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CHAPTER I

~ INTRODUCTION

The modern typewriter has come to occupy a vital and necessary
place in the office of every industrial and business concern. Not
only does this machine serve the needs of business and industry, but
it has also come to have an important social and personal significance.
The training of efficient typists is increasingly the function of the
secondary school. The rapidly inereasing enrollment and the number of
schools offering instruction in typewriting constitute evidence that
the secondary schools and colleges have accepted this training respon-
sibility. In order to improve the techniques and methods of teaching
typewriting it is necessary for teachers to carry on continuous research
projects. Much of this needed research is too comprehensive and expen-
give for individuals to undertake. The members of the Beta Chapter of
Delta Pi Epsilon, a national fraternity for graduate students in Busi-
ness Education, at the Oklahoma Agricultural and Mechamical College,
recognized the need for cooperative research in the field of typewrit-
ing. On June 26, 1940, this fraternity agreed to sponsor a comprehen-
sive research projeet designed to ascertain the attainments of the
students in first-year typewriting in Oklahoma schoola.l The members
agreed to give the Competent Typist Test to their first-year typewrit-

ing classes at five-week intervals during the school year 1940-1941.

1 Margaret Robertson Neece, A Study of the Attainments of First-Year
Typewriting Students in the State _g:_q Oklshoma at Five-ileek Intervals

during the Yoar 1940-1941. Master's Thesls, Oklahoma Agricultural
and Mechanieal ( College, 1941.
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The giving of this test to 7,115 students in twenty-two Oklahoma
white high sehqol.s made available test papers snd results for other
types of meseded research. For example, the availability of such a large
sample of test pepers suggested the possibiity of msking en errar anal-
ysis study. This study, therefore, is concerned with the classification
as to types axd frequencies of typewriting errors made on a random sam-
pling of the larger sample of test papers collected in comnection with
the ariginsl research mroject of the Beta Chapter of the Delta FPi Ep-
gilon. Such material will be helpful to prospsctive teachers in teachsr-
training institutions. It will also aid the teachers on the secondary
school level to Ikmow =bout the types of errors mrde by representative
students of the larger high schools of Oklahoma.

Purpose
The purpose of this study was to analyze errors made by first-
year high school typewriting students in the State of Oklahomm on
straight-copy tests at five-week intervals during the school year of
1940-1941. Specifiically stated, the purpose was as follows:

l. To classify and tebulate the errors on the straight-copy tests
according to the Internatiomel Typewriting Rules for 19393 for
the group as & whole £nd by sex.

2. To campare the frequency of the types of errors by sex.

3. To compare the frequency of the various types of typewrit-

ing errors on each of the five different tests glven at

five-week int ervals.

2 D. D. Lessenberry and E. A. Jevon, 20th Cemtury Typewriting, Third
Edition (Cineinnati: South-Western Publishing Company, 1939),
Inside back cover.



Bcope and Definitions

One thousand straight-copy test papers, taken as a sampling from
7,115 test papers, written by the lirsteyear high school typewriting
students in twenty-two Oklshoma high schools, foramed the basis far
this study. These students had had no instruction in typewriting prior
to the school ysar of 1940-1941.

The enrollment in the participating high schools ranged from 45
to 5,400.3 The commerciel departments of these high schools bad en-
rollments renging from 20 to 2,100 students. The students were in
class only one perioi a day for typewriting. All of the schools
participating had instructional periods of fifty-five minutes with
the exception of four. One of these schools had a forty-minute period;
two had forty-five minute perlods; and the fowrth school had a sixty-
five minute periocd.

The tests used were the Compotent Typist Tests.? The first test
was given durinz the thirteenth week of school and was five minutes
in length. The remaining fouwr tsste were ten minutes in length and
were given during the eighteenth, twenty-third, tweuty-eighth, and
thirty-third weeks, respectively.

In this analysis of student errors, errors were all those midtakes
ar irregularitiss in typewriting which were pemalized aceordimg to the
International Typewriting Contest Rules for 1939 (See Appendix, page 65).

. Heeca, 0Op. cit., pp.2-3.

. The Grepg VWriter, (Credentials Department, 270 Madison Avenue,
New York, New York).



The term, anslysis of errors, ns used, included the clessification
end the tabulation of errors mmde on straigzht-copy tests given to stu-
dente in twenty-two high schools of Uklahom at five-week intervals
during the school year of 1940-1941.

No attempt was made in this study to evaluate the results of the
methods of instruetion and the teaching techniques ms used by various
%eachers. HNeither did this study seek to detarmire the causes of

errors mde, nor to suggest remedial exercises.

Erocedure for Selecting and Checking the Semple

The first step taken in the selection and checking of the sample
was to determine the proportion of test mapers to be drawn from sach
sex group by tajat periods. The specific number of test papers, mumely
one thousand, was drawn. 7The one thousand test papers were grouped
by sex and by test pericls without regard to gross wwdﬁ por minmate
ar per sent of accuracy.

In other words, the papers were in random order except for the
groupings by sex and test periods. 'Of the 1,958 test pwmpers far
Test I, every tenth paper was drawn from the first 1,900 test papers.
This made a total of 190 test papers. TFrom the remsining 56 test
papers in Test I, 10 papars were drawn es rol:_Lm: every fifth peper
until the required tem test pmpors were cbtsired. Two hundred test
papers ware chosen in & gimilar manney from the total test papers
evaileble for eech of Tests II, IXI, IV, and V. Thus & total of

1,000 test papers was drawn {rom the total 7,115 available test

PEDETrB.



Since the number of test papers veried for each sex group and
test period, it was necessary for the sample to include papers by
sex groups and test periods in proportion to the number of members
of each sex submitting test papers by test periods. For example:

Of the 1,956 test papers available for Test I, 731 were boys' papers;
therefore, since a total of 200 papers was required, the proportion
became 200 : 1,956 :: X : 751, On this basls 1t was determined that
from the 1,956 Test I papers, the sample of 200 should inelude 75
boys' papers and 125 girls' papers. By this same procedure the num-
ber of test papers by sexes and test periods was determined to be as
follows: from Test II, 70 boys' papers and 130 girls' papers: from
Test III, 70 boys' papers and 130 girls' papers; from Test IV, 64 boys'
papers and 136 girls' papers; and from Test V, 69 boys' papers and

131 girls' papers. Table I, on page 6, indicates the proportions by

sex and test period of the 1,000 test papers to the 7,115 original

test papers.



TABLE T
PROPORTION BY SEX AND TEST PERIOD OF THE SAMPLE OF 1,000 PAPERS

SELECTED FROM THE TOTAL OF 7,115 PAPERS

7,115 Papers 1,000 Papers
Test Boys_ Girls  Total Boys  Girls Total
I 731 1225 1956 75 125 200
II 550 1017 1567 70 130 200
III 316 589 905 70 130 300
Iv 465 990 1455 64 136 200
v 425 807 1832 8 131 200
TOTAL 2487 4628 7115 348 652 1000

The next step was to determine the reliability of the sample of
one thousand test papers and to compare the measures of oentra; tend-
ency and varisbilities with similar measures obtained for the antire
sample of 7,115 test papers. The test papers were arranged into
distributions according to test periods and sex groups. In order to
check the reliability of the sample, the means and standard deviations
of the means were calculated for all of the test papers included in
each sample of two hundred chosen from the total test papers available
for each test period. These measures were calculated in terms of
grogs words a minute and per cents of accuracy on each of the five
tests.

Comparisons were made by finding the differences between the
standard deviations and the comparable sets of means for each of the
distributions. Then the reliability of this difference was determined

by applying the formule for caleulating the standard error of the
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difference. The differences between the standard errors of comparable
means were then divided by the standard error of this difference to
determine the critical ratios as a basis for determining the signifi-
cance of the obtained differences. A difference is considered to be
significant when it is three times as great or greater than its stand-
ard error. A critical ratio which is materially less than three is
interpreted to mean that the sample drawn from the larger sample is
reliable and is selected at random.s* The statistical formulae used
in proving the sample may be found on page 61.

Table II on the following page shows the average gross words a
minute on each of the five tests of the original sample of 7,115
papers and the average gross words a minute on each of the five tests
of the sampling composed of 1,000 papers. On Table III on the follow=-
ing page, the average per cent of accuracy on each of the five tests
of the original sample is compared with the average per cent of accu-
racy on each of the five tests of the sample drawn. Hence, from
Tables II and III, it may be concluded that the sampling drawn for

this study wes a reliable sample of all the tests given.

P nox Garrett, Statistics in Psychology and Edueation, (Longmens,

Green and Company, New York, New York, 1940), pp. 33-59.

* The computation of the statistical data, which prove the sample,
is on file in the office of the Head of the Department of Business
Eduecation, Oklahoma Agricultural and Mechanieal College.



COMPARISONS FOR RELIABILITY OF SAMPLE
TABLE II
AVERAGE GROSS WORDS A MINUTE ON EACH

OF THE FIVE TESTS COMPARED YVITH AVERAGE GROSS
WORDS A MINUTE ON EACH TEST FOR THE SAMPLING DRAWN

— Rt —m e
— - - -

I

7,115 Papers® 1,000 Papers
Standard Standard Critieal
Test Mean Deviati leen Devistion Ratio
I £5.81 7430 25.72 7.05 024
II 30446 7430 29.70 7.06 «035
111 33.19 8,17 32,18 7.40 <070
w 37.18 741 36423 6443 100
v 40.69 8.15 39.81 8.00 <013
TABLE IIX

AVERAGE PER CENT OF ACCURACY ON EACH
OF THE FIVE TESTS COMPARED WITH THE AVERAGE
PER CENT OF ACCURACY ON EACH TEST FOR THE SAMPLING DRAWN

7,115 Papers’ 1,000 Papers
' Standard Standard Critiecal
Test Mean _ Devistion Mean Devintion Ratio
I 51.53 22428 54,39 28,47 17
1I 58.64 26486 57.80 26.84 2001
III 64e34 2535 61.38 25.74 <013
v 66457 24,02 65,89 23.54 014

v 73443 21.24 74.30 20,40 028

-
~—

® Neece, op. eit., p. 27.

. Neece, op. cit., p. 27.



Procedure for Classification of Errors

Since it was the purpose of this study to consider only the
typewriting errors which actually occurred on the test material,

a trial analysis and tabulation were first made. Approximately
twenty papers were drawn at random from each of the five groups of
papers making a total of one hundred papers which were used for this
purpose,

From the examination of errors appearing on the one hundred
papers, & classification chart was set up following the order of
errors as listed in the Internsational Typewriting Contest Rules for
1939 (See Appendix, page 65). There were some types of errors that
appeared often enough to warrant a separate clessification, such as
"Antieipation of Character." For example: maal was typed for meal;
and will for well., The pupil, anticipating the following character,
struck an a for e and a 1 for an e. In each case the cheracter in-
correctly struck was the following character, and thus the antici-
pated letter replaced the correct one.

The tabulation of more than one error in a word made the errors
per paper slightly higher. If one word had two errors of the same
kind, only one error was tabulated. If the word hed two distinet
errors, such as an error in syllabication and a wrong character,
both of the errors were tabulated.

In Rule 5 of the International Typewriting Contest Rules, (See
Appendix, page 65), spaces aend punctuation points are treated as part

of the preceding word. Hence, an error in puncfuation would not be
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charged if the preceding word had already been penalized. In this
study, however, such errors were charged.

In order to study separate errors, word errors were divided into
"Ingertion of Words," "Omission of Vords," "Wrong Word," and "Trans-
position of Yords." The character errors were separated in the same
manner; e.g., "Wrong Character," "Insertion of Character," "Omission
of Character," and "Transposition of Characters."

In the sample studied there wers twenty-twe errors in capitali-
zation when not necessary; therefore, another clagsification, "Un-
necessary Capitalization,™ was set up.

In this manner & preliminary Trial Classification Chart of errors
was prepared which included thirty-seven different errors (See Trial
Classification Chart, Appendix, page 62).

The items on the Trial Classification Chart were analyzed, and
several overlappings and duplications were found. Another chart was
made which contained only thirty types of errors. "Fallure to Capi-
talize" was included under "Faulty Shifting." ™"Omission of Paragraphs"
was included in the classification, "Omitting Words." This Revised
Clagsification Chart was submitted to a group of Oklahome Agricultural
and Mechanical College graduate students and faculty members who had
also classifled errors from a sample of the original 7,115 test papers,
These competent persons found the Revised Classification Chart to be
usable with the addition of one type of error which was "lrong Word"
(See Appendix, page 63). This last form was called The Classification
Chart and was used in classifying the errors on the sample of 1,000 test

pepers taken from the original sample of 7,115 (See Appendix, page 64.)
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In Chapter II, the tabulation end analysis of first-year type~
writing errars nade by students taking the Competent Typists Tests
are presented. The recorded data on Tables D to M in the Appendix
are set farth on Tables IV to XVIII which show the distribution of
errors as to frequency, per cent, snd ramk for boys amd far girls
and for each test. Also, Tables XIX to XXI were comstructed showing
the total distributions of the frequencies, per cemts, =snd ranks of

errors for all tests end for all repers of the sample of one thousand

pepers. The average nwiber of errors on each test papers by gross

word groupings is displayed by lime graphs in Figures 1 to 5, inclusive.



Related Studies
Miss Elsa Pille's research study® examined the typewriting

errors contained in straight-copy test papers of eighth- and ninth-
grade pupils in the California schools. This writer used only papers
of pupils who sversged less than ten net words per minute, The test
papers were checked scecording to International Typewriting Contest
Rules.

In this study the errors wers grouped undar fowr major headimgs,
nemely, letter errors, word errors, punctuation errors, and sachine
manipulation errors. In the eighth grade the muwber of orrors ware
divided as follows: 67 per cent letter errors, 22 per cenmt machine
manipulation errors, 6 per cent ward errors, ani 5 per cent punctue-
tion errors. In the ninth grade the errors were 69 per cent letter
errors, 18 per cent machine manipulation errors, 8 per cent word
errors, and 5 per cent punctuation m.

The general Tindings were summarized as follows:

l. An syerage of 7,16 errors was found in first-semester test
papers moring less then ten net werds o minute. Test
papers seoring less than one net word a minute averaged
11.55 errors per paper, Test pspers scoring from cone to
fowr net wards a mimute averagzed 6.20 errars, and test
papora seoring from five to nine m@t words a minute aver-

sged 4,70 erpors.

® Klsa Pille, Au snalysis of Firgt Semester Typewriting irvers.
Master's Thesis, University of Southerm Califernia, 1933.
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2. ©Sixty-seven per cent of the typewriting errors were letter
errors. Iwenty per cent were machine manipulation errors.
Seven per cent were word errors. And five per cent were
errors in punctuation.

3. As the net rate of typewriting increased, the percentage of
word, punctuation, and machine manipulation errors decreased.
The percentage of letter errors alone inereased.

4, The comparison of eighth- and ninth-grade first semester
typewriting errors did not disclose any str:lkihg dissimi-
larities as to number, variety, or distribution of errors.

% mis

Another worth-while study was made by Helen I, Hawkins,
gtudy 1s an analysis of errors made in a first, and a second, and a
third semester class in typewriting at Schenley High School, Pitts=-
burgh, Pennsylvania, The persistency and kinds of errors common to
the work and the classes were studied.

Errors ;nada by 117 pupils during the time of this study, except
errors on class drill, were recorded on individual charts. The errors
were tabulated under four major classifications: "Imperfect Location
of Keys," "Manipulation," "Mental,"™ and "Miscellaneous."

More than fifty per cent of the errors found were made in the
"Imperfect Location of Keys." The percentage of ths "Manipulation"

errors indicated a decrease from semester to semester, but the

9 Helen I. Hawkins, An Analysis _9_2 Zrrors Made in First, Second,
and Third Semester Typewriting Classes in a High School., Master's
Thesis, University of Pittsburgh, 1982.
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"Miscellaneous” errors increased from semester to semester. The
average number of daily errors per pupil made by different groups
within each class varied from 2 to 10 errors.

