv IV 6v 

1/ I/ / / 
V V vv i-v 

l/ 1/ I/IV lvvv /iv %v 
I// vv Vv vv I::'. 12 

/1/ rvV vv t,:;:~ r.::v 
I/ ·,'v ~/ ::::i:::: ::::;v 

/V/ 1/,.i:;, v.:~ f::::I::::: V 

l/,j'.;,; V,,~ 8:1:::: f;::;;V 

• 
:::ei:::"" 

50 100 

/ 
/ 

/ 
/ I/ 

/ V 
/ ,V 

/ V V 

I/ / 

V V V 

I/ / / / 

V / V Iv / 

I/ / / IV / 

V / V 
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DIRECTIONS FOR TAKING 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. 
3. Set the machine for double spacing. 
4. Set the tabulator key at IO. 

5. Practice for five minutes on matter other than this test. 
6. Place regular typewriting paper in the machine. 
7. 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. 

DIRECTIONS FOR SCORING 

r. 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 
y6u 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 r stroke per minute 
for each three strokes repeated in the three minutes, and 
subtract r 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, 

/ 

., 
Typewriting 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 IO. Divide this 
product by the number of errors plus IO. Thus, 

Score = Strokes per minute X IO 

Errors+ IO 

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 oi-i 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. 



Typewriting Test: C 

1ear Sir: 
2 4 

To describe the work of the Smith Bible Institute is very 
5 8 10 11 12 14 16 18 22 23 25 

leasant indeed, for, strange to say, many are like you, having 
28 30 32 35 36 37 39 40 42 44 46 

.eard frequently of the institute but having obtained only dim 
48 52 53 54 58 59 61 64 66 67 

deas of the work it is doing. 
69 70 72 73 74 75 78 

It was founded in 1886 by the world-evangelist, H. L. Smith, 
80 81 84 85 86 87 89 91 95 96 97 100 

.nd when he died in 1889, it was given his name. He wished t o 
101 103 104 105 106 108 109 111 113 114 116 118 120 121 

'ound schools where the men and women from all nations and all 
123 126 128 129 131 132 134 136 137 140 141 142 

hurches might come for a time, free of any charge, for instruction 
145 147 149 150 151 153 155 156 157 160 161 165 

n the Bible and in methods of Christian work. It has been kept up 
66 167 170 171 172 175 176 179 181 183 184 186 188 189 

n that basis, the expenses having always been met by the many g ifts 
0 191 194 195 198 200 203 204 206 207 208 210 212 

f God's own people. 
13 215 217 219 

In all the years of its life, over 13,000 people have re ceived 
221 222 224 226 227 228 230 232 234 236 238 241 

raining here and 11,000 have been enrolle& in one or more of its 
244 246 247 249 251 253 256 257 258 259 261 262 263 

x tension courses. Many of them now fill places a s pastdrs, as 
266 269 272 273 274 276 277 280 281 283 285 

eachers, as mission workers, and as missionaries. The requests for 
288 289 292 295 • 296 297 302 304 307 308 

ur trained. worker s continue to be greater than we can hope to 
309 312 315 318 319 320 322 324 325 326 328 329 

upp ly. 
332 

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

Yours sincerely, 
352 356 
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Typewriting Test: C 

Form C 

Name 

Grade 

Scho ol 

Strokes per minu te .. ... . . Errors . . .. . .. Score . .. ... . 

Teache r 

Dear Sir: 

Age 

Date 

City 

To describe the work of the Smith Bible Institute is ve ry 

pleasant indeed , f or , strange to say, many are like you , having 

h eard frequently o f the i nstitute but having obtained only dim 

ideas o f t he wo rk it is doing. 

It was founded in 1886 by the world-evange l ist, H . L . Smith , 

and when he died in 1889 , it was g iven his name . He wished to 

found schools where the men and women fr om all nations and al l 

churches might come for a time , free o f any charge, for instruction 

in the Bible and in me thods of Ch ri st ian work. I t has been kept u p 

on that basis , the expens es having always been met by the many gifts 

of God ' s own pe opi e . 

J n all the years o f its l ife, ov er 13,000 peopl e hav e received 

training he r e and 11,000 have been en r olled in one or mo r e o f its 

ext ension cour ses . Many o f them now f ill pla ces a s pastors, as 

teachers, as mi ssion worker s , and as missionaries. The requests for 

our trained wo rke r s continue to b e g reater than we c a n hope to 

supply. 

We are always glad to answer any o f your questions . 

Yours sincere ly , 



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS 
By E. G. BLACKSTONE, D etroit T eachers College , Detroit, Michigan 

TYPEWRITING TEST: FORM D 

Lme .... .. . ... . . .. ..... ... .. . . . . . . ..... .. .... .. .. . . . ....... ........ ... ... Date of birth ... . ..... . .. 19 ... . 

ade ..... .. ..... .. .. ........ . . ... . Teacher . ..... .. ..................... Examiner . . .. ............... . ... . 

hool . ... ....... .. . .. . . ... ......... ..... . ... . ... . ........... . ...... . ..... City . ...... .. ........... . .. . . . 

INDIVIDUAL PROGRESS RECORD 

Test 1st 2d 3d 4th 5th 6th 7th 8th 9th 10th 

Form Used 

Date 

Months of _ 
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Minute 

Errors I 
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DIRECTIONS FOR TAKING 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. 
3. Set the machine for double spacing. 
.4. Set the tabulator key at IO. 

5. Practice for five minutes on matter other than this test. 
6. Place regular typewriting paper in the machine. 
7. 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. 

DIRECTIONS FOR SCORING 

r. 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 r 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, 

Typewriting Test , 

use the International Contest Rules. In general, an error 
any stroke which is not like the copy, ~xcept that it is n 
necessary to have the same number of words to the line. J 
sure to mark every incorrect letter. There may be me 
than one error in one word; in fact, there may be as ma1 
mistakes as there are strokes in the word. Write the nm 
ber of strokes wrong after "Errors." 

4. The measures of speed and accuracy are combined in 
single score. Find the score for the paper as foll9ws: Mul 
ply the number of strokes per minute by IO. Divide tl 
product by the number of errors plus 10. Thus, 

Score = Strokes per minute X IO 

Errors+ IO 

Write the score thus found after "Score" on the test papf 
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 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; ti 
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 grai: 

representing the number of strokes per minute which \S e1 
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 sea 
at the left of the graph, should correspond with the score : 
entered in the table. (If more than 12 errors are made, d1 
termine the height of the dot by the amount of the sco1 
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. This will he] 
to make the gain in score more vivid. 

6. When subsequent tests are taken, these should be n 
corded in the same way and the new points joined to t1 
former ones to make a continuous line showing the progre: 
that has been made from test to test. 

