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Chepter I

IRTROLDUCTION

Oon June 26y 1940 Beta Chapter of Lelta Pi Lpsilomn,

&

national fraternity for graduate students in business edu~

cationy voted to sponsor amnmually some wortb-while resear

project in the field of business education. At this sane

meeting a brisf discussion ag to the type ol research whic

should be underteken irst led to the consensus thet &
project to determine first-year iypewriting sttainments w

-

be apropos. This study presents the results of the first

anniual project sponsored by Beta Chapter of Delta PL Epsi

Purrose

ch

ould

lon.e

The purpose of this study is to determine the attain-

ments of first-yesr high school typewriting stuvdents in the

Stete of Oklahoma et five different periods during the
school year of 1040-41, Attainments will be measured in
terme of gross words a minute and per cent of accuracy on
gtraight~copy tests.

Comparison will be made of the attainments between
boys and girls and to a certain extent between those stu-
dents with voeational and non-~vocational objectives.

Ingofar as the date will permit, norme will be set
up which may be used as standards for typewrltiing clacses

in the future,



Scope

The tests used in this study were given in beginning °
typewriting classes in twenty-two high schools, all of which
were in the State of Oklahoma, and the students participating
were those who had had no instruction in typewriting previous
to the 1940-41 school year., Although all teachgrs whose
students participated were not members of Delta Pi Epsilon,
a member of Delta Pi Epsilon did teach in the school and
was instrumental in securing the cooperation of the type-
writing instruector,

Enrollment in the schools ranged from 45 to 3,400
students., The average enrollment for all the schools was
752 while the median enrollment was 378. Eleven of the
schools opened on September 2, and the remeining eleven
began on September 9, 1940, /The tests were given during
the thirteenth, eighteenth, twenty-third, twenty-eighth,
and thirty-third week of school which meant that they
were given at different dates in different schools; never-
theless, the students had received the same number of weeks
of instruction., All of the schools devoted only one period
a day to any one clasg in typewriting. With the exception
of foury, all of the schools participating had instructional
periods of fifty-five minutes; of these four, one had a
forty minute period, two had forty-five minute periods, and
the other had a sixty-five minute period.



Twenty of the schools used Twentieth Century Type-

writing by Lessenberry and Jevon as a text, the other two

schools used Gregg Typewriting by Sorelle-Smith-Foster-

Blanchard,

The twenty~two schools were widely scattered through-
out the state. (See appendix for & list of the schools
used and their total enrollment,)

Eleven of the schools had only one instructor in
typewriting, six had two instructors, two had three in-

structors, and three had four instructors.

froceduce

4 ecommittee of Delta Pi Zpsilon wmembers was cppointed
to supervise and advise im all matterg pertaining to this
research project. This committee declded upon the use of
straight-copy tests zlone because the results of thie type
of test are mueh easler tebulated and compared. It was also
pointed out that gpeed and accuracy on straight-copy tests
are principel bases upon which a large nusiber of teachers
determine their grades,

A1l members of DBete Chapter tesching in high schools
in the Stete of Oklshoma were sent a general informeation
sheet (see appendix for & copy) which they were asked to
£ill oul and veturn if the typewriting classes in their
schocl could be used in securing datea for the study. From

these data sheets it was determined approximstely the



number of students that would participate and also the
number of copies of the tests that would be needed for each
school,

Straight-copy tests were secured from the CGregg
Publishing Company. (Coples of each test given may be
found in the appendix.) These tests were chosen because
it was quite unlikely that they would be familiar to any
first-year typewriting student in the state. Information
concerning the tests was furnished by Florence Ulrich,
circulation manager of the Gregg Writer, in a personal
letter dated November 18, 1940,

The Competent Typist Teste are not "manu-
factured" as typing speed tests, but they consti-
tute literary matter taken from various sources
(shown by the credit line), slightly edited where
necessary. This editing usually constitutes the
elimination of too many figures, capital letters,
ete. The tests are counted in standard words of
five strokes, and the subject matter is chosen
from the standpoint of fluency as well as interest
content., £Kach test is tried out in this office
before it is sent to the editors for student's
use,

The first test was given during the thirteenth week
after the beginning of school and was five-minutes in
length, while the remaining four tests of ten-minutes in
length were given in succeeding five-week intervals. The
second test was given during the eighteenth weekj; the third
test during the twenty-third weekj; the fourth test during
the twenty-eighth week; and the last test during the thirty-

third week of schools
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A complete set of instructions for administering the
tests, also a copy of the 1939 Imternational Typewriting HRules
accompanied the first test, (3ee appendix for copies) The
- game instructions were followed in givirg all five tests
exceyt that the length of the {est was changed from five to

ten wminutes. This charge wae made bhecause as the student's

siill incresses, the length of the test is usuelly incressed.
Zach studaent was aaﬁed to put the followirg information

at toe top of hies test paper either before or after taking

the test: (1) The Code Nuwber by which the school was known,

E3 . o ey pmy, o F g [ 3 T e o P . - o 3
(2) Age, (3) Grede in Sclicol, (4) Sex, (5) Strokes, (6) Gross
Words, (7) Zrrors, (8) Het Words, (9) Vords Per iinute, and

liso asked to answer the

(10) Per Cent of Accuracy. He was

following questlion on the back of his poper: vhat use do

vou expect to meke of your ability ito operate a lypewriter?
The test papers were {irst checked by the student or

one of hisz classmates

o

Teste one, two, arnd three were then
ent to OlehO”” hAgricultural and Mechanigel College and
rechecked by various business edugation groups and faculty
members on the campus. Tegt four was rechecked by the indi-
viduel teuchers giving the tests or by the Delta Pi Ipsilon

menihber gponsoring the teste in that school. Test nuaber five

was rechecked by the author of this study. A1l results were

obtaired by usirg 1239 Internationcl Typewriting Hules.
Lg soon ae &ll papers from one test were received, they

werg classificd sceording to the objectives of the irdividual
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gtudents, namely, voecationel and non-vocatlonal, 4 rather
liberal definition of vocational wae used and will be ueed
throughout this study. Any student who stated that he in-
tended to use his abllity to operate a ifypewriter to secure
a job or to maeke 2 living was considered as having & vocational
objective. It was necessary to sel up a special group for
stu@ent&vwho Pailed to indicate their objective., After the
papere were classifiedy each group was then re~divided
sccording to sex.

The groes words & minute and per cent of acecuracy for
all students in each group were then tabulated. The use of
" gross words e minute and per cent of accuragy as units of

mes

"‘3

gurement meke it possible for the reader to deltermine any
other informeation which he may desire pertaining to the
scores on the testes with & minimum smount of csleculation.
The following is the method used in determining gross words
a wminute ond per cent of accuracy:
Strokes + § = Gross Words
arrors x 10 = Penslly
Gross Yords - Penalty = et Words
Fet vords + Urosc Words = Per Cent of &ccuracy
Gross Words + Length of Test = Gross Words a dinute
Fron the tabulstions of gross words a minute and per
cent of accuracy the frequency tables whieh are used in
chapter two were set up. Various statistical formulae were

&

applied to obtain and verify results.