Certain types of errors persisted in the work of all three
semesters. These were mﬁertaat location of the letters E, I, and
S, and the omissions and the addition of letters. Certain types of
errors were peculiar to the work of each semester. For the first
semester these were imperfect location of the letters 0, R, and T,
spacing between words and letters; for the second semester, imperfect
location of the letters M, 0, R, and T, spacing between letters, and
placement; and for the third semester, imperfect location of the
letters A and M, spaoing between words, omission of words, placement,
business procedure, omissions, and wrong word.

There was no consistent reduction of errors msde from week to
week; however, the general tendency was toward the general reduction

of total number and per cent of errors made. It was concluded that,

as typing power increased, errors decreased.



CHAPTER II
ERRORS IN FIRST-YEAR TYPEWRITING

The :'nnin purpose of this study was to reveal the types and
frequencies of the errors made by boys and girls on a random selec-
tion of one thousand straight-copy typewriting test papers, two hun-
dred of which were drawn from oach of the five tests given. These
papers were part of the larger sample of 7,115 test papers collected
by the members of the Bete Chapter of Delta Pi Epsilon during the
school year of 1940-1941. The Competent Typist Tests had been given
to first-year typewriting students in twenty-two Oklahoma high schools
every fifth week beginning with the thirteenth week. The first test

was 8 five minute one, and the other four were ten minutes each.

In checking and rechecking their papers the pupils followed def-
inite uniform instructions laid down by the Internatiomnal Typewriting
Rules. The test papers were rechecked by graduate students and fac-
ulty members in the School of Business Education on the campus of the
Oklahoma Agr.téultural end Mechanical College.

Since theo sample used in this study consisted of only 1,000
papers of the avallable 7,115 papers, the reliability of the sample
was first proved stetistiecally. Then the classification chart show-
ing the types of errors as found on a sample of 100 papers was set
up, utilizing the Internationsl Typewriting Rules. This classifica-
tion chart of errors as to type was then checked and rechecked, as

were the original test papers, by the graduate students and faculty
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members in the School of Business Education at the Oklahoma Agricul-
tural and Mechanical College. These people agreed that the classi-
fication chart set up was usable, After the establishment of errors
into 31 kinds, the errors on the ssmple of one thousand test papers
were tabulated and classified by gross words per paper and by kinds
of errors.

The findings, resulting from the tabulation and classification
of errors and gross words per peper, will be discussed in this chapter.
In as far as possible, the types and distribution of errors will be
displayed by tables and figures, and some discussion will be used to
point out the more significant findings. However, no attempt will

be made to consider the implications of the findings.

Types and Distribution of Lrrors
On Tables IV to XVIII, inclusive, which follow on pages 17 to
31 are displayed the distributions of the types of errors found on
the sample of one thousand papers utilized by this study. Table IV
reveals the distribution of errors by frequency, per cent, and rank
as made by 75 boys on Test I. Table V shows the same information
for 125 girls on Test I. Table VI shows the comparison of the errors
made by boys and by girls as to the per eent and rank of each type
of error on Test 1. In a like manner tables are presented for Tests

II, III, IV, end V.
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TABLE IV

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST I BY BOYS

Classification of Errors Frequenecy Per Cent Rank
Wrong Character 292 95.3 2 1
Insertiou of Character 33 6.3 2
Omission of Character 27 5.1 3
Space - Omitted between Words 26 4.9 4
Short Line 22 4.2 5
Strike-~Over 21 4.0 6
Omission of Worda 19 3.6 7
Line Spacing 17 3.2 8
Transposition of Characters 17 3.2 8
Wrong Home Keys 8 1.5 9
Faulty Shifting Y 1.3 10
Space -~ Inserted within a Word 6 1.1 11
Spaces and Punctuation (Rule 5) 6 o ¥ | 11
Rewriting Words, Phrases or Limes 6 1.1 11
Space - Inserted between Words 5 «9 12
Spaces and Punctuation (Rule 6) 4 .8 13
Syllabication 4 «8 13
Wrong Word 3 «6 14
Unnecessary Capitalization 2 -4 15
Short Indention 1 ? 2 16
Uneven Left-Hand Margin 1 o2 16
Long Line 1 v 16
Character Anticipation 0 «0 -
Piling 0 0 -
Crowding 0 .0 -
Ingertion of Words 0 .0 -
Transgposition of Words 0 .0 -
Cheracters not on Xeyboard 0 «0 -
Cut Characters 0 0 -
Long Indention 0 .0 1
Short Page 9] +0 -
TOTAL 528 100.0
Nunber of papers 75
Average errars per paper 7.04

This table should be read as follows: Of the 528 errors on boys'
Test I papers, 292 are errors of Wrorg Character. lrong Character errors
then comprise 55.3 per cent of the total errors, and this type of errar
ranks first in the classification on the basgis of frequency.



TABLE V

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST I BY GIRLS

Classification of YNrrors Frequency Per Cent Rank

Wrong Character 463
Omisgion of Character

Strike-Over

Insertion of Character

Transpos it ion of Characters

Space - Onitted between Vords
Space - Inserted within a Word
Short Line

Spaces and Punctuation (Rule 5)
Omission of Vords

Spaces and Punctuetion (Rule 8)
Wrong Homs Keys

Syllabication

Space ~ Inserted between Words
Uneven Left-Hand Margin

Long Line

Rewriting Wards, Fhrases, or Lines
Character Anticipation

Faulty Shifting

Short Indention

~3

o
(4]
o]
L]

-

SBEEL

Suronan

0o
o

-

O b 20 20 0 0 G G O
L] L] L] L) » -
(SR PR IS TR TR T

Eluzgpswmqmmu#umw

Insertion of Vords 16
Wrong Words 16
Piling

Characters not on Keyboard
Long Indention
Unnecessary Capitalization
Short Fage

Transposition of Words
Crowding

Cut Characters

Line spacing

el el =l
COOCOIHHENREARPIROOOD 6o

® 8 ® % & "% & % 8 & 8 ¥ B
COOCOHKHMNDRDPBRBPOO O
-
~3

TOTAL

B

100.0

Number of papers 125
Average errors per paper 6.56

= =

This table should be read as follows: Of the 821 errors on girls'
Test I papers, 463 sre errors of Wrong Character whieh comprise 56.4 per
cent of the total errors. This type of error ranks first in the
clasgification on the basis of frequenecy.



TABLE VI

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST I
BY BOYS AND GIRLS

_ BOYS GIRLS
Clagsification of Errors Per Cent PRank Per Cent Rank
Wrong Character 55.3 1 56.4 1
Insertion of Character 643 2 3.6 4
Omission of Character 5:1 3 8.8 2
Space = Omitted between Words 4,9 & 2.7 6
Short Line 4.2 5 243 7
Strike-Over 4.0 6 6.8 3
Omission of Words 3.6 7 1.7 9
Line Spaecing Sel 8 «0 -
Transposition of Characters 32 8 Jed 5
Wirong Home Keys 1.5 9 1.2 11
Faulty Shifting 1.3 10 5 15
Space = Ingerted within a Word 1.1 11 2.7 6
Spaces and Punctuation (Rule 5) 1.1 11 2.0 8
Rewriting Words, Phrases, or Lines 1.1 11 «6 14
Space - Inserted hetween lords o9 12 1.1 12
Spaces and Punctuation (Rule 6) «8 13 l.4 10
Syllableation «8 13 1.1 12
lirong Word 6 14 ok 16
Unnecessary Capitalization ok 15 5 R 18
Short Indention %) 16 o4 16
Uneven Left-Hand Margin «2 16 o7 13
Long Line el 16 7 13
Character Anticipation «0 - S 15
Piling 0 - o2 17
Crowding «0 - «0 -
Insertion of Words <0 - ok 16
Transposition of Words «0 - «0 -
Characters not on Keyboard «0 - 2 17
Cut Characters & - «0 -
Long Indention <0 - 1 18
Short Page «0 - o0 -
TOTAL 100.0 10040

This table reads across as follows: Wrong Character comprises
55.3 per cent of the boys' Test I errors and ranks first in frequency.
This error comprises 56.4 per cent of the girls' errors and ranks first
in frequency.



TABLE VII

THE FREQUENCY DISTRIBUTION OF ERRORS W UE ON TEST II BY BOYS

Classification of Lrrors Frequency Per Cent Rank
Wrong Character 401 46.2 1
Strike-Cver 91 10.5 2
Cmission of Character 58 6.7 3
Spaces mmd Punctuation (Rule 6) 39 4,5 4
Transposition of Characiers 32 5.7 5
Character Antleipation a7 3.2 6
Short Line , 29 3.2 6
Insertion of Character 25 2.8 7
Faulty Shifting 24 2.8 7
Space - Umitted between Words 20 2.3 8
Syllabication 18 2.0 9
Line Spacing 17 2.0 9
Space - Inserted within a Yord 16 1.8 10
Virong Home Keys 15 2T 1
Uneven Left-Hand Margin 12 l.4 12
Space - Inserted between Vords 12 l.4 12
Omisgion of YWords 7 8 13
Unnecesgary Capitalization 7 8 15
Rewriting Words, Phrases, ar Lines 5] 6 14
Crowding 1 6 14
Short Indention 2 . R
Long Lire 2 2 15
Wrong Word - 2 8 18
Spaces end Punctuation (Rule 5) 2 o 15
Insertion of Worde 1 o1 X6
Transposition of Vords 1 o 16
Piling 0 R
Cut Charscters 0 .0 -
Charseters not on Eeyboard 0 .0 -
Long Indentlion 0 Ne -
Short Page ] «0 -
TOTAL 868 160.0
Number of papers 70
Average errors per papor 12,37

This table should be read as follows: Uf the 868 errors on boys'
Test II papers, 401 errors are Wrong Character. \rong Character errors
then comprise 46.2 per cent of the total errors, and this type of error
ranks first in the classification on the basis of frequency.
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TABLE VIII

THE FREQUENCY DISTRIBUTION QF ERRORS MADE ON TEST II BY GIRLS

Clagsification of Errors Frequency FPer cent Rank
Wrong Character 753 46,3 1
Strike-Over 150 9.2 2
Omission of Character 140 8.6 3
Transposit ion of Churacters 79 4.9 “
Character Anticipation 65 3.9 5
Faulty Shifting 60 3.6 6
Space - Omitted between Words 54 3.4 7
Insertion of Character 47 2.9 8
Omission of Yords 46 2.8 9
Uneven Left-Iand Margin 33 2.0 10
Syllabication 31 1.9 11
Space - Inserted within a Word 29 1.8 12
Line Spacing 23 1.4 13
irong Home Keys 21 1.3 14
Unnecessary Capitalization 18 1.1 15
Spaces and Punctuation (Rule 6) 16 1.0 16
Spaces and Punctuation (Rule 5) 14 9 17
Wrong Word 15 «8 18
Rewriting Words, Phrases, or Lines 12 o7 19
Space - Inserted between VWords 6 A 20
Long Line 5 S 21
Crowding 4 o2 22
Transpos it ion of Words 3 o2 22
Short Indention 2 5 | 23
Short Line 1 .1 23
Cut Characters 1 ol 23
Piling p & 1 23
Ingertion of Wards 0 .0 -
Characters not on Keyboard 0 «0 -
Long Indention 0 «0 -
Shart Page 0 0 -
TOTAL 1627 100.0
Husber of papers 130
Average errors per paper 12.52

This table should be read as follows: Of the 1627 errors on girls'
Test II papers, 753 are errors of Urong Character. VWrong Character errors
then comprise 46.3 per cent of the total errors, snd this type of error
ranks first in the classif ication on the basis of frequency.
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TABLE IX

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST II
BY BOYS AND GIRLS

BOYS GIRLS

Classificatlion of Errors Per Cent Rank ©Per Cent Rank
Wrong Character 46.2 1 46,3 1
Strike-Over 10.5 2 9.2 2
Omission of Character 6.7 3 8.6 3
Spaces and Punctuation (Rule 6) 4.5 4 1.0 16
Transposition of Characters 5.7 5 4.9 4
Character /nticipation 3.2 6 3.9 5
Short Line 3.2 6 ol 23
Insertion of Cheracter 2.8 7 2.9 8
Faulty Shifting 2.8 7 3.6 6
Space - Omitted between lords 2,3 8 S.4 7
Syllabiecation 2.0 9 1.9 11
Line Spaeing 2.0 9 1.4 13
Space - Insserted within a Word 1.8 10 1.8 12
Wrong Home Keys 1.7 11 1.5 14
Uneven Left-Hand Margin 1.4 12 2.0 10
Space - Ingerted between Words 1.4 1z ok 20
Omission of Words «8 13 2.8 9
Unnecessary Capitalization 8 13 1.1 15
Rewriting Words, Phrases, or Lines 6 1% o7 18
Crowding «6 14 2 22
Short Indention o2 15 ol 23
Long Line 2 15 3 21
Wrong Word o2 16 <8 18
Spaces and Punctustion (Rule 5) 2 15 o9 17
Insertion of Words ol 16 «0 -
Tranaposit ion of Words sl 16 2 22
Piling «0 - 1 23
Cut Characters «0 - o1 23
Charsacters not on Keyboard «0 - <0 -
Long Indent ion «0 - «0 -
Short Page +0 - «0 -
TOTAL _100.0 100.0

This table reads across as follows: Wrong Cheracter comprises
46.2 per cent of the boys' Test 1I errors and ranks first in frequency.

This error comprises 46.3 per cent of girls' Test II errors and ranks
first in frequency.



TABLE X

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON THEST III BY BOYS

Clagsification of Errors Frequency Per Cent Rank
Wrong Character 356 35.2 1
Omission of Character 145 14.4 2
Strike-Over 88 8.7 3
Trangposition of Characters 50 4.9 4
Insertion of Character 46 4.5 5
Faulty Shifting 44 4.3 [
Charaeter Anticipation 39 3.9 7
Space - Umitted between Vords 38 3.8 8
Omission of Yards 38 3.8 8
Short Line 30 3.0 9
Spaces anl Punctuation {Rule 6) 23 2.3 10
Syllabication 14 1.4 11
Spaces and Punctuation (Rule 5) 12 1.2 12
Space -~ Inserted between Yords 12 1.2 1z
Wirong Word 10 1.0 13
3pace - Inserted within a Word 10 1.0 13
Uneven Left-illand Margin 9 «9 14
Crowding 8 .8 15
Piling 7 o7 16
Wirong Home Keys  ; o7 16
Rewriting Words, Fhrases, or Lines 7 o7 16
Insertion of Vords 4 R 17
Unnecessary Capitalization 4 -4 12
Line Spacing 3 3 18
Long Line 3 3 18
Characters not on Keyboard 2 2 19
Cut Characters 0 «0 -
Trangposition of Words 0 .0 -
Short Page 0 0 -
Short Indention 0 -0 -
Long Indention 0 .0 -
TOTAL 1009 100.0
Number of papers 70
Average errors per paper 14.41

This table should be read as follows: Of the 1,009 errors on boys'
Test III papers, 356 srrors are of /rong Character. /rong Character
errors then comprise 35.2 per cent of the total errors, and this type of
error ranks first in the classif ication on the basis of frequency.



TABLE XX

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST III BY GIRLS

Clagsification of Lrrors Frequency Per Cent Rank
Wrong Character 632 38.8 1
Omission of Character 210 12.9 2
Strike~Over 111 6.8 3
Character Anticipation 92 5.7 4
Transposition of Characters 92 5.7 4
Insertion of Character 67 4,1 5
Faulty Shifting o7 3.5 6
Syllabication 52 3.2 7
Omission of Words ol 3.1 8
Space -~ Omitted between Words 43 2.6 9
Spaces and Punctuation (Rule 6) 42 2.6 E
Short Line 37 2.3 10
Space - Inserted within a Word 23 1.4 11
Uneven Left-Hand Margin 22 1.3 12
Space - Inserted betwen Vords 17 1.0 13
Wrong Vord 16 1.0 13
Rewriting Words, Phrases, or Lines 13 «8 14
Characters not on Keyboard 12 7 15
Piling 8 5 16
Wrong Home Keys 7 o4 17
Spaces and Punctuation (Rule 5) 7 ol 17
Unnecessary Capitalization 4 2 18
Insertion of Vords = -2 i8
Crowding 3 o2 18
Cut Characters 3 o2 18
Short Indention 2 ol 19
Long Line 1 5 | 19
Line Spacing 1 % | 19
Long Indention X o1 19
Short Page 0 «0 -
Transposition of Words 0 0 -
TOTAL 1630 100.0
Number of papers 130
Average errors per paper T 12.54

This table should be read as follows: Of the 1,630 errors on girls'
Test III papers, 632 are errors of Wrong Character. lrong Character
errors then comprise 38.8 per cent of the total errars, and this type
of error ranks first in the classification on the basis of frequenecy.



