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CHAPTER I 

THE mmm m mm $mm m 
SPEED AMD m w m m v w r m o m m s 

IH BEQIWtllf® TfPEMRITIMS 

Introduction 

Formal instruction in typewriting on the high school 

level has been in existence for approximately fifty years. 

taring this time definite change® in instructional patterns 

ana procedures hair® been made. ' However, students of type-

writing instruction are constantly searching for more 

productive approaches, The nature of the drill activities 

in the typewriting classroom process has been subject to 

investigation and continues to be a subject of concern, 

particularly sine® drill activity is necessary in order to 

build speed which meets the requirements of functional 

typewriting. 

After the completion of the first several weeks of a 

course in beginning typewriting, an Instructional period is 

usually divided into approximately the following four types 
of activities! 
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1« Conditioning exerct»H for warm-up, review and 

relearnlng. 

f. Presentation and practice of new material and/or 

technique drilla. 

3* Speed-building drills with emphasis on speed and 

accuracy improvement• 

4. Application exercises. 

fhis atudy la concerned only with number three above— 

the speed-building aegment of each daily lesion. Paring 

the speed-building part of eaoh lesson, Instructions in 

current textbooks recownend that atudenta strive to boost 

their speed rates on two or three short timed drills and 

that they then Immediately try to maintain the higher rate 

on longer timings. In order to experiment with speed* 

building techniques, this typical current procedure was 

used as a eontrol element in this study. A high-speed 

drill procedure which aiaJees extensive us® of eight selected 

drills was used as the experimental element in this study. 

As will be explained in Chapter XX, it is believed that 

because of the psychological nature of the high-speed drill 

procedure it has possibilities of being an improved speed* 

building technique, 



Statement of Froblem 

This study Is an experiment to determine the effective-

ness of high-speed drill on speed and accuracy achievement 

In the first semester of beginning typewriting *t the high 

school level« 

hypothesis 

The hypothesis of this study is that the use of an 

experimental high-speed drill procedure during each speed* 

building practice period will produce higher levels of speed 

and accuracy achievement, in one semester of beginning type* 

writing than will the use of a procedure representative of 

that recommended by current textbooks and prevalently used 

In high sohool beginning typewriting Glasses. 

Assumptions 

Che following assumptions relative to this study were 

made* 

1, Within eaoh sohool the effect of the teacher as a 

faotor in the learning situation was not an important variable 

since the sane teachers instrueted both the experimental and 

control classes. 



2. VIthin each school the regular classroom instruc-

tion, other than the experimental and control elements, was 

not significantly different in the experimental and control 

classes. 

3. Students using the experimental and control pro-

cedures were similar as groups In such factors as age, 

aptitude and interest. 

4. Die drill procedures used as the eontrol elements 

in this study are representative of those recommended in 

current textbooks and typical of procedures used in begin-

ning typewriting classes. 

definitions of Terms 

1, Timed writing, A typewriting exercise for a 

clocked period of time. 

a . Short timed writing. A timed writing for one 

minute or less* 

3. Long timed writing. A timed writing for more than 

one minute. 

4. High-speed drill. A short, intensive drill which 

permits higher rates of speed and/or accuracy to be attained 

than can normally be sustained in a longer period of time. 



Further characteristic# of hish-»tpo«4 trills **e 4«90xll>«d 
In Chapter ZIi pugts 33-35. 

5. Speed. fit# manner of aomet five-atroke word* 
typo* por admit*. 

6. Accuracy. Corwtnoo of oopy <I«t«*winod toy U» 
number of errors a*6« in *Mh gf*d«6 writing* 

f« Error. Oeviatiow froa oopy mtivtMl noooriing to 
vulot adapted fro* Intorafttionftl fypwritiRf Co©teat Rulaa. 

§• Initial »troklni ability, Speed it a»aaur«4 by a 
straight oopy teat at tli# #ikI of tti® tblrd w#«k of instvuo* 
tion ttNd aa m im%m for equating fetMt groupa »t ttoa begin-
ning of tha study. 

9« Balliatio stroke. ft* aotioo used in striking 
typewriter keys whieh »k#» use of the fr## m&mmtm urtiiolt 
ooottft wtMm the opposing *uaole« in fch® iiand am relaxed. 

