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CHAPTER I 

THE PROBLEM 

General Problem 

The purpose of this study is to determine the 

sequence of courses and straight-copy standards for type-

writing courses at Texas Technological College, Lubbock, 

Texas, 

Sub Problems 

1. What straight-copy typewriting standards have 

been established by authors of textbooks and textbook 

manuals? 

2. To what extent do students in Typewriting for 

Business at Texas Technological College meet straight-

copy typewriting standards established by authors of 

textbooks and textbook manuals? 

3. What straight-copy typewriting standards are 

used in Typewriting for Business at Texas Technological 

College? 

4. To what extent do students enrolled in Type

writing for Business at Texas Technological College meet 

straight-copy typewriting standards for the course? 



5. To what extent do students enrolled In Typewrit

ing for Business at Texas Technological College meet the 

straight-copy typewriting standards used by Texas Tech

nological College in relation to their previous typewrit

ing experience? 

Definition of Terms 

1. Beginning Typewriting is a course of instruction 

offered at Texas Technological College, Lubbock, Texas, 

that is "a beginning course to develop vocational pro

ficiency for office work or business teaching." 

2. Typewriting for Business Is a course of instruc

tion offered at Texas Technological College, Lubbock, 

Texas, that is "a continuation of basic skill building 

leading to acceptable production standards for office 

work; speed and accuracy development."^ Electric type

writers were used in this course. 

3. Straight-copy Timed Writing Tests are printed 

matter in paragraph form containing words, punctuation 

marks, and blank spaces that are reproduced,on paper by 

operating a typewriter for a specified period of tlme.^ 

•^Bulletin of Texas Technological College, School of 
Business Administration, 1961-63t Lubbock, Texas. May. 
1961, p. 24. 

^Ibid. 

^See Appendix A, p, 79, 
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4. A Word in typewriting consists of five strokes.4 

5. Gross Words A Minute are the total number of 

words typed from straight-copy timed writing tests divided 

by the number of minutes typed with no deduction for 

errors. Thus, 250 words In 5 minutes with 6 errors would 

be 50 gross words a minute with 6 errors. 

6« Net Words a Minute means the deduction of a 

ten-word penalty for each error made by the student dur

ing the time interval used."^ The deduction for errors 

is from gross words typed. Thus, a student who typed 

250 gross words in 5 minutes with 6 errors would deduct 

10 words for each error, or 60 words, leaving I90 words 

to be divided by 5 (the length of the timed writing). 

The result would be 38 net words a minute. 

7. Correct Words a Minute are the total words typed 

with deduction of the number of errors. Thus, a student 

who typed 25O gross words In 5 minutes with 6 errors 

would deduct 6 from 250 leaving 244 words which he would 

divide by 5$ leaving 49 correct words a minute as his score 

8^ A typewriting Error is any deviation from the 

printed matter that Is to be reproduced. 

4 
Constitution and Contest Rules of the University 

Interscholastlc League for 1964-66, Bureau of Public 
School Service, Division of Extension, The University of 
Texas, (Austin, June, 1964), p. 105. 

Allien R. Russon and S. J. Wanous, "Objectives of 
the Typewriting Course," Philosophy and Psychology of 
Teaching Typewriting. (Cincinnati, South-Western Publish-
ing Company, I960), p. 36. 



9. A Standard is an accepted or established rule 

or model "set up as a goal of attainment for student and 

teacher."6 

10. Syllabic Intensity is the number of syllables 

in a timed writing divided by the number of words In the 

timed writing. If a timed writing contained 350 syllables 

and 280 words, the syllabic intensity would be 1.25. 

11. The Mean Is "the sum of the values Included in 

a frequency distribution divided by the total number of 

measures."'^ If the sum of the values is 850 and the 

total number of measures is 20, the mean Is 42.5. 

12. The Range Is "simply the distance from the low

est to the highest value included in the collection of 

measures."° If the lowest score is 20 and the highest 

is 80, the range for this collection of measures Is 60. 

13. An Error Allowance means that a paper is not 

accepted for grading if it has more errors than the 

maximum allowed. 

14. A Rotating Basis means that the Instructors of 

the course alternate, teaching every other day. 

6jane E. Clem, "The Testing Program for Typewriting," 
Techniques of Teaching Typewriting, (Dallas, Gregg Publish
ing Division, McGraw-Hill Book Company, Inc., 1955), p. 342. 

'Mathllde Hardaway and Thomas B. Maler, "Describing 
a Distribution of Scores," Tests and Measurements in 
Business Education. (Cincinnati, South-Western Publish-
ing Company, 1952), p. 298. 

8 Ibid., p. 313. 



Limitations 

1. The time of the study will be limited to the 

1963 Spring Semester at Texas Technological College, 

Lubbock, Texas. 

2. The study is limited to students enrolled in 

Typewriting for Business, a course in which electric type

writers are used. 

Need for the Study 

Inconsistancy of Present Standards 

There is a need for straight-copy standards that 

will be within reach of the student and still be challeng

ing. "Typewriting course standards are often linked to 

employment standards, so that students who attain the 

objective of the typewriting course will at the same time 

achieve minimum vocational competence. ̂  

Clem has the following to say about standards: 

On the high school level, the state course 
of study generally sets such a standard, while 
in colleges the standard is usually set in the 
school catalogue. These sources state specific 
standards for speed and follow the statement 

Mathllde Hardaway and Thomas B. Maler, "Testing in 
Typewriting and Clerical Office Practice," Tests and 
Measurements in Business Education, (Cincinnati, South-r 
Western Publishing Co., 1952), p. 169. 

•̂ •̂ Jane E. Clem, "Grading—The Measurement of Achieve
ment," Techniques of Teaching Typewriting, (Dallas, Gregg 
Publishing Division, McGraw-Hill Book Company, Inc., 1955), 
p. 342. 



with generalized remarks about productive 
skills; so the only standard that is defi
nite is the speed, standard. The speed set 
tends to become the minimum requirement of 
the course, and other abilities are assumed 
to be developed if the student does the 
daily work assigned and compares favorably 
with his classmates in other things. Ideal 
standards are given in their published 
materials, and beyond this standards mean 
nothing. 

A standard Is most useful when it is 
set as a guide for the average student. 

There Is little consistency among employers as to 

what standards should be met on the Job.-̂ *̂  "Business

men in many instances do not know what they want in terms 

of knowledge and skill standards." Therefore, college 

teachers of typewriting are reluctant to set college 

standards according to what the businessmen suggest. "For 

learning purposes, classroom standards may serve better 

than Job standards; but when the student looks for a job, 

he should be made aware that he will have to meet Job 

standards." ^ 

The National Office Management Association has made 

a study of standards which shows what straight-copy 

standards the majority of employers expect applicants for 

^^Allien R. Russon and S. J. V/anous, "Measurement 
and Grading," Philosophy and Psychology of Teaching Type
writing, (Cincinnati, South-Western Publishing Company, 
I960), p. 400. 

•̂ Ĥerbert A. Tonne, "Standards in Business Education," 
Principles of Business Education, (Dallas, Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1961), p. 159. 

^^Ibld.. p. 162. 
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employment to meet,-'-̂  Neither these standards nor any 

other typewriting standards have been generally accepted 

by businessmen, and much remains to be done in the study

ing of standards. 

For the reasons stated above, it is believed that 

standards suggested in textbooks and typewriting manuals 

should be used as the criterion in this study rather 

than the standards that some businessmen may have suggested. 

Large Typewriting Enrollments 

There is an increasingly large number of students 

who take typewriting each year. In a survey of subject 

enrollments in 1948-1949, the U. S. Office of Education 

listed almost one-fourth of all students in the public 

secondary schools as being enrolled in typing. -̂  The 

same proportions still held in I96O-I96I according to a 

report by Grace S. Wright, Specialist in Secondary Educa

tion.-̂ 6 After exhaustive search of readily available 

Information, no statistics were found for the number of 

students enrolled in college typewriting. 

Russon and Wanous, Philosophy and Psychology of 
Teaching Typewriting, p. 400. 

-̂ Herbert A. Tonne, "Present Status of Business 
Education," Principles of Business Education, (Dallas, 
Gregg Publishing Division, McGraw-Hill Book Company, Inc., 
1961), p. 27. 

•^°U.S. Office of Education, Summary of Offerings 
and Enrollments in High School Subjects, 1960-61. pre
pared by Grace S. Wright, I965, p, 10. 
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The heavy enrollment in the high school typewriting 

classes is probably due mainly to the emphasis on type

writing for personal use. It seems evident that there is 

a growing trend toward the need of typewriting in our 

life. Typewritten material, whether it be themes, reports, 

or letters, is easier to read, and is neater than hand

written material. Even in the high schools there seems 

to be a trend toward typewritten themes by the students 

who want to turn in quality work. Consequently, students 

who realize the Importance of typewritten material and 

the fact that they can probably produce a theme, report, 

or letter in less time than it takes to write one by hand 

are enrolling in typewriting. Also, some students are 

looking ahead to college. Typewriting is a valuable skill 

to possess in college. Most instructors require all work 

submitted to them be typewritten, so the student must be 

able to type it himself or pay someone else to type it 

for him. In addition to being able to type his own 

material, a person who can type will usually be able to 

find a Job easier if it is necessary to get a Job. 

The United States Census of Population, I960, showed 

approximately 60 per cent of the total employees in busi

ness occupations were employed as stenographic, clerical 

and sales workers.-^7 There are probably very few, if any. 

17Herbert A. Tonne, "Business Occupations," Prin
ciples of Business Education. (Dallas, Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1961), p, 120, 
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businesses that do not use a typewriter at least from 

time to time. A reasonable assumption is that the major

ity of mail sent or received by business firms is type

written whether it is correspondence, purchase orders, 

statements, special forme needed for business transactions, 

or other material. Some material may be type set on 

machines that have typewriter keyboards. Copy to be used 

on these machines is probably typed in the draft copies. 

Himstreet and Baty in their book, Business Communi-
1 Q 

cations say:*̂*-̂  

A recent Post Office Department report 
indicates that well in excess of 30 billion 
pieces of first-class mail are handled each 
year—more than 150 pieces for each person in 
the United States. Add to this the volume of 
other classes, and the volume is enormous—61 
billion pieces, an amount that is expected to 
double in the next twenty-five years. The 
volume of mail has been increasing at twice 
the rate of our population growth. 

Most, if not all, of the letters sent out by busi

nesses are typewritten. 