TABLE XII

THE FREQUENCY DISTRIPUTION OF ERRORS MADE ON TEST IIIX
BY BOYS AND GIRLS

Classification of Errors

BOYS GIRLS
Per Cent Rank Per Cent Rank

Wrong Cheracter 35.2 ) % 38.8 - 5
Omission of Character 1l4.4 2 12.9 2
Strike-Over 8.7 & 6.8 3
Transposition of Characters 4.9 4 5.7 4
Insertion of Character 4.5 5 4.1 5
Faulty Shifting 443 6 3.0 6
Character Anticipation 3.9 7 57 4
Space - Cmitted between Words 5.8 8 2.6 9
Omission of Words 3.8 8 3,1 8
Short Line 3.0 9 243 10
Spaces and Punctuation (Rule 6) 2,3 10 2.6 9
Syllebication : l.4 11 3.2 7
Spaces and Punctuation (Rule 5) 1.2 12 od 17
Space = Inserted between Words 1.2 12 1.0 13
Wrong Word 1.0 13 1.0 13
Space - Inserted within a Word 1.0 13 l.4 11
Uneven Left-Hand Margin «9 14 1.3 12
Crowding «8 15 2 18
Piling o7 16 5 16
lirong Home Keys «7 16 ok 17
Rewriting Words, Phrases, or Lines o7 16 «8 14
Ingertion of Vords o4 17 2 18
Unnecessary Capitalization ok 17 «2 18
Line Spacing o3 18 o5 X 19
Charscters not on EKeyvoard 2 19 o7 15
Cut Characters +0 - 2 18
Trensposition of Vords «0 - <0 -
Short Page «0 - +0 =
Short Indention «0 - ol 19
Long Indention «0 - 1 19
TOTAL 100,0 100,0

This tabfl.a reads across as follows:

Wrong Character comprises

35.2 per cent of the boys' Test III errors and ranks first in fre-

quency.

This error comprises 38.8 per cent of the girls®' Test III
errors and ranks first in frequency.



TABLE XIII

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST IV BY BOYS
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Classification of Errors Frequency Per Cent Rank
Wrong Character 308 41.0 1
Omission of Character 115 15.3 2
Strike-Over 86 11.5 3
Transposition of Characters 50 6.7 %
Insertion of Characters 28 Sa7 5
Faulty Shifting a7 3.6 6
Space - Omitted between Words 27 3.6 6
Omigsion of Yords o4 3.2 3
Character Anticipation 28 29 8
Syllabication 13 1.7 9
Wrong Word 11 1.5 10
Space - Inserted within a Word 9 1.2 11
Rewriting Words, Phrases, ar Lines 8 12
Piling 4 o5 13
Wirong Home Keys & «5 13
Spaces and Punctustion (Rule 5) 3 o4 14
Spaces and Punctuation (Rule &) 3 4 14
Crowding 3 4 14
Uneven Left-fand Margin 3 4 14
Shart Indention 2 3 15
Unnecessary Capitalization 2 -3 15
Space - Ingerted between Words 1 ol 16
Ingertion of lords 0 .0 -
Transposition of Words 0 .0 -
Cut Characters 0 .0 -
Characters not on Xeyboard Q «0 -
Long Indention 0 «0 -
Shart Page G .0 -
Long Line 0 +0 -
Short Line 0 D -
Line Spaeing 0 +0 ~
TOTAL 751 100.0
Number of Papers 3
Average errors pexr paper 11.73

This table should be read as follows: Of the 750 errors on boy;a'

Test IV papers, €08 are errors of Wrong Character.

Wrong Character

errors then comprise 41.0 per cent of the total errors, and this type
of error renks first in the classification on the basis of frequency.
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TABLE XIV

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST IV BY GIRLS

T T T N T S T T T T T S T T

Claggification of Errors Frequency Per Cent Rank
Wrong Character 672 40.8 1
Strike-Over 1m 10.7 2
Omission of Character 1695 10.2 3
Transposition of Characters 101 6.1 4
Ingsertion of Character 77 4.7 5
Short Line 76 4.6 6
Omission of Vords 57 3.5 7
Space - Omitted between Words 44 2.7 8
Faulty Shifting 41 2.4 9
Character Anticipation 37 2.2 10
Line Spacing J1 1.9 11
Syllablecation ' 28 1.7 12
Wrong Yord pAs] 1.5 13
Wrong Home Keys 22 1.5 14
Uneven Left-Hand Margin 22 1.3 14
Crowding 13 8 15
Space - Inserted within a Word 13 8 15
Spaces and Functuation (Rule 6) 11 .7 16
Spaces - Inserted between Words 9 5 17
Rewriting Vords, Phrases, or Lines 8 4O 17
Piling 6 4 18
Uunecessary Capitalizaticn 3 2 19
Spaces end Punctuation (Rule 5) 2 o 20
Transposition of Worlds 1 " | 20
Long Line 1 o & 20
Shart Page 1 «1 20
Short Indention 1 % 20
Long Indention 0 <0 -
Characters not on Keyboard C «0 -
Cut Characters 0 0 -
Tnsertion of Words 0 o) -
TOTAL 1648 100.0
Number of papers FADEe 156

Ayerage errors psr paper 12812

This table should be retd as follows: -Of the 1,648 errors on girls'
Test IV papers, 672 errors are Wrong Charascter. !rong Charscier errors
then camprise 40.8 per cent of the total errors, and this type of error
renks firgt in the clagsification on the basis of frequency.



TABLE XV

THE FREQUENCY DISTRIBUTION OF ERRORS MADE IN TEST IV
BY BOYS AND GIRLS

Classification of Errors Boys Girls
Per Cent Rank Per Cent Rank

Wrong Character 41.0 1 40.8 1
Omission of Character 15.3 2 10.2 3
Strike-Cver 11.5 3 10.7 2
Transposition of Characters 6.7 4 6.1 4
Insertion of Character 3.7 5 4,7 5
Faulty Shifting 3.6 6 2.4 9
Space - Omitted between Words 3.6 6 247 8
Omission of Words 3.2 7 3.5 ' o
Character Anticipation 29 8 242 10
Syllabication 1.7 9 1.7 12
Wrong Word 1.5 10 1.8 13
Space -~ Ingerted within a Word 1.2 11 «8 15
Rewriting Words, Fhrases, or Lines 8 12 5 17
Piling 5 13 o4 18
Wrong Home Keys . 13 1.3 14
Spaces and Punctuation (Rule 5) o4 14 .1 20
Spaces and Punctuation (Rule 6) o 14 o7 16
Uneven Left-Hand Margin d 14 1.5 14
Short Indention o 15 ™ 4 20
Unnecessary Capitalization 3 15 2 19
Space - Inserted between Words ol 16 «5 17
Transposition of Words »0 - " | 20
Cut chmem .0 - .0 -
Characters not on Kefboard «0 - 9 -
Long Indention .0 - 0 -
Short Page .0 - <l 20
Long Line X 0 - X 20
Line Spacing e - -, 1.9 11
TOTAL 100,0 106.0

This table reads across as follows: Wrong Character comprises
41.0 per cent of the boys' Test IV errors and ranks first in frequency.
This error comprises 40.8 per cent of the girls' Test IV errors and
ranks first in frequency.



TABLE XVI

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST V BY BOYS

Clagsification of Errors Frequency Per Cent Rank
Wrong Character 233 33.2 1
Strike-Over 110 15.4 2
Omission of Character 83 11.6 3
Character Antiecipation 43 6.2 4
Insertion of Character 36 5.5 5
Faulty Shifting 31 4.4 6
Transposition of Cheracters 29 4.3 7
Space - OUmitted between Words 28 3.9 8
Shart Line 24 3.4 9
Space - Inserted within a Word 17 244 10
Wrong Word 13 1.8 11
Wrong Home Keys 11 1.6 12
Uneven Left-Hand Margin 5 1.6 12
Rewriting Words, Phrases, or Lines 8 1.1 13
Syllabication 8 1.1 13
Piling 6 .8 14
Line Spacing 6 8 14
Spaces and Punctuation (Rule 5) 2 o2 15
Omission of Vords 2 - 15
Short Page 1 0 i 16
Long Indention 1 " § 16
Space -~ Inserted between Vords 1 1 16
Spaces and Punctuation (Rule 6) 1 .1 16
Insertion of Words 1 % | 16
Low Lm 0 00 -
Short Indention 0 .0 -
Characters not on Keyboard 0 <0 -
Cut Characters 0 0 -
Unnecessary Capitalization 0 .0 -
Transposition of Vords 0 «0 -
Crowding 0 .0 -
TOTAL 706 100,0
Number of papers 69
Average errors per paper 10.09

This table should be read as follows: Of the 706 errors on boys?
Test V papers, 233 are errors of !'rong Character. Vrong Character
errors then comprise 33.2 per cent of the total errors, and this type
of error ranks first in the classification on the basis of frequency.



TABLE XVII

THE FREQUENCY DISTRIBUTICN OF ERRCRS M/DE ON TEST V BY GIRLS

w
—_

Clagsification of Zrrors Frequency PFPer Cent Rank

Wrong Character 390 3243 1
Omission of Character 181 15.0 2
Striks-Over 162 13.3 - 3
Trangposition of Characters 96 7.9 4
Insertion of Character 73 6.1 S
Character Antieipation 65 5.4 6
Space - Umitted between Words 43 3.7 7
Short Line 40 3.4 8
Omission of Words 37 3.1 9
Space - Inserted within a Word : 33 2.7 10
Wirong Word 31 246 11
Wrong Home Keys 10 «8 12
Uneven Left-Hand Margin 9 7 13
Faulty Shifting 8 6 14
Syllabication 6 «D 15
Piling 6 5 15
Spaces and Punctuation (Rule 5) 4 oS 16
Space -~ Inserted between Words 4 <] 16
Rewriting Words, Phrases, or Lines 3 5 17
Short Page 2 o2 17
Line Spaeing 2 e 17
Short Indention 1 i 18
Insertion of VWords 1 ol 18
Long Line 0 .0 -
Long Indention 0 +0 -
Spaces and Punctuation (Rule 6) 0 .0 -
Characters not on Keyboard 0 «0 -
Cut Characters 0 .0 -
Unnecessary Capltalization 0 «0 -
Transposition of Words 0 .0 -
Crowding 0 +0 -
TCTAL 1207 100.0
Number of Papers 131
Average errors per paper 9.21

This table should be read as follows: Of the 1,207 errors on girls'
Test V papers, 390 are errors of lirong Character. Vrong Character errors

then comprise 52,3 per cent of the total errors, and this type of error
ranks first in the classification on the basis of frequency.
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TABLE XVIII

THE FRECUENCY DISTRIBUTION OF ERRORS MADE ON TEST V
BY BOYS AND GIRLS

BOYS GIRLS

Clagsification of Errors Per Cent Rank ©Per Cent Rank
Wirong Character 332 1 5843 1
Strike=Over 15.4 e 13.3 3
Omission of Character 11.6 3 15.0 2
Character Antieipation 62 4 S.4 6
Insertion of Character 5«5 -] 6.1 5
Faulty Shifting 4.4 6 6 14
Transposition of Characters 4.3 7 7.9 4
Space = Omitted between VWords 549 8 5a7 7
Short Line K 9 3.4 8
Space - Inserted with a Word 24 10 2.7 10
Wrong Vord 1.8 11 2.6 53 ]
Wrong Home Keys 1.6 12 «8 12
Uneven Lefi-lland Margin 18 12 o7 13
Rewriting Words, Phrases, or Lines 1.1 13 o2 17
Syllabication 1.1 13 «5 15
Piling +8 14 5 15
Line Spacing 8 14 .2 X7
Spaces and Punctuation (Rule 5) o2 15 o3 16
Omission of lords 2 15 Jsl 9
Short Page o1 16 2 17
Long Indention ol 16 o0 -
Space - Inserted between Words S § 16 ] 16
Spaces and Punetuastion (Rule 6) ok X8 «0 -
Insertion of Words ol 16 ol 18
Long Line 0 - +0 ~
Short Irdention +0 - o1 18
Characters not on Keyboard «0 - +0 -
Cut Characters «0 - «0 -
Unnecessary Capitalization 0 - «0 -~
Transpositi oz of Verds «0 - «0 -
CMIHE —_& - do -
TOTAL 10040 . 10040

This table reads across-as follows: Wrong Character comprises
33.2 per cent of the boys' Test V errors and ranks first in frequenecy.
This errvor comprises 32.3 per cent of the girls' Test V errors and
ranks first in frequency.
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Tebles XIX, XX, and XXI, follow and give tsbulated summaries.
Table XIX, page 33, displays the totals of the frequencies by rank
and by per cent of the kinds of errors made by boys aml by girls on
all five tests. Table XX, page 34, reveals the total frequencies
for each type of error fa each test and the gremd total frequencies
fa all tests, Table XXI, mage 35, gives the totel par cent of each
type of error for each test, the rank of esch type of errar for each

test, and the grend total per cent =nd rank for each kimd of errar for

all the tests.



THE SUMMARY OF THE TOTALS OF THE YREUENCIES BY RANK AND BY PER O4NT
OF ERRORS MADE BY BOYS /ND GIRLS ON ALL FIVE TusTs

e e e e — —————————— e e e
BUYS GIRLS TOTAL
Classification of irrors Frequenoy Per Cent Rank Frequeney Per Cent Rank Freguency Per Cent Rank
v (~
#rong Character 1590 41.45 1 2910 41.97 1 4500 41,68 1
Omission of Character 428 11,08 2 772 11.14 2 1200 11.11 2
Strike-Over _ 396 10,22 3 656 9446 3 1062 9.74 3
Transposition of Characters 178 4.65 % 396 5.71 4 074 5.32 %
Insertion of Charaster 168 4.37 8 . 294 4.24 5 462 4.28 5
Character Anticipation 131 3.38 8 263 3.79 6 394 3.66 6
Space - Omitted bstween Vords 133 3,89 6 206 2.97 7 345 3.20 7
Taulty Shifting 135 Sedd 7 170 3445 10 303 2,81 8
Omission of VWords 90 B33 10 205 2.96 8 295 2,73 El
Short Line 103 2.67 9 178 2450 9 276 2,56 10
Syllabiention o7 - 1l.48 13 126 1.82 11 188 1.6 11
Space - Inserted within a Vord 58 1.50 12 120 L.73 iz 178 1.6 12
Spages and Punctuation (Rule 6) 70 1.81 11 80 1.16 15 150 1.39 13
Uneven Left Margin 36 «98 7 92 1433 13 128 1.19 14
Wrong Heme Keys 45 1.17 14 70 1.01 16 116 1.07 16
Lino Spaeing 43 1.11 15 57 82 17 160 93 17
Sproe - Ingerted between Jords 31 81 18 45 «65 18 76 «71 18
Rewriting Words, Phrases, or Lines 32 «83 18 41 «59 a0 7% 68 19
Spaces and Punctuation (Rule 5) 25 .66 20 43 62 19 68 63 20
Unnecessary Capitalization 15 39 23 26 «38 21 41 =8 21
m 17 pe- 3 21 23 P 1] 23 40 + 27 23
m 16 o422 22 20 o29 a5 36 33 23
Long Line 6 1 a4 15 19 P44 19 A8 24
Charactars not on Xeyborrd £ «08 26 14 +20 24 16 15 28
‘Short Indention 5 13 25 9 12 26 14 13 26
Insertion of Vords 6 16 24 3 o1l 27 14 13 26
Short Page 1 <03 27 3 04 29 4 «04 28
Transposition of Jords 1l «03 27 “ »06 28 B 05 27
Cut Characters 0 «00 - 4 06 a8 & O3 29
Long Indention 1 205 2 2 <03 30 4] 02 30
3862 100,00 6933 100,00 10796 100,00

Orth-a.SBSmlmnnthoban'Mmpu.l,ﬁOmmmdmcm. This error com=
prises 41,43 per sent of the boys' errors and ranks first in frequency. Of the 6,933 errors on sll the girls?
test papers, 2,910 are errors of Vrong Characters, and they comprise 41,97 per cent of all the girls' errors
and rank first in frequency. The totsl number of Vrong Charecter errors is 4,500, This error comprises
41,68 per cent of all errors and ranks first in frequency. : .