10. 8hort*airsultiiig, ' M t&m appllad tc the process 
of refining typewriting akili i» which th© l«&rr»r finds 
nays of slisiftatlagt a«l«@ttfig# combining and raaatibialng 
mpooMi for batter 

U. Autoaatic response. the process of reeponding to 
kinesthetic ©»ee rather than tiaaal ouee in the typewriting 
situation. 



Limitations ©f the Study 

this study was limited to §40 students enrolled in 18 

beginning typewriting classes at 4 high schools in the 

Dallas*fort Worth, Texas area during the semester beginning 

September 4, 1962 and ending January 85, 1963. 

Method of Procedure 

A comparison wis made between a control procedure 

representative of that recommended by current textbooks, and 

an experimental high-speed procedure which makes extensive 

use of selected drills. 

ftie following steps were usedt 

1. Bight high-speed drills consistent with accepted 

concepts in motor skill learning were selected from noted 

writers and authors in the field of typewriting Instruction« 

t. The high-speed drill procedure and the control pro-

cedure were used for one semester as a portion of the dally 

classroom schedule of eighteen beginning typewriting 0lasses 

in four selected high schools in the $allas~Fort Worth area 

of Texas. These classes were taught by a total of 5 teachers 

and Involved the work of 540 students. 



3, The eighteen beginning typewriting classes were 

divided into three groups of six classes each. These groups 

were matched on the basis of sex, mental maturity scores and 

Initial stroking ability. The £ test statistic was used to 

determine that the groups did not differ significantly on the 

matching factors. After the groups were matched, one group 

was designated to use the experimental high-speed drill 

procedure and one group to use the control procedure for the 

remainder of the sweater. Thus, these groups feseara© the 

experimental and control groups of the study. In order to 

provide further information regarding the effects of the 

experimental and control procedures, the third group was 

divided into two sub-groups of three classes eaoh and used 

both the experimental and control procedures. One sub* 

group used the experimental procedures the first seven weeks 

and the control procedures the last seven week®. The other 

sub-group used the control procedures the first seven weeks 

and the experimental procedures the last seven weeiss* This 

third group is hereafter referred to as the combined group, 

4. The final results obtained on one- and five-minute 

timed writings In the experimental, control and combined 

classes were statistically compared by use of the t test 
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and analysis of variance for any significant differences 

among the groups. 

5, The effects of using tooth the experimental and 

control procedures In the combined group were analysed. 

6. Using weekly speed and accuracy scores, learning 

curves were plotted and analysed for each class. 

The method of procedure Is presented in detail In 

Chapter III. 

Purpose and Significance of the Study 

There is now widespread agreement that a psychologi-

cally sound speed approach Is more effective in developing 

typewriting skill than an approach which emphasizes accuracy 

rather than speed. However, no effective research has been 

done to determine the psychologically soundest speed pro-

cedure to he used In developing typewriting skill. In 

determining what kind of learning procedure meets the demands 

of high skill development, the thesis of this study is that 

a speed procedure which forces the learner to type at his 

maximum and/or optimum speed for short periods of time will 

incorporate in the learning process the basic elements of 

high skill development. therefore, the over-all purpose 



of tills study it t© determine the effect of high-speed drill 

on speed and accuracy development in beginning typewriting. 

In 1935 ©dell and Stuart aade the following conclusions 

concerning the status of typewriting instruction t 

Studies aade of typewriting instruction show 
great differences between the results obtained by 
various teachers, and show rather poor .results in 
general* Much evidence points to the conclusion 
that typewriting instruction in general is not as 
efficient as it should and can be. Any study will 
be most welcome which reveals means whereby the 
amount'of learning time may be reduced (ft, pp. ill, 

m)* 

By i960 conditions apparently had changed very little. 

Kusson and Vanous, in the latest book published to date on 

typewriting instruction, stated} 

Furthermore# the tl«e required- for developing 
typing competence {as well as some of our teaching 
procedures—or lack of then) has been questioned. 
thus, there Is a growing need for tailoring the 
content and methods of and time for teaching type-
writing to meet the needs of learners at different 
school levels with their varying goals {6, p. v), 

This apparent lack of efficient procedures, as pointed 

out by these authors, is evidence of a need for continued 

study of typewriting instruction. The large enrollments 

in typewriting classes, which in 1957 were increasing three 

tines more rapidly than total high sohool enrollments (9, 

p. 2), is another indication of the need for improved 
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procedures If efficient remit® are to fee obtained fro® 

typewriting instruction. 