As more people enroll in typewriting each year, the 

number of typewriters sold increases. This increase is 

also caused by more people buying typewriters for personal 

use at home and by businessmen buying typewriters for use 

in their business. 

-̂ Ŵilliam C. Himstreet and V/ayne Murlln Baty, "What 
This Book Is All About," Business Communications, 
(San Francisco, Wadsworth Publishing Company, Inc., 
1961), p. 5. 
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Implications for Typewriting Standards in Business 

Tonne says, "On some Jobs, the number of strokes 

written a day is the basis for minimum salary and for 

bonuses; however this is unusual. The work of the com

petent typist on the Job is generally measured by the 

number of usable pages of typed material produced.""^^ 

Lomax says, "Business education has two major objec

tives. One of them Is zo prepare students for and in 

business employment. The second major objective Is to 

prepare students for and in those business experiences in 

which all citizens should be proficient both in knowledge 

and performance."^ Clem says, "if business education is 

to fulfill the primary objective, it must keep pace with 

the requirements and standards of business."^ 

Business is important in our economy because it Is 

the element which integrates the whole economic structure. 

"Business is one of the major segments of occupational 

life. More people are employed In business than in any 

IIPP 

other occupation. '̂  Tonne classifies the occupational 

•̂ Ĥerbert A. Tonne, "Standards in Business Education," 
Principles of Business Education, (Dallas, Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1961), p. I65. 

Paul S, Lomax, "Changes in the Philosophy of Busi
ness Education," Recent and Projected Developments Affect
ing Business Education, (V/ashington, D. C , National 
Business Education Association, Thirtieth Yearbook, 1964), 
p. 5. 

21 
Clem, Techniques of Teaching Typewriting, p. 303. 

22 
^ Tonne, Principles of Business Education, p. 119. 
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groupings of business into the following: clerical work

ers, managers, and service workers. These are the three 

divisions used by Tonne when discussing business occupa

tions even though the United States Census does not have 

a specical classification for these in business occupations. 

It is unlikely that an individual will Increase his 

speed in typewriting much, if any, after leaving the 

classroom. He is more likely to concentrate on accuracy 

since accuracy is important in the job he will probably 

have. Accuracy is measured by the lack of errors or by 

the lack of erasures. Speed is seldom measured after a 

person leaves school; therefore, the Importance of in

creasing speed in the classroom through straight-copy 

timed writings can be seen. Also, Tldwell says:^^ 

One simply cannot type letters in any 
quantity unless he can write rapidly from 
straight-copy. The so-called "production 
tests cannot be produced In any appreciable 
quantity if the typist cannot handle his 
machine skillfully on straight-copy material. 
This Is not to say that if a student is pro
ficient on straight-copy material, he will 
automatically be able to write letters, and 
so forth, skillfully, but the antithesis of 
this axiom is valid as scores of tests given 
each year by the National Office Management 
Association and the United Business Associ
ation bear evidence. 

An increase of 10 words a minute In the classroom 

could mean a saving of time and money for the business 

^^Fred M. Tldwell, "Testing Procedures in Typewrit
ing," United Business Education Association Forum, Nov., 
1948, p. 28. 
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which hires the faster typist Instead of the slower typ

ist. 

"The National Archives and Record Service of the 

General Services Administration has recently estimated 

that a typical half-page letter dictated to a stenographer 

costs in salaries alone between |0.70 and $2.45."^^ 

The average business letter is about 150 words in 

length;^ therefore, a typist who types 60 words a minute 

would produce 20 percent more than a typist who types 

50 words a minute. More letters produced in an hour 

would lower the cost of a letter for a business, and the 

proportion of the cost of the business letter that repre

sents the typists' salary could be reduced 20 per cent. 

^^illiam M. Schutte and Erwin R. Steinberg, 'The 
Climate of Business," Communication in Business and InduS' 
try, (New York, Holt, Rlnehart, and Winston, Inc., 1960)7 
p. 4. 

25c. L. Littlefield and R. L. Peterson, "Office 
Correspondence and Mail Service," Modern Office Manage
ment. (Englewood Cliffs, New Jersey, Prentice-Hall, Inc., 
I95^), p. 236. 



CHAPTER II 

RELATED LITERATURE 

Typewriting Tests 

"The real purpose of tests in typewriting is to 

measure the results of learning. Another way of stating 

the purpose is to say that testing tries to determine the 

extent to which the students have achieved the objectives 

set for them in typing,"^ Clem also stated that the pur-
2 

pose of testing is to develop speed with control. 

Any grading plan must have several characteristics 

if it is to be an effective force in learning. It should:-̂  

lo Stimulate effort in the right direction: for 
speed when needed, for accuracy when needed. 

2. Provide for a wide range of individual differ
ences, with fairness to all concerned. 

3. Be reasonable in its requirements. 

4. Be adaptable, easily modified. 

5. Be convenient to use. 

^Clem, Techniques of Teaching Typewriting, p, 297. 

^Ibid. 

•̂ Alan C. Lloyd, John L. Rowe, and Fred E, Winger, 
Gregg Typewriting for Colleges, (Dallas, Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1957), P. viii. 

13 
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A single test measures a student's achievement at a 

specific time, but to get a true picture of a student's 

ability a series of similar tests should be used. Since 

a student does not always perform the same on tests that 

are similar, it is best to average two or more perform

ances. This average should give a better measure of a 

student's ability than would a single test. 

Students need measures of achievement in their learn-
4 

ing and tests can be used for this purpose. 

When the tests are given at frequent 
intervals, they become convenient milestones 
for the student by which he may measure his 
progress. When periodic tests are taken and 
passed, the student is afforded a sense of 
accomplishment. He sees his efforts of one 
or two weeks neatly evaluated in a test score. 
The test score is at once a symbol of past 
accomplishments and an invitation to start 
afresh in preparation for the new test. 

The Interval between timed writings may vary from 

two weeks between tests to as high as five weeks between 

tests. The usual interval is either two or three weeks; 

little reliability is added by giving tests at more fre

quent intervals,5 "Although straight copy ability is a 

pyramidal skill, and may be satisfactorily measured by 

giving tests at the end of the marking period, the teacher 

Mathllde Hardaway and Thomas B. Maler, "Principles 
of Measurements in Business Education," Tests and Measure
ments in Business Education, (Cincinnati, South-Western 
Publishing Company, 1952), p. 16. 

^Ibld. 



15 

as well as the students will generally feel more satisfied 

if grades are based on an accumulation of four or five 

marks•"6 

Placement of Students 

The question of where to place students who have had 

some typewriting before entering college arises often. 

T. James Crawford says:7 

I require at least one year of high school 
typing. Some have one year of speed and others 
have not had any speed building. I have a 
range of 50 wpm in my classes. What can I do? 

At Indiana University we state that our 
purpose is to help the student to grow. In 
the intermediate course we do the bulk of our 
screening. We use the first week of the term 
advantageously. If students have had a year 
of typing, we place them in the intermediate 
course. If they have had one semester, we 
place them in the beginning class. The first 
day, observe the students when writing a speed 
test. The second day, determine the rates. 
On the basis of the five-minute writing we 
make changes. If students have 30 wpm or less, 
we tell them to go back to beginning typewrit
ing. On the fourth day, give a related informa
tion test, and the results of this tells what 
the student knows about typewriting. 

This type of placement of students for typewriting 

classes would be useful in other courses also because of 

unnecessary repetition that may occur when a placement 

program is not used. In addition to courses such as 

6lbid. 

'American Business Education Yearbook, Vol, XVII, 
No. 3, March, 1961, p, 137. 
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typewriting and shorthand, courses in English, foreign 

languages, mathematics, science, social studies, and 

possibly others could be Improved by a placement program. 

These courses have already been studied to some extent 

while in high school; therefore, placement of students 

would help eliminate repetition. 

At Texas Technological College, a statement of pre

vious typewriting was filled out by every student register

ing for a typewriting course. An example of this statement 

is appended.° This statement was then used as a guide by 

advisors to direct the student to register in the correct 

course. Beginning students and students who had had one 

semester of typewriting in high school enrolled in Begin

ning Typewriting, the first course in typewriting at 

Texas Technological College. Students who had had two 

or more semesters of typewriting in high school or one 

semester in college enrolled in Typewriting for Business, 

the second course in typewriting at Texas Technological 

College. 

There are arguments for and against the use of a 

placement program to classify students according to pre

vious education in a subject. 

The advantages would include the following; 

1. To Improve teaching. The teacher would not 

have to cover as wide an area of subject matter if the 

range of the students* previous education is not so great. 

o 

See Appendix B, p. 80. 
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2, To aid learning. The students would be able to 

learn more or to concentrate on various parts of the type

writing course more if there is less repetition of what 

they have covered in previous typewriting courses. 

The disadvantages would Include the following: 

1. More preparations by the teacher would be neces

sary if new courses were necessary. Unless more teachers 

were hired, the ones already teaching would have to make 

these preparations. 

2. The time and effort it takes to determine where 

the students actually belong would be Increased. It 

would be necessary to examine the transcripts or other 

records. 

Even though students may have had as much as four 

semesters of typewriting in high school, they are required 

to take the second semester of typewriting at Texas Tech

nological College because it is not desirable to have 

them graduate with typewriting waived when the quality of 

the four semesters of typewriting they had in high school 

is not known. 

Mearl Gutherle of Bowling Green State University, 

Bowling Green, Ohio says:^ 

The ideal answer to the problem is a good 
testing program. Because of the wide differ
ences in high school standards in typewriting, 

^American Business Education Yearbook, Vol. XVI, 
March, I960, p. 138. 
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it is discouraging to place students in 
advanced courses when they are unable to 
do the work. The only alternative is to 
question the student as to his typing 
speed and demote him to a lower class if 
he cannot perform. 

One reason for repeating typewriting is that there 

is usually a lapse of time after the individual completes 

typewriting in high school and before he takes it in 

college. Daily practice or use of a skill such as type

writing is necessary, and students do not ordinarily use 

their typewriters every day; thus, their ability to type

write decreases through disuse. 

Fred C. Archer said in his dissertation "The Origin 

and Extent of Standards in Clerical Work," 

Despite much interest and sincere effort, 
adequate and valid standards seem to elude 
definition and measurement. Consequently, the 
business educator typically employs scientif
ically indefensible techniques and standards 
from which there appears to be no escape until 
new measures are made available. 