[ 2 l 



Typewriting Test: D 

Dear Sir: 
2 4 

Do you r ealize that 
6 7 IO 11 

s peech bears somewh a t the same re l ation to 
14 16 19 20 22 25 26 

the mind that hammer and 
27 29 30 33 34 

saw bear to t he carp ente r? 
35 37 38 39 43 

It is the 
45 46 47 

mind's most use f u l tool. 
50 52 54 56 

It is the me a ns by which the mind ' s 
58 59 60 62 63 65 66 69 

products are carried, ana it is es sent ial al so to the c r e a t ion of 
72 73 76 78 79 80 83 85 86 87 90 91 

such product s and to thei r collection and c las sification. 
93 96 97 98 100 104 105 110 

Thought 
113 

probably doe s not exist alone . 
116 118 119 121 124 

So it i s that if you dep rive a child of speech y ou dep rive him 
125 126 127 129 130 131 134 136 137 138 140 141 144 145 

at the same time of his b e st means f o r mental growing, and it also 
146 148 149 151 152 153 155 157 158 161 163 165 166 168 

f ollows that if you train and perfect his speech y ou must ve ry much 
170 172 173 174 177 178 180 182 184 185 187 188 190 

aid his brain power. 
192 193 195 197 

In a no r mal chi l d mental g rowth and speech 
199 200 202 204 206 209 210 212 

growth are thought to go on at the same time . 
215 216 219 220 221 222 223 224 226 228 

One cannot be said to 
230 232 233 235 236 

precede the othe r. 
~ 238 240 242 

The chi ld thinks and speaks . 
244 246 248 250 252 

I f he does n ot talk when thinking , we immediately s uspe c t that 
254 255 257 258 260 261 265 266 270 272 27 4 

something is wr ong with his speaking o r gan i sm, and if he also fails 
277 279 280 282 283 286 - 290 291 292 293 295 297 

to make use of othe r forms of expression, such as gesture and 
298 299 301 302 304 306 307 311 312 313 316 317 

pantomime, we even doubt his ability to think . A child' s capac i ty 
321 322 324 326 327 330 331 333 334 337 340 

for education depends upon his desire f o r educat i on . 
342 345 348 349 351 353 354 358 

Your s truly, 
&61 363 

[ 3] 



Form D 

Name 

Grade 

School 

Dea r Sir: 

Typewriting Test: D 

Strokes per minute .. . .... Errors ..... . Score . . .... . 

Teacher 

Age 

Date 

City 

Do you realize that speech bears somewha t the same relation to 

the mind that hammer and saw bear to the carpente r ? It is the 

mind 's most useful tool . It is the means b y which the mind's 

products are carried, and it is essential a l so to the c r eation of 

such products and to their co llection a nd c l assi fi cation. Thought 

probably does not exist alone . 

So it i s that i f you deprive a chi ld o f speech y ou depri v e him 

at the same time of his best means f or mental growing , and it al so 

follows that if you train and perfect his speech you must very much 

aid his brain power . In a normal chi l d mental growth and speech 

growth are thought to go on at the same time . One cannot be said to 

precede the other . The ch il d 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 fa il s 

to make use of other forms of expression, such as gesture and 

pantomime, we even doubt his ability to think . A child ' s capac ity 

for education depends upon his desire for education . 

Yours t ruly, 



BLACKSTONE STENOGRAPHIC PROFICIENCY TESTS 
By E. G. BLACKSTONE, Detroit . Teachers College, Detroit, Michigan 

TYPEWRITING TEST: FORM E 

Name ... ... ..... ..... ....... . . ... .. ............. .. ...... .. . . ........... . .. Date of birth ...... . ..... 19 ... . 

Grade ... . .. . .. . .................... Teacher ..... . .... . ..... . .... . .. . .. .. Examiner ........ . ........... ... . 

School .... .. ..................... . . ... . . . ........................... . ... .. City ......................... . 

300 

250 

Test 

Form Used 

Date 

Months of 
Instruction 
Strokes per 

Minute 

Errors 

Score 
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INDIVIDUAL PROGRESS RECORD 
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DIRECTIONS FOR TAKING 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. 
3. Set the machine for double spacing. 
4. Set the tabulator key at 10. 

5. Practice for five minutes on matter other than this test. 
6. Place regular typewriting paper in the machine. 
7. 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 firs t 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. 

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 I stroke per minute 
for each three strokes repeated in the three minutes, and 
subtract I 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, 

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 IO. Divide this 
product by the number of errors plus 10. Thus, 

Score = Strokes per minute X IO 

Errors+ IO 
) 
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 R ECORD 

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 : 
I. 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 nrore 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. 
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Mr . Retailer : 
5 

Why is it that you- - the retailer- - are compelled to lose 
7 8 9 11 12 14 17 19 22 23 25 

Typewriting Test: E 

more good hard currency through bad accounts than any other man in 
26 28 30 33 35 37 40 4 1 43 45 46 47 

business? 
51 

Every month you have to charge up to bad debts a score of 
53 55 57 58 59 62 63 64 65 67 68 70 71 

accounts that dead-beats refuse to pay . Mrs . Johnson puts you off ; 
74 75 77 79 81 82 84 86 89 91 92 94 

Mrs . Thompson tells you to wait, and so it goes on--season 
96 99 101 103 104 106 107 108 109 111 112 114 

following season . You could almost furnish a new store with the 
118 120 122 124 126 129 130 131 133 135 136 

money lost by local retailers through bad debts in a year. 
138 140 141 143 146 149 150 152 153 154 156 

Now suppose we should tell you how to stop this ; suppose we 
158 160 161 164 165 167 168 169 171 173 175 176 

should tell you of a simple collection scheme used by one retailer 
179 180 182 183 184 186 189 192 193 194 196 199 

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

of the hardest and slowest of hjs customers pay up , cent for cent, 
222 223 220 227 230 231 232 236 237 238 240 241 243 

all of the hundreds and hundreds of dollars they owed him. 
245 246 247 250 251 254 255 258 260 261 263 

you jump at the chance to get it? 
268 270 271 272 275 276 277 278 

Wouldn 1 t 
267 

Now, then, in the book described by the circular inclosed, you 
281 283 234 285 287 290 291 293 296 299 300 

can get this very collection system ; the simplest, most successful 
302 303 305 306 310 313 314 317 319 323 

assistance of an old experienced collector ; a system that you can 
326 327 328 330 334 337 338 340 342 343 345 

ciperate without help . 
347 350 352 

Yours very truly, 
357 358 361 
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Form E 

Name 

Grade 

Schoo l 

St r okes per minute ....... Errors ....... Score .. . 

Teacher 

Mr. Retailer : 

Age 

Date 

City 

Why is it that you--the retailer--are compelled to lose 

more good hard currency through bad accounts than any other man in 

business? 

Every month you have to char ge 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 t~ll you of a simple collection scheme used by one retailer 

down in Illinois by which he was able to make no less than thjrty 

of the hardest and slowest of hj s customers pay up; cent for cent , r 

all of the hundreds and hundreds of dollars they owed him . Wouldn ' t 

you jump at the chance to get it? 

Now, then, in the book described by the circular inclosed, you 

can get this very collection system ; the simplest, most successful 

assistance of an old experienced collector ; a system that you can 

ope r ate without help . 

Yours very truly , 
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J. Kauzer Type riting Test* 

The Kouzer Type riting lest is listed as a survey 

test . It is the result or ore than ten years of experi­

entation in test construction in connection 1th the Kansas 

State Scholarship Contests ond the Nation-Yide Every Pupil 

Scholarship Tests.33 

The test is a battery of tests intended for use as 

tollo ·s: est I, Form A, is to be given at the end or one­

half year's instruction; est 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 oft o year's instruction. 40 ever , Part I 

of Form A and Part Io orm B, Test I, ay be used inter-

changeably, as they are equated in difficulty. 

he tests are designed to teat the student's ability tor 

speed nd accuracy in typing; bility to follow instructiono, 

and placement and tabul etion ability. 

The tests are constructed and furnished 1th tables 

or percentile norms so that it io possible to note the 

student 's improvement on aoh part and on the hole test . 

For For A, whiob is to be given at mid-term of the 

first year, the norms are baaed on 3,548 oases. The nor s 

are based on J,3 6 casos for Form B, lich is to be iven at 

*Kauzer Type rit1nP, Test , by Adelaide 
n •• Schramm.el. Pub he by the Bure u or 

easurements, Kansas State Teachers College, 
(l9J4). 

uzer and 
ducational 

Emporia, Kansas , 

JJ. Kauzer , Adelaide and H •• Schram.r1el , Kauzer Type­
writin most ! enuel, (1934) 
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the end of the first year . Form 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 indicatea.34 

Tes t 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 Type riting 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 . ultiply: 8 x 3 = 24. 