Vest, in a review of research on typewriting instruc-

tion, stated that 

A variety of techniques has been employed 
for speed building! yet, strangely enough, they 
have never been evaluated (that is compared 

against each other) experimentally (9# p« 25)• 

Another objective of this study is, therefore, to isolate 

the period of speed building in each instructional period 

for experimentation with regard to the use of two techniques 

for building speed. 

Although never treated experimentally, it has been 

suggested by some authors that a speed-building program 

should not be United to one*mlnute drills, but should pro-

vide for a gradual increase in the length of time on which 

speed is built. A fourth objective of this study is to treat 

this idea experimentally by having the experimental group use 

only short timed writings, except for evaluation, and by having 

the control group use the gradual increase In the length of 

time on its speed-building program in order to permit a cm* 

p&rison of these two systems of drill timing* 
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Related Studies 

During the past sixty years Book, Pvorak, Tidwell, m m 

and West have mad# comprehensive studies that analysed and 

evaluated other pertinent studies in the field of typewriting# 

A very basis and pioneering study in the field ©f typewriting 

was made by Book (1) in the early 1900*s and published in 

1925. two purposes which dominated this study weret 

1. To obtain for each of the learners taking 

part in the study a practice or learning curve which 
should accurately represent his progress! and 

8« fo obtain fro® his self-observations and 
from objective records of his writing such data as 
would sake possible the explanation of his curves 
(%* P» 1)• 

The study included eleven participants—seven beginners# 

three professionals# and an expert. Both the sight and tough 

methods were used, Ileetrleal connections between the type* 

writer and three Beprez markers writing upon a kymograph drum 

recorded everything the typist did on the Machine* A con-

tinuous pulse record and Introspective data were obtained 

from each participant# the study covered approximately a 

six months* period. Analysis of the data revealed informa-

tion pertinent to the following three areast 

1. The habits of various kinds and orders 
Involved in the mastery of typewriting. 
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a. How the## habits naturally took form 
and developed in the course of the learning. 

3, f$te facton which helped or hindered 
in their formation and growth (l* p. 230). 

fills study fomed the basis on whleh the teaching mud learn-

ing of typewriting has progressed. 

Zn 1933 Dvorak and others conducted a study which was 

a very thorough analysis of psychological theory and research 

as it applied to the teaching and learning of typewriting. 

The study based 

« • . its methodology on a penetrating analysis 
of the complex activity which is typewriting, on 
accepted principles of psychology, on the results 
of the best work in the field of motion study, and 
on the outcomes of a prodigious amount of work to 

determine letter-combination frequencies (8, p. vii). 

fldwell's (8) study in 19^7 identified those psycho* 

logical factors concerned with learning to type and prac-

tices of teaching which conflict with the basic principles 

of skill learning* His conclusion was that' much typewriting 

instruction is based on the older theories of motor learning 

which are not consistent with subsequent psychological find* 

ings. 

Bahe (5) in 1949 made a very thorough compilation of all 

research done in the field of typewriting as of that time. 

Yhe 444 abstracts Included in this study were grouped into 
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til® major areas of concern involved with the teaching and 

learning of typewriting, and the fillings in each area were 

susnarlsed. In the area of speed and accuracy, three of 

Jtohe*s conclusions pertinent to this study were* 

file practicability ©f emphasizing speed before 
accuracy in elementary typewriting* seen® somewhat 
certain* Most of the investigators found the speed* 
emphasis approach superior to the accuracy-emphasis 
approach, but a few of the researchers found the 
differences so slight that definite conclusions 
could not be reached. 