The schools characteristically use tradi
tional units to express performance in type
writing and stenography, doubtless due to 
convenience and objectivity, but there is 
little uniformity in achievement rate goals 
among schools. 

There are no immediate signs of improve
ments in quality of existing standards because 
even the most recent remedial projects con
tinue to employ unscientific and invalid pro
cedures and assumptions. 

Fred C. Archer, "The Origin and Extent of Standards 
in Clerical Work," (unpublished Ph.D. dissertation, School 
of Education, New York University, 1950), pp. 272-278. 



The satisfactory solution of the stand
ards problem in clerical occupations is not 
impossible; but a fresh departure is needed— 
one which will be cognizant of past mistakes 
rather than one which will perpetuate them. 

19 



CHAPTER III 

PROCEDURE 

Subjects for the Study 

The subjects for this study were students enrolled 

in three sections of Typev;rlting for Business at Texas 

Technological College, Lubbock, Texas, during the Spring 

Semester from January 30 to May 29, 1963. 

Classification of Students 

A Statement of Previous Typev/riting was completed 

by each student registering for Typewriting for Business. 

A Questionnaire was completed by each student the first 
2 

day of class. The Statement of Previous Typewriting 

was used to determine if the student should be placed in 

Beginning Typewriting or Typewriting for Business, The 

Questionnaire provided the teacher with information about 

previous typewriting Instruction. (This Information was 

more detailed than that given when registering.) 

Information on these forms made it possible to place 

students who had had one semester or less of high school 

typewriting in Beginning Typewriting; and to place students 

See Appendix B, p. 80. 
p 
See Appendix C, p. 81. 

20 
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TABLE 1 

CLASSIFICATION OF STUDENTS IN TYPEWRITING FOR 
BUSINESS AT TEXAS TECHNOLOGICAL COLLEGE 

Group Previous Typewriting Section Total 
Experience 1 2 3 

A 1 semester 3 4 1 8 
college 

B 2 semesters 28 16 4 48 
high school 

C 3 semesters 5 3 5 13 
high school 

D 4 semesters 6 16 3 - 2 5 
high school 

Total 42 39 13 94 

who had had one semester in college, or two, three or 

four semesters high-school typewriting in Typewriting for 

Business, This method of student placement was standard 

procedure in registering students for typewriting at 

Texas Technological College. 

As mentioned above, the students Involved in this 

study were enrolled in three sections of Typewriting for 

Business. The students were divided into four groups 

according to their previous typewriting experience—one 

semester college, two semesters high school, three semesters 

high school, and four semesters high school, TABLE 1 shows 

this classification of students. The total of the four 

groups enrolled in three sections was 94 students. Each 
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section contained some students from each of the four 

groups. 

The Questionnaire served as a double check on the 

correct placement of the students after the first day in 

the typewriting class. 

Homogeneity of Groups 

The groups in the three sections of Typev/riting for 

Business were homogeneous in the following respects: 

1. They all had the same Instructors, Two instruc

tors taught the three sections on a rotating basis every 

other day; therefore; each section was acquainted with 

both instructors. It is assumed that the instruction in 

the course was adequate and that the instruction in all 

three sections was comparable since both instructors used 

the same lesson plans, 

2. They all met in the same room. Each section met 

at a different hour of the day in this room, 

3. They all used electric typewriters. 

Variables of Groups 

The groups in the three sections of Typewriting for 

Business had the following variables: 

1. They all met at a different hour of the day. 

2. Each section was a different size. 

3. Each group was a different size. 
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Group A, composed of eight students, was the smallest 

of the four groups. Extreme scores would affect this 

group's average more than the others. 

Teaching Ability of Instructors 

There were two Instructors who taught the Typewrit

ing for Business classes at Texas Technological College 

in the Spring Semester of 1963. One Instructor was the 

regular Instructor who had taught the course previously, 

and the other was a teaching assistant who did the research 

for this study. 

The regular Instructor planned most of the Instruc

tion for the production work, but was assisted in the 

presentation by the teaching assistant. The regular 

Instructor determined the material to be used for straight-

copy timed writings, but most of the straight-copy timed 

writings were administered by the teaching assistant. 

The teaching assistant taught each of the three sec

tions of Typewriting for Business on a rotating schedule 

so that the regular instructor taught each section three 

hours a week and the teaching assistant taught each sec

tion two hours a week. The two Instructors were in a 

class at the same time when there was a need for individ

ual help. 

The teaching assistant, hereafter to be referred to 

as the investigator, took the following steps toward 

developing her teaching ability: 
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1. She proctored the straight-copy timed writings 

in the high school where she did student teaching. An 

experienced supervising teacher observed the adminis

tration of the tests and made suggestions for improvement, 

2. She taught typewriting in the public school 

system of Sundown, Texas, during the Spring Semester of 

1962, Further experience was gained through this class

room instruction, 

3. She taught cooperatively with the regular instruC' 

tor of Typewriting for Business at Texas Technological 

College, Lubbock, Texas, during the Spring Semester of 

1963. The same method of administering the straight-copy 

timed writings was used by both teachers. 

Timed Writings 

Straight-copy timed writings were used for each test 

every three-weeks' period. All material used in this 

study was straight copy of varying syllabic intensity 

which had been duplicated for use in straight-copy timed 

writings. In addition to the varying syllabic intensity 

of the material used, the content of the material varied. 

Variables which were practically impossible to con

trol which may have affected students' typewriting per

formance on timed writing tests include: 

1, Content of timed writing tests might detract the 

student's attention 
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2, Difference in previous typewriting experience 

for which credit was received 

3, Mental attitudes of the students 

4, Physical conditions of the students 

Administration 

1. At the end of every three-weeks' time period, 

5-minute straight-copy timed writings were administered 

to each of the three sections of Typewriting for Business 

at Texas Technological College because 5-niinute tests had 

been standard procedure previously. On three consecutive 

days at the end of each of the five time periods, they 

typed two 5-niinute timed writings, making a total of six 

writings every time period. 

2. Students were tested on identical copies of the 

straight-copy timed writing each test day. 

3. Different copy was used for Tests 1, 2, and 3 

every time period making a total of fifteen different tests 

for the five time periods. 

4. From the two tests taken each test day, the best 

one in terms of most net words a minute typed was selected 

and submitted to the instructor. After the six tests had 

been taken, and the best one selected each test day, the 

instructor selected the best two out of three. These two 

test scores were averaged and recorded. (Gross words a 

minute was also figured each time to show the student what 

he was capable of typing when errors were not included in 

the score.) 
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Scorinp; 

Russon and Wanous state that "net words a minute as 

a method of scoring straight-copy writings may be discour

aging to the beginning student. During the third and 

fourth semester, however, net words a minute becomes a 

reasonably valid method of scoring straight-copy writ

ings. "^ The net-v;ords-a-mlnute basis is recommended for 

use in the third and fourth semester courses. It is used 

to determine the students' production rate as well as the 

straight-copy rate. Net words a minute is also used in 

Typewriting for Business at Texas Technological College— 

a class which Includes students with the typewriting 

experience shown in TABLE 1, page 21. 

Disadvantages of the net-words-a-minute method of 

scoring straight-copy timed writings Include the follow-

4 

Ing:^ 

1, Calculating scores is a time-consuming task 

because of the extra step Involved, and it seems more 

complicated for some students. 

^Allien R. Russon and S, J. Wanous, "Measurement and 
Grading," Philosophy and Psychology of Teaching Typewrit
ing, (Cincinnati, South-Western Publishing Company, I960), 
p. 390. 

4Allien R. Russon and S. J. Wanous, "Objectives of 
the Typewriting Course," Philosophy and Psychology of 
Teaching Typewriting. (Cincinnati, South-Western Publish
ing Company, I960), p. 37, 
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2, The slow student is more heavily penalized because 

speed as well as accuracy play an Important part in meet

ing the standard that has been set up for the test. 

3. The single composite skill score obtained by this 

method obscures the relationship of speed to accuracy. 

For example. Student A may have a GWM score of 350 with 

10 errors which would give him 50 NV/M. Student B may have 

a GV/M score of 250 with no errors for 50 NWM. Both stu

dents had the same NWM but the final results do not show 

a complete picture. 

The net-words-a-minute score does not show how fast 

a student can type because deductions are made for errors, 

and a slow typist with few errors might have the same score 

as a faster typist v/ith several errors; thus, the speed-

accuracy relationship is obscured. 

In this study the mean gross words a minute, net 

words a minute, and errors were determined at the end of 

every three-weeks' period. Since the standards at Texas 

Technological College are based on mean net words a minute, 

the mean net v/ords a minute was used in describing the 

achievements of each group on every test in this study. 

Although net words a minute are used in describing 

achievements of Texas Technological College students, 

gross words a minute and errors are also Important in this 

study because they enable the investigator to analyze the 

results better than when Just using net words a minute. 
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Measures of Central Tendency 

The Mean 

The mean includes all scores from the lowest score to 

the highest score. The range of the scores must be taken 

into consideration when comparing the mean of one group 

with the mean of another group; otherwise, the means v/ill 

not be as meaningful because two groups could have the 

same mean, but because of the range of scores made by each 

group, the achievements could be quite different. 

At the end of each test period, a comparison was made 

of each group's mean net words a minute with standards 

used at Texas Technological College. Then, a comparison 

was made to see how well Texas Technological College stu

dents met straight-copy standards established by authors 

of typewriting textbooks and textbook manuals. 

The Mode 

The mode, which is a value that occurs with the 

greatest frequency in a set of numbers, was not used 

because there was usually more than one mode for each list 

of scores, and it would not have presented a clear picture 

of what each group had done; therefore, the mode would not 

have been meaningful. 

The Median 

The median, which is the middle value of a set of 

numbers arranged in order of magnitude, was not used 
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because it was felt that it did not give data necessary 

for this study. Standards are usually set according to 

what the average student can be expected to achieve and 

not according to what one student might achieve; therefore, 

the mean which provided this average was used Instead of 

the median. 



CHAPTER IV 

FINDINGS 

This chapter enumerates the findings of the experi

ment described in the last chapter. The findings are 

categorized under the specific sub problems to which 

they pertain. 

Sub Problem 1 

V/hat straight-copy typewriting standards have been 

established by authors of textbooks and textbook manuals? 

Authors* Standards 

Standards established by authors of textbooks and 

textbook manuals for straight copy in college typewriting 

were analyzed. 