Helated Study

A study, made at New York State College for Teachers
in 1930,1 sought to determine the speed and accuracy achieve-
ments on straight-copy tests at the end of one year of
typewriting in high school,

Ten-minute copying tests were given 4,576 students in
gbout fifty towns and cities of various sizes in more than
twenty states. One test was given at the end of the first
semester and one at the end of the second semester. Tests
were marked according to International Rules.

The findings may be summarized as follows: In the
first test boys wrote an average of eleven words a minute
with seven errorsj girls, fifteen words a minute with six
errorsj boys and girls combined, fourteen words a minute
with six errors. In the second test, boys wrote twenty-
three words a minute with eight errors; girls wrote twenty-
8ix words a minute with seven errorej; boys and girls, twenty-
five words a minute with seven errors, an improvement of
seventy-five per cent during the second semester,

Dr. Blackstone makes the following evaluation of this
studylg

The discussion of standards set up by
various courses of study indicates decided lack

xﬁar %&g ggg
Theaia, Hew te e for eachers,

“Blacketone, E. G., "Commercial Education Resesrch Abstracts”,
Buginess Education World, December 1933, Page 201.




of agreement as to what should be achieved.
There is a wide distribution of students involved
and probably an adequate sampling.



Chapter II

FIBDINGS
In chapter one the pﬁrpsse of this study was steted
and the scope and ﬁraceﬁu?e used were briefly oultlined,
This ehapter will present the findings. Insofar as
it is possible, all results will be displaved in table form
and the discussion will point out the more significant find-
ings. Ko attempt will be made to coneider the implications

of the findinge esince this will be dons in chaepter turoee.

Test 1 Given During the Thirteenth-Week of School

The first test given was sent to the resgpective teachers
near the end of the twelfth week of school with the reguest
that it be given sometime during the thirteenth wesk. 4
complete set of instructions and a copy of the 1929 Inter-
national Typewriting hules sceompanied this test. The papers
were graded by the students taking the test and rechecked by
business education students and faculty members on the
A, and i, carpus.

The test papers were divided into three groups, vocational,

s

non-vocational, and those for which no objective woes indicated.
This division was made on the basis of & statement by the
student. Veocationul studentes were defined arvitrarily as
those who stated that they planmed to use their ability to
operate a typewriter in some wanner similer to the following:

in a career, to make & living, get a job, or become & secre-

tary or stenographer.
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Frequencey tables for gross words a minute and per cent
of accuracy were set up for these groups and the various
gtatistical formulas applied,

The papers were then divided asccordling o sex and the

Y

employed is somewhat complicated, a rather detailed analysis
of the first two tablee will be gilven.

The meany which ie commonly ecalled the average, is
given directly below the total number of students in each
rerticulsr group. However, the chances are that the scores

~

of few, it any gtudente, will coincide exactly with the meany
tnerciore, some messure was needed that would sghow the dis-
persion or sceatter of the scores around the mean. The
standard devistion ig a measure of this scatter. In a sat-
isfactory sample, more geores will be grouped closely around
the mesn than around sny other point. In a Saiisfaetory
sample, 1f the standard “evietion is added to and sudblracted
from the meen, approximately two-thirde of the items, or
scoresy in the group will fall between these two points.

To illustrates in & more practical way, examine Table I.
In the right~bhand column it car be seen thet 1,956 students
took the first test. The aversge gross words & minute for
this group was 25,81, The standard deviation was found to

be 7.8, Adding 7.3 to E25.81 gives 33,11; subtracting 7.3



TABLE I

Test 1

ATTAINMENTS IN TERMS OF GROSS WOEDS A MINUTE
FOR 1,956 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE THIRTEERTH WEEK

175 312
217 365

This table reads across as follows: One student with a vo-
cational objective, three with non vocational objectives,
and two that did not indicate their objective wrote between
seven and ten grose words a minute., Three boys and three
girls wrote between seven and ten gross words & minute and
the total number of students who wrote Letween seven and
ten grose words a minute was six, Tables 11 through X are
read in the same manner,



or —— - b , TAATREEW
Agecuracy Voca- Nonp$ No Indi-

A2 LE I7F
Test 1
ATTAINMENTS IN TEEMS OF PER CENT OF ACCURACY

FOR 1,956 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE THEIRTELNTH WEEK

0 86 162 18 116 180 266
1- 10 2l 37 4 17 25 42
11- 20 28 41 10 31 48 79
2l- 30 30 69 12 48 63 111
31~ 40 55 72 13 56 84 140
41- 50 58 93 22 66 107 173
51=- 60 79 114 29 72 151 222
61~ 70 o2 - - 33 o8 197 295
71~ 80 92 132 51 111 164 275
8l- 90 94 104 26 72 158 224
91-100 44 68 17 45 84 129
ZOTAL 679 1042 238 731 1225 1956
g%ﬁgﬁhrd 52,22 49,79 26,98 49,01 53,03 51,53
Devia - 6 2 22
itica



irom 28.81 gives 18,861. It may then be sald that spproximately
two-thirds of the 1,958 students wrote between 18.31 end 33.11
graz; words @ winute. All standard devistions throughout

this chapter may be interpreted the saue way.

If Table I is examined more in deteil, it would appear
that at the end of thirteen weeks of tf&ining the voegational
students wrote about two proes words a winute faster then the
non~vocational students; snd that girls wrote about 3.5 gross
words & minute faster than boys. Only 879 students indicated
& vocational objective, whereas 1,042 indicated & non-vocational
objective. The guestion might be acsked: I us many vocatlonal
students had been tested ss non-vocationsl, would the differ-

ence between the mpesns still exist? In other words, is the

diflerence between these groups & to the different nunber
of cusee in each group, or could that & erence be expected

regardlegs of the nucber of cages? This calls for the use of
another statistical technigue known ag the cr&ixcmi ratio
vhich iz & meapure of the reliability of the apparent dif-
ference hetween two ngups,g A eritieal ratio of more than
thiree indicates that the difference between the means of

the two groups being compared would not be likely teo occur
Juet by ehence; in other words, & critleal ratio of moreg then

tihree ig usuelly aecepted s suificient eviaence thet the

aifference le not doe to an accident in sampling, but, 1

5

e

-,

“411 stetistical formulae used are listed in the appendix.
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the test were repested with @ﬁher Eroupss ihe gage or &
grecter difference would very likely be found.
in Table I it may be noted thet students with & vocs-

tionul objeetive did type fester than those with a nomn-
vocationsl osbieetive. The eriticel rotio indicsates that
this diffﬁ?aneé ie not due %o chance but is significent of
& reul dlfTerence between vocstional and nonwvocztional
students during the thirteenth week of schoocls Similarly,
girle wrote faster thon boys by about 3.5 grass words a
wminute. This diff ‘EMEQ is &lso significant.

Teble 11 may be intevpreted in the some NOLHET 48
Tabhle T with the exéeptian that the per cent of accuracy
ig used a8 & basis. It ghould be noted thet the averuge
for a“l) sdents wae only 51,30 per cent of aecursey. The
vogationul studente appesr to have & higher per cout of
aceurscyy but the eritiesl retio indicstes that the dif-

=155

)

+

E:srl
et

s

ference mey not be aceepted ag significant. I %1
was repested, there wouid be t
gent difference would exist. There ie elso no signiiicont
difference betwesn the per eent of ascurecy of boys and that
of girls.