Zable XX
THE SUMMARY OF THE FREQUENCISS OF THE ERRORS MADE ON FIVE TRSTS

Test 1 Test I1 Teat III Teat IV Test V TOTAL
Frequency Frequeney Frequency Frequency Frequeney  Frequency

Wrong Character 765 1154 988 980 623 4500
Omission of Character 99 198 355 204 264 1200
Strike~Over 7 241 199 263 272 1082
Transposition of Characters 45 111 142 151 125 574
Insertion of Character 63 72 113 105 109 462
Character Antieipation 4 92 151 89 108 394
Space « Omitted between Vords 48 74 81 71 7 345
Faulty Shifting 11 84 101 68 39 303
Omission of Vords 33 83 a9 a1 39 295
Short Line 41 28 &7 76 64 276
Syllabieation 13 49 66 41 14 183
Space - Inserted within a Word 28 45 33 B2 50 178
Spaces and Punctustion (Rule 6) 15 85 s 14 1 150
Uneven Left-iend Margin 7 45 31 28 20 128
Wrong Vord 6 15 26 356 “ 127
Wrong Home Keys 18 36 14 26 21 115
Line Spaeing 17 40 4 31 8 100
Spage = Inserted between iords 14 18 29 10 5 76
Rewriting VWords, Fhrases, or Lines 11 17 20 14 11 78
Spaces and Punctuation (Rule 5) 2z 16 19 5 8 68
Unneceasary Capitelization 3 25 8 5 0 41
Piling 2 b ) 15 10 12 40
Crowding 0 9 11 16 0 36
Long Line 7 v & 1 o 19
Characters not on Keyboard 2 0 14 0 [+] 16
Short Indention 4 4 2 3 1 1l
Ingsertion of Words 3 1 8 0 2 4
Short Page 0 0 0 1 ] 4
Transposition of Vords 0 4 0 1 0 b
Cut Characters 0  § 3 0 0 4
Long Indention 1 0 1 0 1 3
1349 2495 0639 2399 1913 10798
This table should be resd as follows: Of the 4,500 Wrong Character errors, 655 were made on Test I,

8
g
é |

1,154 on Test II, 988 on Test III, 980 on Test IV, and
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Table XXI

THE SUMMARY BY RANK AND BY PER CENT OF ERRORS MADE ON ALL FIVE TESTS

Test I Test II Test III Test IV Test V TOTAL
# Rank % Renk % Rank % Rank % Rank % Rank

Wrong Character 55,96 1 46.25 1 37.44 1 40,85 1 32,57 1 41.68 1
Omission of Character 7.34 2 7.94 3  13.45 2  11l.84 2 13,80 3 11.11 2
Strike-Over 5.7 3 9.66 2 7.54 3 10.96 3 114,22 2 9,74 3
Transposition of Characters 5,34 6 4445 “ 5,38 - 6423 4 | 688 4 5,32 4
Insertion of Character 4.67 4 2.89 8 4,27 6 4,38 6 | 5470 D 4428 S
Character Anticipation 22 19 3.69 S 4,97 5] 2.46 10 5.6 6 3.66 6
Space = Omitted between lords 35.56 5 2.97 7 3,07 9 2,98 8 T Y e 1 - S
Faulty Shifting B8 16 3.37 6 383 7 2,83 9 2,04 11 2.81 8
Omigsion of Words 2445 8 2413 10 3437 8 3.38 6 2:0¢ 1) 2,98 ¢
Syllabieation «96 15 1.97 1 2,50 11 H 70 14 14692 11
Space ~ Inserted within a Word 2.08 9 1.8 12 l.26 13 92 16 2,610 9 1.6 12
Spaces and Punctuation (Rule 6) 1,11 13 2.22 9 %46 12 58 18 05 22 1.39 13
Wrong Word 45 18 «60 2} +99 16 1.50. 12 2,30 10 11.18 15
Wrong Home Keys 185 21X ls44 15 95 20 1.08 14 | 1,20 12 1,07 16"
Line Spscing l.26 12 1.60 14 iS5 23 1.29 13 a2 17 93 17
Space - Inserted between Words 1.04 14 72 18 110 18 e 18 26 19 71 18
Rewriting Words, Phrases, or

Lines 82 16 68 19 76 17 o5 18 - | 87 16 +68 19
Spaces and Punctuation (Rule 5) 1.65 10 64 20 72 18 «21 20 331 18 .63 20
Unnecessary Capitalization 22 20 1,00 17 o0 22 21 20 00 = 38 21
Piling Jd5 21 04 25 «S7 19 42 19 65 15 37 28
cmding - 00 - .36 22 .43 21 L] 5’? 1? .00_ - .33 23
Long Line oS8 17 «28 23 $18. 23 04 22 00 = +18 24
Characters not on Keyboard «15/ 8% .00 - «93 B0 «00 - 00 - «15 28
Short Indention 29 19 14 24 08 - 25 «13 21 -06 22 13 26
Ingertion of Words 22 20 04 25 30 22 - - | +30 21 «13 26
Shm Pagﬁ Ow - .00 - 000 - .04 23 | 015 20 .04 28
Trarsposition of Vords «00 - J4 0 24 «00 - 04 - 28 | 400 - .05 27
Cut Characters .00 - «04 25 Jd1 24  L00 | A - 03 29
Long Indention «07 28 «00 - 04 26 +00 - | 08 28 028 30

100,00 100,00 100,00 100,00 10.00 100,00

This table should be read as follows: On Test I, Wrong Character comprises 55,96 per cent of the
errors and ranks first in frequency. On Test II this error comprises 56.25 per cent of the errors and
ranks first. On Test III it comprises 36.44 per cent of the errors and ranks first. On Test IV it
comprises 40.85 per cent of the errors and renks firgt. On Test V 1t comprises 32.57 per cant of the
errors and ranks first, And 41.68 per cent of all the errors are lrong Character errors. This ranks
this error ss first in total frequency. :
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The total number of errors found on the sample of one thousand
test papers was 10,795, divided among the five tests as follows:
1,349 errors were found on the papers of the first test which was a
five-minute straight-copy test; 2,495 errors were found on the papers
of the second test which was a ten-minute straight-copy test as were
the remainder of the tests; 2,639 errors were found on the third test
papers; 2,399 errors on the fourth test papers; and 1,913 on the
fifth test papers. -

There is significance in the total number of errors made by the
pupils on each test as shown by the per cent these errors are of the
total errors. The errors on Test I were 13 per cent of the total
errors. This low per cent of errors on the first test may be ex-
plained by the faet that the test was only one-half as long as each
of the other four. The errors on Test II were 23 per cent of the
total; on Test III, 24 per cent of the total; on Test IV, 22 per cent
of the total; and on Test V, 18 per cent of the total., Thus, it is
apparent that the per cent of errors made on the tests varied little
until Test V which showed & 4 per cent decrease in errors made on
Test IV.

Among the thirty-one types of errors the striking of the wrong
character ranked first in all five tests for both boys and girls.
There were 4,500 wrong character errors among the 10,795 total er-
rors. Boys made 1,590 of these errors and girls 2,910, - On Test I
boys struck wrong characters 292 times or 55.3 per cent of all the
errors on boys' tests. GCGirls struck wrong characters 463 or 56.4
per cent of all the errors made by girls on Test I. The boys de-

ereased 9.1 per cent in the number of wrong characters struck on

Test II. The girls decreased 10.1 per cent on the same test.
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On Test III the boye lessened the wrong charzcters 1l per cent,
and the girls struck 7.5 per cent less wrong characters. On Test IV
boys increased 5.8 per cent 1; the wrong character errors; girls in-
ecreased 2 per cent. On Test V, the boys again decreased the per cent
of wrong character errors. They made 7.8 per cent less errors, and
the girls decreased their errors 8.5 per cent., Thus, the data tend
to indicate that wrong character errors were th; highest in rank, but
they decreased from a high of 55.96 per cent on Test I to the low of
32.57 per cent on Test f. The total per cents of wrong character
errors by boys and by girls show dlight difference. The total wrong
. character errors by girls was 41.97 per cent and by boys 41.43 per
cent, or girls made .54 per cent more wrong. character errors than
boys.

Omisalén of chaiacter‘error ranked second in the frequency of
its appearance on test ﬁapers. This error appeared 1,200 times or
11.11 per cent of the total errors made. Altho;ugh s'auon'd in rank,
the omission of character error was very much less than the wrong
character error which ranked first. Wrong character occurred 30,57
per cent more than omission of character.

Girls omitted characters .06 per cent more than boys. Boys
omitted 428 characters or 11.08 per cent of the total errors, and
girls omitted 772 characters or 1ll.1l4 per cent. This .06 per cent
indicates how small was the difference in the omission of character
errors by boys and by girls.

The third ranking error in frequency was the strike-over. 'Thia

was found 1,062 times which was 9.74 per cent of the total of 10,795
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errors of which 396 were made by boys and 656 by girls. The strike-
over varied in frequency between second and third place on each of
the five tests for boys and girls with one exception. On the first
test boys ranked sixth in the frequency of strike-overs, and the
girls ranked third. In other words, girls made 2.8 per cent more
strike-overs on Test I than boys, but girls made .76 per cent less
strike-overs on the total for all tests than boys did. This .76
per cent difference seems slight.

The transposition of character- error ranked fourth in frequency.
It showed up 574 times or 5,32 percent of the total errors. Of these
errors 178 were boys' and 396 were girls'., The error remained rather
constant and consistent in appearance on girls' papers as it held
fifth place in frequency for Test I and fourth place in rréquency on
the other four tests. On boys' papers this error varied in its rank.
Boys made only seventeen such errors on Test I. This placed trans-
position of character eighth in rank for boys. Then the rank of this
error for boys rose to fourth place and remained there during the
other three tests. Hence, transposing characters is one of the im-
portant errors.

Insertion of character error, fifth in rank, was found 462 times
on the sample of one thousand papers. Boys inserted 168 characters
and girls 294, As this error formed only 4.28 per cent of the total
‘of 10,795 errors, it is much less significeant then the 41.68 per cent
of wrong character errors. In Test I more characters were inserted
by both boys and girls than in any other test. Such errors probably
could be attributed to lack of skill in the use of the margin release

key as there were so many broken words at the ends of lines. Broken
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words apply to incomplete words at the ends of lines. These words
were generally completely retyped at the beginning of the following
line, For example: The letter n was typed at the end of a line and
then the complete word not on the next line, or wh would appear at
the end of a line =nd the wh repeated with the ich to form which at.
the beginning of a new line, Since these repeated letter errors were
charged to imsertion of character, the rank of this kind of error
was somewhat high for the first test but lowered to fifth place there-
after,

Anticipation of character error appeared 394 times and ranked
sixth as to frequency on the students®' test papers. Boys anticipated
characters 131 times and girls 263 times. These errors made up 3.66
per cent of the total number of errors. The percentage does not ine
dicate that it is the most important error, but certsin facts prove
it one of the more interesting ones. In errors of anticipation, the
character struck was in each case the letter that would properly
follow next. For example: In typing the word take the letter k
was anticlipated, and the word was written tkke; door became dorr;
and in writing the word incident the e was anticipated; the letter
4 was typed e, and the word became incieent.

On Test I anticipation of character errors were almost negli-
gible as boys made no errors of this kind and girls made only four
which placed this error fifteenth in rank for girls. However, this
error jumped to fifth place for girls and sixth for boys on the next
test. The errors made on the third test placed anticipation of char-

acter seventh for boys and fourth for girls. Test IV errors showed
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a marked decrease, but Test V shawed a merked increase of character
ant icipation errors. They rose to fourth rank for both boys =md
girls.

Spaces were omitted between words 345 times, 139 times by boys
aﬁd 206 by girls. This error rinked seventh in frequency on the test
papers, It comprised only 3.2 per cent of the totcl errors. The
total frequsncy of this error made by boys was .62 per cent more than
by girls as 3,59 per cent of boys' errars were of this type and 2,97
per cent of girls' errors. '"This error decreased somewhat on the
successive tests as it appeared in fifth rank on Test I, smd on Test V
it had dropped to seventh place.

Seventy-seven per cent or 8,527 of the 10,795 errars found on
the ore thousand test papers were of Jjust seven kinds--striking wrong
characters, omitting characters, striking over, transposing characters,
inserting characters, anticipating characters, and omitting spaces
between words. The other twenty-four kinds of errars comprised 2,468
of the total 10,795, or twenty~-four kinds of errors made up only
23 per cent of all the errars. Of these twenty-fowr kinds of errors
each was less than 3 per cent of the total., Three kinds of errors--
faultly shifting, omission of words, and the short line--were each
between 2 and 3 per cent of all the errors. Syllebication, space in-
serted within a word, spaces snd punctuation (Rule 6), unoven left-
hand margin, wrong word, and wrong home keys errars, each made up
less than 2 per cent of the total errors.

The other fifteen ty pes of errors--line spacing, space inserted

between words, rewriting wards, phrases ar limes, spaces =and punctua-



tion (Rule 5), unnecessary capitalization, piling, crowding, long
1lins , characters not on keyboard, éhort indention, imsertion of
wards, shart page, transposition of words, cut characters, and
long indention--sach ocecurred less than one per cent on all of

the one thousand pspers. Therefors, it may well be said that the
twenty-four kinds of errors which made up 23 per cemt of the total
are of much less significance than the first seven named =s the
first seven mmde up 77 per cent of the 10,795 errors. However,
wrong character error is by far the most importent error since it

materially exceeded all others; i.e., it ranked 30.47 per cent higher

than omission of character which was second in rank.



Comparison of Errors

The comparison of the errors made by boys with those made by
girls on the one thousand straight-copy test papers included the
average number of errors made on each test psper, the number of
papers written by boys and by girls, and the gross word groupings
of the papers. The test papers had been arranged into gross word
groupings according to the length of each test; i.e., gross words
for five minutes on Test I as this test was only half as long as
the other four. TFor the other four tests the gross word groupings
were for ten minutes as the second to fifth tests, inclusive, were
ten minutes each.

Figures or line graphs are used in this study to represent
errors. The boys' errors are shown by the continuous lines and
the girls' errors by dotted lines. The average number of errors
made by boys and by girls on each paper were plotted according to
gross word groupings. The gross words on each paper on Test I were
grouped by using a step interval of 15 because this was only a five
minute test. For example: On Test I, two girls' papers fell with-
in the gross word grouping of 45 to 59 with an average of 10 errors
on each of the two papers. The gross word groupings for Test II,
III, and IV were calculated using a 25 step interval. Grouping the
grogs words for Test V necessitated using a step interval of 35 be-
cause the gross words per paper were high.

Figure 1,‘which follows on page 44, gives =& diaérammatic com=

parison of boyn"and girls' errors on Test I. In a like manrer,
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Figure 2, page 45, Figure 3, page 46, Figure 4, page 47, Figure 5,
‘page 48, give meaningful compurisons of boys' and girls' errors on
Tests II, III, IV, and V, respectively.