100 - 24 = 76 or Accuracy Grade. No credi t is given for 

accuracy grade unless 12 net fords per minute has been attained 

by the student.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 compared with a stroke cha rt 

printed on the last page of the test blan)c, 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 

Part II of Form A is e paragraph writing test. The 

testee is to produce as many accurate copies, or copi es 

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 

allo ed, and only complete copies are graded . 

34. Kauzer, Adelaide, H. E. Schramm.el, Kauzer Typewriting Teat 
Manual, (1934) 

35. Ibid. 

J6. Ibid. 
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The test is graded strictly in accordance ·1th 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 score.37 

The final possible score on the complete test is 100. 

This is determined by adding the totals for Parts I and II 

and dividing by J. 
Test I, Form B, consists of two parts, Part I and Part II. 

Part I is a straig t -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 Tes't I, except that no 

credit is given for the accuracy grade unless 20 net ords 

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 divi ded by 15 (15 min.). 

Part 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 mar gins are to be 

oonsiderea 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 litt) longer than it is wide . 

37. Kauzer, .£2.• 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 computinB 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 mar gins are not even, 20 points are to 

be deducted . Fifty points are allowed if the paragraph is 

accurately ri tten--t\• enty points are to be deducted for each 

typewriting error up to and inc l uding two (2}. The total 

possible score is 100 points . 38 

For the score on the complete test , the totals for 

Parts I and II are added and d i vi ded by 3. Final possible 

score is 100 . 

Test II, Form , consists of two parts . Part I being 

the straight-copy 15 minute timed test . Part II is a problem 

in tabulation . The same metnod is u,s ed for s coring and comput­

ing the speed and accuracy score as is used in the previous 

straight-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 deter mine the speed grade . 

Part II, the tabulation pr oblem 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 r ight and left are main­

tained . Variations of more than one-halt inch on the right 

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

) 8. Kauzer, 2£• 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 ore than 5 spaces, it is to be counted as an error. 

Fifteen points are to be deducte for each error, vhether 

it be placing or type• riting. For the copy accurately placed 

and written a score of 100 is given . 

For the score on the complete test, the totals for 

Perts I and II are added and divided by three. The final 

possible score is 100 on the complete test~ 

Directions for Giving and Scoring the~ 

All necessary directions for giving tho tests are 

printed on the te~t 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 d istributed, 

the students are directed to read the instructions carefully. 

:hen this has been accomplished, the signal is given to begin . 

The amount of time specified for each part is to be allowed 

exactly. All papers are to be co l lected 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 tables.40 

39. Ibid. 

40 . Ibid. 



Cost 

The Kauzer Typewriting Tests, ·1n small quantities sell 

at 2}¢ per copy, or two dollars {$2.00) per hundred copies.41 

41. Schramm.el, H. E., Prices quoted in letter, March 1942. 



'TEST I 
FORM A 

Published by 
Bureau of Educational Measurements 

Kansas State Teacher:;; 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 1494 

well, he used to be on the lookout every spring for the 1550 

sap to begin running, and I think that he found it as 1604 

soo11 as it began. Perhaps he knew it by a feeling of 1638 

some kind starting in his own body-a kind of feeling 1712 

in his legs and arms which made him want to stand on 1765 

his head or do a handspring, if he could find a place on 1822 

the ground where the snow had gone. Spring appears 1874 

early in the legs of a country boy and shows itself in an 1932 

uneasiness in the toes, which get tired of boots and want 1990 

to come out and touch the ground just as soon as the 2043 

sun has warmed it a little. The country boy goes bare- 2097 

foot just as naturally as the buds, which were varnished 2154 

over in the fall to keep the water out, come out on the 2210 

trees. Perhaps the boy has been out digging into the trees 2270 

with his kn.if e, but at any rate, he is pretty sure to tell of 2332 

his find when he comes running into the house in a great 2389 

state of excitement with "Sap's running." 2430 

And then, indeed, the good time begins. The buckets 2483 

which had been put into the garret over the house, and 2338 

which the boy had climbed up to look at now and then 2591 

with another boy, for they were full of sweet remains 2645 

of the annual spring event, are brought down and set 2698 

out on the south side of the house to be scalded. The 2753 

snow is still a foot or two deep in the woods, and the 280s 

sled is 'brought out to make the road to the camp where 2863 

the work begins. The boy is ever present, helping with 2919 

everything, asking questions, and is filled with a desire to 2980 

help keep up the excitement. 3008 

At last the great day comes when the cart and the boy 3062 

and the other workers start into the woods. The sun 3115 

shines into the trees, for there are no leaves to keep it 3173 

out; the snow is soft and is beginning to settle down, 3228 

leaving the young bushes sticking up everywhere. It is 3284 

spring and the boy is happy that his out-door Iif e is about 3344 

to begin once more. In the first place, the men go about 3402 



tapping the trees, driving in the spouts, and putting the 3460 

buckets under. The boy watches all this with the greatest 3519 

interest. He wishes that some time when a hole is made 3575 

in a tree the sap would flow out, but it never does. If the 3636 

weather is warm, it may drop rapidly; but sometimes it is 3694 

so cold that very little runs for two or three days at a 3751 

time. The boy learns that the really good thi11gs of the 3808 

world have to be waited for. Sap runs best during the day 3867 

and the men are very busy emptying the buckets in.to 3919 

barrels on sleds and taking the sap to the camp or place 3976 

where it is to be boiled down. 4006 

The camp has been cleared of snow and the one little 4059 

house has been recovered with boughs. In front of it two 4117 

great logs have been placed nearly together and a fire is 4175 

made between them. Two forked sticks are set at each end 4233 

and a long pole is laid on them. On this are hung the 4288 

kettles which have been turned right side up and cleaned 4345 

out to receive the sap that is gathered. And now if the 4402 

run has been good, the people are prepared to go to work. 4461 

To watch the big fires gives the boy much pleasure. He 4517 

is always ready to bring more fuel. 4552 

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 ~re serene and secure. His 
strength is like a young tree by a river. 



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 II. 

PARTI 
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=76 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 
225 or more 100 155 
220 99 150 
215 98 145 
210 97 140 
205 96 135 
200 95 130 
195 94 125 
190 93 115 
185 92 105 
180 91 95 
1% 00 M 
lW ~ % 
165 88 Below 75 
160 87 

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

- 250 

Grade 
86 
85 
84 
83 
82 
81 
80 
79 
78 
77 
76 
75 
0 

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

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-BO. 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 II .. 80 