To supmurize the findings of test one, the following
facts seen to be wost importent: A total of 1,286 students

esenting twenty-two high schools tock this test. The

c)l
o
a- )7
m
TJ}

mean ¢rose words & minute written by thas was Z5.81 end
£ bwo-thirds of then wrote betweon 18,51 and 38.11 gross

words & minute. Their mesn per cent of ascursey wes 51.53



with a stendsrd devistion of 22,28, Vocationzl students
wrote Taster than non-vocational, and girls wrote faster
than boys but there was no significant difference in the

per cent of accuracy of either.

Test 2 Given During tihe mighteenth Week

The second test wes given during the eighteenth week
of school. One thousend five hundred sixty-seven students
from the twenty-two high echools participated; of this number,
580 were boys and 1,017 were girls. The mean gross woras a
minute is 30.48, (See Teble ITI, page 16}, The stendard
deviation is 7,30« This way be interpreted as meaning that
ebout two-thirds of the 1,567 students wrote between 23,16
and 37.76 gross words a minute,

It appeare at flrsi that students with vocational obe
Jeetives wrote slightly faster {han those with non-vocstional
objectives; however, this difference is mot indicative of &
significant difference between vocational and non-vocational
students since the critical ratio is only 2.47.

The apperent difference in gross words & minute between
boys and girle is significant zs borne out by the eritiecal
ratic of 4,51,

Toble IV {pepge 17) shows the atteinments in terms of
per cent of asccuracy for test two. The average per cent of

= T

eccuracy le £8.543 however, the stondard deviation of 26.26
iz apn indication thaet the scores ere widely scatiered sround
the meezn, In order to include spproximstely two-thirds of

the secores, the remwe would heve to bhe from 31,78 per cent

I



ATTAIEEE:
FOR 1,567

STUD

T A B

TS
THE

LE I1IZX

Test 2

WOFDS A
OPY TEST DURING

ey
MIKUTE

Gross
Words

Clascifiecation According to:

Ubjective

SeX

TOTAL

A Uinute Voga- Hon=Vo- No Indi-
tional  cational  cation Boys Girls
T=~12 2 3 P 3 2 5
18-18 o 25 277 29 32 81
18-24 48 100 22 128 158 280
25-30 151 203 92 208 32¢ 526
B1e-38 120 168 33 122 258 421

Liean S51l.58
Stangard )
Deviztion 6.71
Critical

Ratio




FOR 1,567 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE EIGHTEENTH WEEK

ThHEBLE IY
Test 2
ATTAINMENTS IN TERMS OF PLIR CENT OF ACCURACY

17

Per Cent
™~ TOTAL
Accuracy
¢ 17 47 33 39 58 97
- 10 6 18 10 16 18 34
11- 20 9 26 15 21 29 50
21~ 30 16 27 25 24 e 68
31- 40 27 40 40 30 77 107
41- 50 39 69 58 61 106 1656
51~ 60 46 50 82 65 122 137
61=- 70 54 86 100 88 152 240
71- 80 87 97 115 102 177 279
81~ 920 67 100 8l 75 173 248
91-100 28 27 36 29 62 921
ZOTAL 376 506 595 S80 1017 1567
59,29 276 2.
25,67 27,53 26,45 26,86
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to 85,80 per cent. Eesding zeross the table, it can be seen
that the standard deviations for &all groups are large, The
accuraey of vocational etudente is significantly higher than
that of non-vocational. There is no signifiecant difference

between the accuracy of boys and girle,

Test 2 Given During the Twenty~third Week

7

Test three wag given during the twenty-third week of
school in eaeh of the twenty-two schoolg cooperating in this
study. A total of only 805 papere were recelved. This is
believed Lo have been due to iliness and bad weother which
cecurred at about that time; hﬁwevér, there are no facts to
prove that this wag true.

Sinee the savple is swell as compared with the other
tests, it will not be treated in as complete a manuer &s are
the others. The mean gross words a minute for all the
atudents is 83.19. The standzsrd devietion is 8.17. (Sece
Table V, page 19).

Only 1886 students indigsted their objective for taking
typewriting; therofore the results are placed on the table
for campafative purposes only and should be viewed with the
understanding that they are probably not an adequate sagple
upon which to base Jjudgment.

Boys wrote an average of 30,86 gross words a minute
end girls wrote 2.43 gross words a minute faster, or 34,39,

f

This difference is significant. The critical ratio of 5.22
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FOE 905 STUJENT ~b0‘” TEST DURING

Classification According to: ‘
Objective , D6 TOTALs

Voca~  fHon-Vo- Ro Ingi-
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In Table VI (page 20) is found the per cent of

sccurcey attainments of the 905 students who took the
third test during the twenty-third week of school. The mean
per cent of accurzcy for the entire group is £4.34 but the
standerd deviction is large, 25.25, The difference in the
mean per cent of acecurscy of boys and girls is not enough
tc be significant,

In summarizing, it may be said theat the mythical average
student wrote 33,12 gross words s minute with an accuracy
of 84,34 at the end of the twenty-third weck 6f sghool, There
wae no difference in the speed of vocational end non-vocational
students but girls wrote faster than boys. Uo one group of

students wrote more accurately than any other groupe

veek

Test 4 Given During the Iwenty-gighth §
Tebles VII and VIII (pages 22 and 23) show the results

obtained from test four which was taken by 1,455 studentis.
Cnly about one-third of thew gave their objective for taking
typewriting and of thet number 288 were noun-voecationsl and
202 were vocational,
The resulte Tor the entire group show the mean prosgs
words & winute to be 37.18 with & mean per cent of accuracy
of 65,87. There wae no significant dirference Detween

vocational and non-vocational students in either groes words

(kx
-t
154

& winvte or per ceut of sceunraey. Girls did write signifi-

ceptly faster than boys but with mo grester degree of
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TABLE VIII
Test 4
ATTAINMENTS IN TERMS OF PER CENT OF ACCURACY

FOR 1,455 STUDENTS ON A STRAIGHT-COPY TEST DURING
THE TWENTH-EIGHTH WEEK

el ———

Per Cent Clageifica ordi 03
Aceggacy Voca- Nen-vz;f No Indi- - i
p 4= tiona : on g _Girls
0 3 (5} 31 16 24 40
1- 10 5 3 19 9 18 a7
11- 20 0 5 26 10 2l 31
21- 30 b 13 32 19 29 48
3l- 40 10 14 47 26 45 71
41~ 50 10 20 53 31 52 83
61~ 60 18 27 89 49 85 134
61- 70 38 45 152 78 154 232
71- 80 50 66 o8 94 220 314
81- 90 54 72 228 99 255 354
91-100 20 17 g4 34 87 121
IOTAL 208 288 209 465 990 1458

W 66452 65,80 ©€4,13 67,72 66457

Beyletdon 2.7 22,62 2092 34,75 24,01 26.08
Critica _




The final test was glven during the thirty-third weesk
kould be borne in mind that these results were
determined with three weeks of school remsining,

A total of 1,252 students took this test. UOnly 360 of

¥

hert indicated an objective and siightly more than half of

o

liese were non-vocational, There were about two girls to
one boy who indicated a vocztional objective.