In Figure 1 on page 44, the number of errars and the gross words
per peper on Test I are compared for boys and girls. The vertical
scale on the lsft-hani side of the figure shows that the spread of
the average number of errors on this test is from the low of 2 to
the high of 11. The first horizontal scale below the line graph in-
dicates the number of papers typed by boys, and the second scale the
number of papers by girls. The third horizontal scale gives the gross
word grouping for five minutes, ranging from 45 to 230, using a step
interval of fifteen. The solid line for boys and the dotted limes
for girls clearly reveal that the average number of errors varies from
low to high for the various gross word grouping.

Figures 2, 3, 4, and 5 reveal the seme infarmation for Tests II,

I1I, IV, end V.



Average Number of Srrors per Test Paper

- Pai
Ih'oa,uo;-da Number of pers

| _ L | *I 3sey uo sTITy oy
pus sfog JoF Xeder -.taa SJIOLIN JO JOoqumy eFedely

*1 eamBtg

§ 3006306,

= = = = stamn

5 Minutes |Boys | Girls
45 - 59 0 2
60 - 74 1 4
75 - 89 13
90 -104 15 20

105 -119 14 20
120 -134 12" 17
135 -149 7 237
150 -164 3 12
166 -179 i 12
180 -194 3* 8
195 -209 0 2
210 -224 0 0
225 -239 A 3
7% 1128




|0 G|

I0F Jedeg Jod BJIOIIY JO Joquny oFuIoAv

(n §

e 243

IT 1P9) WO STITp J0F pue sfog

| 0088 Words™ Numer of " Avorage Number of Lrrors per Papor
T PR T e JRAE o Reyors ple |
Ten Minutes{Boys Girlg orwmdu s vovwooh Rhrb Gebe SERBES

126 - 150 2170

151 - 175 I
(176 =200 | 4 | &

1201 - 225 9 8

226 = 250 0 |1y

a5y = 275 11|16

a76.- %00 | 16 | 20
(901 - 328 || 4/} 16

326 - 350 JE BIE |

351 - 375 IR BAJE N

376 - 400 1] 1}

401 - 425 /4 16

426 - 450 1] |2
| 451 - 475 e 2

476 = 500 0 '8 |
501 =852 | O [ 1 1%

| | 70 |130

&%



- 948

5

| oug - T80
G = 926 |

gz =~ 108

]

1
%] 0] oog - o

o
o2

| ou¥ - 0%
0S¥ - 9%
agy = T0%

w
L R S

 00% = 948
. aue  -Teg

o
[
o

. osg - 92g
@3¢ - 10§
00§ - 948
1 ey | euz -tem |

©
-
o o

6] ¥l  opz -bmp
HPY EEY BT

el | ¢ - 941
%%% %ﬂmsavsbis_zumﬁﬂ?sb HOR O 1o1atn  sde u-nﬂﬂw

oA A A ! | sxedejy
 dedeg ded SJ0XIy JO Joqumy ePuJeAy ' JO Jeqm  8pIoy 88

Number of firrors per Paper for

 Average

eriect Pe

‘Boys and for Girls on Test III

Figure 3.




*$ oty

*AT 380F U0 STITH 403 pus shog

J0JF .mdug aed SI0XIF JO Joquny 0FBIVAY

d

g

Gr'_ou Wordh Number of

for

T Ten Minutes
201 -~ 225
226 - 250
251 - 275
276 = 300

&|so1 ~ 325

]

| 1386 - 3850
3C1L - 375
376 - 400
401 - 485

ol

'5426 450

b i

T Hs1L - 475

K it

v |76 1~ 500

T

1 PO1L ~ 585
P26 - 5850
p51 - 575

Papers
3 0
1] 4
CER

10 | 5

11 |17
8 |15
8% |21
9 {26
3 s
1 |1e
<5 )

L3l K

ko

o[ 1

et

Kverage Number of Errars per Paper

Boys Girlﬁlo:wjmiu» vo sooBEREREESECERRBREBERS

"2



-9
]
tetf e
¢ 0
2 0
g 0
i B = 6 1 2
IEFmRE AL SEI
8T | ¢
«£2 | ot
e’ ] 6
61 | ot
| et a1
i 8l ¥ 9
¢ | #
Ty T
Efum;mnuu AR genEensm adolan, s
u&.ﬁ n& uno.ﬂm Jo Jequmy owm.uobd ._ Jo Iequmy

| 6% - 616

 6LY - GV

_ 60¥ - Sug

692 - gee

88 - 002
sequufy uey,

I03
spIoy S80IH

619 - cBg

| ¥1¢ - 08F%
¥ - 0T
we - ove |

62 - Sog
_yog - 0ug |

gy

TIT
*Perfect Faper

Average Number of frrors per Paper for Boys

and for Girls on Test V.



49

An interesting and significant fact shows up on all 5§ of the
graphie figures, The number of errors on both boys' and girls'
test papers is both high and low for the papers having approximately
the same gross word count. For example: On the 1 boy's paper that
fell within the gross word grouping of 60 to 74 words for five minutes,
three errors occurred. OCn fonr girls' papers in this same gross word
grouping of 60 to 74 words on a five-minute test, the average number
of errors on each paper was 7.8. On thirteen boys' papers in the gross
word grouping of 75 to 83, the average number of errors was 8.2; while
in the same gross word grouping, two girls' papers averaged only two
errors per paper. In the highest gross word grouping of 225 to 239
words for 5 minutes on Test I, one boy's paper showed I errors; but
the average number of errors on 3 girls' pepers was 8.3. Similar
data appear on all 5 of the figures. Hence, it seems thav therec is
no apparent relationship between the average number of errors made
on each test paper and the speed with which the student wrote in
terms of gross words for a paper on any one test.

It can be noted on Figures 1 to 5, pages 44 to 48, that the
spread of errors for boys is wider tham for girls. On Test I boys®
errors spread from 3 to 11.7; the girls from 2 to 10, On Test II
the spread of errors was 7.5 to 23 for boys and 10.2 to 18 for
girls; on Test III, 5.5 to 25.5 for boys and 6 to 17 for girls; on
Test IV, 1 to 27 for boys and 3 to 15.4 for girls; and on Test V,

4 to 22 for boys and 5 to 14 for girls.
From Figures 1 to 5 on pages 44 to 48, the points of greatest

concentration of the student papers may be noticed. On Test 1, 15
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boys' papers concentrated at the point of 6,7 errors per paper and
22 girls® papars at 7.9 errors per puper. On Test IX, 16 bays® pupers
at li.d orrors and 20 girls® at 13,3; on Test III, 12 bays® at 10,3
end 20 girls® at 8,63 Test IV, 11 boys® at 14,3 and 26 girls® at 11j.
on Test V, 16 boys' papers concontrated at 7.7 errors par paper; but
tho girls® popors had two major consentration points: 25 girls®
papars o8 8.6 errors per paper mnd 23 girls® at ¢he 9 arrors per
paper, These error concentration points indieate that boys' papers
gnthered at higher error points on Testa II, III, IV; but the girls'
papors concentrnted at higher error points omn Tests I and V.

Figures 1 to 5, inclusive, on the presceding pages tend $o ine
dicate thot thare is some slight difference in the average number
of errors made by boys and by girls. Of the 10,790 errors found on
the sample of one thousand typewriting test papers, 3,862 were mmde
by 248 boys end 6,935 by 652 girls. Hence, boys aversged 1l.1 errors
on each puper und girls eversged 10.6 errors on esch pepere. These
avereges indicate that boys typed .5 of an error per peper more than
girls d4id, or girls ere slightly more ccourate than boys. Howover,
ono=half errcr on a tan-minute test puper does not seam €0 be too
significant in the owsluation of girls® and boys' typewmriting errors.

Dhe Findings in Jpief
The finding of this study muy be bdriefly statod ns followma:

Girls and boys mede thirtyeone kinds of errors on five tests
which ingluded one thousand straight-copy test pepers. The total
muber of erroars was 10,705, Geoven kinds of errors ranked highest
in froquemcy; 4,500 wrong charaeters, first; 1,500 amission of
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characters, second; 1,052 strike-overs, third; 574 transpogition of
characters, fourth; 462 insertions of character, fifth; 394 character
ant icipations, sixth; and 345 spaces omitted between words, menth‘.
These seven types account for 77 per cent of ell errors. The other
twenty-four kinds of errors commrised 23 per cent of the totel errors.
Faulty shifting, omission of words, and short line errors each had
only between 2 and 3 per cent of errors. Six kinis of errors--gyllab-
ication, space inserted within a ward, spaces and punctuation (Rule 6),
uneven left-hand margin, wrong ward, wrong home keys--were each be~
tween 1 and 2 per cent of the total. The other fifteen of ths T
classes of errars were each less than one per cent of the total num-
ber of errors.

The spread of errors was slightly wider anmd higher for boys than
girls. The concentration of errors was at a higher errar point for
girls on Tests I and V and less for girls on Tests II, III, and IV.
Boys' papers concentrated at higher error points on Tests II, III,

IV and decreased on Tests I and V.

The apparent differences between the kinds of errors made by

boys anmd by girls seemed as insignificant as did the difference in

the average nunber of errors made by boys and by girls on each paper.



CHAPTER III

SUMMARY AND CONCLUSIONS

As typewriting plays an important and vital part in modern ™
1life, constant research and improvement are necessary to provide
proficient typists., Reellzing this, the Beta Chapter of the Delta
P1i Epsilon made evailable typewriting pspers from first-year classes
in twenty-two Oklahoma high schools. This study, utilizingly a
statistically-proved sample of one thousand papers drawn at random
from those made available, analyzed the types and distribution of
errors made by boys and by girls on the five straight-copy tests
given at five week intervals during the school year of 1940-1941.

In Chapter I of this study the purpose, the scope, a few nec-
essary definitions, the procedure for selecting and checking the
sample, the procedure for classifying the errors, and some related
studies are given and discussed.

The findings of this study are presented in Chapter II, Tables
and figures show the data diagrammatically. Discussion attempts to
clarify and emphasize the more importent date concerning the types
and distributions of errors and the comparison of errors by sex,
and the findings are set forth in a brief form.

The lagt chapter presents the summaries and conclusions based
on the research explained and presented in Chapters I and II. The
sunmary and conclusions concerning the types =nd distribution of

errors will be given first; second, the comparison of errors; and
third, the general conclusions briefly stated.



Types and Distributions of Errors

An analysis of the data in this study leads to the following
summary snd conclusions concerning types and distribution of errors:

First-year high school typewriting students made 10,795 errdrs
on five straight-copy tests on & sample of 1,000 papers drawn from
7,115 avallabls papers. Students made. 1\,%‘49 errors on Test I, 2,495
on Test II, 2,639 on Test III, 2,399 on Test IV, and 1,93_!.5 on Test V.

The errors made by the students on the sample of one thousand
papers fell into thirty-one definite kinds when they were classified.

Seven kinds--wrong character, omission of character, strike-
over, transposition of character, insertion of character, character
anticipation, and space omitted between words--comprised 8,527 or
77 per cent of all the errors. These seven types persisted in
frequency on all five tests.

Wirong character error ranked highest in frequency on all five
tests for both boys and girls. It occurred 4,580 times and comprised
41.68 per cent of all the errors. It exceeded the next most frequent
error by 30.57 per cent. Hence, striking wrong character was the
most significant error in the student typewriting.

Omission of character error ranked sccond in frequency. It
oceurred 1,200 times and made up 1l.11 per cent of the total errors.
The 1,052 strike-over errors ranked third and were 9.74 per cent of
all the errors. Characters were transposed 574 times or 5.32 per
cent. Insertion of character errors were 462 or 4.28 per cent of all.

Character anticipation errors were 394 or 3.66 per cent of all. /nd
345 spaces were omitted between words or 3.20 per cent of the errors.
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Of the thirty-one kinds of errors made by students, those ranke-
ing from eighth to thirty-first in frequency were 2,268 in number
but comprised only twenty-three per cent of the total errors. These
errors . therefore, have less significanee than the first seven, These
less important errors that appeared less frequently were as follows:
Between 2 to ¥ per cent each in freguenecy were faulty shifting, omis-
sion of words, and short line; between 1 and 2 per cent each in fre-
quency were syllabication, space inserted within a word, spaces and
punctuation (Rule 6), uneven left-hand margin, wrong word, wrong home
keys; and less than 1 per cent in frequeney were line spacing, space
inserted between words, rewriting words, pbrases, or lines, spaces
and punctuation (Rule 5), unnecessary capitalization, piling, crowding,
long line, characters not on keyboard, short indention, insertion of
words, short page, transposition of words, cut character, and long
indent ion.

Although the highest ranking error, wrong character decreased
in frequency during the year, it remained highest. Omission of char-
acter, strike-over, transposition of character, insertion of character,
character antieipation, spaces omitted between words, wrong words,
uneven left-hand margin, and faulty shifting increased noticeably by
the end of the school year., Several errors--spaces and punctuation
(Rule 6), wrong home key, line spacing, spaces inserted between words,
rewriting words, phrases, or lines, spaces and punctuation (Rule 5),
unnecessary capitalization, long line, characters not on the keyboard,
wrong indention, and insertion of woards--decreased materially in fre~

quency by the end¢ of the year,



The seven most frequent kinds of errors were distributed as
follows: Girls made .54 more wrong character errors than boys, .06
more omission of characters, .06 more transpostions of characters,
«41 more snticipations of characters, but they made .76 fewer strike-
overs, .62 fewer spaces between words, and .13 fewer insertions of
characters than boys. Hence, .44 fewer errors per paper were found
on girls' papers on the seven most frequently written errors than on
boys'.

The distribution of errors for all five tests proved that girls
averaged slightly fewer errors per paper than boys. On Test I boys
averaged 7.04 errors per paper; girls, 6.56 per paper; or girls made
+48 fewer errors per paper than boys. On Test II boys typed 12.37
errors per paper; girls, 12.52 per paper; or boys made .15 fewer
errora than girls., On Test III boys typed 14.4l errors; girls,
12:54; or girls made 1.87 fewer errors per paper than boys. On Test
IV boys made 11.73 errors; and girls, 12.12; or girls made .39 more
errors than boys. On Test V boys made 10.09 errors; girls, 9.21; or
girls mede .88 fewer than boys. Hence, girls totaled 2.69 errors per
paper less on all five of the tests than the boys, snd made a little

more than one-half error more per paper than did girls. ?

Comparison of Errors

The analysis of the data found in this study indicates the fol-
lowing summary and conclusions concerning the comparison of errors

made by boys and by girls on one thousand papers:
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Of the total 10,795 errors, 348 boys made 3,862 errors; and
652 girls, 6,933 errors. The boys averaged 1ll.l errors per paper;
and the girls, 10.6 per paper. These averages indicate that boys
typed .5 more errors per paper than girls. However the one-half
an error less made by girls does not indicate that the girls were
slgnificantly better typist than boys.

Five types of errors--wrong character, omission of character,
strike-over, transposition of character and insertion of character--
ranked first, second, third, fourth, snd fifth in frequency in the
order named for both boys and girls. This leads to the assertion
that these five kinds of errors were equally important to boys and
to girls.