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



TEST II 
FORM A 

Published by 
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 52 

preparations of corn which are nutritious and pleasing to 110 

the taste. Hominy is made by placing the corn in a com- 165 

mon stone mill and cracking the kernel into a few coarse 222 

pieces_. When· thoroughly cooked, and served with milk 276 

or butter and sugar, this is a very palatable dish. This was 338 

the Indians' method of preparing corn, and was un- 387 

doubtedly learned from them. Hasty pudding, or mush, 441 

is made by stirring. corn meal into boiling water until the 500 

mixture is of the proper thickness, and then letting it 556 

thoroughly cook. Mush and milk was a staple article of 612 

food with the early settlers, as it was cheap, easily pre- 669 

pared and very nutritive. Hulled corn is prepared by soak- 727 

ing the kernel in strong lye, which loosens the outside 783 

skin, or hull, and enables it to be removed. The corn is 841 

then cleansed of the lye and cooked whole. 883 

Besides these older and more common preparations of 935 

corn, there are many others of more recent date, and the 992 

results of patent processes of manufacture. Corn starch is 1052 

the most important of these preparations. The starch is 1109 

made by soaking the corn in weak lye, then crushing the 1165 

kernel and washing the mass freely with cold water. The 1222 

starch is washed out from the other substances. The liquid 1282 

is then run to large tanks, where it is allowed to settle and 1344 

the starch finds its way to the bottom. After repeated 1400 

washings to remove all impurities, the starch is taken from 1460 

the tanks and dried. When dry it is of a pure white color 1519 

and resembles wheat flour quite closely in appearance. 1573 

Corn starch is used in the arts for stiffening and finish- 1630 



ing cloth, and sizing paper, and for laundry purposes; it 1688 

also is an important article of food, and enters largely into 1750 

the preparations of puddings and many other similar 1802 

dishes. It is exported in large quantities to the countries 1863 

of Europe, and its manufacture forms a profitable and 1917 

important industry. 1936 

Glucose, or corn syrup, is another article of commerce 1991 

whose manufacture consumes a large quantity of corn 2043 

each year. Glucose is made by boiling the starch in water 2102 

which contains one per cent of sulphuric acid. By this 2158 

process the starch is changed to sugar and the syrup, or 2215 

glucose, is recovered in much the same manner as in the 2271 

manufacture of sugar from other sources. It is sometimes 2329 

flavored with a low grade of cane molasses and sold as an 2387 

inferior syrup. It is extensively used in canning fruits, 2446 

making fruit syrups and frequently to increase the amount 2504 

of alcohol in wines. As it is cheaper than any usable grade 2565 

of molasses that can be made at a sugar factory, it finds 2623 

a ready sale for many purposes for which sugar would 2676 

otherwise become necessary. 2703 

In addition to the common corn of commerce, which 2753 

is put to such a variety of uses, there are a few special 2811 

varieties which have become important factors in the food 2869 

supply of the country. Chief among these are the many 2924 

varieties of sweet corn, so extensively raised to eat green. 2986 

Canning of this corn has become an important business, 3041 

and through this process the people of the entire country 3099 

may be served with green corn the year around if they 3153 

wish to buy it. Pop corn is considered a luxury, but enough 3214 

of it is sold every year to make several large fortunes, and 3275 

it yields the best profit to the farmer of any crop he can 3334 

raise, if he is successful. There are so many liabilities to 3396 

failure, however, that but few make a business of grow- 3450 

ing it. 3457 

In many localities where other fuel is scarce, cobs are 3513 

used for this purpose, and where dairying is carried on 3569 

to any extent large crops of forage corn are raised for the 3629 

stock. This crop is planted late in the season and reaches 3689 

the best stage for fodder just when the dry weather causes 3748 

the grass in the pastures to become short. Corn stalks are 3808 



now becoming quite valuable in the manufacture of eel- 3861 

lulose, a substance used largely in the manufacture of 3916 

paper, and in some localities in Iowa and Illinois the 3971 

farmers are deriving a good revenue from the sale of 4024 

· corn stalks for this purpose. 4053 

A few years ago our Ambassador to Germany tried a 4103 

novel experiment which had for its purpose the extend- 4156 

ing the use of corn as an article of food in that and other 4216 

European countries. He sent to the United States and se- 4272 

cured several of the most skillful cooks. Then he gave a 4330 

great dinner, to which he invited the leading statesmen, 4387 

diplomats and nobility. At this dinner corn was served in 4446 

all the different ways which the skill of the cooks could 4504 

devise. As a social event, the dinner was a great success, 4564 

but statistics do not show that it succeeded in increasing 4623 

the use of corn as an article of food in the German Em- 4677 

pire. Still, foreign demands for American corn are grad- 4733 

ually on the increase. The kernel contains nearly all the 4792 

elements most essential in buil9ing up animal tissue; it is 4852 

therefore well adapted to sustain life and produce growth. 4910 

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, rathe1· than spoil the appearance of 
the whole page, type it on two lines. 



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 I 

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. 7X3=21. 
100-21=79 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 wi:itten, fifty (50) strokes 
for each error, divide by 15, and then grade as follows: 

Strokes 
325 or more 
320 
315 
310 
305 
300 
295 
290 
285 
280 
275 
270 
265 
260 
255 
250 

Grade 
100 

99 
98 
97 
96 
95 
94 
93 
92 
91 
90 
89 
88 
87 
86 
85 

Strokes 
245 
240 
235 
230 
225 
220 
215 
210 
205 
200 
195 
190 
185 
180 
175 

Below 175 

Grade 
84 
83 
82 
81 
80 
79 
78 
77 
76 
75 
74 
73 
72 
71 
70 
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 
78% or 78 



TEST I 
FORMB 

Published by 

Bureau of Educational Measurements 
Kansas State Teacher:, 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 I 

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 54 

through the woods or fields which served some need of 108 

the people of a former day, just as the streets in some of 167 

our large cities are said to have been laid out, and now 224 

are by no means in the best positions for the conditions 281 

of the present day. Even when they have been laid out 336 

without any such reason for poor locations, the road 389 

makers often tried to keep from running the line through 446 

the center of some field and have taken land that would 502 

be of small value for any other use. In these times, how- 560 

ever, not so much care is taken with regard to property 616 

and trees, fields and even homes give up to the increas- 672 

ing demands of the motor car. 703 

A road should be laid out with the same care that is 756 

given to planning a railroad. The first step is to explore 816 

the country and decide just where it is to run. From a 872 

map one can often mark out two or three places for roads, 930 

and then by looking over the country can choose among 984 

them. The road maker must then prepare another map 1036 

showing the cuts and fills, the character of the ground, 1093 

the width and kind of rivers. He tries to make the road 1150 

as short as he can, but it should not rise or fall more 1206 

than one foot in twenty if it can be helped. If a hill stands 1269 

in the way, he must remember that it is often no farther 1326 

around it than over it and much less difficult for a load. 1386 

He must also do away with sharp turns, cross rivers at 1441 

right angles, if possible, and must select good places for 1500 



bridges. If he is to take it along the side of a hill, it should 1566 

be on the south or the west, if at all possible, because 1623 

storms are not so severe there and the road will dry 1676 

sooner. Where travel is heavy, as on state highways, it 1733 

should miss the villages. There was a time when small 1788 

cities wanted to be placed on the highways for the busi- 1844 

ness they expected it would bring, but they have found 1899 

that motorists driving at high speeds do not like to be de- 1958 

layed by them and only a service station receives any of 2015 

the business. 2029 

When the course of the road has been decided upon, 2080 

the next thing of greatest importance is the kind of ma- 2131 

terial to use. Hard surfaces are most desirable, because, 2190 

as a · general rule, a horse or truck can draw two or three 2248 

times as great a load on them as on the average country 2304 

road. But they are very expensive, and other kinds may 2360 

take their place, at least for a time. Other things to be 2419 

taken into consideration are, the kind and the amount of 2476 

traffic, how much money may be spent and the ease or 2529 

difficulty with which material can be obtained locally. 2586 

f 
Once the grade has been decided upon, cuts and ditches 2641 

are made and the low places are filled in. This may be 2697 

all that is to be done in most cases, but if conditions are 2756 
• 

such that the ground is still very wet, it may be neces- 2812 

sary to provide culverts and other means of drainage. To 2870 

make sure that the water will not remain on the surface, 2927 

the center must be made higher than the sides, and then, 2984 

if the ground is sof~, a top of small gravel or sand should 3044 

oe put on and tamped down. 3072 

A very annoying kind of road is one of deep sand, 3122 

where the wheels of automobiles and the feet of horses 3177 

sink in so far that they are not traveling on the road, but 3237 

in it. Such a road is at its best when wet, and there is lit- 3299 

de danger of having too much water on it. To help keep 3356 

the water, and also to keep the material from blowing 341.0 

about too much, it should have a level surface and trees 3467 

and grass should be planted at the sides and even in the 3524 



road itself. It would be still better if only half of it were in 3590 

use at one time. 3508 

The great objection to using sand alone is that every 3662 

little piece stands by itself and has no wish to adhere to 3721 

any other, while clay, on the other hand, clings to what- 3779 

ever is next to it. But not all kinds of clay can be used 3838 

in road building, for some fall apart when they are wet 3894 

and cannot be used. But those which can be worked are 3949 

good, because they stick closely to the sand, and when 4004 

they are mixed in just the right proportio~s a rather good 4063 

result is seen. In places · where this road is used, a man 4121 

with a machine goes over it after each rain in order to 4177 

distribute the sand and to keep the clay from working 4231 

through as the cars go by. The cost of maintenance 1s 4286 

quite high. 4299 

Where travel is light, gravel may also be used. It is 4354 

good if it is hard and not more than two inches in size. 4412 

If rock is too soft, it breaks easily and the road becomes 4471 

dusty. To overcome this a binder, such as tar or oil, may 4530 

be put on the top. 4550 

PART II 

DIRECTIONS: The following paragraph is to be centered on · a full-sized 
5heet of paper. Use double-spacing. Right- and left-hand margins and top 
and bottom margins are to be even. Your paragraph should be as long as it is 
wide or a little (not over llh ") longer than it is wide. It must not be wider 
than 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. 