PupUs who write speed sentences, call^the-
throw drills for speed, selected*goal and guided 
writings for speed, and other speed building drills 
sera to increase their speed more than do pupils 
who write exercises and practical typewriting proV 
leas hut no specific speed-hulldlng drills• 

Development of rapid and accurate typing depends 
primarily on correct fingering and stroking technique 
and on a desire to attain a high level* of speed with 
control. Speed and accuracy need to be stressed more 
enohatically, and teachers must become aware of the 
elective wa^s of attaining desirable speed and 
accuracy standards f5* P- 666). 

Another review of research in typewriting learning wa» 

done by Meat <10) in i960, m i s study was based on two 

»ajor sources of informationt 

1, Besearch on methods and materials of instruction 

carried out in typewriting classrooms, and on 

2. Basic principles of learning arising from the find-

ings of experimental research in the psychology of learning» 
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Vest's conclusion was that 

. . » RS a means of identifying desirable instruc-
tional procedures reliance on one's personal 
teaching experience Is quits Inadequate, fhe find-
lugs of high quality research constitute a superior 
guldt for instruction, and a professional attitude 
requires* when indicated* a modification of one's 
teaching behavior in accordance with reputable evi-
dence (10, p. 33)• 

Hicks (3) made ft study in 19*3 determine the effect 

of speed-building exercises of one, two and three minutes 

upon achievement in first-year typewriting* Although the 

group using the one*, two-, and three-ialnute writings made 

higher speeds»• no statistical analysis was made of the data* 

Only twenty-seven students participated in the study which 

involved a period of only six weeks* 

Shelor (?) conducted a study in 1957 to determine 

whether three-minute timed writings are as effective as 

five-minute timed writings in the development of basic 

typewriting skill, Vh* group using three-minute writings 

developed slightly higher skill, but nothing of a statis-

tical nature was reported. 
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CHAPTER II 

PSYCHOLOGICAL BASS CP fHI M f m m m 

During the past fifty years there has been much ess>hasls 

given to methods of learning and their influence on methods 

of teaching. Two major schools of thought have dominated 

the consideration of learning concepts in motor skill develop-

ment—"connectionism" and "gestaltlsm.n Although in sorae 

respects they represent extremely opposing views, each has 

contributed materially to the over-ail understanding of the 

nature of the learning process. Although early oonnectlonlst 

theory was based on recognition of a stimulus-response bond 

which permitted the •staging in* and "stamping out* of » 

learning, time has'seen even its strongest advocates change, 

Whereas the connectionlst theory strongly stressed habit 

formation and minimized the role of understanding and in-

sight, the gestalt psychology held these among Its main 

'tenets, Qestalt psychology maintains that learning Is 

reconstruction and synthesis, not simple analysis (13)* 

fhe theory holds that the whole living organism is a gestalt 

1? 
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and that the functioning of parts of the organism ©an be 

understood only aa they are related to the functioning of 

the whole organism, 

The following brief review of principles of learning 

aooepted today will ahow the transition from early oonnec-

tIonian to gestalt payehology. 

1* The emphasis of a eonoeptlon of larger 
integrated units as taking precedence over earlier 
emphasis on parts. 

t. k tendency to replace repetitive drill 
with an,effort to aeeure understanding and in-
sight. 

3. The focusing of interest on maturation, 
hence on individual development, as against 
static capacities* 

4. The conception of the individual as a 
purposive, striving personality, rather than a 
passive learner. 

5. The conception of the child as a creative 
organism and, as such, capable of ereatlvenesa in 
his experiences. 

6. The importance of intrinsic as against 
extrinsic factors In motivation (2). 

Through any discussion of motor skill learning, there 

is the interweaving of ideas and term® from both schools of 

thought. Therefore, the question is not which theory, but 

rather what degree of both theories, should be Implied in 

teaching typewriting. Wordfeerg suggests that the oonneo* 

tionlsts* stress on essence and the gestaltlsts* stress on 

configuration alike suggest that Ideally, every science 
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should begin with the "big picture" of Its subject matter, 

and study the parts in relation to the whole (9). 

Only those learning concepts of the various authors 

*hich are directly related to speed building and connected 

with typewriting improvement are Included as a part of this 

presentation# -

An early proponent of connectionism in the study of 

typewriting was Book (4) who emphasized the stamping in of 

correct responses based on Thomdlke's theory and ideas. 

However, the following principles which cause from his work 

are still generally accepted today. 