At the end of the thirty-third week of school the mean
gross words a minute for all students was 40.68. (See Table I1X,
page 25), The stendard devistion waeg 8,15, meaning that

*

approximetely two-thirds of ths students were writirn

tuween 2E2.54 and 48.84 groses words a minute,

The mesn per cent of accuracy with which the students
wrots, as chown by Table X (page 28), was 73+43 with a
standerd deviation of 21,24,

There was no gignificent difference betwesn vocational
and non~vocational students in the grose words a minﬁte
yritten, or in the accuracy with which they wrote.

Girls were writing almost four words a mimute faster

than boys end that difference is statistieally significant.

e

s

Girls zlso wrote with a significantly bhigher per cent of
accuragy than boys,

A resume of test five indicates that, at the end of the
bnirty-third weeky the sverage student was writing aboutb
40,62 groge words a minute, with an accuracy of approxi-

metely 73.42 per cent., There wag little difference between
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vocational and non~vocational students, eithsr in gross words
& minute writtsen, or in the per cent of azcecuracy with which

they wrote, Girles wrote faster then boye and with a

degree of azcuracy.

Coumparison of Attaimment by Tests

Table XI (below) presents the findings in terus
of groge words ¢ mimute and jer cent of accursey for a1l

the gtudents tasking each test., It ghould be moted thal the

mumber of stodents taking test three woeo sialler than the

<j
%
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v
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nurter taking sny osther test. In this casey howev

nusbher to give o feirly accurate idea of 1the
gitainments of siudentes at thet time.

TAEBELE XTI

"QT G.U [n.-ux,',lu.&uf I_
IVE TESTS

HTIWUTE AN
Ol ZACH

RTRTEE X - — - - 2 ¥
Week Grogg Gords Per C
Total of Staﬁdarﬁ utehﬂgsd
Test  Students School lean Deviation Ligan Deviation

I 185 13 25,81  7.320 5l.52 22.28

i1 567 a 00 o D 7o G0 58,84 Eh428
iz 205 2o 53,18 S 17 T4, 3% 25,25

IV 143558 o8 27.18 741 35,57 24,02

vV 282 S0 40,88 215 Tee43 21,2

taken of any group, appreximately t?d—thifds of the ceses
will be expected Lo fall within ene standard devialion zbove
arnd below the wmean. During the thirteenith week of school
we may therefore expect aboubl two-thirds o7 the studentis

to write between 18,21 and 33,11 gross wordsg & minute,
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Another factor that must be congidered is the relotively

large standerd devietlon of the per cent of accuracy., For

[}

example, the standard deviation of per cent of aceuracy on
test one was 22,58, which means thet in order to include two-

thirds of the students in one group, the range must be from
Z0.25 to 73,21 per cent of acceuracy, This may be interpreted
a5 meaning that the per cent of accurscy varies a great deal
&t the begimning of sgchool, therefore, ths per cent of
agcuracyy if used slomne, is not a sound basis for grading.
The ptandard deviation of ithe per cent of accuracy decreases

only slightly, %o £1.24 per cent, during the thirty-third

Table XII (page 29) may be referred to in order to
group the atteinuents in a more understandable menner, From

e @ minute end per

o]
et
bl
o
"
23

thisgy the g neL31 progTess in gros
cent, of accuracy may be followed from oune test to the next,
For & comparison of students with different objeclives,

namely, vocational and non-vocational and also & couparison

of boye and girls see Teble XIII (page Z0).
In general, there wae po difference between vocational

znd non~-vocational students in gross words a minute after

with &

(")

the eighteenth week., Vocational studenisg d4id write
greater per cent of aceuracy than non-vocatlonal during the

: weeks but after that, there was no difierence. Yo

generalize even further, i1t may be said thet there usually

was no difference between vocationsl and non-vocational



TABLE XI1I
CUMULATIVE FREQUENCY TABLE SHOWING THE PER CENT

OF ALL STUDENTS MAKING ABOVE CERTAIN SCORES AT
FIVE-WEEK INTERVALS

Gross ords Test =

_A Minute P i 2 2 )
Over 66 e o2
Over 60 ol 4 o1 1.2
0"8? 54 .2 .2 1.9 1.2 4.7
Over 48 o4 9 3.2 6.2 14.9
Over 42 1.7 4,6 Be7 201 35.4
Over 36 8e8 175 282 47,9 6645
Over 30 21,8 44,3 Gl.1 8l.4 89.9
Over 24 49,0 77,9 B5.8 96,3 98,5
Over 18 836 95,8 9741 99,6 99.8
Over 12 9842 98,7 00,8 99.9 100.,0
Over 6 100,0 100,0 100.0 100.0
Per Cent

oi Accuracy
Over ©20 Ge6 5.8 8¢5 8,3 15.2
Over &80 18,1 2l1.6 30,8 32,6 45,0
Over 70 33.2 39.4 49,6 54,2 68.5
Over 60 48,3 54,7 64,1 70.1 80,3
Over 50 59,6 66,6 76,3 79,3 87.2
Over 40 68,4 77.2 83.0 86,0 92,0
Over 30 7546 84,0 88,5 89,4 94,3
Over 20 81,3 88,4 Sl.7 93.2 957
Over 10 85,8 91.6 94,3 95.3 97.0

Zero and Over 100,0 100.0 100.0 100.0 100.0

Total Students

laking Tesk 256 4567 9050 3428 3232

This table should be read as follows: On test one 8.5 per cent
of the 1,956 students taking the test wrote more than 36 gross
words a minute., On test two, 17.5 per cent of the 1,567
students wrote more than 36 gross words a minute, etc. Per
cent of accuracy may be interpreted in the same manner,
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TABLE X II11I

THE SIGNIFICANT DIFFERINCE Il GROSS WORDS 4 MINUTE ABD PER CERT

OF ACCURACY 1Y WUPS CLASSIFIED ACCORDING T OBJECTIVE AUD SEX

w1063

OBJECTIVE

Gross  wWords
A lMinute

Per Cent
of Accuracy

Gross  Woras
L Hinute

Per~ Cent
of Accurscy

TT 0 -
Vooin- Vooaw

non-
Voca- Voca=-
tional tional

Bovs Girls

Bovrsg Girls

=~

~
=

Iv

tional tlonal

Vocatioral sig-

nificartly high~

er
¥o significant
dif ference

Fo gignificant
ifference

gigrificant
ifference

Yo slgrificant
difference

Ho significant
difference

Girls signi-
Ticantly
higher

Vocational sig~ Girls signi-

nifieantly high-

er
Mo significant
difference

Wo significant
difference

70 significant
difference

ficantly
higher

Girls signi-
ficartly
higher

Girls signi-
Ticantly
higher

Girls signi-

flcantly
higher

¥No slgnifi-
cant differ-
ence

"o signifi-
cant differ-
ence

%o signifi-
cant differ-
ence

Yo signifi-
cant differ-
ence

Girls signri=-
ficantly

W,

higher

i




students in grose words & minute or per cent of accuracy

b
c**’

during the firet year of typewriting.

in every instance, girls wrote wmore gross wordse a
minute then boys. The results of all five tests bear out

hie statement., Ilowever, only on the lest test, given during
the thirty-third week, did girle write with a significsnitly
greater degree of accuracy then boys. To cummarize, gircls
mey normalliy be expected to write fogter than boys wul with
ny gresler accuracy.