The speed levels given in the textbook. Philosophy 

and Psychology of Teaching Typewriting, are taken from 

the Manual for College Typewriting by Lessenberry and 

Wanous. The authors of the textbook mentioned above have 

this to say in regard to standards for college typewriting: 

In the matter of scoring for straight-copy 
tests, there is little uniformity among college 
typewriting courses. Some schools use CWAM 
(correct words a minute); others use GWM (gross 

30 
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words a minute) the first half of the semes
ter and NWAM (net words a minute) the second 
half.1 

The reference to correct words a minute in the above 

quotation means that the number of errors is deducted from 

the total words typed. 

Standards suggested for use at the end of the second 

semester of college typewriting by Lessenberry and Wanous 

are as follows:^ 

Net Words a Minute Grade 
60 or more A 
53-59 B 
46-52 C 
39-45 D 

These standards are based on a 5-niinute writing on 

straight-copy material which has a syllabic intensity of 

1.35 with a maximum of 3 errors allowed on the writing.^ 

Standards suggested for use at the end of the third 
4 

semester of college typewriting are as follows: 
Net Words a Minute Grade 

67 or more A 
60-66 B 
54-59 C 
45-53 D 

^Allien Ro Russon and S, J, Wanous, "Objectives of 
the Typewriting Course," Philosophy and Psychology of 
Teaching Typewriting, (Cincinnati, South-V/estern Publish-
ing Company, I960), p. 64. 

^D. D. Lessenberry and S, J. Wanous, Manual for 
College Typewriting, (6th ed., Cincinnati, South-Western 
Publishing Company, 1959), P. 35. 

^Russon and V/anous, Philosophy and Psychology of 
Teaching Typewriting, p. 57. 

4lbid., p. 66. 
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These standards are based on a 10-minute writing on 

straight-copy material which has a syllabic intensity of 

1,40 with a maximum of 5 errors allowed on the writing.^ 

The standards established by Lessenberry and Wanous 

show gross words a minute as a basis for grading until 

Lesson 121 at which time net words a minute are intro

duced. Lesson 121 is over half way through the lessons 

to be completed in the second semester of college type

writing. No reason is given for changing from gross 

words a minute to net words a minute at this point. Net 

v/ords a minute is used throughout the remainder of the 

lessons shown in their manual which includes the third 

semester of college typewriting. 

Along with the change from gross words a minute to 

net words a minute in Lesson 121, the error allowance 

changes from one error a minute (used at the beginning 

of the second semester) to one-half error a minute (used 

at the end of the third semester). 

Lloyd, Rowe, and V/lnger give the following standards 

for the end of the second semester of college typewriting 

in their manual, Gregg Typewriting for Colleges,' 

^Russon and Wanous, Philosophy and Psychology of 
Teaching Typewriting, p, "^^ 

6Lessenberry and Wanous, Manual for College Typewrit
ing, pp. 35, 57. 

7Alan C. Lloyd, John L, Rowe, and Fred E. Winger, 
Gregg Typewriting for Colleges, (Dallas, Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1957), P. vi. 
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Net V/ords a Minute Grade 
50 or higher A 
45-49 B 
40-44 C 
35-39 D 

These standards are based on 10-minute writings and 

do not give any suggestions for syllabic intensity at this 
o 

point. Error penalties follow a "graduated" plan. 

An analysis of the error penalties in the 
timed-writing test scales shows (l) that penalty 
is light for a few errors, (2J that penalty is 
heavy for more errors, and (3) that there is a 
celling on the total number of errors that will 
be tolerated. 

The range is from one to two words deducted for one 

error on timed-writing tests of from 5 to 10 minutes in 

length. After the second error, the penalty is greater 

for every additional error made.^ 

Lloyd, Rowe, and Winger give the following standards 

for the end of the third semester of college typewriting: 

Net Words a Minute Grade 
65 or higher A 
60-64 B 
50-59 C 
45-49 D 

These standards are based on 10-minute writings and 

penalties for errors are based on a "graduated" plan. The 

range is the same as for the second semester. 

^Ibid., p. vii, 

9lbld. 

•'-̂ Lloyd, Rowe, and Winger, Gregg Typewriting for 
Colleges, p. vi. 
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All of the above writers of textbook manuals say 

that their suggested standards can be adjusted or mod

ified if the teacher already has a set of standards that 

have been successful or if there is a need to raise or 

lower present grading scales, "A grading scale must be 

exacting enough at the top to identify superior typists 

and generous enough at the lower end to recognize and 

encourage those with limited skill,"-̂ -̂  No other manuals 

for other college typewriting books were found except the 

Prentice-Hall book. Complete College Typing, which is not 

widely used. 

Sub Problem 2 

To what extent do students in Typewriting for Busi

ness at Texas Technological College meet straight-copy 

typewriting standards established by authors of text

books and textbook manuals? 

Comparison of Students' Performance With Standards 
of Authors 

The Typewriting for Business course at Texas Tech

nological College is the second typewriting course 

offered; therefore, the course content covers what is 

ordinarily offered In the second and third semesters of 

college typewriting. The standards contained in the 

•'-•̂ Lessenberry and Wanous, Manual for College Type
writing, p. 3. 
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teacher's manual for the second and third semesters are 

included in Typewriting for Business which is taught at 

Texas Technological College. This must be taken into 

consideration when comparing achievements of students 

enrolled in Typewriting for Business. 

The normal curve results when a large group of stu

dents with the same previous training take a test and the 

scores will give approximately 7% A's, 24^ B's, 38^ C's, 

24^ D's, and 1% F's,^^ 

It is unlikely that any test for a col
legiate course in typing will give such a 
distribution of scores, however. There are 
always some students who have had extensive 
previous experience with the typewriter; 
these, of course, have an obvious advantage. 

The standards suggested for use at the end of the 

third semester by Lessenberry and Wanous are shown in 

TABLE 2 along with the percentage of Texas Technological 

College students making the same grades at the end of the 

semester. The difference between these percentages and 

13 the percentages for the normal curve are also given. 

Achievements of students at Texas Technological 

College were lower at the A, B, and C grade levels sug

gested by Lessenberry and Wanous when comparing their 

•^^Lloyd, Rowe, and Winger, Gregg Typewriting for 
Colleges, p. vii. 

''•̂ Lessenberry and Wanous, Manual for College Type
writing, p. 57. 
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grades with the normal distribution curve, and higher at 

the D and F grade levels. 

TABLE 2 

PERCENTAGE OF TEXAS TECHNOLOGICAL COLLEGE 
STUDENTS MEETING STANDARDS ESTABLISHED 

BY LESSENBERRY AND WANOUS* 

NWM 

67 or more 
60-66 
54-59 
45-53 
Below 45 

Total 

Grade 

A 
B 
C 
D 
F 

Students 

No. 

3 
17 
23 
28 
23 

94 

% 

3.2 
18.1 
24.5 
29.7 
24.5 

100 oO 

Normal 
Curve 

% 

7 
24 
38 
24 
7 

100 

Difference 

% 

- 3.8 
- 5.9 
-13.5 
+ 5.7 
+17.5 

0.0 

•**These standards are for the end of the 
third semester, and the comparison was made with 
Test 5 taken by Texas Technological College stu
dents. 

The breakdown showing how many students from each 

group ranked at each grade level established by Lessenberry 

and Wanous when using the scores for Test 5 are shown in 

TABLE 3, p. 37. 

TABLE 3 shows how Texas Technological College students 

with varied previous typewriting experience performed at 

the end of the second semester in comparison with suggested 

standards found in the textbook manual for the end of the 

third semester. 
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TABLE 3 

NUMBER OF TEXAS TECHNOLOGICAL COLLEGE 
STUDENTS IN GRADE LEVELS ACCORDING 

TO STANDARDS ESTABLISHED BY 
LESSENBERRY AND WANOUŜ ^ 

Group 

A 

B 

C 

D 

Total 

No, 

0 

2 

0 

1 

3 

A' s No. 

0 

9 

2 

6 

17 

B' s No, 

1 

11 

2 

9 

23 

C s No. 

1 

16 

6 

5 

28 

D' s No. F's 

6 

10 

3 

4 

23 

^̂ These standards are for the end of the third 
semester, and the comparison was made with Test 5 taken 
by Texas Technological College students. 

Most of the grades made on Test 5 when graded by the 

standards suggested in TABLE 2 resulted in more students 

in Group A making grades at the F level than any other 

grade; Group B making more grades at the D level than any 

other grade; Group 0 making more grades at the D level than 

any other grade; and Group D making more grades at the C 

level than any other grade. These figures are shown in 

TABLE 3. 

The standards suggested for use at the end of the 

third semester by Lloyd, Rowe, and Winger are shown in 

TABLE 4 along with the percentage of Texas Technological 

College students making the same grades at the end of the 
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semester.5 The difference between these percentages and 

the percentages for the normal curve are given. It can be 

seen that these standards do not have the same range at 

each grade level. There is a range of 10 at the C level 

while the B and D levels only have a range of 5. 

TABLE 4 

PERCENTAGE OF TEXAS TECHNOLOGICAL COLLEGE 
STUDENTS MEETING STANDARDS ESTABLISHED 

BY LLOYD, ROWE, AND WINGER 

NWM 

65 up 
60-64 
50-59 
45-49 
Below 

Tots 

( 

45 

Ll 

j-rade 

A 
B 
C 
D 
F 

Students 

No. 

5 
15 
34 
17 
23 

94 

% 

5.3 
15.9 
36o2 
18.1 
24,5 

100.0 

Normal 
Curve 

% 

7 
24 
38 
24 
7 

100 

Difference 

% 

- 1.7 
- 8.1 
- 1.8 
- 5.9 
+17.5 

0,0 

The results of grading by the standards suggested in 

TABLE 4 show that there was very little difference in the 

number at each grade level from that shown in TABLE 2, 

Two more made A's when the minimum speed was 65; two less 

made B's when the minimum speed was 60 for a B; eleven more 

made C's when the minimum speed was 50 for a C; eleven less 

made D's when the minimum speed was 45 and the maximum was 

^Lloyd, Rowe, and Winger, Gregg Typewriting for 
Colleges, p. vl. 
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49 for a D. The same number made F's according to both 

TABLES 2 and 4. TABLE 5 shows how many students from 

each group ranked at each grade level. 