1. Extreme effort is necessary for the most 
efficient forward Movement. 

t. Typing habits develop simultaneously and 
support each other. 

3» Mew adaptations or forward steps are made 
fiiite unintentionally—they are made when conditions 
are favorable. 

4. Fluctuations in attention and effort in-
fluence the formation of habits. 

5. How rapidly one improves in typing depends 
partly on how carefully and strenuously he keeps 
himself applied to his task. 

§. Vigorous exercise accompanied by concen-
trated attention strengthens a connection more 
than repeating the response more often in a less 
vigorous or more inattentive manner (4, pp, 229*248). 

ftie gestalt theories of learning were applied to type* 

writing by Pvorak and his associates (6* p. x) who believed 
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that learning to typewrite Is chiefly a student's thinking 

along a path charted to reduce difficulties and reach 

desired results, Their concept of typing improvements as 

coaplete behavior patterns with each better typing motion 

appearing as a new, complete pattern was the gestalt Idea 

of the "whole* applied to the typewriting situation* tftth 

regard to speed building, Dvorak added the following prin-

ciples to those of Bookt 

1. The striking superiority of frequent short 
rests over long but infrequent rests is well known, 

6. Hie wider the delay between strokes in 
sequence, the higher is the chance of error* 

$# froa the very start# familiar words carry 
and speed your stroking. Such conditioning becomes 
automatic and remains usable* 

4, Familiar word sequences increase spoed be-
cause they allow overlapping to develop (6, pp, 391* 
292, 395# 413). 

Wrm the concepts of these two writers# later writers 

have endeavored to further clarify and extend the principles 

of learning as applied to typewriting. Odell and Stuart 

list the following principlesi 

1. In acquiring or learning skill# every 
attempt should be made to lnolude only the acts 
useful In the skill as perforated on the expert 
level* 

2, Possibilities for the development and 
exercise of all or as many as possible of the 
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elements to be perfected In the entire leading 
process should be Included It) the set-up of the 
learning situation from the beginning* 

3. Possibilities for each learner to pro* 
gress at his own learning rate should be ineluded 
In the learning situation at all times. 

4. the teacher should regulate the intensity 
of the effort being made by the learner* 

5. The learner should be working toward a 
goal whioh is reasonably easy of attainment. As 
he reaches one goal* a new one should be set (10). 

ftusson and Vanous Include the following in their learn-

ing principles} 

1. The learner should be given as much help 
as possible in becoming an intelligent learner* 
or in other words* his own teacher. 

t. The learner will tend to learn best if he 
is following the easiest responses, 

3. Learning proceeds more readily when moti-
vation is intense and continuous. 

4. Timed writings to Increase speed should 
be short (14, pp. 145-168). 

The development of sound instructional procedures should 

result from an analysis of the task to be learned. The ulti-

mate goal in typewriting is to attain the highest possible 

speed and accuracy of which one is capable within the time 

one has to devote to the study. In order to do this, 

authorities in the field agree that the acquisition of skill 

In typewriting is based on a mastery of stroking habits. 

These stroking habits consist of low-order and high-order 
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skill®4 The low-order skill involves perceiving each letter 

and responding to It. The high-order skill is response to 

copy without conscious perception, fhe process of develop-

log the low-order skills and the high-order skills is a 

very complex situation involving many of the oonsoious as 

well as unoonselous processes of motor skill learning. An 

analysis of typewriting tasks has revealed the following 

three oharaoteristios of high-level typewriting skill* 

I. I&lllstio stroke. The key-stroking motion used in 

high speed typewriting is characterised fey the fret momentum 

which results from action of the opposing Muscles in the 

hand. As the finger makes the stroke, all muscles are 

relaxed, and momentum does the rest. This type of stroke is 

light and free, yet powerful. It has been found to be the 

»ost rapid, uniform, precise, aoourate and least fatiguing 

motion (6). Because of Its characteristics, the ballistic 

•troke cannot be made slowlyj therefore, the basic element 

in high speed typewriting skill is a fast stroke* 

f. Short-circuiting# Short-circuiting is the term 

applied to the process of refining typing skill, the per-

formance of a beginning typist is based on his past neuro-

muscular associations and activities which must now be 
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refined to meet the challenge of hia new experience-* 

typewriting. His initial response is awkward and hesitant. 