Tableg XIV through XVII (see folloving pages) ecompare

&
2 o -

the urogress of the different groups of students in grose

words & minute and per cent of accuracy from test Lo test.

4

t should be reemphasized that the figuree given in
Table XI and throughout this sltudy sre norns or aversges
end can only be uged as such. To classroom teschers these
norme undoubtedly appear gquite low at first, but it oust be
remembered that there are approximstely as many students
zbove a norm ag there are below it. The unorug therefore

should pot bhe used ss desireble standards of attaimment ¢

r
6]

e}

individusl students,.



TABLE XIV

CUMULATIVE FREGUINCY TACLI SUOWING THD PAR CHIT OF VOCATIONAL AWD
ROM=-VOCATIONAL STUDCNTE MAKING AROVE CERTAIN SCORES
AT FIVIE-WEEX IWTERVALS

Grogs Teab

Words 1 2 a 4 5
4 Iinute Voo- Non Voc~ Ron Voo~ oD 9OC~ Hon Toc- Hon~x
Over 66

Over 60 9 5 a7 s 2.0
Cver D4 ol 5.4 2.4 5.2 2.5 3.5
Qver 48 N oD o< 1.8 7.2 7 17.7 11.7 12.6
Over 42 1.8 1.2 5.3 3.3 5.4 12,7 20,7 45,1 35.0 3.9
Over 36 g,2 8.7 18.1 16.2 37 .6 34.5 B53.3 78,8 89.4 60.4
Over 30 83,9 18.0 50.0 44,4 82.1 63,6 90.3 96.9 92.7 85.8
Qver 24 53.8 44.0 84,8 78,5 94,6 85.4 99.0 29.0 98.8 28.0
Over 18 B87.2 8Q.7 87.% 85,3 98 .4 83.6 100.0 100.0 106.0 100.0
Over 12 $99.1 97.9 100.0 38.5 100.,0 100,0

Over & 166.0 100.0 .

Total Students
Taking Test 679 1042 376 596 56 110 208 288 163 197

¥ Abbreviations are Tor: Voo-  Vocational
Won Hon-~-Yocational

This table should be read as follows: OQOn tost one 9.2 per cent of the 679 students
taking the test wrote more than 36 gross words a minute. Only 6.7 per cent of the
1042 non-vocational studsnts wrote more than 36 gross words a minute on test one.
Simller comparisons may be made on each of the five tests, Tables XV, XVI, and
XVII may be read in the same manner,

e

SER



TABLE XV

CUMULATIVE FREOUTHCY TA LD SHOWING THE PEZR CENT OF VOCATIOMAL AND
HON-VOCATTONAL SWUDENTS MAKING ABROVE CERTAIN SCORIS
ﬂT PIVE~WEER IMLJKVHLp

Per Cent , Teatl _
of T g 3 Z 5
Acouracy Voc-+ _ hion Voc- Ton Voo non Voc-  lon Voc— Non
Qver 90 8.5 6.3 7ed 4.5 16.1 10.9 9,6 5.9 12.6 4.5
Over 80O 20.4 16.5 25.1 2l.3 39.3 32.7 35,5 30.9 42,3 33.5
Over 70 35.9 S0.3 42.8 37 .5 D3.6 57.8 53,5 53.8 68.7 60.9
Qver 60 47 4 45.3 57.1 52.0 64.3 69.0 76.3 69.4 85.3 73.1
Over B0 58.0 56.5 B58.3 81.9 80.4 78.1 85,0 78,8 9l.4 84,8
Over 40 67.6 6D.4 79.7 73.5 87.5 82.7 8¢.8 85.8 95.1 20.¢
Over 30 75.7 72.53 86.9 80.2 94,6 88.2 94.6 890.7 97.0 93,4
Qver 20 80,1 78,9 @ 91.2 84,7 96.4 25,5 96.1 95.8 97.6 98.5
Qver 10 84.2 82.8 83,5 89.1 96.4 973 96,1 96,9 298.8 99,0
Over 0 B7.5 84.4 95.8 92.1 96.4 97.3 98,5 97,9 99.4 99.0
Zero and '
~ Over 100.0 100.0 100.0 100.0 100.0 100.0 100,0 100.0 10G.0 100.0
.0 fotal
Lo ,:Sbudeﬂts 879 1042 376 596 56 110 208 288 163

*Abbreviations are for: Voe-  Vocetional
Hon Ron-Vocational
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CHAPTER II1

SULRIARY, CONCIUSIONS, AND RECOMMENDATIONS
The purposey scope, procedurey znd findings of this
gtudy were presented in Chaplteres I and II, In this chapter

the summary and coneluslions will be presented, limitations

il

of the gtudy will be indicated and a few recommendations
will>be made,

Beta Chapter of Delta Pi Epsilon voted in June 1940
to sponsor & research project in business education., The
commitiee appointed to supervise the project decided that
a gtudy of firgt-year itypewriting sttainments in the State
of COklahoma would be beneficial to teachers at this time.
The author of this study was appointed to take charge ol
the undertsking and the commitiee served in an advisory
capacity.

Straight-copy tests were secured ifrom the Gregg
Publishing Company and were given t& students in twenty-
two high schools in the state, A member of Delta Pi
Gpsilon wes on the faculty in each of thesge high schools
but was not necessarily teaching typewriting.

The first test was given during the thirteenth week
pf school and was {ive minutes in lemgth., The remsining
four tests were ten minutes in length snd were given auring
the eighteenth, twenty-third, twenty-eighth, and thirty-

third weeks of school,



The tests were first checked by the students and then

»

rechecked by varisus business education groups, Sy the
teachars, or by the author of thiz study.

The resulis of these tests were tabulated and have
haon yressented in terns of gross words & minute and per cent
of accuracy.

On the back of each tegt paper the student was asked

to answer the following question: Vhat use do you expect

l»

to make of your ability to operate a typewriter? Th
suswers to this question were used ag a basgis Tor classi-
fying the students. 4 group was set up for vocationsl
st&denb&, one Tor non-vocationsl, and one for those students
who failed 1o answer the question. A vocational gtudent was
defined ag one who intended to use hig ebility Lo operate a
typerriter to secure a Job or maeke a living.

After the resulis vere tabulstaed for each of the above
groups, the parpers were redivided according to cex.

First the findings for the total number of stundents
taking each tese were presented then the sttainmentes of
vocational and non-vocstional students were compared, also

the attainmments of Doye and girls.

A summery of the more important findings of this
stuay follow:

1. At the end of the thirteemth week of school the mean
groas words & minute written was 25.8l, Approximetely

two-thirds of the students were writing betweoen 18.51
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and 21l.11 grosa words a minnte., ODuring this ssue
period the meoan per cent of accuracy was 5l.53 and
about two thirds of the students rerged betweesn 20,25

and 75.81 per cent of accuraey.
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re writing signifi-
cantly faster than non-voeationsl but with
about the same agceuracy.

e Girlsg wers writing significantly faster

than boys but there was no sgignificant
difference in the per cent of accuracy of
the 1vo groups.