There seems to be little or no apparent relationship between
the average number of errors made by boys and by girls on each test
paper and the speed with which the student wrote in terms of sross
words per paper on any one test. Among the students there were both
boys and girls with apprbﬁ.mtely the same number of gross words per
paper who made very few errors on a low gross word count and also
those who made many errors on papers with a low gross word count.
Conversely both boys and girls papers with high gross word counts
had both few and many errors. Hence, the speed with which boys and
girls wrote had little relationship with the accuracy with which they

wrote.
Conclusions in Brief

In brief the general conclusions of this study are as follows:

1. Typewriting students made thirty-one different kinds of errors.
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Seven kinds of errors were most important and persisted
significantly in frequency throughout all five tests.
These were wrong character, omission of character, stfika-
over, transposition of character, inserting of character,
anticipation of character, and space omitted between words.
Wrong character was the most important error because of
its persistency and fregquency.
The difference in the nuwber and kinds of errors made by
boys and by girls was so slight as to be of little signifi-
cance.
There was little or no relationship between speed and ac-

curacy either by boys or by girls.
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Table A

GENERAL INFORMATION CONCERNING SCHOOLS PARTICIPATING

Total Commerce
High School Department Typewriting
Sehool Enrollment Enrollment Instructors
Tulsa: Central High 3400 2100 4
Oklahoma City: Central 2300 (No Count) 3
Classen 1997 1500 2

Enid 1200 702 <
Ponca City - 1000 498 4
Stillwater 968 252 2
Lawton 800 300 1
Sapulpa 732 288 2
Bristow 566 219 1
Idabel 559 166 i -
Stilwell 386 117 X
Hugo 370 122 2
Heavener 350 115 1
Bixby 350 150 2
Oklahoma City: Northeast 320 175 2
Cleveland 300 128 1
Pryor 380 120 1
Yukon 235 45 :
Sayre 190 107 3
Dale 135 65 1
Pleasant Hill

Consolidated District 65

Southeast of Drumright 50 20 1
Foraker 45 20 1

1 Neece, op. cit., Appendix



Table B

AVERAGE GROSS WORDS A MINUTE AND PER CENT OF ACCURACY FOR ALL
STUDENTS ON EACH OF THE FIVE TESTS

Week Gross Vords Per Cent
Total of Standard Standard
Test Students School Mean Deviation Mean Deviation
I 1956 13 25.81 7.30 51.53 22.28
II 1567 18 30.46 7.30 58.64 26.86
III 905 23 33.19 8.17 64.54 25.25
Iv 1455 28  97.18 7.41 66.57 24.02
v 1232 35 40.69 8.15 75443 2l.24
Table C

AVERAGE GROSS WORDS A MINUTE AND PER CENT OF ACCURACY FOR TWO
HUNDRED STUDENTS ON EACH OF THE FIVE TESTS

Week Gross Words Per Cent
Total of Standard Standard
Test Students School Mean Deviation Mean Deviation
I 200 13 25.72 7.05 54.39 28.47
I3 200 18 29.70 7.05 57.80 26.84
III 200 23 32.18 7.40 61.38 25.74
Iv 200 28 36 .23 6.43 65.89 23.54
v 200 53 39.81 8.00 74.30 20.40
2 N”“. _92' Git L ] p - 2? -
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STATISTICAL FORMULAE USED IN THIS STUDY

Mean

M=grx

N

Standard _Deviation

le_éfrxa -0 x 1
N

Standard FSrror of the Mean
On = a={!
\/‘ A RN T
Standard Error of the Difference
g aifr =
Vrie 4o
Crit Ratio

2 »
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TRIAL CLASSIFICATION CHART
FOR

SAMPLE OF ONE HUNDRED PAPERS

Classification of Errors

Number

o
L2 ]

Errors

l.
2.
S
4.
5.
6e
7.
8.
9.
10,
11,
12.
13.
14,

15.
16.
17.
18.
19,
20.
2l.
22.
23.
4.
25.
26.
27.
28.
29.
50.
31.
32.
33.
5‘.
35.
36.
37,

Line spacing - too few spaces

Line spacing - too many spaces

Length of line - short - fewer than 61
Length of line - long - more than 76
Length of page - short - less than 29 lines
Paragraphing - indented less than 5 spaces
Paragraphing - indented more than 5 spaces
Spaces - inserted between words

Spaces - inserted within a word

Spaces = omitted between words

Spaces - inserted preceding a punctuation point
Spaces - too few following & punctuation point
Spaces - too many following a punctuation point

Errors in making characters not on keyboard
(dash - exclamation point - equal sign)

Syllabication - words incorreectly divided

Cut character

Faulty shifting

Failure to capitalize

Capitalizing when unnecessary

Transposition of letters

Trangposition of words

Rewriting words or phrases

Rewriting - sentences - paragraphs

Omitting words

Inserting words

Omitting sentences or phrases

Omitting paragrephs

Crowding

Piling

Uneven left-~hand margin
Strike-overs

Wrong character

Omission of character

Ingerting cheracter

Repeating preceding characters
Anticipating following character
Wrong home keys

TOTAL ERRORS

B30 e R b voruBoarBREEES rrBalBuckEBBE

1378




63
REVISED CLASSIFICATION CHART

INTERNATIONAL TYPEWRITING CONTEST RULES
(Number of FErrors)

1.

Line Spacing.
(work must be double-spaced)

2o
Se
4.
S.
6a
7

ofLLno-short fewer than 61

of line - long - more than 76 _
Length of -ahort-lcsath&n%nm
- indented less than 5 spaces
P - indented more than 5 spaces
Spaces ~ hurtod between words

8.

Spaces - eui.ttcd between wom‘!n

Spaces - inserted within a word

10,
11.

Spaces and ctuation points (lumber 5]
Spaces - too few followlng a punctuation
point (Number 6)

1=,

Errors in making cheracters not on keyboard
(dash - exclemation point - equal sign)

13,
14.

15.

llabication -~ words incorreetly divided
Cut Characters

(any word written so close to the top,
bottom, or side of a sheet, that a
portion of any letter is cut off, must
be penalized
Faulty Chifting

(failure to capitalize or if only parts

of the proper character appear)

16,

Capltall when unneces

17, Transposition of characters

18, Transposition of words
19. Etﬁ mrdn. phrases, or lines

20. Omitting words
21, Inserting words

22,

number of spaces

23,

Crowding
(no word shall occupy fewer than its proper

Piling
(portion of the body of one character
overlapping any portion of the body of
_another character)

24, Uneven left-hand margin
25, Str;w

26, Wrong character

27,
29.

30.

ion of character
Ingerting character
Anticipating following character
(Example -- maal for meel, strrting
for starting)
Wrong Home Keys
(every character a wrong character)




THE CLASSIFICATION CHART
INTERNATIONAL TYPEWRITING CONTEST RULES

(Number of Errors)

1. Line Spaecing.

(work must be double-spaced)
2. Length of line - short - fewer than 61
3. Length of line - long - more than 76

4. Length of page - short - less than 29 lines
9, Paragrapihing - indented less than 5 spaces
6. Paragraphing - 1ndentod more than 5 gpaces

7. Spaces - inserted betwsen words
8. Spaces - omitted between words
9. Spaces - inserted within a word
10. Spaces and punctuation points (Number 5)

11. Spaces - too few following a punctustion point

[ er 6)

12, Errors in making characters not on keyboard
(desh - exclamation point - equal sign)
13, llabication - words incorrectly divided
14. Cut Characters
(any word written so close to the top,
bottom, or side of a sheet, that a
portion of any letter is cut off, must
be ized)
15. Faulty Shifting
(failure to capitalize or if only parts
_of the proper character appear)
16, Capitalizing when unnecessary
17. Transposition of characters
18. Transposition of words
19. Miﬂ_&g words, phrases, or lines
0. tting words
Inaort words
22. Crowding
(no word shall occupy fewer than its proper
number of spaces)
23, Piling
(portion of the body of one character
overlapping eny pertion of the body of
another character)
Uneven left-hand margin
25. Strike~overs
26, Wrogg Gharacter
27. Omission of character
Insert charactg
29. Anticipating following character
(Example -- maal for meal, strrting for
gtart
30, Wrong Home Keys
(every character a wrong character)

31. Wrong VWord
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INTERNATIONAL TYPEWRITING CONTEST RULESH

Line Speeing. ©Single space all paragraphs amd short timed practice
unless otherwise directed, DUouble spmce 2all timed tests of 5 minutes
or longer.

Length of Line. A line averaging 70 spaces in length (not less
than 64 nor more than 76 spuces) is preferred; but a line averaging
60 spaces (not less than 54 nar more than 66 spaces) is allowable
if you prefer it. The longer line will enable you to type more
words in timed tests because the number of carriage returns is
reduced.

Length of Fage. HExeapt far the last sheet of a timed test, at least
29 doub le-spaced limes must appear on a pege 85 x 1l inches. This
rule applies only to timed tests of 5 minutes ar longer. On other
wark, including short timed test practice, fill the page with single-
spaced copy to within approximately an inch of the bottom edge.

Paragraphing. Indent paragraphs 5 spaces, starting on the sixth
space.

Spaces end Functuation Marks. An error in spaeing ar in punctu-
ation is considered an error in the mreceding word unless that word

hag slready been penalized.

Spacing after ‘unctuation. Zxcept as noted below, space once after
all punctuation marks within sentences ar within word groups not
forming sentences, mmd space twice after all punctuation mrks that
close sentences ar groups of words not forming sentences.

There is good =muthority for following the above rule when spacing
after the colon, but there is equally good mthority for (a) always
spacing twice after & colon, or (b) spacing twice when the colonm is
followed by a complete sentence begimning with a capital letter amd
once in sll other cases. Charge an errar for every failure to
space consistently according to one of these three rules,

It is better form to omit the space in small-letter abbreviatlons,
guch =28 a,m., i.e., f.0.b., ete., DMany authorities prefer no space
in capital-letter abbreviations (except imitials of personal names),
such as 0.K., M.,D., P.M., PH,D,, etc., but a space after the period
following each letter in &1l abbreviations is quite acceptable in
all sehool work, Failure to be consistent in a given test is an
error.

1 1.7.0.R.
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7. The Dash. Two hyphens with no spaces before ar after are commonly
used, but either one or two hyphens with & space before end after
may be used. DBe consistent.

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

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

10, Faulty Shifting. A shifted character (eapital) is acceptable only
when the sntire capital letter can be discerned and when no part of
the lower-case character on that type bar is visible. If most of
the shirted characters are raised ar lowered, that is, out of line
with the lower-case letters, an errar should be clarged for every
failure to place a shifted character squarely on the writing linme,
urtil you form the habit of shifting correctly.

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

fully.

12, Transposition. One error is charged for each transposition, either
of letters ar of words, Mistekes within transposed wards must be
marked =s additiomal errors.

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

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

16. Crowding. Any word oceupying less then its progper number of spaces
is an error. “ilowever, if your typewriter is poorly adjusted or the
teble on which it stanmds is sub jeet to any vibration, "crowmding™ and
piling” of letters may not be yowr fault. If possible, have your
typewriter adjusted and placed on & solid table.
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Piling. When two characters or a space and a character are so
crowded that they are printed on top of one amother, or if any
portion of their bodies overlap or would overlap were a letter
typed in the adjoining space, the mechine is s=21d to have "piled."
If piling occurs at the ond of a line, make sure that your right
margin stop is properly setiand test the machine to see whe ther
the keys lock when the carriage reaches the mergin stop. If they
do not, piled letters at the ends of lines should not be penalized
uutil your machine is properly adjusted. (See Rule No, 16).

Left-Hand Margin. All characters at the begimnning of lines, except
at paragraph indentations, must be struck at the same point on the
scale, Poarly adjusted machimes wlll cause the margin to "jump
over"™ to the left or to "bounce in" to the right. Do not charge
these errors until your machine is properly adjusted.

X'ing. Work in which material is x'd will not be accepted.

Erasing. Erasing is not allowed.

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

Last Word. OStop when time is up. An uncompleted last ward,
otherwise carrect, is not an error.

One Error Per Vord. Only one errar may be charged in any one
word.

General Rule. ILvery word omitted, inserted, misspelled, ar in
any manner changed from the printed copy (except in transposed
and rewritten matter) must be penalized.

Penalty. If your instructor wishes you to celculate your "net
words™ ar "pet words a minute," use the following method:

Deduct ten words for each errar from the gross number of words
typed. The result will be your total "net words". Divide your
total pet woards by the number of minutes (length of test) to
find yow "net words a minute" (pet rate).

How to Calgulate Net Rate

Example: Suppose you type 103 gross wards in 5 minutes, making
6 errors.

6 (total errors) x 10 (penalty) = 60 (total penalty)

103 (gross words - 60 )penalty) = 43 (total met words)

43 (net words) + 5 (the number of minutes typed) = 8.6 your
fimal net waords a minute (net rate)



68

Note: The only accurate measure of a typist's speed on straight
matter is his "gross words a minute"™ (total gross wards
divided by the number of minutes); and the only accurate
measure of his aceuracy is his "errar rate"™ (total errors
divided by the number of minutes).

Gross Words. Determine the gross nuber of strokes by referring
to the printed copy. The stroke count is given at the end of

each line. Divide the total gross strokes by 5 to find the number
of gross words you type. (A "stamdard word" is defimed as 5
strokes.) Ctrokes in rewritten matter ere not to be counted in
the gross. Take credit for every stroke typed.

Strokes or spaces are counted as though the entire test were
written in ome continuous lims, with no paragraphs, but with

proper spacing after wards and punctuation marks. This means that
the gross strokes equal the number of spaces cccupied by the typing
at any given point. Shifted characters count as one stroke. No
allowance is made for carriage returns and other similar operations.
Hyphens inserted at the ends of lines to divide wards, except when
required for compound wards, are not counted, because they would

be unnecessary if the matter were typed in a continuous line,



Zeble D
THE PREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST I BY THE BOYS
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Long Indention

Space - Inserted between Words
Spage - Omitted between Words

Space - Inserted within a Word

Transposition of Words

Rewriting Words, Phrages, or Lines
Omission of Words
Insertion of FVords

Wrong Character
Omission of Character
Insertion of Character
Character Antieipation
Wirong Home Keys

Wrong Word

s b o
&<

™
[

W o

H mHEMaQ

o Ll ol

o]
w

2]
I-'l":ll

(3

unu

rud
o ﬂogl—'
-] ﬂﬂa&l

L Gtag
I DoE e

-t

-

e

TOTAL

S 0 0 30 15 35 58 76 102 100 106

0 B = v
E u.ogqut—-wooo-aoquqooo#aagoowowgsE

(=]

¥ Perfect Paper

This table should be read as follows: :
grouping of 226 to 239, Three errors were made on this paper: 2 wrong characters a
sertion of character,

Cn Teat I for boys' ome puper fell in the gro
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Table E

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST I BY THE GIRLS

225 210 195 180 165 150 X35 120 105 90 75 60 45

Gross Words per Paper 239 224 209 194 179 164 149 134 119 104 89 74 59 TOTAL

Number of Papers 2.0 2 8 12 12 22 17 20 20 2 4 2 125
Classification of Errors _JFrequeney TOTAL
1. Line Spacing 0
2, Short Line i i 2 19
3. Long Line - SR R Loy | 5
4., Short Page 0
5. Short Indention 1 1 : 4 3
6. Long Indention ) - 1 1
7. Space - Inserted between Words 1 il | ) Al < 3 9
8. BSpace - Omitted between Words 1 e LR g (R M 2 22
9. Space -~ Inserted within a Word U Tt Bl ISR | 2 22
10, Spaces and Punctuation (Rule 5) s AR s TR | 1 4 16
11, Spaces and Punctuation (Rule 6) 1 8" 6 1 11
« 12, Characters not on Keyboard 1 1 2
13, Syllabication 1 % ok 5 9
1l4. Cut Characters 0
15, Faulty Shifting 1 1 : T | 4
16, Unnecessary Capitalization 3 1
17. Transposition of Characters 2 2 2% & B ¥ 3 28
18, Transposition of Words . 0
19, Rewriting Words, Phrases, or Lines . 1 1 1 5
20, Omission of Words 9 2% B 1 14
21, Insertion of Words 1 2 5
22, omm 0
24, TUneven Left~Hand Margin 1 2 x B 6
26. Strike-over 4 2 24 8 10 6 3 & B
26, VWrong Character 13 4 30 40 52 86 70 73 71 2 14 8 463
27, Omission of Character 5 $ 7T A1 M4 B 4 B eE o gk
28, Insertion of Character 2 g% W B 2 30
29, Character Anticipation Sy Aty e 4
30. Wrong Home Keys PR R S e T
3l. Wrong Word 1 2 3
TOTAL 26 0 %7 57 61 105163 112 110 1287 3 31 R0 821

* Perfect Paper

This table should be read as follows: On Test II for girls's three papers fell in the gross word
grouping of 225 to 239, There were 25 errors on these papers: 1 space inserted between words,