Muscular tension is diffused throughout his body, creating 

many laborious and unnecessary motions. Since his initial 

diffused response does not allow skillful performance, the 

learner must find ways of "short-circuiting* or overcoming 

these wasted motions, Short-circuiting, therefore# is the 

process of eliminating, selecting, combining and recombiiilng 

responses until excessive motions are changed and refined 

into the easiest and most direct method of skill (3, p. 88), 

Bnder the influence of a desire for speed, the short* 

circuiting process takes place. The learner can improve 

his speed only as he is able to discard inefficient motions 

and crowd his strokes closer together in time.. 

3. Automatic response. As typing skill advances* the 

learner begins to combine some of his strokes into small 

chains without having to devote attention to each letter. 

This high-order process is possible through the developing 

of kinesthetic cues which, rather than the visual cues, 

become the elicltor of the response. As this happens, the 

movements are made on the basis of the feel of the preced-

ing motion, and the habit of stroking shifts from dependence 
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on external cues to internal cues (6, pp. 102-133) • While 

©li# finger 1b stroking, the next finger has already begun 

its stroke. This overlapping naturally causes a decrease 

in time of each stroke. This overlapping of eaoh sequence 

hat been shows to be the smallest practical unit of motion 

in typing, especially in two-letter sequences. The perfec-

tion of this process depends on the amount of practice whieh 

emphasizes stroking of a contiguous nature as well as the 

ease of asking -the strokes in the various sequences. 

In developing each of these characteristics* there is • 

a basic need for a procedure which will emphasise speed* 

The ballistic stroke must be made fast. Short-circuiting 

will take place only if the learner is forced to use more 

efficient notions. Automatic response can occur only if 

there Is sufficient practice of a.contiguous nature, which 

will bring the strokes close enough together in time so that 

the feel of notion can be established. 

All of these factors of skill development are eaboditd 

in several,general learning concepts which may be used'to 

evaluate the effectiveness of any instructional procedure* 

West listed seven of these learning concepts which are per-

tinent to motor skill development t 
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1. "Discovery* as a source of - improve*•, 
work methods. 

2. • Contiguity* • • 
3. Regular progress in learning. 

Knowledge of results, 
5* Individual differences* 
6, Distributed practice. 
7. Transfer (17). 

In proposing the high-speed drill procedure used in 

this study4 each of these learning concepts was considered, 

Discovery Concept 

In skill development* new adaptations m y fee wide Quite 

unintentionally. Progress is aade when conditions are^favor* 

able for the learner to discover for himself a mom efficient 

response. Although general description may fee given about 

the goal for which the learner is striving, it is difficult, 

If not impossible, to describe for each learner the exact 

best response for him. An efficient practice procedure will 

enable the learner to discover for himself improved patterns 

of response. 

The learner needs to discover the ballistic stroke, 

the use of high speed drill should encourage the learner to 

stroke faster in order to make a favorable showing, with 

each repetition the material becomes easier to type and the 
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stroke faster since the familiarity of the material enhanees 

til© speed possibility. 

fti# learner nust discover ways of eliminating excessive 

motions. With the laarair's initial desire for improvement, 

the high speed drill should spur him to find quicker and 

better way® of making hi® responses, fh© pause between each 

try will enable him to reorganise and attack the situation 

anew each time until he can perform satisfactorily. 

In attempting to include only the acts useful in the 

skill as perforated on the expert level, the use of high 

speed drill should enable the•beginner to discover and 

approximate the skill of an expert more readily. 

Contiguity 

Contiguity refers to the closeness in time in which a 

response is made to a stimulus* This process is neoessaiy 

for developing automated responses as well as eliminating 

waste motions, mis principle also applies to the closeness 

in time to which a reinforcement is made to a response. 

Dvorak (6* p. 395) states that the wider the delay between 

strokes In sequences, the higher Is the chance of error. 