At the end of the eighhteenth week of school, the close

of the first semegter, the mean gross words o ninute

3

written was 20,45 with about two-thirds of the students
ranging from 23.16 to 37.76. ©Similarly, the per cent

of accurscy varied between 31,78 end 85,50 with & mean

2. There wes no significant difference betwsen
cational and non-vocational students in

gross words a minute written but vocstional
gtudents wrote with & significantly grecter
per gant of accuracy than non-vocational.

b. Girlisg wrote significantly faster than boye bul

with aboult the same degres of accuracy.
aring the twenty-third week the aversge gross words a
minute was 32.12., Approximately two-thirds of the

students were writing between 25,02 and 41.36 gross
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thirty-third week of zchool, the avarode gross
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e students were writing Detween 32,54 and

words a mlnut&. In like manner the range for
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per cent of accuracy was from 52Z.12 to 94.67 with a mean
per cent of accuracy of 73.43.
2. There wasg no gignifiecaent difference in grogs
words and per cent of accuracy of vocational
and non-vocatlonal studentsg,
b. OGirle were significantly superior to boys,

both in gross words a wminute and per cent of

It has been cssumed throughout this study thet the
sample from which the date were drawn was regpregentative of
the entire state, If this be the case, it follows that the
Pindings listed above hold true for the state as & whole,
The conciusions which mey be drawn frou thie study will
therefore he:

1. The findings summarized in points 1, 2, 3, 4, and 5
above are incdicative of the attainments of all firgt-
vear typewriting students in the state of Oklahoma.

a. After the gighteenth week of school there
was no significant difference between
vogational and non-voecational students.

b. Girls wrote significantly faster than boys
in every instance but there wae no signifi-
éant difference in the per cent of accuracy
of these two groups.

It should be reemphasized that the figures given
throughout thie study are norme or aversgee and can only be

usged as such. To the classroom teacher these normg



undoubtedly appear guite low at first but it must be
embered that there were approximately &as many students
whose attainments were above a norm as there were whose
attainments fell bhelow the norm.
Some clagsroom teachers may wish to use the findings

this

l'il
{1

of study to evaluats the attainments of their own

¥

studente., If thig is doney the norms should be used with

caution because when a2 small group of data are uged, the

g-h

chance of error due to an inadeguate sample 16 great.

Certain limitations of + study are natural ones
due to the salection of the schools. They were selected
as a result of the cooperation of the mambers of Beta
Chapter of Delta Pi ZEpsilon who are found in the %g?ger
institutions of the state, since the memwberchip of this
organization is made up of businesgs teachers who heve some
maturity and experience in teaching. Insofar as the number
of students iz concerned, thmvsamplinq used in the study
is adeguate as . borne out by the resulte obtained from the
epplicetion of statistical “armulae' howovery the study may
not be representative of the different size gchools in the
gtate., (See Table B in the sppendix sghowing the per cent
of studente representing different gize schools used in
the atudy)

Since a grester mumber of students who were tested
attended lsrge high schools, the results would more nearly
represent attainments in these schools. A study should be

.

made to determine whether or not such differences exist.
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If there zre no significant differences im the typewriting
attainments of gtudents in large high schools and small

high schools, the resulie of this study may bs accepted as

o

e

heving general applicebility. However, if there are sig-
nificant differences between the atiainments of first-year
typevriting students in large and small high schoolg, the

Ffindings of this study would nsed to be gualified,

made from the data collscted for this study. First, some
type of error analyais might be of walue. Second, & study

L=

mizht be made to determine whether the age of the student

hes any effect upon hie typewriting attainments. This
study might also determine 1if the year in school in which

typewriting is teken effects attainments,

Another study which should be wade necessitates the

would have as its

3

collection of new data. This stud;
mirnoge to determine the attainments of first-year type-

riting gtudents using some type other than a straight-

copy test,

This gtudy ghould give teachers an opportunity to
gcompeare their ctndents with the aversgee or norms clrsady
presented, This comparison should lead to znm evaluation
on the part of teachers of the c¢lassroom proecedures and

techniques employed by them, If this is done, the purpose

of Beta Chapter of Delta Pi Epeilon in sponsoring this

study will have besn achieved,
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Table A
GENERAL TVUFORZATION CONCIBHING SCHOOLS PARTICIPATING

Total Commeree '
Highschool Department Typewriting
Sechool Enrollment Znroliment Instructors
Tulsas Central High 3400 2100 4
Oklahoma City: Central 2300 (ilo Count)

B G2

Claesen 1587 1800
inid 1200 70%

o

Ponea City 1000 498

&>

Stillwater . 968 252 .2
Lewton 200 300 1

Sepulpa : 732 268 2
Bristow 553 219 1
Idabel 580 165
Stilwell 386 117
Eugo 370 122

R SO R

Heavener 350 115

&

Bixby 350 180
Oklzhoma City: Lortheast A20 175
Cleveland 300 128

L A ")

Pryor 380 120
Yukon 835 45

(40
m
®©
2
@
S
w3
Lo

Plessant Hill
Con. Ulat €5
Southeast of Lrumright 50 20 1

Foraker 45 20 1




PER COT OF STUDENTS RIPREGENTING DIFPCRLNT SIVE DCHOOLS

=% =

b S & b
Der Cent of Total
snrollment Per Cent of Total YPupers Hecalved
-~ In First ’
Tote l Wuwsber In A1l Yewr Type-

Sarollnent  Sehools Senools writing West 1 Test 2 Test & Test 4 Test §

1060 & Cver 3 58.5 51.0 3247 38.3 S1.7 47 .1 36.3
500 - 999 5 21.8 23.4 25.7 13.0 12.5 15.0 17.1
200 ~ 499 3 16.2 £20.8 21.7 17,7 26.4 21.6 £8.7

0 - 19¢ 4 2.0 4.8 3.9 4.7 3.5 5.4 5.3

Fapers Uneccounted For: - 9.0 24,3 25,9 10.9 12.6

TOTAL 33;2 100'93:; 100.0 100.0 100.0  100,0 :;OQ.ng_;GOég=

This table should be read asg follows Five of the twenty-~-two ochools had an

enrolliment of 1,000 or over. uﬂfOllM}ﬂt in these five sciools repressnted
59.5 per cent of the enrollment in all the twenty-two schools and enrollment
in firet-yasr typewriting in these five scheols was 81 per cent of the enrol-
lment in Tirst-year btypewriting in the twendy-two schools. This group con-
tributed 39.7 per cent of the papers on test one; 38.3% per cenl on test twog
31.7 per cent on test three; 47.1 per cent on test four; and 36.3 per ceunt

on test five.