TABLE 5 

NUMBER OF TEXAS TECHNOLOGICAL COLLEGE STUDENTS IN 
GRADE LEVELS ACCORDING TO STANDARDS ESTABLISHED 

BY LLOYD, ROWE, AND WINGERS* 

Group 

A 

B 

C 

D 

Total 

No. 

0 

3 

0 

2 

5 

A' s No. 

0 

8 

2 

5 

15 

B' s No. 

1 

16 

5 

12 

34 

C s No. 

1 

11 

3 

2 

17 

D' s No. F's 

6 

10 

3 

4 

23 

*These standards are for the end of the third semes
ter, and the comparison was made with Test 5 taken by Texas 
Technological College students. 

Sub Problem 3 

What straight-copy typewriting standards are used in 

Typewriting for Business at Texas Technological College? 

Texas Technological College Standards 

Typewriting for Business at Texas Technological College 

is a combination of what is usually Intermediate and 

advanced typewriting. However, a comparison of standards 

for Texas Technological College in Appendix D, p. 82 with 

standards for the second semester recommended by textbook 
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authors on pages 31 and 33 shows that Texas Technological 

College's standards are higher than those recommended by 

textbook authors; consequently, Texas Technological 

College's standards would be more difficult for students 

with no more than one semester of previous typewriting 

experience. The range in the Texas Technological College 

speed requirements would not need to be as wide as they are 

now if an intermediate typewriting course was offered. 

Fifty per cent of the semester grade was determined 

from performance on timed writing tests. Although the 

final grade in this area of grading was derived from timed 

writings in the last 3 weeks, each grading period is impor

tant in this study and will be examined in the next sec

tion. All scores were based on net words a minute, A 

copy of the Standards for Typewriting for Business used 

at Texas Technological College is appended on page 82, 

Sub Problem 4 

To what extent do students enrolled in Typewriting for 

Business at Texas Technological College meet straight-copy 

typewriting standards for the course? 

Achievement of Each Group for Every Time Period 

Group A.—This was the smallest group (8 students) 

and had had one semester of college typewriting. TABLE 6 

shows that Group A increased 5 gross words a minute; and, 

at the same time, errors decreased 1,9 on the five-minute 
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TABLE 6 

MEAN AND RANGE OF SCORES FOR 
GROUPS EVERY TIME PERIOD 

Group 

( 

Group A 
Test 1 

2 
3 
4 
5 

Group B 
Test 1 

2 
3 
4 
5 

Group C 
Test 1 

2 
3 
4 
5 

Group D 
Test 1 

2 
3 
4 
5 

• 

IWM 

47 
48 
50 
52 
52 

56 
58 
60 
60 
61 

53 
56 
57 
57 
58 

60 
63 
63 
64 
65 

Mean 

Ers, 

6.4 
4.9 
5.5 
6.9 
4.5 

6.1 
4.7 
5.7 
5.9 
4.5 

4,4 
4.7 
4.5 
4.9 
3.8 

5.6 
4,2 
5oO 
5.5 
4.6 

NWM 

35 
38 
39 
38 
44 

44 
49 
48 
48 
52 

45 
47 
48 
48 
50 

49 
54 
53 
53 
56 

Range of Scores 

GWM 

33-59 
35-61 
37-62 
39-62 
40-61 

35-79 
35-85 
33-83 
40-85 
39-86 

43-65 
43-67 
43-67 
44-66 
45-69 

40-85 
51-88 
48-84 
46-85 
48-87 

Ers, 

3.5-10 
1.5- 8 
3.5-10.5 
4,5-13 
2,0- 6.5 

1.5-16 
1.0-12 
.5-13.5 
1.0-15 
1.0- 9 

3oO- 8.5 
2.0-11 
2.0- 7.5 
1.5-13 
1.5- 9.5 

1.0-17 
1.0-11 
1.5-13 
2,5-11 
1.5- 9.5 

NWM 

22-52 
27-58 
27-54 
22-53 
34-58 

22-75 
28-79 
24-81 
29-79 
30-81 

37-57 
31-63 
34-60 
34-58 
38-62 

28-78 
33-80 
29-79 
32-77 
37-82 
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writings when comparing Test 1 with Test 5. TABLE ^ shows 

that the range of scores for Group A was lower on Test 5 

than on any of the other tests. There was a difference 

of 21 GWr-l, 4.5 errors, and 24 NWM. 

TABLE 7, p. 43, shows that most of the students in 

Group A made grades of C, D, and P on these tests. A 

higher percentage of students in Group A made grades of 

F on every test than did students in the other groups. 

The mean grade for Group A stayed at the D level 

from Test 1 to Test 5; thus, it would seem that students 

in this group did not have enough previous typewriting 

experience to enable them to rank higher. GRAPHS 1-3, 

pp. 44-46, show the achievements of Group A in comparison 

with the other groups. On Test 4, Group A»s sharp increase 

in errors caused NT-'/M to decrease. Test 4 was administered 

shortly after the spring vacation at Texas Technological 

College which may account for the'increase in errors and 

for the decrease in NIÂ M. 

Group 3,—This group was the largest group (48 stu

dents) and had had two semesters of high school typewrit

ing. TABLE 6, p. 41, shows that Group B increased 5 GWM 

from Test 1 to Test 5- It also increased 8 NWN; and, at 

the same time, errors decreased 1.6 on the five-minute 

writings. The range of scores for Group B was erratic 

with the lowest range of GWM, errors, and NWM, coming on 

different tests. The lowest range of GWM occurred on 
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NUMBER AND PERCENTAGE OF GROUPS IN 
GRADE RANGES EVERY TIME PERIOD 

43 

Group 

Group A 
Test 1 

2 
3 
4 
5 

Group B 
Test 1 

2 
3 
4 
5 

Group C 
Test 1 

2 
3 
4 
5 

Group D 
Test 1 

2 
3 
4 
5 

No. 

0 
0 
0 
0 
0 

6 
7 
3 
2 
2 

0 
1 
0 
0 
0 

6 
5 
3 
1 
1 

A 

0.0^ 
0.0 
0.0 
0.0 
0.0 

12.5 
14.6 
6o2 
4,2 
4.2 

0.0 
7.7 
0.0 
0.0 
0.0 

24,0 
20,0 
12,0 
4o0 
4.0 

No, 

1 
1 
1 
0 
0 

8 
15 
9 
8 
9 

4 
4 
3 
3 
2 

8 
13 
10 
5 
6 

• B 

12.5^ 
12.5 
12,5 
0,0 
0.0 

16.7 
31.2 
18,7 
16,7 
18.7 

30,8 
30.8 
23.1 
23.1 
15.4 

32.0 
52.0 
40.0 
20.0 
24.0 

No. C 

2 25.0^ 
1 12.5 
1 12,5 
1 12.5 
4 50.0 

21 43.7 
14 29.2 
19 39.6 
15 31o2 
16 33.3 

7 53.8 
5 38.5 
8 61.5 
5 38.5 
5 38.5 

6 24.0 
5.20.0 
7 28.0 
13 52.0 
12 48.0 

No, 

2. 
4 
4 
4 
3 

8 
8 
11 
16 
15 

2 
3 
2 
2 
5 

5 
2 
3 
4 
5 

. D 

,25.0^ 
50oO 
50.0 
50.0 
37.5 

16.7 
16.7 
22.9 
33.3 
31.2 

15.4 
23.1 
15.4 
15.4 
38.5 

20.0 
8.0 
12.0 
16.0 
20.0 

No. F 

3 37.5^ 
2 25.0 
2 25.0 
3 37.5 
1 12.5 

5 10.4 
4 8.3 
6 12.5 
7 14.6 
6 12.5 

0 0.0 
0 0.0 
0 0,0 
3 23.1 
1 7.7 

0 0,0 
0 0,0 
2 8.0 
2 8,0 
1 4.0 
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Test 1 (44 GWM difference). The lowest range of errors 

was a difference of 8 on Test 5» and the lowest range of 

NWM was a difference of 50 on Test 4. 

TABLE 7> p. 43, shows that most of the students in 

Group B made grades of C and D on these tests, but more 

A*s were made by this group than any other group. 

The mean, grade for Group B stayed at the C level from 

Test 1 to Test 5. The one exception to the grades of C 

and D mentioned above was on Test 2 when the B level had 

the highest percentage of students. Also, on Test 2, more 

A*s and fewer F's were made. It is not known why this hap

pened in this group and no other group had similar results 

on Test 2. GRAPHS 1-3, pp. 44-46, show the achievements of 

Group B in comparison with the other groups. There was not 

as much change from Test 3 to Test 4 as the other groups had 

because errors did not increase as much. The increase was 

so slight that there was no change in NWM from Test 3 to 

Test 4. Errors decreased sharply on Test 2, probably due to 

consistent practice since Test 1. The increase of errors to 

the highest point on Test 4 is probably due to lack of prac

tice during the spring vacation at Texas Technological College. 

Group C—This group was next to the smallest of the 

four groups (13 students) and had had three semesters of 

high school typewriting. This factor plus the varied 

typewriting experience in high school may have prevented 

a fair sample which would have more adequately shown what 
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the performance of students with three semesters of high 

school typewriting really is. 

TABLE 6, p. 41, shows that Group C increased 6 G'M 

from Test 1 to Test 5. It also increased 5 NWM; and, at 

the same time errors decreased only .6. While this group 

gained the same number of GV/M as the other groups, their 

NWM did not increase as much. Their errors on the five-

minute writings were lower on Test 1 than all other groups, 

and their errors did not fluctuate as much on Tests 1-4 

as the other groups' errors. On Test 5, Group C had less 

mean errors than any other group. This shows their efforts 

toward accuracy while steadily, though slowly, Increasing 

GWM and NWM, 

The range of scores for Group C did not change as 

much as the range of scores for the other groups, TABLE 6, 

p. 41, shows, however, that the lowest range of GWM 

occurred on Test 1 and Test 3 with a difference of 22 GWM. 

The lowest range of errors was a difference of 5.5 on 

Test 1 and also on Test 3> and the lowest range for NWM 

was on Test 1 with a difference of 20 NWM. 

The mean grade for Group C stayed at the C level from 

Test 1 to Test 5. TABLE 7, p. 43, shows that most of the 

students.in Group C were at the C level on all the tests. 

Group C did not type as many GWM as Group B on any of 

the tests, but their NWM were closer to Group B's due to 

their making fewer errors, (See TABLE 6, p, 41,) The 

only reason the investigator could find for the differences 
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in the GWM of the two groups was that Group B was more 

than three times as large as Group C so that there was 

not a representative sample of scores In Group C. However, 

Group C had had more previous typewriting experience than 

Group B. Some unknown factor may have been present in the 

second and third semesters of high school typewriting that 

caused this effect. 