Xioatax (8* p. TO) emphasizes that frequent repetitions of any 
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stimulus*response process brings about * cumulative effect, 

whereas If the time interval between practices 1$ long, the 

organism makes a negative adaptation to the stimulus so 

repeated. Book (4, p. 43) Indicates that vigorous exercise# 

accompanied by concentrated attention, strengthens a con* 

neetion more than repeating the response more often in a 

less vigorous or more inattentive manner* 

The use of high speed drill on repeated material will 

bring the strokes close enough together in time that the 

feel of motion can he established and automatic responses 

developed. The pause which follows eaoh repetition will 

give immediate opportunity for analysis of effort and use 

of a new approach, if necessary* for more efficient motions, 

Since it has been determined that the order of typing habits 

develop together and support eaoh other, the use of high speed., 

drill from the beginning should enable the learner to use not 

only the low-order habits, but also to develop and use the 

high-order habits very early in his training. This practise 

of forcing strokes close together in time should better 

develop the ballistic stroke, short-circuiting procedures, 

and conditions favorable for automatic responses. 
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llegular frogress In Learning 

In skill development, it? Is common for the learner to 

reach plateaus 1® his progress which are difficult to over-

come. Plateaus nay be caused toy a variety of complex 

Interactions, tent Book {*) found that the primary causes 

of plateaus vers inattention and relaxation of Interest and 

effort. 

fhe use of high speed drill will tend to decrease the 

development of plateaus in skill development because each 

devioe is designed to maintain attention, interest and 

effort. The use of high speed drill on short intensive 

writings will encourage extreme effort on each attempt. 

fhe variety of high speed drill* will tend t© create inter-

est. In the proposed procedure an individual goal whieh 

oan be attained is always the purpose of eaoh attest. The 

learner*s ability to be successful in reaching his goal 

will support his effort and interest and contribute to regu-

lar progress* 

Knowledge of Results 

leinforeement has long been recognised as an important 

principle in learning. Knowledge of results serves to 
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strengthen habits, evoke already established habits, and 

provide the motivation for learning ©r performing. Ammons (l) 

statea that there is always some knowledge of his performance 

available to the human performer, but the more apeeifie the 

knowledge of performance the more rapid the Improvement and 

the higher -the level of performance. 

file short timed writings and the frequent pauses give 

more opportunity for ianediate reaction on the part of the 

learner to the criticisms of the teacher as well as the 

Immediate application of the suggestions. 

In each of the proposed speed devices the learner will 

have specific information about his performance. The pro* 

cedures are so constructed that each learner will always 

start working at a speed well within his ability and pro-

gress gradually, tee learner will always be working toward 

an attainable goal, and the teacher will be able to regulate 

the intensity of the learner*s efforts so that he will not 

be working beyond or below hla ability. 

Individual Differences 

Any learning device used in a group should provide 

this well known and basic principle of learning* Yhe intrl-

cades of skill development place the learners at different 
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level* at any given point In the learning process, look (4) 

describes the development of skill in typewriting as the 

movement of a flock of sheep, with the whole flock moving 

forward* sometimes fast, sometimes slow; with a particular 

sheep pushing ahead of the rest for a time and then with 

another taking the lead, typing habits develop in the same 

manner. 

the proposed speed procedures are so constructed that 

each member of a group can always toe working at his own rate. 

fhe procedure stresses competition with himself as well as 

with others. While a primary emphasis is speed, control and 

technique factors are also a vital part of each procedure* 

Distributed tractive 

Much research has been done on the subject of Massed 

versus distributed practice. Distributed practice in short 

intervals over a longer period of time is believed to be 

»ore effective than concentrated practice in developing 

skills. Vest describes the benefits from such practice asi 

1. fhe dissipation during rest periods of 
the variety of interferences and inhibitions which 
acoonpany all work. 

t. Growth directly relevant to the task 
accruing during intervals between practice 
sessions or practice activities. 
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3. Refreshed Attention as a result of 
rest to important cues in the task which amy 
have been slurred during continuous work. 

*• An opportunity after rest to get sway 
from awkward and Inefficient behaviors which 
may be repeated during continuous work. 

5, Recovery from fatigue* with attendant 
beneficial effects on motivation {17# p. 3 ) . 