@ BTaer



Dear Deltz Pi Epsilon Member:

If you were present at some of the summer meetings,
you are probedly aware that Delta Pi Ipsilon is sponsoring
some research in first-year high school typewritlng dur=-
ing the current school year,

Ve plan to give a series of tests to the first-year

students at consecutive intervals, Some members have already
consented to cooperate, Ye need the help of every meuber
who is teachinr typewriting in the high school,” Fowever,

if you are not teaching typewriting, but can see that the
tests are given to the typewriting classes in your high
school, we would like for you to do so, If you are in a
position to help, pleace fill in the information sheet
found in thig letter ard return it to me at once in the
stamped envelope that is cnclosed. It is inperative that
these be returned within the next week so that the tests
mey be ordered,

If you have more than one class in typewriting, you
will only need enough tests for your largest class as one
set of tests can be used in all your classes,

We formerly hed planned to give & test at the end of
each six week period, but since there has been some diffi-
culty in getting test material you will probebly not
receive a set of tests until about the eighth week. After
that time you will receive a set each six weeks. Five
tests will be given during the yeer., ' This plan will
prevent the last test interfering with th:e activities at
the c¢lose of school.

You will note in filling in the information that the
only students that are to perticipate in thies project are
those who are enrolled in beginning typewriting in the
high school for the first time,

A complete set of instructions for administering the
tests will accompeny them,

We solicit your cooperation in re*urnlng this informa-
tion blank promptly.

Sincerely yours,
/ I ;*- £f e R gl

(Mrs.) fhrgarot Neece
In char?e of research



Mo.
(Do not write here)

GENEPAL INFORMATION

Name of School

Name of Teacher

B L —— -—

Loecation of Sehood . Cosnty

Date School Regen Leugth of term

Number of perinde per dey used for each class in bexin-
ning typevriting  _  Are they corszcutive periods?

Fow meny minutees e£re there in each period?

————

Give the author and title of the textbook used in your
beginning typewriting clasces:

Pt léﬂ Author

Give the total number enrolled in beginning ty?ewriting
for the firet time in you: school. (Do not count re-
peaters or those who have hed any typewriting before.)

Fow meny students are enrolled in each section of
beginning typewriting?

Fow many copies of the tests will you need?
What is the total enrollment in your high school?

Fow many students zre enrolled in your commercial
department?

How many instructors teach classes in beginning type-
writing?



INSTRUCTIONS AND PROCEDURE

Ele%se read this page carefully before attempting to administer the
ests:

Instructions
This is the first test To be used in the research for Delta
Pi Epsilon, Five tests in all will be sent to you during the year
to be given to the first-year typewriting students in your school,
Please do not send in papers for any students who have had any
formal or Informal training in typewriting prior to September 1940,

1, Seve these instructions as they are to be followed in adminis-
tering each test. Another copy will not be sent to you unless
requested, i
2, Use the International Typewriting Rules that accompany these
instructions for giving and grading the tests., Students may
congult the instructions for grading found at the top of cach copy
of the test,
3., Information as to which weck the test is to be given and the
length of the test will accompany ezach set of tests. The tests
must be given sometime during the weck specified,
4, Each test is to be taken only one time,
5. Pleacc follow the steps of procedure for administering the
" tests exactly =2s thay are given below:
Procedure
1, Give a short werm-up period on material other than the test to be
taken,
2, Have each student plece & clecn sheet of typowriting paper
(83" x 11") in his machine and type the following form at the
extreme top of his paper: (Instructor Note: An explanetion of
+he items in the headings is made at the bottom of this page.)
NOs Age Grade sSex

Strokes Gross Errors Net WaPells

3. Be sure that each mechine is set for double spacing and a 70
space line.

4, Pass out copies of the test, Give the test., DIe accurate in your
timing.

5, Instruct the studente to check their own papers and fill in the
information asked for in the form at the top of their puaper.

Consult the International Typewriting Rules to settle questions

regarding the grading. Any error cauged by a poorly adjusted machine

will be counted 2n error. The teacher does not need to recheck the

apers.

g.pHave each student write, in one sentence, the answer to the
following question on the back of his paper: What use do you

expect to make of your ability to operate a itypewriter?

8. Place all test papers and copiec of the test given in the
envelope provided for that purpose. Also be sure to fold and

return the envelope in which you received your copies of the test.

9. Merely fasten the flap down on the envelope,(do not seal), call
the express man to pick up the package and send it express

collect.

No. is the-code number of your school Gross -- gross words
Age -- pupil's age ket -- Net words

Grade -- Fr.,Soph.,Jr,;8r, W.P.l,~- Words per minute



INTERNATIONLL "YFR/TITIFG CONTEST nuLEsd

1, Line Spacing. Single srace all paragrarh and short timed practice
unless otherwise directed., Double space all timed tests of 5 min-
utes or longer.

S Leg%th of Line. A line averaging 70 spaces in length ( not less
than 64 nor more than 76 spaces) is preferred; but a line aversging
60 spaces (not less than 54 nor more than 66 spaces) is allowable
if you prefer it. The longer line will ensble you to type more
words in timed tests beczuse the number of carrizge returnes is
reduced,

3. Length of Page. Ixcept for the last sheet of a timed test, at
least 26 double-spaced lines must appear on a page 8% by 11 inches.
This rule applies only to timed tests of & minutes or longer, On
other work, including short timed-test precticey fill the paxe with
single-spaced copy to within approxietely an inch of the bottom edge.

4, Paragrarhing, Indent paragrarhs 5 spices, starting on the sixth

5, Spaces and Punctustion Marks., An srror in spacing or in punctu-
ation i1s considered an error in the preceding work unless that word
has already been poneslized,

8. Spacing after Punctuation. Except as noted below, spece once
after all punctustion marks within sentences or within word groups
not forming sentences, and space twice aftar all punctuation marks
that close sentences or grouvns of words not forming sentences,

There is good authority for following the above rule when
spacing efter the colon, but therc is e¢qually good suthority for
(a) always spacing twice after & colon, or (b) spacing twice when
the colon is followed by a complete sentence beginning with a
capital 'Jetter and once in all other cases, Charge an error for
every failure to space consisterntly according to one of these
three rulece,

It is better form to omit the space in smell-letter abbrevi-
ationg, such &g a.t.y i.€.4 £,0.b., ete, Many authorities prefer
no space in capital-letfer abbreviations (exceirt initials of
personal names), such &8 O.K.y MeDsy PJiloy PH.Dey €tcey but a
space after the period following each letter in all sbbreviations
is quite acceptable in all school work, Pailure to be consistent
in a given test is an error.

7. The Dash. Two hyphens with no spaces before or after are
commonly used, but either one or two hyphens with a space before
and after may be used, BRe congistent,

8. Cut Characters. Any word written so close to the top, bottom,
or gide of the sheet that anv portion of a letter is cut off is an
error, If the paper feed on your wmechine does not hold the paper
gecurely at the top and bottom of the sheet, or if the line-space
mechanism is out of zdjustment, so that the level of the line
shifts during typing, do not cherge an error,

11, 7. ¢c. R.
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9. Incorrectly Divided Words. A word divided incorrectly at the end
of any line constitutes an error, Follow any stendard dictionary
for correct division,

D, Faulty shifting. A chifted character (cepital) is accepteble
only when the entire capital letter can be discerned arnd when no
part of the lower-case character on thet type bar is visible. If
most of the shifted characters are recised or lowered, that is,

out of line with the lower-case letters, an error should be charged
for every feilure to place a shifted character squarely on the
writing line, until you form the habit of shifting correctly,

1, Lightly Struck Letters. If a character can be seen, even though
it e very Iight, it is correct, If you hebitually strike thzs keys
too lightly, however, you should charge an error for every lightly
struck charzcter until you form the hebit of striking 2ll kcys more
forcefully.