On Test 4, Group C had more students at the F level 

percentage wise than any group except Group A. Even though 

this test followed the spring vacation at Texas Technolog

ical College and errors were higher than on Test 3, Group 

c's NWM were the same as on Test 3, and so were the GWM. 

Group C undoubtedly had some students whose GWM decreased 

on Test 4 and also some students whose GWM increased 

enough to offset the lower scores so that there was no 

change reflected in NWM when looking at TABLE 6 or GRAPH 3. 

GRAPH 2, p. 45, shows that Group C's errors did not 

follow the same pattern as the other groups. On Test 3, 

Group C's errors decreased while the other groups' errors 

increased, but on the previous test (Test 2) Group C had 

also typed in an opposite pattern. Their errors Increased 

on Test 2 while other groups' errors decreased sharply. 

No reason for this performance was found. 

Group D,—This group was next to the largest of the 

four groups (25 students) and had had four semesters of 

high school typewriting. TABLE 6, p. 41, shows that Group D 

TEXAS TECHNOLOGICAL COLLEGE 
LUBBOCK, TEXAS 
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increased 6 GWM from Test 1 to Test 5* It also increased 

7 NWM; and, at the same time, there was a decrease of one 

error on the five-minute writings. 

The lowest range of scores for Group D was erratic 

V7ith the lowest range of GWM, errors, and NWM, coming on 

different tests. The lowest range of GWM occurred on 

Test 3 (36 GWM difference). The lowest range of errors 

was a difference of 8 on Test 5, and the lowest range of 

NWM was a difference of 45 on Tests 4 and 5. Although 

Group D was only one half as large as Group B, their range 

of scores was similar to those of Group B. It would seem 

that students with more previous typewriting experience 

would not have as much difference in the range of scores 

as those with less previous typewriting experience. Also, 

the fact that there were fewer students in Group D than in 

Group B should have narrowed the difference in their range 

of scores. Some of the variables mentioned on page 22 

may have been contributing factors in this occurrence. 

TABLE 7, p. 43, shows that most of the students in 

Group D were at the B and C levels on all of the tests. 

This group made more B's on Tests 2 and 3 and made more 

C»s on Tests 4 and 5» The lower grades are probably the 

result of little or no practice during the spring vacation 

at Texas Technological College. 

The m̂ ean grade for Group D stayed at the B level on 

Tests 1 and 2, then dropped to the C level on Tests 3-5. 
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TABLE 7, p. 43, shows that most of the A's were made 

by Group D if the number of students in each group is 

taken into consideration,-''̂  GRAPHS 1-3, pp. 44-46, show 

the achievements of Group D in comparison with the other 

groups. The only other group to Increase GWM on Test 4 

was Group A. 

Achievement of All Groups 

Every group except Group D increased GWM on every 

test up to Test 4 and Group A Increased GWi up to Test 5, 

The reason Group D's GWM levelled off earlier than the 

other groups may be due to two factors: 

1. They could, presumably, type faster than the 

other groups when they enrolled in Typewriting for Busi

ness. They had already completed four semesters of type

writing in high school and should be typewriting faster, 

but usually the more skill a person has, the more difficult 

it is to progress. "For any individual there is a limit 

set by maturation to the degree of perfection he can attain 

in any given activity. . . . The amount of learning time 

required to attain the limits set by maturation also differs 

widely among the members of any species."-^5 

2. There may be learning patterns in any group of 

students over a period of time; one of these being the 

l4 
Supra., p. 43. 

^^Floyd L. Ruch, "Factors in Development," Psychology 
and Life, (Dallas, Scott, Foresman and Company, 1941), p. 44. 
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plateau when there seems to be a lack of progress.16 

"There are periods between initial development and the ulti

mate limit when the course of learning remains relatively 

flat. . . . In the development in any field of learning or 

the acquisition of skill, a place In the curve will be 

reached when the complexity of knowledge or skill causes a 

considerable slowing down,"17 AS a result of these learn

ing patterns, the GWM score of students who have had pre

vious typewriting experience does not Increase as rapidly 

as the GWM score of students who have had little or no 

previous typewriting experience. This could be true in 

any skill. 

Group C did not increase more than 1 GWM every time 

period after Test 2 which may be due to previous typewrit

ing experience also. When a student has had two or more 

semesters of previous typev/riting, his speed will probably 

not increase as rapidly as it did in the first two semes

ters of typewriting. Perhaps this is why Groups A and B 

increased 2 GWM every time period until Test 4 with the 

exception of only 1 GWM Increase for Group A from Test 1 

to Test 2. 

•̂ Âlllen R. Russon and S. J. Wanous, "Psychology of 
Skill Building," Philosophy and Psycholopiy of Teachinp; 
Typev/rltlnp;, (Cincinnati, South-Western Publishing Com
pany, I960), p. 135. 

'Herbert Sorenson, "The Course of Growth and Devel
opment," Psycholofsy In Education, (New York, McGraw-Hill 
Book Company, Inc., 1940), pp. 267, 268. 
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Normally, one would expect the scores made by Group C 

with three semesters of high school typewriting to be 

higher than those made by Group B with two semesters of 

high school typewriting, but the opposite was found to 

exist in this study. No explanation for these results was 

found unless: 

1. Group C had possibly reached a plateau for GWM. 

2. Group B had some superior typists in it. 

As mentioned on page 49, the errors of all groups 

except Group C followed the same general pattern of 

decreasing errors on Test 2, increasing errors on Tests 3 

and 4, and then decreasing on Test 5 again. Group C had 

a fluctuating error pattern for which no explanation was 

found. 

GRAPH 3, p. 46, shows that Groups B, C, and D had a 

similar NWM pattern and that Group A had the greatest 

increase of NWM of all groups on Test 5 when comparing it 

with Test 1. Therefore, it would seem that the general 

trend was for a greater increase in NWM when a group had 

had less previous typewriting experience. The exception 

in this study was Group C. It had the smallest Increase 

of all groups. It must be stressed again that Group A and 

Group C may not have had enough students to get a represent

ative sample of their ability on the basis of previous 

typewriting experience. This made it impossible to identify 

statistically significant relationships. 
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Averages of All Groups 

According to TABLE 8, the combined GWM for all groups 

increased every time period except on Test 4 where it 

remained the same. The mean GWM for the four groups for 

all five tests was 56.8. 

TABLE 8 

MEAN SCORES OF GROUPS EVERY TIME PERIOD 

Mean Scores Range of Scores 
Test 

GWM Ers. NWM GWM Ers. NWM 

1 54 5.7 43 33-85 1.0-17.5 22-78 

2 56 4.6 47 35-88 1.0-12.0 27-80 

3 58 5.2 47 33-84 .5-13.5 24-81 

4 58 5.8 47 39-85 1.0-15.0 22-79 

5 59 4.4 51 39-87 1.0- 9.5 30-82 

The mean NWM for all five tests was 46.9. This was 

the C level on all tests except Test 5 when it would have 

been a grade of D. However, TABLE 8 shows that the mean 

NWM for Test 5 was 51 which was at the C level. This mean 

NWM at the C level on Test 5 which was at the end of the 

semester seems to indicate that the average student taking 

Typewriting for Business was ranking at the average grade 

level. However, the range of scores in TABLE 8 shows that 

the range of GWM scores was not much greater on Test 5 
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than it was on Test 4, but the range of errors was lower 

on the two tests than it had been on previous tests. The 

mean errors on all five tests was 5.I. Errors decreased 

1.4 on Test 5, but GWM only increased 1 Ĝ//M. It is reason

able to expect that there will be some increase in straight-

copying skill in the third semester of high school type-

19 writing, so it is natural to expect some increase in the 

second semester of college typewriting. How much increase 

to expect is not known. 

Students may not have typed as well as they should 
r 

at the end of the semester. Their performance may have 

been influenced by some of the uncontrollable variables 

listed on pages 24 and 25, 

TABLE 9 shows that on Test 5 students at Texas Tech

nological College ranked the same at the A and B levels 

percentage wise according to standards used in Typewriting 

for Business as they did when they were ranked according 

to standards established by Lessenberry and Wanous. (See 

TABLE 2, page 36,) 

The difference between these standards and the normal 

curve was the same at the A and B grade levels with a 

difference of -3,8^ at the A level and a difference of 

-5.9^ at the B level. At the C level, Texas Technological 

College students ranked the same as when they were ranked 

^Russon and Wanous, Philosophy and Psycholo/3;y of 
Teaching Typewritin.q;, p, 57. 
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according to the standards established by Lloyd, Rowe, and 

Winger. (See TABLE 4, page 38,) There was a -1,8^ differ

ence between these standards and the normal curve, 

TABLE 9 

PERCENTAGE OF GROUPS IN GRADE RANGES 
EVERY TIME PERIOD 

Test No. A No. B No. C No. D No. F 

1 12 12.8^ 22 23.4^ 35 37.2^ 17 18.1^ 8 8.5^ 

2 13 13.8^ 33 35.1^ 25 26.6^ 17 18.1^ 6 6.4^ 

3 6 6.4^ 23 24.5^ 35 37.2^ 20 21.3^ 10 10,6^ 

4 3 3.2^ 16 17.0^ 34 36.2^ 26 27.7^ 15 15.9^ 

5 3 3.2^ 17 18.1^ 34 36.2^ 29 30,8^ 11 11. 

At the D level, there was very little difference 

between the three standards mentioned above; however, there 

was a vast difference at the F level. When using the stand

ards established by Lessenberry and Wanous and the standards 

established by Lloyd, Rowe, and Winger, the difference at 

the F level was +17.5^. Both of these standards used 45 NWM 

as a minimum, whereas Texas Technological College's stand

ards for Typewriting for Business had a minimum of 40 NWM; 

and if the same standards of 45 NWM had been used at Texas 

Technological College, the difference would be exaggerated 

even more. 

On Test 5 which was used to determine the grade on 

timed writings in Typewriting for Business, there was a 
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difference of only +^,7% between standards used at Texas 

Technological College and the normal curve at the F level. 