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 I 

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. 8 X3=24. 
J00-24=76 or Accuracy Gr.a.de. 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 
275 or more 
270 
265 
260 
255 
250 
245 
240 
235 
230 
225 
220 
215 
210 
205 
200 

Grade 
100 
99 
98 
97 
96 
95 
94 
93 
92 
91 
90 
89 
88 
87 
86 
85 

Strokes 
195 
190 
185 
180 
175 
170 
165 
160 
155 
150 
145 
140 
135 
130 
125 

Below 125 

Grade 
84 
83 
82 
81 
80 
79 
78 
77 
76 
75 
74 
73 
72 
71 
70 
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 correct placement .......................................................................................... 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 
85% or86 



4. Commercial Education Survey Tests 

Junior and Senior Typewriting* 

46. 

This is a diagnostic test, consisting of two batteries: 

one for Junior or first year typewriting, and 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 kno~ledge 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 fo r 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 that for junior typewriting .42 

*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.) 

42. Report of Wisconsin State-Wide Commercial Education 
Survey, Bulletin! 158, Whitewater State Teachers College, 
hitewater, v·iscons in, (January 1931) p J. 



Each test \ithin the two battery of tests ill be pre­

sented below in chronological order iith the specific direc­

tions for iving and scoring the test immediat ly follo ing, 

since they vary 1.1•i th coch test . 

~ 1, Junior~ Senior Tll?ewriting 

Standard Stroking Test 

est 1 of the junior and Senior Type ritin est consists 

of two strokin tests, Part A and Part B. The stroking test 

is a slort copying test to determine the r ate of stroking 

developed by the student . The tie of writin" is five minutes, 

hloh "iss Clem says, "is short enough to eliminate the element 

of fatigue and long enough to prevent a hip,,b record from a 

burst of speed. ,43 

Tle first article of mest 1--Paxt A, consists of 415 

words of ·hich 73% ere taken from the .·1orne list of l, 000 

Co onest V"ords. The second article--Part B, consists of 

407 ords of hieh 70% were taken from the Horne list or 
1,000 Comn..onest ~ords. Par t B appears to be the more diffi­

cult because it contains figures and lon~er 1ords. Part A 

contains 479 words by stro e oount hile art B contains 

481 r c.s by stroke count. I onever, in ·the '1isconsin Stote-

ide Co erciol ducation Survey in Type •riting , here this 

test ios used , the results showed t et on the hole the better 

records were mede on Part B of Test 1 . This was accounted 

tor in two ways . First , the subject as one about which the 

43 . Report of Wisconsin State- :ide Commercial Educa tion 
Survey, Bulletin fl.. 158, White1ater State Teachers College . 
~hite ater, Visconsin, {January 1931} p J. 



48. 

students had written and talked a great deal--speed and accu­

racy. Second, the newness or the type of test made the first 

test more difficult.44 

Directions and Scoring 

Directions : 

The teacher should read the directions carefully before 

the class hour so there will be no difficulty in correctly 

ad.ministering 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. Each 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 nunber 

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 

44. Bulletin of the Whitewater State Teachers College, 
21?.· cit. 



49. 

word of five letters were repeated, then the strokes per 

minute would be corrected 1 stroke. If any words or letters 

were omitted, the number of strokes per minute are corrected 

by subtracting l stroke per minute for each 5 strokes omitted . 

If' less then 5 strokes ere inserted, omitted, or repeated, 

each stroke is charged as an error and tbe total strokes per 

minute ar e not changed . 45 

For each incorrect stroke or error, 10 is subtracted 

from the total strokes per minute . 46 

In formula fo r m: Strokes per inute minus (Error s x 10) 
equals Stroking Rate. 

Test ,g_ , Junior and Senior 1ypewriting 

Business Letter Tests 

Test 2 of the Junior and 3en1or Typewriting Test consists 

of a business letter for each test . The purpose of these 

tests is two- fold: first, to test the tudents' ability to 

follow instruction; and s econd, to be of instructional value 

to the students in their business letter work. The letters 

are much alike for both tests . In each test, the letter is 

in a 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 . 47 

45 . Clem, Jane E. , "Co.rn.mercial Education Survey Tests, 
Jtm.ior and Senior Typewr iting,'' Teacher' s Manual, Public 
School Publishing Company, p 1. 

46 . Ibid. 

47 . Report of Wisconsin State- Wide Cormn.ercial Education 
Survey, Bulletin of the hitewater State Teacher s College, 
#158, {January 1931)~ 



Directions and Scoring 

Directions: 

50. 

The teacher should read tlrough the entire set of 

instructions ith the students but should not read the letter. 

Any questions regarding a misunderstanding of the 

instructions should be answered, but no atte pt to supply 

further information should be given . 

The teacher should have the students insert in their 

machines a sheet of regular $ 2 x 11 inch paper. 

The si nal to begin is given and time is counted from 

then. Time is called at the end of 25 minutes for the Juniors 

and JO minutes for the Seniors, whether they have fin shed or 
48 not. 

,.;.iOoring : 

All errors made in the letter are to be carefully checked, 

using the model letters given in the key . 

The following sche e for scoring the tests of both the 

Junior and Senior typists is to be used, excepting for Tes t l 

and Test J. 

The errors made are classified as correctable and 

uncorrectable. The perfect score should be 25. From. th s 

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 easily corrected by a neat er sure . 

48. Clem, .2.12.• cit., p 1. 



51 .. 

For example, any incorrectly written letter or character. 

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 made, if 

the letter is too hi h or lo on the page, 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 ord may be 

neatly changed but a whole word ould 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 1r the 

letter were without error except that it was too high on the 

page, the score would be 23, because placement would be 

uncorrectable.49 

'Test l, Junior Typewriting 

Completion Test 

Test 3 for the Junior Typewriting is a Completion Test 

based on machine mechanics . It consists of a list of thirty 

machine parts and t wenty-five questions containing twenty-five 

blanks to be filled in from the list of parts. 

Directions and 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 

perfe~t score would be 25.50 

49. Clem, .QQ• .£!!. 
50. Ibid. 



~ l, Senior Typewriting 

MultiEle-Choioe ~ 

52. 

Test 3 for the Senior Typewriting i s 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 ultiple-Choice Test with two or three 

statements from which to choose to make a correct statement. 

Directions and 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 ritten on the blank line. The score on the test 

would be the number right, as checked against the correct 

answers in the key.51 

Test~' Junior Ty:pewriting 

Placement~ 

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 i nstructions. 

Directions~ 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, £E..cit. 



5J. 

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 s hould 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, ttMy Symphoney,n 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.52 

Test~. Senior Ty-pe,riting 

Tabulation Test 

Test 4 for the Senior 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 wo:r;-k . 

Scoring : 

The test is scored by the plan suggested i th Te t; t --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 i n an uncompleted copy. 