1 character not on keyboard, 2 transpositions of characters, 1 uneven left-hand mergin, 13 wrong
characters, 5 omissions of characters, and 2 insertions of characters.
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THE FREQUENCY DISTRIBUTION OF ERRORS VADE ON TEST II BY THE BOYS
| : 501 476 451 426 401 376 351 526 S0 276 251 226 201 176 151 126
flﬂ. gs Wi : Pa 525 500 475 450 425 400 375 350 505 300 275 250 225 200 175 150 TOTAL
S : _
. Number of Papers (LS e M. G WA P mis S % R ST ARSI UG WY e .
Classification of Errors Frequency TOPAL
1., Line Spacing 17 17
2, Short Line 1 26 27
3. Lm Line - 1l I
4. Short Page 4 0
5. Short Indention 1 0 2
6. Long Indention 0
7. Space - Inserted between Words ] 8 1 12
8. Space - Omitted between Words ¢ % 'Y %8 9 20
9. Space = Inserted within a Word 1 ' “ 7?7 3 1 16
10. Spaces and Punctuation (Rule 5) 1 1 2
11, Spaces and Punctuation (Rule 6) 1 1S 17 8 39
12, Characters not on Keyboard 0
13, Syllabication el Bl 2 18
14, Cut Characters 0
15, TFaulty Shifting 1 1 § 4 g vy 24
16, Unnecessary Capitalization g X T DA TR | 7
17. Transposition of Characters 1 e N me. (G BES 1 32
18, Transposition of Words 1 1
19. Rewriting Words, Phrases, or Lines y e - 1 5
20, Omission of Words B ey ! 4 7
21. Insertion of Words - : | 1
22, Crowding 1re§ 1 : 3 5
23, Piling 0
24, Uneven Left-Hand Margin 7 4 1 12
25. Strike-Over l6 8 L, e R N R L e IO R )
26. Wrong Character 9 5 19 20 42 20108 59 48 51 12 2 6 401
27. Omission of Character s RS 6 % 6 17 % & 8 1 58
28. Insertion of Character 6 & =T Tak. i 2 X 2
29, Charscter Anticipation T 2 SRR At R TR R | 27
30. Wrong Home Keys B R 3 6 - e 15
31, VWrong Word 1 1 2
TOTAL 0 O O 12 10 23 64 101 35230 135 92103 39 9 15 868

o -
e — -

=

e

This table should be read as follows:
grouping of 426 to 450 words per paper.

e —

On Test II for boys' one paper fell within the gross word

There vere 12 errors made on this paper:

within a word, 1 faulty shifting, 9 wrong cheracters, and 1 omission of character.

1 space inserted
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Table G

THE FREQUENCY DISTRIBUTION OF ERFORS MADE ON TEST IV BY THE BOYS

26 401 376 551 526 501 276 251 226 201

50 425 400 375;350'325300275 250 2285 TOTAL
1

Cde TRA S5 ST MK Ras W

Classification of Errors Freguency

1. Line Spacing
2+ Short Line
3. Long Line
4. Short Page
5. Short Indention 1 1
6. Long Indention ’
7. Space - Inserted between Words
8. Space - Omitted between VWords : il 2
9. Space - Inserted within a Word 3 1
10. Spaces and Punctuation (Rule §) '
11. Spaces and Punctuation (Rule 6)
12, Characters not on Keyboard
13. Syllabiecation
14, Cut Characters |
15. Faulty Shifting 20 '3
16, Unnecessary Capitalization
17. Transposition of Characters 308
18. Transposition of Words
19. Rewriting Words, Phrases, or Lines
20, Omission of VWords
21. Insertion of Words
22, Crowding
23, Piling
24. Uneven Left-Hand Margin
256. Strike~Over
26+ Wrong Character
27, Omission of Cheracter <
28, Insertion of Character i
29, Character Anticipstion
30, Wrong Home Keys

5651 526 D01 476 451
Gross Words per Paper 575 550 525 500 475

-3

Ll

|

Number of Papers 0 0

o
| Ul
o

&
£

B
o ta =
we B ® @  wwd
0 A I Ul
- » LI
[

(—
0o

o

E8w
CesDEE
ru8F =

8
&
(4]
GHO 0GRS o
[
e

[
l:-h-gggggu.\uoﬁaosgogo'aouuu!gwouoooo E

=

TOTAL 0O 0 O 2 52 27 35105 85 96 157 121 49 1 21 761

e == —
This table should be read as follows: On Test IV for boys' ome paper fell within the gross word
grouping of 476 to 500, There were two errors on this paper: 1 omission of character and 1 in-
gertion of character.




73
Table E

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST IV BY THE GIRLS

- r—
——

B1 226 201
75 250 225 TOTAL

——

551 526 GOL 476 451 426 401 376 351 326 301 276
Gross Words per Paper 575 550 525 500 475 450 425 400 375 350 325 300 2

Number of Papers 2L 19 mcld 2086 15" 1Y 8§ P4 9 136

Clasgification of Errors : Frequency TOTAL

1. Line Spaecing - PR ¢

2. Short Line 37 7 29 3

3. Long Line 1

4. Shm.‘t P&gﬁ l

5. Short Indention : 1

6. Long Indention

7. Space - Ingerted between Words 2 s

8, Space - Omitted between Words G R R SRR -

9. Space - Inserted within a Word 1 2 3

10, Spaces and Punctuntion (Rule 5) 1
4
7

@ o
e L

11, Spaces and Punctuation (Rule 6) 1

12, Characters not on Keyboard

13, Syllsbication g O S A
14, Cut Characters

15. Faulty Shifting b I

16. Unnecessary Capitalization 5 |

17. Transposition of Characters 1 : Nl

18, Treansposition of Words

19. Rewriting Words, Phrases, or Lines
20, Omission of Words

2l. Insertion of Words

22. Crowding

23, Piling

24, Uneven Left-Hand Margin
25, Strike-Over

26, Wrong Character

27, Omission of Character

28, Insertion of Character
29, Character /Anticipation
30, Wrong Home Keys

31, Wrong Word

= o o
whboBobnbRovorrrald

S

=

0o

0

[

~3

20

3

w0
G

[

™o

=)

<

i
o
-
€
o
o

1

[
[
5]
o

(R
=
SRR
P =~

o
e

TR TR

20U DGO

(54

H O HhOADOHO
310 4 =3 BN 50 G b e e
weoE2EE ue Ee

=

o

| uﬁam

o

¥ReIsIIB.Eo

Rag
i
wrREob8n

~3
ok

L34}
2o

TOTAL 7 3 7 36115 143 120 286 300 250 238 41 77 45 1648

This table should be read as follows: On Test IV for girls' one paper fell within the gross word
grouping of 551 to 575. Seven errors appear on this paper: 1 transposition of characters, 1
gtrike-over, 2 wrong characters, 2 omissions of characters, and 1 insertion of character,
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THE FREJUENCY DISTRIBUTION OF ERRORS MADE ON TEST II BY THE GIRLS

Gross Words per Paper
Number of Papers ;. S e i, > R 1 4

501 476 451 426 L0l 376 351 326 301 276 251 226 201 176 151 126

525 500 475 450 425 400 375 350 385 500 275 250 225 200 175 150 TOTAL

11 16 20 16 11 8 4 3 0 130

Classification of Errors Frequency TOTAL

1. Line Spacing 21 2 23

2. Short Line 1 1

3. Long Line el e A 5

4. Short Pagc 0

5, Short Indention 1 1 2

6. Long Indention 0

7. Space -~ Inserted between Words ' DR e T 1 6

8. Space - Omitted between Words 2 et et B (EREY TRES | WEE B 3 - 34

9. Space - Ingerted within a Word 1 1 e e o e e S Aegs g 29

10, Spaces and Punctuation (Rule 3) 1 10 3 \ 14
11. Spaces and Punctustion (Rule 6) "l 1 11 2 16
12, Characters not on Keyboard 0
13. Syllabication =g roniiies Miw w0 B G U o 31
14, Cut Characters 1 1
15, Faulty Shifting g3 & R AEerd ® L 2 60
16, Unnecessary Capitalization M e G gk MR )aec il SEPE L 2 18
17. Transposition of Characters 2 X $ % 330 &M A 4:2) X 79
18, Transposition of Werds ’ 1 ; ) 3
19. Rewriting Words, Phrases, or Lines : 6 - 2 - SRS T el | 12
20, Omission of Words 8 gk A Tl e (R TR SRR R § 46
21. Insertion of Words 0
22, Crowding 1 1 1 1 <
23, Piling 1
24, Uneven Left-Hand Margin ¢ 3 18- & -8 1 33
25, Strike-Over 2 6 38 13 10 %7 20 54 11 15 14 4 3 150
26, Wrong Character 3 15 15 16 45 57 83 65 68 111 121 71 46 16 23 753
27. Omission of Character 12 4 0 X0 1214 13 16 20 13 5 4 S5 " 140
28, Insertion of Character s 9 &' 'S 8D ® 8§ 8. ') B 47
29. Character Anticipation 3 8 gy ongregeg i it gr ¥ 08 X 65
30. Wrong Home Xeys 2 Rl say ilfie e S (A | 3 21
31, Wrong Word 1 $ $ 3 12 1 13
TOTAL 16 36 23 32 97 131 173 140 177 265 207 116 114 53 47 0 1627

This table should be read as follows: On Test [I for girls' one paper fell within the gross word

grouping of 501 to 526« There were 16 errors made on this paper:
8 omissions of words, 3 wrong characters, and 3 anticipations of characters.

2 spaces omitted between words,
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Tabls J
THE FREQUENCY DISTRIBUTION OF ERR(RS MADE ON TEST III BY THE GIRLS

Gross Words per Paper 576 651 526 501 476 451 426 561 326 3 276 261 226 201 :
600 575 560 526 500 475 450 425 400 375 350 326 300 2756 250 226 200 TOTAL
Tumber of Papers o SN W o PR B O5¢ SR Ili 19 20 16 18 11 9 7 @& 130
*
Classification of Errors Frequency . TOTAL
l. Line sm 1 1
2. Bhort Line : 1 21 5 87
5. Long Line S ; 1
4. Short Page - 0
6. Short Indention 1 1 2
6. Long Indention 1 1
7. Space - Inserted between Words 1 e - W 4 k3 A T
8. Space - Omitted between Words 3 5 $.F 08 § ¢ &6 ¢ 1 43
9, Space - Inserted within & Word 3 RLICE R R K. 3 B 1 23
10, Spaces and Punctuation (Rule § 1 1 (TSN WL SR | 7
11, Spaces and Punotuation (Rule 6 N S SR 14 3 9 42
12, Characters not on Keyboard 1 1 3 e T 12
13. 8yllabieation AWM W ¥ 3 ¢33 52
14, Cut Characters 1 2 3
16, Faulty Shifting 1 S #§ 0 & 37 % %4 % 67
16, Unnecessary Capitalization 2 2 4
17. Transposition of Characters 1 s 4 38539 1% 30 ¥ '3 & ‘=& 92
18, Transposition of Words : o]
19, Rewriting Words, Phrases,
or Lines R (RS R P TR 2 1 13
20, Omission of Words 40 58 F B 6 51
21, Insertion of Words 1 - 4
22, Crowding 1 1 1 3
23, Piling o i ST 8
24, Uneven Left-Hand Margin 6 &~ RyB X' T 22
26, Strike~Over 1 2 Ao 0e X8 3 T ¥ YU AR 24911
26, Wrong Character 8 4 17 33 26 77 95 48 116 65 756 38 18 13 632
27, Omission of Character e 3 3 11 19 3¢ 33 27 26 13 14 10 10 1 210
28. Insertion of Character 1 2 d§ 3 11 6 11 14 3§ 4 4 3 2 @7
29, Character Anticipation 1 7 6 3 14 13 18 10 10 4 3 4 92
30. Wrong Home Keys 1 1 ». R 1 7
3l. Wrong Word 1 3 x ¢ ' 8 3 16
TOTAL 17 0 0 6 39 101 83 248 218 172 240 134 174 88 74 36 1630

This table should be read as follows: On Test III fer girls' one paper fell within the gross word
grouping of 576 to 600. There were 17 errors made or this paper: 1 transposition of characters,

1 strike-over, 8 wrong characters, ¢ omissions of chsracters, 1 insertion of character, and 1 char-
acter anticipation.

* Perfect Paper
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Table K

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST III BY THE BOYS

: . E76 Bh1 526 50 7€ 451 Te 0 376 351 326 3 276 25 228 7 6
@Gross Words per Paper 600 576 550 525 500 476 450 425 400 375 350 325 300 276 260 226 200 TOTAL
O+ -0 BITE K % 3 F T ¥ s & . 9.5

Number of Papers

Classification of, Brrors Frequency TOTAL
1. Line Spacing 1 ‘ 1 1 3
2+ Short Line , 21 2 30
3+ Long Line 3 3
4. Bhort Page 0
S+ Short Indention 0
6. Long Indention 0
7+ Space - Inserted between Words 1 s 1 3 1 1 : 2 B
8, Space - Omitted between Words 1 i P8 e éd 3.3 % B
9+ Space - Inserted within a Word 3 A A 1 10

10, Spaces and Punctuation Enuh 6) 1 2 8 39 Fail 12

11, Spaces and Punctuation (Rule 6) A A 1 2.2 23

12, Characters not on Keyboard i 1 2

13, Syllabication 1 -k K X 2 .3 4 14

14. Cut Characters 0

15, Faulty Shifting 1 1 2 £ %2 & X 30 5 %t 5 10 &

16, TUnnecessary Capitalization 1 2 1 4

17. Transposition of Characters 2 2 8§ 1 R ENE YRR 50

18. Transposition of Words 0

19, Rewriting Words, Phrases, or Lines 1 .2 R 2 7

20. Omission of Words . 1 $§ 7 6. 11 10 38

2l. Insertion of Words 1 2 1 4

22. Crowding : e v R 8

23. Piling 2 3 1 1 7

24, TUneven Left-Hand Margin 1 2 5. 8 1 9

25, Strike-over 1 . e TSR Y RUE.IE 4 31 R O

26. Wrong Character 3 19 25 2 21 40 42 26 50 48 21 53 8 366

27. Omission of Character 4 4 13 3 7 156 10 17 3 12 &6 16 146

28, Insertion of Character 4 3 2 S RS T hod PR WA Sl UREC

29, Character Anticipation 2 2 e P TEL TR g - R Y 39

30« Wrong Home Keys 1 - Rk e R 7

3l. Wrong Word X KA 3 B 10

TOTAL 0 20 0 O O 3 61 11 53 128 86 76 175 123 50 138 64 1009

i
——

This table should be read as follows: On Test III for boys, one paper fell within the gross word
grouping of 651 to 575. There were 20 errors on this paper: 1 space inserted between word, 1
space omitted between words, 1 spaces and punctuation (Rule 5), 1 faulty shifting, 2 transpositions
of characters, 1 strike-over, 3 wrong characters, 4 omissions of characters, 4 insertions of char=
acter anticipations.