2, Transposition. One error is cherged for each transposition,
elther of lettere or of words, IMistakes within transposed words
must be marked as additionel crrors,

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

l4.0mitted Words. (See Rule No, 24).

15.Inserted Words. (See Rule No. 24),

16 Crowding. Any word occupying less than its propor number of
spaccs is &n error. Fowever, if your typewriter is poorly adjusted
or the table on which it stends is subjcct to any vibration,
"erowding" and "Piling" of letters may not be your fault., IT
possible, have your typewriter adjusted and placed on & solid table,

7. Piling. When two chazracters or a spece and a character zre so
crowded that they are printed on top of one another, or if any por-
tion of their bodies overlap or would overlap were a letter typed
in the adjoining space, the machine is said to have "piled", If
piling occurs at the end of a line, mcke sure theat your right
margin stop is properly set and test the machine to see whether

the keys lock when the carriage reaches the margin stop. If they
do not, piled letters at the ends of lineg should not be penalized
until your mschine is properly zdjusted. (See Rule No, 16).

18, Left-Hand lMargin., All characters at the beginning of lines,
execept at peragraph indentations, must be struck at the same point
on the scale, Poorly adjusted machines will czuse 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.

1 X'ing. Work in which materizl is x'd will not be eccepted.

D, Erasing. Trasing is not allowed,
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21, Irrors in Printed Copy. Frrors in the printed copy may cither
be e¢orrccted or written &8 in the copy.

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

23, One Error per Word. Only ong error méy be charged in any one
word.,

24¢ General Pule, Fvery word omitted, inserted, misspeclled, or in
any mamner changed from the printed copy (except in transposed and
rewrittcn matier) must be penalized,

29, Penalty, If your ingtructor wishes you to calculate your "net
words" or '"net words a minute", use the following method:

Deduct ten words for each error from the gross number of words
typed, The result will be your totel "net words", Divide your
total net words by the number of minutes (length of test) to find
your '"net words a minute" (net rate),

How to Calculate Net Rate

Example: BSuppose you tyre 102 ¢ross words in & minutes, msking ©
G errors.
6 (total errorg) x 10 (penelty) = B0 (totel penalty)
103 (grose words) - 60 %penalty) = 43 (total net words)
43 (net words) ¢ 5 (the number of minutes typed) = 8,6 your
final net words & minute (net rate)

Note: The only accurate measure of & typist's speed on
straight matter is his "gross words & mirute" (total gross words
divided by the number of minutes); and the only accurate measure
of his accuracy is his “error rate" (total errors divided by the
number of minutes). '

26, Gross Words., Determine the gross number of strokes by refer-
ring to the printed copyv. The stroke count iLe given at the end of
each line., Divide the totzl gross strokes by 5 to find the number
of gross words you type. (A "standerd word" is defined &s 5
strokes), Strokes in rewritten matter are not to be counted in
the gross. Take credit for every stroke typzd.

Strokes or spaces are counted s though the entire test were
written in one continuous line, with no paragrarhs, but with
proper spacing after words and punctuation marks, This meang that
the gross strokes ecual the number of spaces occupied by the typing
at any given point., Shifted cheracters count &s one stroke. No
allowance is made for carriace returns and other similar opera=
tions, Fyphens ingerted &t the ends of lin=s to divide words,
except when reauired for compound words, are not counted, because
they would be unnecessary if the matter were typed in a continuous
line,



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 1o
facilitate rounting 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- 463
centrate on it. A studént 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



October Competent Typist Test

Use double spacing in typing this test

{To find the gross number of wards 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 1o
Jaeilitate 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



November Competent Typist Test

Use double spacing in typing this test

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

Strokes

Breakfast did not count. I rarely took more than tea 54
and a whole-wheat biscuit. Luncheon was habitually an 109
out-of-the-can affair, consisting usually of tomato juice, 168
Eskimo biscuits, and frequently a cold meat or fish—either 228
corned beef, tongue, or sardines. These were prepared in 286
masterly fashion. But supper, by rights the high spot in 344
the day of an explorer and the one hot meal toward which 401
a cold and hungry man looks with mounting anticipation, 457
was a daily fiasco for a while. 490
I have only to close my eyes to witness again the suc- 543
cession of culinary disasters. Consider what my diary has 602
to say about the incident of my making corn meal for the 659
first time. I dumped what seemed a moderate quantity of 716
meal into a boiler, added a little water, and stood it on 774
the stove to boil. That simple formula gave birth to a 830
hydra-headed monster. The stuff began to swell and dry 886
up, swell and dry up, with fearful blowing and sucking 941
noises. All innocently I added water, more water, and still 1002
more water. Whereupon the boiler erupted like Vesuvius. 1060
All the pots and pans within reach could not begin to 1114
contain the corn meal that overflowed. It oozed over the 1172
stove. It spattered the ceiling. It covered me from head 1231
to foot. If I had not acted resolutely, I might have been 1290
drowned in corn meal. Seizing the container in my mit-  13#
tened hands, I rushed it to the door and hurled it far into 1404
the food tunnel. There it continued to give off deadly 1460
golden lava until the cold finally stilled the crater. 1516
There were other disasters of the same order. My diary 1572
reports soberly on the day I tried to cook dried lima beans. 1634

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



TEST 4 Given During the Twenty-eighth Week

December Competent Typist Test

Use double spacing in typing this test

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

Strokes

Time sloughed off the last implication of urgency, and 55
the days moved imperceptibly one into the other. The few 13
world news items which were read to me from time to time 170
seemed almost as meaningless and blurred as they might 225
to a Martian. My world was insulated against the shocks 282
running through distant economies. My advance base was 338
geared to different laws. On getting up in the morning, it 398
was enough for me to say to myself: Today is the day to 455
change the barograph sheet or to fill the stove tank. The 514
night was settling down in earnest. Days when the wind 570
brooded in the north or east, the barrier became a vast 20
stagnant shadow surmounted by swollen masses of clouds, 682
one layer of darkness piled on top of the other. 732
Out of the deepening darkness came the cold. For the 78
first time the canvas boots failed to protect my feet. One 846
heel was nipped, and I was forced to return to the hut and 905
change to reindeer mukluks. That day I felt miserable; 961
my body was racked by shooting pains exactly as if I had 1018
been gassed. All day long I kept two primus stoves burning 1078
in the tunnel. My fingers agonized over the thermograph, 1136
and I was hours putting it to rights. 1175
Out of the cold and out of the east came the wind. It 1230
came on gradually, as if the sheer weight of the cold were 1289
almost too much to be moved. The night was as black as 1345
a thunderhead when I made my first trip topside, and a 1400
tension in the wind, a bulking of shadows in the night 1455
indicated that a new storm center was forming. Next morn- 1512
ing, glad of an excuse to stay underground, I worked a long 1572
time on the escape tunnel by the light of a red candle stand- 1632

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



Test 5 Given During the Thirty-third Week

April Competent Typist Test

Use double spacing in typing this ten-minute test

{Te find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words
Jor sach 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 tlius 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 yov know you will need. Experience has 1679

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