52. Clem, 2l2.• cit. p 7. 



The model on page 8 of the key is used for checking 

this test. 

Test .2., Junior Ty:pewriting 

Centering Test 

54. 

Test 5 for the Junior Typeririting is a Centering Test . 

It is designed to test the students' judgment and ability to 

follo 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 ans ered, but no attempt 

to supply further information should be made . 

After students have inserted in their machines a sheet 

of regular 8! x 11 inch 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 

checked, usinr, the model in the key. The same plan for 

scorin~ as used in Test . 2 is used. The errors made are 

classified as correctable and uncorrectable. The perfect 

score being 25, et cetera. The placement and centering of 

of the headlines are very important in this test and each 



count as uncorrectable errors. Incorrect spacing between 

lines ~ould also be an uncorrectable error.53 

Test 2,, Senior Typewriting 

The Rough Draft Test 

Test 5 for the Senior Test is a rough draft test . 

55. 

Like the centering test tor Junioro, it is designed to test 

the student's judgment and ability to follow instructions. 

Directions fil.!£1 Scoring 

Directions: 

The entire set of instructions should be read through 

with the students but not the rough draft • .Any questions 

regarding a misunderstanding of the instructions are answered, 

but no attempt to supply further information or ansver ques­

tions on the reading of the draft are given. 

Regular 82 x 11 inch typewriting paper is used. The 

signal to beg.in 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, 

using 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. From t his score, 1 is deduc ted for each correctable error, 

2 for eaph uncorrec table error, and 3 for each line left off 

in an uncompleted letter.54 

53. Clem, 2..12.• cit., p 11. 

54. Ibid ., p 9 . 



56. 

The data on standardization of the Junior and Senior 

Typewriting ests are as follows:55 

The final medians are given for Test 1--Stroking Rate-­

Parts A and B. The median for the Ju.'11or Test--Part A,. being 

155.65t and for Part B, being 159.84. 

The me ian 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 J, 20.J and for Test 4, 23.1. 

The standards ere 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 

quantities , plus postage; complete sample set ( including 

Juniox and Senior Test, one Teacher's manual, and one 

Record Sheet), 40¢ postpaid . 

The Teacher's Manual and Key must be ordered as e 

separate item at 25¢ a copy, except when ordering a sample 

set. The same manual serves for both the junior and senior 

type,riting tests.56 

55. Class Record Sheet for Junior and Senior Typewriting , 

56. Haynes, op . cit., p . 274. 
p 1. 



:op,m•cial Education Survey Test s 
Junior Typewritin11 

COMMERCIAL EDUCATION SURVEY TESTS 

JUNIOR TYPEWRITING 

Prepared by 

JANEE. CLEM 

State Teachers College 

Whitewater, Wisconsin 

Printed 1D U. S. A. 

Name ......................................................................................... . School. ...................................................................................... . 

Date .......................................................................................... . City ........................................................................................... . 

Age: Ye.ars .................................. Months .............................. . State ......................................................................................... _ 

High School Y ear ................ Semester of Typing ................ . Teacher ..................................................................................... . 

Weeks of Typing .................................................................... . Machine Used .................. ......................................... , ............. . 

GENERAL INSTRUCTIONS 

1. Do not open this booklet until you are told to do so. 

2. Be sure that your name and any other data asked for is written plainly on each test paper. 

3. You will be tested in five different kinds of typewriting work. Do not inspect the tests until you are ready 
to write them. 

4. Accuracy will count as much as speed. 

5. Do not hurry to finish the tests. Work carefully and thoughtfully through them. 

Strokes Errors Stroking Score per min. Rate 

Test I-Standard Stroking Test-Part A 

'rest I-Standard Stroking Test-Part B 

Test 2-Business Letter Test -- --
Test 3-Completion Test -- --
Test 4--Placement Test -- --
Test 5-Centering Test - --

DO NOT OPEN THIS BOOKLET UNTIL TOLD TO DO SO 
875·8P 



TEST 1-STANDARD STROKING TEST-PART A 

DIRECTIONS: Write the test on regular 81h 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. 

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 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.) 
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TEST 1-STANDARD STROKING TEST-PART B 
DIRECTIONS: Write the test on regular 8Yz 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 Sid-NAL 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 inte}Jigently 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 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 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 perfect writing is demanded. 

What is the secret of the skill of the professional golfer T 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.) 
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TEST 2 

BUSINESS LETTER TEST 

DIRECTIONS: Write the following letter on regular 8% 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. 

,r 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. ,r 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. ,r 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. ,r 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. ,r We hope that we may have the pleasure of serving you. Yours very 

truly, BLOOM:-GREE:NBAUGH COMPANY, Service Department. (170 words) 

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

• 



TEST3 

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 

to insert paper, and as "7" is the number appearing before "Cylinder knob." 

SAMPLE: The right _7 __ is used to insert the paper. 

You will be given 15 minutes to complete this test. 

1. The ................ hold the paper firmly against the cylinder. 1. Back spacer 

2. The paper lies against the ................ while in the machine. 
2. Bell 
3. Card holder 

3. The ................ indicates that a line is nearly completed. 4. Carriage 

4. Paper will not feed into the machine if the ................ is depressed. 
5. Carriage release 
6. Cylinder 

5. In placing paper in the machine for writing, the ................ is twirled away 7. Cylinder knob 
from the operator. 8. Finger keys 

6. The ................ is used to throw the carriage at the end of each line. 
9. Front scale 

10. Keyboard 
7. The ................ regulates the spacing between lines. 11. Line space gauge 

8. The ................ is used to space between words. 
12. Line space lever 
13. Margin stops 

9. The ................ are used to regulate the length of lines. 14. Margin stop release 

10. The ................ is used to indent paragraphs. 
15. Paper clamps 
16. Paper-edge guide 

11. The ................ is always thrown, never pulled back, at the end of each line. 17. Paper release 

12. The ................ consists of 42 keys. 
18. Paper rest 
19. Ribbon 

13. The ................ directs the paper into the machin~. 

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

20. Ribbon key 
21. Ribbon spools 
22. Shift keys 

15. The ................ disengages the line space gauge to write on ruled paper or 23. Shift lock 
between lines. 24. Space bar 

25. Stencil lever 
16. The ................ is used to W;ite a line of capitals. 26. Tabulator key 
17. The ................ permits writing outside the margins without changing or 27. Tabulator rack 

readjusting the margin stops. 28. Type bars 

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

29. Type guide 
30. Variable line spacer 

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

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

21. The ................ is used to remove the paper from the machine. 

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

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

24. The ................ will firmly hold stiff paper or cards in place for writing. 

25. The ................ are in the type basket. 
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TEST4 

A PLACEMENT TEST 

DIRECTIONS: Write the following article on regular 81h 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 inch, 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 unconscious grow up through 

the common; this is my symphony. 

-Channing. 
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TEST 5 

CENTERING TEST 

DIRECTIONS: Write the following Shakespearian titles on regular 8¥2 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 

ST ART 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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COMMERCIAL EDUCATION SURVEY TESTS 

SENIOR TYPEWRITING 

Prepared b;v 
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State Teachers College 
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{ame ......................................................................................... . School. ...................................................................................... . 
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lge : Years .................................... Months ........................... . State .......................................................................................... . 

Iigh School Year .................. Semester of Typing ............ . Teacher ..................................................................................... . 

'1 eeks of Typing ................................................................... . Machine Used .......................................................................... . 

GENERAL INSTRUCTIONS 

.. Do not open this booklet until you are told to do so. 

t Be sure that your name and any other data asked for is written plainly on each test paper. 

I. You will be tested in five different kinds of typewriting work. Do not inspect the tests until you are ready to 
write them. 

~- Accuracy will count as much as speed. 

r· Do not hurry to finish the tests. Work carefully and thoughtfully through them. 