Test 1 shows that students were performing close to 

the normal curve percentages except at the A level and the 

D level. One or two factors could have been a contribut

ing cause at this time. One factor is to assume that most 

of the students enrolled in Typewriting for Business could 

already type at a rate that would enable them to rank at 

the C level or above on Test 1 when using the standards 

that have previously been used at Texas Technological 

College. The other factor is to assume that the percent

ages would have been different if the standards had been 

adjusted slightly. Perhaps the range at each grade level 

was too wide at some levels and approximate for other 

levels as shown on Tests 2-4, page 42. 

Test 5 shows that the A level percentage dropped 9.6 

percentage points from 12,8^ to 3.2^, The F level per

centage increased 3.2 percentage points from 8,5^ to 11.7^. 

The minimum passing standards for the course increased 

from 28 NWM on Test 1 to 40 NWM on Test 5. It is evident 

that some of the students were not able to meet end-of-the-

semester requirements in Typewriting for Business. These 

standards for a second-semester course, however, are com

parable to what is recommended for a third-semester 

college typewriting course. 
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Sub Problem 5 

To what extent do students enrolled in Typewriting 

for Business at Texas Technological College meet the 

straight-copy typewriting standards used by Texas Technolog

ical College in relation to their previous typewriting 

experience? 

The C level was chosen for purposes of comparison 

because the average student is expected to achieve the 

standards at the C level. GRAPH 4 on the next page shows 

the mean NWM of each of the four groups at the end of 

every time period and it also shows the standards used at 

Texas Technological College in Typewriting for Business for 

every time period. Also shown, are the mean scores of 

groups every time period. (See TABLE 8, page 54.) 

Groups B, C, and D achieved a mean NWM above the 

Texas Technological College standards until Test 5 when 

Group C had the same NWM as the standards used for this 

final time period. Groups B and D exceeded the minimum 

standards used for this time period by 11 WM and 14 NWM 

respectively. Group A's mean NWM fell below the C level 

on all tests. 

A college course in typewriting usually consists of 

fifteen weeks compared to thirty-six weeks for a year of 

typewriting in high school such as Group B had. Group A 

did not have enough previous typewriting experience even 
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GRAPH 4 

MEAN SCORES OF GROUPS EVERY TIME PERIOD AND A 
COMPARISON OF EACH GROUP'S MEAN NET WORDS A 
MINUTE WITH TEXAS TECHNOLOGICAL COLLEGE 
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though this experience was on the college level. The 

standards in Typewriting for Business were too high for 

Group A. 



CHAPTER V 

SUMMARY 

This chapter presents a summarization of the preced

ing chapters. 

The Problem 

The purpose of this study is to determine the sequence 

of courses and straight-copy standards for typewriting 

courses at Texas Technological College, Lubbock, Texas. 

Need for the Study 

A thorough search was made of the literature in the 

field of straight-copy standards for college typewriting. 

The literature has shown that there is a need for straight-

copy standards for college typewriting that will enable 

the student to attain the objective of the typewriting 

course and, at the same time, achieve minimum vocational 

competence. There was a need for additional information 

about straight-copy standards for college typewriting which 

experimentation could provide. 

Related Literature 

In order to measure a student's achievement at a 

specific time as effectively as possible, more than one 

61 
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test should be given during a predetermined Interval of 

time. Placement programs have been used at some colleges 

largely as a means of preventing repetition of material 

previously covered on the high school level. The only 

sources found that set forth any standards for straight 

copy in college typewriting were textbooks and typewrit

ing manuals, and these had little uniformity. 

Procedure 

The method used in this study compared the results 

on straight-copy tests of Texas Technological College stu

dents with straight-copy standards established by authors 

of textbooks and textbook manuals and with existing 

straight-copy standards used in Typewriting for Business 

at Texas Technological College, Lubbock, Texas. 

Flndinp;s 

Sub Problem 1 

The two textbooks' standards used in this study varied 

more for the second semester of college typewriting than 

they did for the third semester of college typewriting. 

The suggested minimum NWM varied each semester, and the 

length of the writing varied also. 

Sub Problem 2 

1. When graded according to the third-semester stand

ards established by Lessenberry and Wanous, 54.2^ of the 
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students at Texas Technological College were at the D and 

F levels on Test 5 in Typewriting for Business which is a 

second-semester course. The percentage of students at -

the C level according to this standard was 24,5^ which 

was too low when compared to the normal curve. The mini

mum NWM for this standard was too high for almost 25^ of 

the students. 

2. When graded according to the third-semester stand

ards established by Lloyd, Rowe, and Winger, the scores of 

Texas Technological College students on Test 5 were close 

to the normal curve at the A and C levels (5.3^ and 36.2^), 

but there was a high percentage of the students at the D 

and F levels (18.1^ and 24.5^ respectively). The minimum 

NWM for this standard was too high for almost 25^ of the 

students also, 

3. The large number of students making a grade of F 

seems to indicate that the third-semester standards were 

too high for these students or that the amount or quality 

of previous typewriting experience may have been inadequate. 

It was assumed that the instruction in Typewriting for 

Business was adequate. 

Sub Problem 3 

In Typewriting for Business at Texas Technological 

College, the standards for Test 1 Were comparable to the 

^Supra., p. 23. 
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standards suggested in the teacher's manual for the begin

ning of the second semester and the standards for Test 5 

were comparable to the standards suggested in the teacher's 

manual for the end of the third semester,^ 

The standards for straight-copy timed writings used 

at Texas Technological College have been determined from 

previous teaching experience in typewriting and are shown 

in Appendix D, page 82. 

Sub Problem 4 

On Test 5$ 21,3^ of the students ranked at the A and 

B levels, 36,2^ ranked at the C level, and 42.5^ ranked 

at the D and F levels according to the standards used at 

Texas Technological College in Typewriting for Business., 

It is evident from the above percentages, that not enough 

of the students met the straight-copy timed writing stand

ards at Texas Technological College. 

Sub Problem 5 

1, Group A steadily increased GWM until Test 5 and 

then levelled off. Errors decreased and NWM increased 

until Test 4 when the opposite occurred. Test 5 had fewer 

errors and NWM increased again. Despite the increases 

given above. Group A, having had only one semester of pre

vious typewriting experience, did not perform very well. 

2 
Lessenberry and Wanous, Manual for College Typewrit

ing, ?• 57. 
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The standards for Typewriting for Business were too high 

for this group. Its mean NWM was below the C level on 

all tests. 

2. Group B Increased GWM until Test 4 where the 

score remained the same, and then Increased again on 

Test 5. Errors decreased sharply on Test 2, Increased on 

Tests 3 and 4, decreasing again on Test 5; consequently, 

NWM Increased on Test 2, decreased on Test 3, remained the 

same on Test 4, and increased again on Test 5. 

3. Group C increased GWM until Test 4 where the 

score remained the same, and then increased again on Test 5 

Errors fluctuated ending with fewer errors on Test 5 than 

on any other test, NWM increased until Test 4 where it 

remained the same, and then increased again on Test 5. 

Group C, students who had had three semesters of previous 

typewriting experience, did no better in Typewriting for 

Business than those having had two semesters of previous 

typewriting experience (Group B) except on Test 1 when 

they exceeded Group B by 1 NWM, 

4. Group D increased GWM until Test 3 where it 

remained the same, and then increased again on Test 5. 

Errors decreased sharply on Test 5* N\iM Increased until 

Test 3 where it decreased, remained the same on Test 4, 

then increased sharply again on Test 5« Group D, students 

having had four semesters of previous typewriting experi

ence, achieved rates which ranged from 4 NWM to 5 NWM 
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above the rates achieved by Group B every test period, 

and from 4 NWM to 7 NWM above the rates achieved by 

Group C. 

The achievement of each group summarized above reveals 

that students' performances on Test 4, which followed the 

spring vacation at Texas Technological College, did not 

follow the trend of the performances on the previous tests, 

especially for errors and NWM which Increased and decreased 

respectively. Groups A and D increased GWM slightly on 

Test 4 while Groups B and C stayed the same as they had 

been on Test 3. 

Students having had two, three, and four semesters 

of previous high school typewriting experience did better 

on Test 5 than those having had one semester of college 

typewriting.-^ 

Rates achieved on Test 4 seem to indicate that the 

spring vacation which came between Tests 3 and 4 was 

possibly the cause of an Increase in the number of F's 

made and the reason why more students typed at a lower 

level and made more errors on Test 4. 

^See TABLE 6, page 41, 



CHAPTER VI 

CONCLUSIONS 

After analyzing the results of the experimental 

study conducted in Typewriting for Business at Texas 

Technological College, Lubbock, Texas, specific con

clusions were determined. Conclusions answering the 

sub problems in the first chapter are stated. Also, 

the general conclusion is stated which answers the gen

eral problem defined in the first chapter. 

Sub Problem 1 

What straight-copy typewriting standards have been 

eetablished by authors of textbooks and textbook manuals? 

Authors have established standards for the first, 

second, and third semesters, but standards vary with 

the authors. 

Sub Problem 2 

To what extent do students in Typewriting for Busi

ness at Texas Technological College meet straight-copy 

typewriting standards established by authors of textbooks 

and textbook manuals? 

Texas Technological College students are meeting 

second-semester standards but not third-semester standards. 

67 
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Sub Problem 3 

What straight-copy typewriting standards are used in 

Typewriting for Business at Texas Technological College? 

Texas Technological College used standards for straight-

copy timed writings which are between the second- and third-

semester of the textbook manual. These standards have been 

determined from previous teaching experience in typewriting 

and are shown in Appendix D.-̂  

Sub Problem 4 

To what extent do students enrolled in Typewriting 

for Business at Texas Technological College meet straight-

copy typewriting standards for the course? 

Groups B, C, and D met the standards used at Texas 

Technological College, but Group A did not meet them. 

Sub Problem 5 

To what extent do typewriting students enrolled in 

Typewriting for Business at Texas Technological College 

meet the straight-copy typewriting standards used by 

Texas Technological College in relation to previous type

writing experience? 

Students who had had two or more semesters of pre

vious typewriting experience were able to meet the straight-

copy typewriting standards at Texas Technological College. 

•̂ See Appendix D, page 82. 
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All groups except Group A had mean scores above the C 

level every time period when using these standards. 

General Problem 

The purpose of this study is to determine the sequence 

of courses and straight-copy standards for typewriting 

courses at Texas Technological College, Lubbock, Texas. 

The general conclusion reached was that the number of 

typewriting courses offered at Texas Technological College 

is not adequate. Texas Technological College should have 

three courses of typewriting. Straight-copy typewriting 

standards should be appropriate for the background of stu

dents entering a course. 