Table L

THE FREQUENCY DISTRIBUTION OF ERRORS MADE ON TEST V BY THE GIRLS

585 550 515 480 445 410 375 840 305 270 235 200
Gross Words per Paper 654 619 584 549 514 479 444 409 374 339 304 269
5

3 2 2 9 9 18 23 23 19 13
Number of Papers ' )

Clagsification of Errors e : Frequeney

1. Line Spacing 1
2. Short Line 40
3. Long Line
4, Short Page W 1
.5, Short Indention
7. Spece - Inserted between Words
8. Space - Omitted between Words
9. Space - Inserted within a Word
10, Spaces and Punctuation (Rule 5)
11, Spaces and Punetuation (Rule 6)
12, Characters not on Keyboard
13, Syllabication 1 1 4
14. Cut Characters
15, Faulty Shifting 1 U T Rl MR | 1
16, Unnecessary Capitalization
17, Transposition of Characters e ot L SRR MRS T et i S e R SR
18. Trensposition of Words
19. Rewriting Words, Phrases, or Lines
20. Omission of Words
21, Insertion of Words 1l
22. cro‘dins "
23, Pilling 1
24, Uneven Left-Hend Margin
25, Strike-Over 2
26. Wrong Character 17
27. Omission of Character 2
28, Ingertion of Character
29, Character Anticipation 3
30, Wrong Home Keys
3l. Wrong Word L
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20 -3
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TOTAL 30 15 20 80 51 253 198 207 192 105 35 15

This table should be read as follows: On Test V for girls, three papers fell within the
gross word grouping of 620 to 654. There were thirty errors on these papers: 1 space
omitted between words, 1 space inserted witiin a word, 3 transpositions of characters,

1 insertion of words, 2 strike-overs, 17 wrong characters, 2 omissions of characters, and
3 character anticipations.
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Tabls ¥ | o

THE FREJUENCY DISTRIBUTION OF ERROIS MADE ON TEST V BY THE BOYS

820 585 550 515 480 445 410 575 540 505 270 255 800 200
gs W Pa 654 619 584 548 514 479 444 409 574 339 304 269 234 TOTAL

1

Number of Papers QiNgRNg g g IR D gy ARTIR g 1 g

Classification of Errors Freguency

1. Line Spaecing 3 3
2, Short Line 24
5, Long Line

4. Short Page

5. Short Indention

6. Long Indention

7. Space - Inserted between Words

8. Space - Omitted between Words 1 1
9. Space -~ Inserted within a Word

10, Spaces and Punctuation (Rule 5)

11. Spaces and Punctuation (Rule 6)

12, Characters not on Keyboard

13, Syllabication

14. Cut Characters

15, TFaulty Shifting

16. Unnecessary Capitalization

17. Transposition of Characters i 6
18, Transposition of Words

19. Rewriting Vords, Phrases, or Lines
20, Omission of Words

21. Insertion of Words

22, Crowding

23. Piling

24, TUneven Left-Hand Margin

25, Strike-Over

26, Wrong Character

27. Omission of Character

28, Insertion of Character

29. Character Anticipation 2
30, Wrong Home Keys

31. Wrong Word
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TOTAL 8 11 36 90 118 123 1

This table should be road as follows: On Test V for boys, two paepers fell within the gross
word grouping of 515 to 549. There were eight errors on thess peapers: 1 space omitted
between words, 1 strike-over, 2 wrong characters, 2 omissions of characters, and 2 anticipae
tions of characters.



September Competent Typist Test

Use double spacing in typing this test

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

Strokes
Look upon the work you have to do as an object of 50
interest, and, if you can rise to it, an object of affection. 113
This simple act solves many of the problems encountered 169
on the job. What is more natural than that the things which 230
you esteem should linger in your mind after the day’s work 289
is done, and, as you mull over them, ideas for better ways 348
of doing the work and for getting results form themselves. 408
Our interest is necessary in any subject if we are to con- 465
centrate on it. A student who fails in his examination 521
usually laments his bad memory, when what really happens 578
is that lack of thoroughness and interest in the preparation 639
of his studies caused temporary failure to recall. He forgot 701
because he never really knew. Not having given the matter 760
sufficient attention, the impressions were not made deeply 819
enough in his mind. 840 -
Suppose you read a review of a book dealing with 889
ghosts and seances. You come across the word “ectoplasm,” 948
used to describe the whitish substance said to emanate 1003
from the body of the medium in a state of trance. After- 1059
ward you wish to recall this word in speaking to a friend, 1118
but you fail to do so—not because your memory is poor, 1174
but because you did not give yourself time to master the 1231
word. You were too much interested in the narrative of 1287
what happened in the room. If you had spent enough time 1344
on that word you would have had no difficulty in recalling it. 1408
So it is with many things that we have to do. The pace 1464
of modern life is fast, and our knowledge of men and things 1524
more superficial than it ought to be. We attempt too much 1583
sometimes; and sometimes we do not attempt enough. 1635

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



learning becomes a smattering of ideas, and the speed
with which we gather up those ideas is too swift to allow
of a permanent impression. We give ourselves no time
to understand.

When you enter the business office, or upon a new
course of study, try to place tae new facts, ideas, subjects,
or propositions in proper relation to other knowledge and
experiences that you may have. Focus your attention on
the grouping of related thoughts. Let the mind see the
new things in comparison ani contrast with the old, and
in this way the impressions are made deeper and more
lasting. You will have less difficulty in seeing what you
must do and comprehending what you are doing. Your
mind will move straight from one fact or skill directly
to another. You will not fear failure, because you are too
interested in learning everything that you can about the
new situation and arranging it in relation to other facts
that you have already acquired. Time is needed for this
work, but not necessarily a vast amount of time. You must
have a purpose and sufficient confidence to carry on with
interest and with a love of the work you are doing.

The efficient application of your mind results from
orderly thinking. You are busy arranging the appoint-
ments of the day for the boss. You note that one is to
take place at ten o’clock—and that somebody is cooking
onions. You remind yourself that certain data must be
brought from the files for the interview, and that you
must get a new bag to go with the party dress. As you
refill the fountain pen you notice that a truck is back-
firing in the street. As the mcrning wears on, your work
is consciously or unconsciously interrupted. You wonder
how long it is until lunch time Put into print these devia-
tions in thinking and you promptly see how they interfere
with your efficiency.—Selected

Strokes
1747
1805
1859
1875
1925
1987
2044

2938

3055
3105
3160
3215
3270
3328
3385
3445
3503
3524
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October Competent Typist Test

Use double spacing in typing this test

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

Strokes

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

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

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



bundles of bamboo marker poles. Tomorrow I would
commence unpacking the bcoks and racking the medical
stores in a handy place. Later on, there would be food
and fuel to put in order in thz tunnels. The main responsi-
bility, after all, was the meteorological instruments, which
were running smoothly so far. I took time out every hour
to inspect them, a practice that I wanted to become a
habit. Already they were being regarded with the warm,
covert look reserved for good companions.

With the work of the day done, it was permissible to
indulge in the luxury of meditative inventory. It was
good. The means of a secureand profound existence were
all handy, in a world that coald be spanned in four strides
going one way and in three strides going the other. It was
not a bright world. The storm lantern hanging from a nail
over my bunk burned dimly; and the gasoline pressure
lamp, suspended from the ceiling, seemed to concentrate
its brilliance all in one patch, making the shadows seem
the darker. But the dimness was rather to my liking. It
gave depth to the room, anl somehow made my posses-
sions seem the larger.

My bunk, which was fastened to the north wall, was
about three feet off the floor, with the head flush against
the eastern wall. At the foot of the bunk, on a small table,
was the register, a glass-enclosed mechanism of revolving
drum and pens which automatically recorded wind direc-
tion and velocity as reported by the wind vane and anemom-
eter cups to which it was electrically connected. The dry
cells that empowered the pens and drove the drum were
racked underneath. Across the room, in the southeast
corner, was a triangular shelf holding the main combina-
tion radio transmitter and receiver with a key fastened
near the edge. These were stand-by equiprﬁent. And above
this shelf was a still smaller shelf holding spare parts for
the radio.—Excerpt from “Alone,” by Richard E. Byrd

Strokes
1675
1728
1784
IB+3
1904
1962
2016
2072
2115
2168
2223
2280
2340
2400
2459
2512
2568
2625
2683
2733
2757
2808
2868
2930
2988
3041
3098
3157
3211
3265
3320
3376

3495
3505



November Competent Typist Test

Use double spacing in typing this test

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

facilitate counting thé gress number of strokes written.)

Strokes

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

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



takes them to cook! I had enough half-cooked lima beans
at supper time to feed a ship’s company. My first jelly
dessert bounced like a rubber ball under my knife, and
the flapjacks had to be scraped from the pan with a chisel.
“And you are the man who sat at ¢ thousand banquets,”
goes the accusing entry of that day. I dreaded banquets
before, and I have come to dread them since, but in those
dark hours I ransacked my memory, trying to remember
what they were like. All that I could recall was filet
mignon spiced and darkened to the color of an old cavalry
boot, or lobster thermidor, or squabs perched on triangles
of toast, or chicken salad heaped on billowing lettuce. All
these were far beyond the simple foods in my larder.
When I did experiment, the results filled the shack with
pungent burning smells and coated the skillets with awful
gummy residues. But in spite of the miSsing cook book,
the record was not one of unmitigatsd failure. Resolved to
make a last stand, I took the surviving chicken, hung it for
two days from a nail over the stove to thaw, boiled it all
one day, seasoned it with salt and pepper, and served. The
soup, which was an unexpected by-product, was delicious.
That night I broached a bottle of cider and drank a toast.
Thus April moved along. Each night, as the last formal
act of the day, I crossed off another date on the big calendar
on the wall, and each morning consulted the calendar the
first thing, to make sure that I had not forgotten. Above
me the day was dying; the night was rising in its place.
Ever since late in February, when the sun had rolled down
from its lofty twenty-four-hour cirtuit around the sky, it
had been setting a little earlier at nizht, rising a little later
in the morning. Now, with less thana fortnight of daylight
left in this latitude, it was just a monstrous ball which
could barely hoist itself free from the horizon. I found
myself watching it as one migkt watch a departing
lover.—Excerpt from “Alone,” by Richard E. Byrd

Strokes
1746
1803
1858
1919
1973
2030
2088
2141
2197
2255
2314
2375
2429
2486
2544
2600
2660
2721
2780
2840
2898
2958
3014
3077
3134
3193
3251
3309
3368
3434
3495
3553

3611
3661



‘December Competent Typist Test

Use double spacing in typing this test

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

facilitate counting the gross number of strokes written,)

Time sloughed off the last implication of urgency, and
the days moved imperceptibly one into the other. The few
world news items which were read to me from time to time
seemed almost as meaningless and blurred as they might
to a Martian. My world was insulated against the shocks
running through distant economies. My advance base was
geared to different laws. On getting up in the morning, it
was enough for me to say to myself: Today is the day to
change the barograph sheet or to fill the stove tank. The
night was settling down in earnest. Days when the wind
brooded in the north or east, the barrier became a vast
stagnant shadow surmounted by swollen masses of clouds,
one layer of darkness piled on top of the other.

Out of the deepening darkness came the cold. For the
first time the canvas boots failed to protect my feet. One
heel was nipped, and I was forced to return to the hut and
change to reindeer mukluks. That day I felt miserable;
my body was racked by shooting pains exactly as if I had
been gassed. All day long I kept two primus stoves burning
in the tunnel. My fingers agonized over the thermograph,
and I was hours putting it to rights.

Out of the cold and out of the east came the wind. It
came on gradually, as if the sheer weight of the cold were
almost too much to be moved. The night was as black as
a thunderhead when I made my first trip topside, and a
tension in the wind, a bulking of shadows in the night
indicated that a new storm center was forming. Next morn-
ing, glad of an excuse to stay underground, I worked a long
time on the escape tunnel by the light of a red candle stand-
ing in a snow recess. That day I pushed the emergency exit

Strokes

55



to a distance of twenty-two feet, the farthest it was ever
to go. My stint done, I sat dowr on a box thinking how
beautiful was the red of the candleand how white the snow.
Soon there was an increasing clatter of the anemometer
cups. Realizing that the wind was picking up, I went top-
side to make sure that everything was secured.

It is a queer experience to watch a blizzard rise. First
there is the wind rising out of ncwhere. Then the barrier
unwrenches itself from quietude and the surface, which just
before had seemed as hard and poished as metal, begins to
run like a making sea. Sometimes if the wind strikes hard,
the drift comes across the barrier like a hurrying white
cloud, tossed hundreds of feet in the air. Other times the|
growth is gradual. You become conscious of a generous
slithering movement on all sides. The air fills with tiny
scraping and sliding and rustling sounds as the first loose
crystals stir. In a little while they are moving as solidly as
an incoming tide, which creams ovzr the ankles, then surges
to the waist, and finally is at the throat. I have walked in
drift so thick as not to be able tosee a foot ahead of me;
yet, when I glanced up, I coull see the stars shining
through the thin layer just overhead.

Smoking tendrils were creeping up the anemometer
pole when I finished my inspection. I hurriedly made the
trap door fast, as a sailor might batten down a hatch; and
knowing that my ship was well secured, I retired to the
cabin to ride out the storm. The gale sobbed in the venti-
lators, shook the stovepipe, pounded the roof with sledge-
hammer blows. A breeze flickered in the room and the
candles wavered and went out. The thrumming note of the
radio antenna and the anemomet:r wires reminded me of
the wind in a ship’s rigging. Raising the stove lid, I was
surprised to find that the fire was out though the tank was
half full. The wind, then, must have killed the fire. —Ex-
cerpt from “Alone” by Richard . Byrd

Strokes
1751
1807
1867
1922
1979
2027
2085
2144
2204
2264
2325
2382
2442
2497
2556
2616
2680
2740
2802
2862
2916
2955
3004
3062
3121
3177
3235
3292
3346
3403
3457
3517
3577
3631



April Competent Typist Test

Use double spacing in typing this ten-minute test

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

Strokes

An employer can have little patience with a secretary 54
who is dilatory about responding to his summons. This 109
means that the secretary herself must have extra patience 167
at this point. He is not impatient with the secretary per- 227
sonally. He has something at the very front of his mind 284
which he must give over to her before he can turn his 338
attention to the next pressing matter. He may need a cer- 397
tain memorandum from her files before he can make some 452
vital decision. He may need the name and address of a 507
company from her card index before he can dismiss a 559
caller with whom he is conferring. Because of information 618
that he has just received he may need to catch a certain 675
letter before it goes out into the mails. When the buzzer 734
rings, you are in mystery as to his necessity, but you know 794
that there is a reason for his calling. 835
From your first day in an office you must learn to 886
take this buzzing as a matter of course, without a sense 943
of annoyance. It is, after all, the only sensible method. 1003
Your employer cannot very well shout your name; he can- 1059
not keep a messenger at his side to run to fetch you. There 1120
are many practical necessities in an office about which 1176
the secretary need have no false pride, no hurt feelings. 1235
The girl who is overdignified, who is looking for extraor- 1294
dinary respect, has usually failed to understand the rea- 1352
son for her employer’s ways and thus to accept them 1404
quietly in the run of the day. If you can interrupt your 1462
work graciously at the ring of a bell, you need not be 1517
afraid of your dignity; you then have dignity indeed. 1572
When you go away for the week end, there are cer- 1622
tain things that you know you will need. Experience has 1679

shown you what these are. When you go in to take dic- 1734



tation, there are certain things that you always travel
with. In fact, an alert secretary usually travels anywhere
about the offices and departments belonging to her com-
pany with at least a pencil and a pad of paper in her hand.
She can never know when she may need to make a note
of some message for her employer or some bit of infor-
mation for which she should not trust her memory. She
cannot foresee whom she may meet or what instructions
may be given when she goes away from her desk on some
slight errand.

When the buzzer calls, you will pick up your notebook
and pen as you rise from your chair. When your short-
hand notebook is not in use at your typewriter, you will
always have it in a definite place on your desk, in readi-
ness for just this call, with your pen tucked under the
elastic band, together with two well-sharpened emergency
pencils. These pencils may be needed, if your pen runs
dry over a long period of dictation (though it should al-
ways be kept well filled), or if you need to make a nota-
tion on the margin of a letter, where it must later be
erased. Be sure to take an empty notebook to dictation if
your current book is nearly full; the secretary must not
be caught without tools.

The experienced secretary takes these tools with her
as a matter of habit. She knows that they are required to
meet the dictation of even the slightest memorandum or
message or telegram or request. She keeps in readiness,
like a boy with a jackknife in his pocket. She must never
have to go back for her notebook becaise she did not
think that he was going to give her dictation. No em-
ployer can pardon that. Whatever a man has on his mind
must be transferred to paper. The notebook is the con-
venient clearinghouse not only for receiving continued
dictation but also for gathering separated bits or brief
notations.—From “Secretarial Efficiency” by Faunce
and Nichols.
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