Strokes Errors Stroking Score 
per min. Rate 

Test 1-Standard Stroking Test-Part A 

Test 1-Standard Stroking Test-Part B I 

Test 2-Business Letter Test I 
Test 3-Multiple-Choice Test I 
Test 4-Tabulation Test I 
Test 5-Rough Draft Test 

DO NOT OPEN THIS BOOKLET UNTIL TOLD TO DO SO 
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TEST !-STANDARD STROKING TEST-PART A 

DIRECTIONS FOR THE TEST: Write the test on regular 8% x 11 inch paper. 
Set the machine as for a speed test: Margins for a 70-space writing line; tabulator to indent paragraphs fivi 

spaces; and line space regulator for DOUBLE SP ACING. 
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 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.) 
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TEST !-STANDARD STROKING TEST-PART B 
DIRECTIONS FOR THE TEST: Write the test on regular 8lf2 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 SP ACING. 
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 control 

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 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 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 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.) 
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TEST 2 

BUSINESS LETTER TEST 

Write the following letter on regular 8¥2 x 11 inch paper, placing it evenly (top and bottom, right and ·1eft) 

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 yoµr own initials on the 

left margin for the stenographer. 

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

mr john e mckeever 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 traffic, 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 
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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. 
c. First row of keys. 

3. The space bar should be operated by ··············-
a. Alternate thumbs. 
b. The first finger. 
c. 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. 
c. 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. 
c. The second finger of the left hand. 

9. The apostrophe is used ................ 
a. For quotation marks. 
b. To denote possession. 
c. 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 



TEST 3 (CONTINUED) 

12. If the bell rings on the first letter of th.e word extreme, it should be divided ···········-··· 
a. Ex-treme. 
b. Ext-reme. 
c. Extr-eme. 

13. The carriage scale of the pica-type machine has 
a. Ten spaces to an inch. 
b. Twelve spaces to an inch. 
c. Fifteen spaces to an inch. 

14. There are ----------------
a. Five single line spaces to an inch. 
b. Six single line spaces to an inch. 
c. Eight single line spaces to an inch. 

15. To write the '' @'' ----------------
a. Use the right shift key. 
b. Use the left shift key. 
c. Shifting is not necessary. 

16. When writing the Roman numeral one, use ............... . 
a. Small "l". 
b. Capital "I". 

17. The colon is followed by ............... . 
a. One space. 
b. Two spaces. 

18. If six words are omitted in a speed test, the writer should be charged ............... . 
a. With one error. 
b. With six errors. 

19. When writing tabulated matter, it is best ............... . 
a. To write across columns by using the tabulator. 
b. To write a column at a time. 

20. If five words are repeated in a speed test, the writer should be charged ............... . 
a. With one error. 
b. With five errors. 

21. The semicolon is always followed by ............... . 
a. One space. 
b. Two spaces. 

22. Figures are counted as words ................... . 
a. By groups of three. 
b. Regardless of the number of digits they contair .. 

23. The lines of a speed test can be no longer ............... . 
a. Than 76 spaces. 
b. Than 77 spaces. 

24. The lines of a speed test can be no shorter ............... . 
a. Than 60 spaces. 
b. Than 61 spaces. 

25. 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 indistinct. 
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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 8% 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 capitals. 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 5 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 7 .000 183 302 



TEST 5 
ROUGH DRAFT TEST 

Write the following letter on regular 8~ 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-SP ACED, double spacing between paragraphs. Use closed punc­

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 scale. Write the date a. single space below, beginning at 45 on the scale. Make six single 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,~· 

lfiu *rgaret If. Walters, ~~ 
The Gladstone Ho~ 

6200 Kenwood Avenue, ~ ~ 
Chicago,~ 

~ 
A specialist ~-a s_r_e_q_u-ir_e_d_(ir-1-n-th_e_s_u-:-b--,-je_c_t_ma___,.t.,..te-..,:i:) to 

irrite your thesis, A specialist.(fs requiredlin the form) 

rorthet~~ 

The@,partment ~ucation of the University of Chi­

cago is particular about the most minute details of form. 
t 

It specifies the capitalization, punc~tion, and spacing 

of every part of a thesis from the indices to the bibliog­

~ and append1~. We are familiar with these re­

quirements, as well as with those of the university and 

library. 

'9/This special knowledge is particularly valuable 1n putting 

your manuscript in correct typewritten form. 

?Z.r-<// Whether on~aft or on the final library copies, you 

may be sure that the work turned out by this office will be 

~ and accurately typed7with clear carbons and 1n tull 

conformance with all university requirements. n 
~,,c.C· 

f, We hope that we may be of service to you in any (!Jleme, 

c.,~nuscript work of any kind. Our prices are 

standard. You ~all at your convenience, day or evening. 

Yours very truly, 

STUDENTS' TYPING SERVIC~ 

Manager, 

8 



5. Examination in Typing: Form A* 
of the 

Thurstone Employment Tests 

57. 

This test, which was originally published under the 

title ttProficiency Test for Typists," is one of the earliest 

standardized stenographic tests.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 that 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, • F., ttHow Progress in Learning to Typewrite 
Should be Measured and i· hy," Business Education World, 
{Oetober 1934) p 101. 



58. 

mhe test consists of three parts. The first part is 

a two-hundred-word typed copy, revised and corrected in 

longhand, which 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 ond 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.59 

Directions for Giving and Scoring the~ 

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 asked to fill out the blanks on the first page. 

When the applicant has filled the blanks properly, the 

"Starting Tim.e" 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 "Finishing Time'' is recordea . 60 

59. Odell, 2.12.• cit. 

60. L. L. Thurstone, xaminat1on 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 ~ord, 

transposition of wor ds 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 paragr aphing . Only one 

error in any one word is counted . 6l 

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 align the initial 

letters of the items in Columns 1, 2, and 4, or the declmal 

points in Column 2 . (b) The follo~ing arran ements 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 i n Test 3 is found by giving one point 

for each error. Errors include failure to mark misspelled 

words and marki ng 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. ~hey are interpreted 

as follows:62 

Error Total Combined 
Score Tilne Error- and-Time Rating Interpretation 

Scores 

0 - 10 14 or less JO or less A Very Superior 

11 - 20 15 - 24 31 - 50 B Superior 

21 - 30 25 - 29 51 - 70 C Average 

Jl - 50 30 - 34 71 - 80 D Inferior 

51 or 35 or 81 or more E Very Inferior 
.more more 

Cost of the test: 

aoh test, of eight pages, is put up in packages of 

25 tests ith manual and key. The price per package is 1.50 net, 

transportation additional. 

A speciman set is priced at 15¢ each. 

62. Thurstone, .9.l2.· cit., p 2. 
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By L. L. THURSTONE 

Department of Psychology, Carnegie Institute of Technology 

EXAMINATION IN TYPING: FORM A 

Fill the following blanks, giving your name, age, etc. Do not open 
or turn over the booklet until you a.re told to do so. 

Test 
Error 
Score 

1 

3 

Total 

Name ..... . ............. . . . ..... . .. . ................... . 
First name 

Age ................... . 
Initial or middle name Last name 

Rating 
Address .... .. . .. . .. ... . .. . . . .. . . .... ....... . ..................................... . 

Combined 
Rating Phone .............. . .. . 

Date . .. .. .. .. ........... 19 ...... N ation~lity .... . ................... Church ............ . ............ . 

For what position are you applying? .............. .. ..... . ........................................... . . 

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 

... .. ..... .. .... . . . ... . . . . . ... .. .. . . . ... . . .... . .. . . ..... . , ... . .......... . ......................... . 

How old were you when you left business school? .. ....... . 

Employment 
Are you now employed? ........ . ..... If not, how long is it since you have worked? ..................... . 

Name of firm where last (or now) employed . .. . . . . . . . ..... . .. .. .. .. ..... . Line of business ............... . 