CHAPTER VII 

RECOMMENDATIONS 

On the basis of the conclusions from this study which 

are stated in Chapter VI, the follov/ing recommendations 

are suggested for typewriting courses at Texas Technolog

ical College: 

1. It is recommended that Beginning Typewriting 

continue to be offered for students with less than one 

semester of previous typewriting passed in college, or 

one or less than one semester passed in high school. 

2. It is recommended that another typewriting course, 

Intermediate Typewriting, be offered as a second-semester 

course. This course would be offered between Beginning 

Typewriting and what is now Typewriting for Business for 

students who have had one semester of previous typewriting 

experience in college or two or three semesters of previous 

typewriting experience in high school. 

3. It is recommended that the present method of 

placement of students in typewriting classes at Texas 

Technological College be changed so that the prerequisite 

for Typewriting for Business (the name of which is 

^See Appendix E, page 83. 
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recommended to be changed to Advanced Typewriting) is two 

semesters of previous typewriting experience in college, 

or four semesters of previous typewriting experience in 

high school. 

4. If the above recommendations are adopted, it is 

recommended that the following standards be used for 

straight-copy typewriting at the end of each of the three 

typewriting courses: 

Be^lnnlnp; Intermediate Advanced 
Typewrltinp;; Typewrltlnp; 

A 43+ A 60+ 
B 38-42 B 53-59 
C 33-37 C 46-52 
D 28-32 D 39-45 

These standards are recommended for five-minute timed 

writings on straight-copy material based on NV/M. No error 

allowances will be set because "as a rule, the more atten

tion that is called to errors, the more errors the student 

makes." 

Typewrit 

A 
B 
C 
D 

70-* 
63-
56-
49-

,lnp; 

•69 
•62 
•55 

^Allien R. Russon, and S. J. Wanous, "Typewriting 
Errors and Corrective Measures," Philosophy and Psycholop;y 
of Teachinp; Typewriting. (Cincinnati, South-Western 
Publishing Company, I960), p. 361. 



CHAPTER VIII 

SOME PSYCHOLOGICAL IMPLICATIONS AND PROJECTIONS 

Psychological implications Involved in teaching 

Typewriting for Business obtained in this experiment and 

in a review of related literature are discussed below. 

Implications 

Measurement of Skill 

The major emphasis in college typev;rlting thus far 

in the United States has been on skill and the application 

of skill to production work with specific standards that 

the student must meet. Russon and Wanous say that "in 

the majority of schools, measurement must be used for 

evaluating the student in relative standing with the other 

students.' Individuals grow and develop at varying rates; 

therefore, it is difficult to measure progress when one 

student's straight-copy speed must be compared with the 

specific standard used in a typewriting course. 

Effect of Team Teaching; 

The usual procedure for instruction of business 

courses at Texas Technological College was to have one 

•̂ Allien R. Russon and S, J. Wanous, Philosophy and 
Psychology of Teaching Typewriting!:, p. 3&W] 
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instructor. Through the use of two Instructors or team 

teaching, more help was given to individuals who were 

having difficulty, and more observation v/as possible. At 

the beginning of the semester, both teachers were in the 

room with each section at various times during the week 

when more help would obviously be needed. After four or 

five weeks, only one of the instructors was present with 

a particular section. 

Effect of Standards Used 

Some of the students may have been discouraged because 

of their inability to attain the standards each time period 

while others may have been challenged by the same stand-
p 

ards. Clem said: 

A standard of measure for each semester 
should produce a stimulus for progress. The 
minimum speed required at the end of the pre
ceding semester makes an excellent standard 
of measure for the grading of the speed tests 
for the current semester. It is fair to 
expect higher speeds than this minimum, and 
it is only fair to give a failing mark on 
tests where the rate falls below the minimum 
speed requirement used for the previous 
semester. Surely the student should improve. 

Effect of Time Periods 

Three-week time periods were used in Typewriting for 

Business. Since straight-copy timed writings were given 

the last three days of every time period, some students 

^Clem, Techniques of Teaching Typewrltlnp;. p. 360, 
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niay have typed less than their average speed because of 

variables listed on page 22, However, the final grade for 

straight-copy timed writings was determined after the final 

time period when students should have been typewriting at 

their best speed. 

Projections 

Since there v;as a need for a study regarding straight-

copy standards at Texas Technological College, Lubbock, 

Texas, there may also be a similar need at other colleges 

throughout the nation. Some provision must be made for 

students who have had previous typewriting experience 

whether it was one semester of college typewriting or two 

or more semesters of high school typewriting. There is 

the question of whether the student should repeat Begin

ning Typewriting and, if so, what standards should he be 

expected to attain? If he does not repeat Beginning Type

writing, what standards should he be expected to attain in 

a more advanced course in Typewriting? 

Perhaps other colleges could incorporate the recom

mendations of this study into their own course outlines. 
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APPENDIX A 

TIMED WRITING TEST 
Total 
Words 

Congratulations on the big order you sent in to us. It 11 

is your best one to date, is it not? You know, we felt 22 

when you joined our staff that you had the makings of a 34 

very fine salesman; but we did not think that in less than 46 

a year you would lead the whole staff in sales. If you 57 

keep up such a tremendous record, I do not doubt that 68 

the home office will be taking special Interest in-you; 79 

you deserve every break. 84 

I welcome the inquiry you made about our giving 93 

special discounts on products that we have in stock but . 104 

are no longer making. I am sorry we did not make our 115 

policy in such situations clear to you. We never give 127 

special discounts on such products. What we do is give 137 

a double commission to the salesman who orders out the 148 

balance of stock on such a product; he is then in a 158 

position from which he can negotiate. 167 

If you would like to try your hand in this field, I 177 

will arrange to send you on the first of each month for 188 

the next four months a complete list of all such products 199 

and the quantities of each in balance. If you can prove 212 

your ability in moving this kind of merchandise, then I 223 

know the home office will be more than pleased. You may 234 

or may not know that all our executives are men who had 245 

outstanding sales records. 250 

79 



Read Carefully 
APPENDIX B 

Statement of Previous Typewriting 

You must complete this form accurately. After the 
semester begins transcripts are checked in the Registrar's 
Office, If this statement is not correct, you will be 
dropped from the course with an F, 

Amount of Typewriting 

_None 
_Less than one semester 
State how much 
_One semester 
_Two semesters (one yr.) 
_Three semesters 
_Four semesters (two yr.) 

Read before 
signing: 

Name of School and Tovm 
High School College 

(Signature of Student)(Date) 

In High School, if you passed 

None or less than one semester 
One semester 
Two semesters 
Three semesters 
Four semesters 

In College, if you passed 

None or less than one semester 
One semester 
Two semesters 
Three semesters 
Four semesters 

Enroll in: 

SA 
SA 
SA 
SA 
SA 

121 
121 
1 2 2 "t̂  
122^^ 
122'»* 

Enroll in: 

SA 121 
SA 122 
None 
None 
None 

•'̂If you cannot typewrite 35 
enroll in SA 121 for No Credit, 

Wfim. (C grade i n SA 1 2 1 ) , 

Students can 
registration. If 
record NC on your 

enroll for 
you enroll 
Form C. 

No Credit only on last day of 
for No Credit, be sure you 

Encircle if for No Credit 

This student enrolled in: SA 121 Sec 
SA 122 Sec' 
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APPENDIX C 

QUESTIONNAIRE 

Name: Age: 

Major: Teacher: 

Course: Classification: 

Date: 

Tech gradepoint average last semester: 

Gradepoint average (other than Tech) last semester: 

If freshman classification, high school grade point average: 

TYPING BACKGROUND 

High School: 

How Much: 

Where: 

Teacher: 

Grade Received: 

Year Completed: 

College: 

How Much: 

Where: 

Teacher: 

Grade Received: 

Year Completed: 
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APPENDIX D 

STANDARDS FOR TYPEWRITING FOR BUSINESS 

The semester grade is determined according to the following: 

(1) 50^ of the semester grade is determined from 
performance on PRODUCTION TYPING TESTS. 

(2) 50^ of the semester grade is determined from 
performance on TIMED WRITING TESTS. 

(a) Timed writing tests are 5 minutes in length 
on new material. 

(b) Students may submit the best of two writings 
on the same test. 

(c) The final grade is derived from timed writ
ings in the last 3 weeks. 

(d) All scores are based on Net V/ords a Minute. 

PROGRESSIVE STANDARDS FOR TIMED WRITINGS 

Grade Weeks 1, 2, 3 

A 58 or above 
B 48-57 
C 38-47 
D 28-37 
F 27 or below 

Grade Weeks 10, 11, 12 
A 67 or above 
B 57-66 
C 47-56 
D 37-46 
F 36 or below 

Weeks 4, 5, 6 Weeks 7i 8. 9 

61 or above 
51-60 
41-50 
31-40 
30 or below 

64 or above 
54-63 
44-53 
34-43 
33 or belov̂  

Weeks 13, 14, 15 
70 or above 
60-69 
50-59 
40-49 
39 or below 
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Read Carefully APPENDIX E 

Statement of Previous Typewriting Revised 

You must complete this form accurately. After the 
semester begins, transcripts are checked in the Registrar's 
Office. If this statement is not correct, you will be 
dropped from the course with an F. 

Amount of Typewriting Name of School and Tovm 
High School College 

None 
L̂ess than one semester 

State how much 
One semester 
Two semesters (one yr.) 
_Three semesters 
'Four semesters (two yrs.)' 

Read before signing: 
(Signature of Student) (Date) 

In High School, if you passed Enroll in: 

One semester or less Beginning Typing 
Two semesters Intermed. Typing* 
Three semesters Intermed. Typing* 
Four semesters Advanced Typing** 

In College, if you passed Enroll in: 

None or less than one semester Beginning Typing 
One semester Intermed. Typing* 
Two semesters Advanced Typing** 
Three semesters None 
Four semesters None 

*If you cannot typewrite 33 NWPM (C grade in Beginning 
Typewriting), enroll in Beginning Typewriting for Y.o Credit. 

**If you cannot typewrite 46 NWPM (C grade in Intermedi
ate Typewriting), enroll in Intermediate Typewriting for 
No Credit. 

This student enrolled in: Encircle if for No Credit 

Beginning Typewriting, Sec. 
Intermed. Typewriting, Sec. 
Advanced Typewriting, Sec. 
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