Address of firm ....... .. . .. ...... . .... . .... . ... . ......... . .... . .. . ....... . ....... Phone .............. . 

Kind of work done ...... ,- ... .... .. .... . . ... . ..... . .. . ...... . . ... .. . . . . How long employed? .......... . 

Why did you leave? . .' . . .. . .. .. . . .. . .. .. . . ............... . ...... . . . ................................. . 

Name of firm where employed just previously ..... . ..... . ...... . ......... Line of business ....... . ....... . 

Address of ·firm ............... . . . ....... . . . ... . . .. .............................. . Phone .............. . 

Kind of work done ..... . ......................... . .................... How long employed? .......... . . 

Why did you leave? .......... ' ...... . ................... . ... . ................................ . .... . . . 

How long have you worked~at: 
Experien,ce 

Stenography? ...... . ...... . ..... Dictaphone? ... . . . .... . ..... . .... Typing? ............. . ....... . . . . 

Filing? . . ... . ................... Bookkeeping? .... . ............ . .. Mimeographing? ............ . . . 

Multigraphing? .. .. ... . ... . ..... Other machines? .............................. . ........ . 

References 

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

When you ~ave finished filling the blanks on this page, show your paper to the exammer. 
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 

PRUCTBD IN U.8.A. 

W- This t11st is copyTighted. The reproduction of any part of it by mimeograph, hectogTaph; OT in any othe·, 
way, whether the reproductions aTe sold or aTe furnished free foT use, is a violation of the copyright law . 



Typing, page ~ 

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. 
tuJJ ~ tUl(J~ 

He is not, however, a~ci'"reamer, bu~ne whGseAimagination is used in 

~ purposes which lead to immediate action. His power\ ot 
Lo.J 

execution aREi ~1.1.n111ng often surpass that of his imagination, and 
~ (2J2A.. "1 

he is~~ s&prised .;;,.,fl:fl::ti' €11z~his vision~n less time 

than he had even dared.,, hope. 

!ft 4PQt~,~e advertiser! may well be recarded as typical or 
It. 

the class elasa of ,american business men. At a time when man,. 
~ 

advertisements were poorly lffl!de up and~ given only limited 

circulation, certain en~risine men saw the possibilities of 

advertising and began systematically to improve the rofession of 
:Co~d­

advertising a:e--a- whole. Artists were employed ift 01de1 ~fiab appro-

priate illustrations 

vied with each other 

mien\ l:le ma;G\.e, and skilled slEill8-Q typographers 

in~t~ the text in the most artistic ~ 

manner possible. -----~ ,P ---- ~ 
)l.o 'i' Business system was used in a.gtsertaining the amountJ of cir-

-nu, ~~~ 
culation of various publications as well as kindfA· Advertisements 

A ~~ 
were keyed, and ~ other means were . employed to g,e~eri!l:it1e whe.t 

wa,e the exact value of :e~fa1.i stylef of advertisement,' and ;t.,:;:cw 
~ ,12...tL. 

wee M'\e ees~ medium in whic~17& insert .... \.nen1a 

~>---



fyping, page S 

Do not write here 
Tear off this page and use it for typewriting Test 1. 

Errors Corrected . ...... ( 

First name Initial or middle name 

Typewrite your name here: ____________________ _ Er. Uncor. ( ) X fl = ( 
L1.st name 

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



Test 2 

When you have finished Test 1 you will tear off this page and see page 7 
for further instructions. 

Typewrite your full name here:. ________________ _ 
First name Initial or middle name Last name 

STATE 
AMOUNT OF How SHIPPED 
PURCHASE 

' 

Typing, page 5 

Do not write here 

Errors Corrected ........ ( 

Er. Uncor. ( ) X 2 =( 

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

DATE 

, 

' 



Typing, pAte 7 

The following paragraph contains a number 0£ 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. 

2,1,(........,,,.oL,,(,,.~.IJ'-,~~---- 1 1J ii-~ 1. I ~ 

r~ 1:i.. 1 1116./-

11'.e. . 13 I I 7 IC ; -

~, l(;. 1 l'/17/ ~ 

.J '4 

~ ~ 1,, 171~,· - ~ ~J 

p~ ?~ ~'-'4 :2..J, 1717; - ~ ~/. 

-J ~17, ~'/, --==f~ X---.J, ,a, IJtS" ;-~~ 

fl f.t7, 7)~ ?cr.e:t; ~. I'!-~ IJl(,J• - vJ~ -
~ f$ I/IC. 1.-f. o, ~~ I 62.u-; I ~ I I ( s: 

Test 3 
The following list contains a number of words, some of which are misspelled. Cross out the misspelled 

words. Do not mark the correct words. 

address superintendent bulletin ascertain 

referred essential supersede advertise 

bookkeeping privilege agreeable guarantee 

changeable systematize indebtedness ninteenth 

miscelaneous alright ommitted serviceable 

preferable seperate occasionally secretary 

corroborate procede goverment dependent 

committee awkward advisable already 

compeling accommodate dissatisfaction withold 

comparative noticeable appreciate fullfill 

maintenence seize accessable beginning 

transferred recurrence column disappoint 

Error Score . ........ . 



CH.APTER V 

CONCLUSIONS 

Swnmary 

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 type riting, 

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 

or 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 called upon to do in the busi­

ness office. 

The main criticism of the present method of preparing 

typists and of fice workers for the initi~l job is that class 

room procedure is entirely different from actual office 

conditions. 

The recent trend to measur e more than speed and accuracy 

of copying in typing is indicative that testing in typewriting 

is well started on its way to reachin 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 resu1 ts is more important nmi thon ever before . 

If, due to the present war emergency, the typing and occupa­

tional standards are lowered, the current trends and improve­

ments in the training program -111 be lost. 

Teachers of business education are being r~minded con­

stantly by leading b siness educators to remember the recon­

struction period that is to come, and that only the fittest 

will be able to hold their own then. 

This challenge demands not the lo ering of standards of 

achievement in business training, but better and more effective 

teaching , y;h1ch 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 nwnber of available standardized tests in typewriting 

is quite small. An investigation as to the number available 

revealed only five listed: Typewri ing Ability Test, prepared 

under the direction of the Joint Committee on Testing, Repre­

sentin the National Office Management .. ssociation and The 

National Council of Business Education; Kauzer Typewriting 

Tests prepared by Adelaide Kauzer and H. E. Dchrammel; 

The Blackstone Stenographic Proficiency Tests , Type~riting 

Test, Forms B, C, D, E, by E.G. Blackstone; the Commercial 

Education Survey Tests, Junior Typewriting; Senior Type­

writing, by Jane r. Clem; and the Examination in Typi ng: 

Form A, by L. L. Thurstone. The first three tests are listed 



as survey tests; the latter two are listed as diagnostic 

tests. 

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. 

63. 

The attempt has been made to present the information 

concerning tests and measurements in type riting that ill 

aid in producin better testing pr ograms. 

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 1n typewriting 

and related lit rature it is recommended that more use be 

made of those standardized tests that are available, since 

apparently there is a definite need for more uniform and 

scientific measuring. 

There is a general agreement that the straight-copy 

speed test does not measure achievement in terms of occupa­

tional requi rements; therefore it is recommended that less 

use of such tests be made, and that the production te,ts 

which measure samplings of actual office work be utilized 

more fully. 

It is further recommended thot the need for substitution 

of office standards for the classroom s tandards in appraising 

typewriting ,ork be recognized by busin~ss educators; that 
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they be more realistic in their vocational t ype ri ting work 

and cease to adhere to the more or less traditional and 

artificial standards, thereby bringing the goal they have 

set for them.selves--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 

as sume leader~hip in pr~moting construction of more standard­

iz~d tests, particularly in typewriting, since the need for 

such tests is substantiated by their very scarcity. Much 

remains to be done in this field. 
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