During the portion of the class period spent on the 

proposed speed procedure* each learner will be given several 

short timed writings with each attempt separated by a short 

pause. During each rest* the benefits of distributed prac* 

tlce can accrue. 

transfer 

The learner should be able to transfer to later perform-

ance the results of his practice. This learning principle 

has had many interpretations. Thorndikels (13) idea was 

that transfer is the result of bonds which have been asslml* 

lated and which are identical in both the old and new situ-

ation. Tolmanfs (16) viewpoint was that a learned response 

varies appropriately with the situation. However* in skill 

development it is necessary for the cumulative practice to 

contribute to ultimate performance. 

When using high speed drill* the learner may type the 

same material several times* This repetition may limit the 
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vocabulary to which the learner is exposed each dayj however, 

the learner is abl# to type this' Halted voeabuitxy faster 

and more accurately than if ha had typed from a wider range 

of vocabulary. It la believed that the emulative results 

of thla day-to-day practice on regular language copy will 

build a typewriting vocabulary which enables the learner 

to respond more readily to regular copy in later performances. 

West suggests that the student learning to typewrite 

i* WIT familiar with the stimulus whioh is regular language 

copy and that the most vital thing the learner haa to do la 

to learn to associate the material with particular movements 

on the keyboard. Ee concluded that association learning is 

the core of the problem and that all training technique 

should be directed mainly toward speeding up the association 

between the letters in the copy and the movements on the 

machine. It la the contention of thla study that the high-

speed drill procedure Is better "conditioning" for this 

association. Conditioning means the process by which it is 

possible for the letter in the copy to fire a key-stroking 

response in the absence of self-instruction which originally 

served as the stimulus (18). 
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The characteristics of the experimental high-speed 

drill procedure are described as follow®I 

1* ©rill timed for not more than one minute on any 

particular effort• 

2. By having short intensive efforts, a greater 

degree of speed and/or accuracy oan be attained on eaeh 

writing than oan be sustained on a longer writing. 

3. The possibility of increased speed on short timed 

efforts places the learner in a position of performng more 

nearly on the expert level. 

4« .Repetition of the sane material in the short drill 

period gives opportunity to build familiar word sequences 

which increase speed baeau.se it allows overlapping to 

develop, 

5, The increased speed attained in the shorter attempts 

gives more opportunity for both the elementary and more 

advanced skills to be developing simultaneously, 

6, Short drills give more opportunity for extreme 

effort« 

7, Short drills allow more opportunity for concen-

trated attention during the,drill* 



8, Short drill periods allow aore frequent short rests 

which have been proved to be superior to long but infrequent 

rest periods In skill building* 

9. Short intensive drill provides the opportunity for 

less delay between strokes In sequence and thereby enhances 

the building of cosqplete typing patterns which result in 

final reduction of errors. 

10. For eaeh effort there is a specific purpose or goal 

to be attained. 

11. Ssoh drill gives the learner the opportunity to be 

working toward a goal which is reasonable and within his 

ability. 

12. The drills allow each learner to progress at his 

own learning rate* 

13. The nature and variety of the drills are «otiva~ 

tlonal. 

14. The teacher is more often directly involved in 

instructional efforts. 

15. The character and nak@*up of each drill allows the 

teacher sore opportunity to regulate the intensity of the 

effort being Bade by eaeh student» 
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It is believed, therefore, that high-speed drills make 

use of the psychological principles necessary for the effi-

cient development of motor skill learning* file use of high* 

speed drills, permits the learner to type at a faster rate 

because the tine is short and the material is repeated until 

both speed and accuracy are attained. The short timed writ* 

inga permit the learner frequent rests and sore attempts 

with new vigor to improve his skill. When using high-speed 

drills to force speed, the aeeuraey barrier is removed! and, 

although the foroing of speed oauses a temporary increase 

in error rates, the making of fast associations between 

cqpy material and movements on the machine builds typewriting 

patterns whieh are fast and accurate. these patterns are 

cumulative from the day-to-day practice on regular language 

copy material and are believed to result in a lower final 

error rate* the use of the several psychological principles 

involved in the high-speed drill procedure and the structure 

of the drills permit the student to be more highly motivated 

to force speed than is believed possible on longer timed 

writings * the teacher plays a vital role in motivating, 

directing and supervising the learners in the high-speed drill 

procedure. 



36 

Timed Writings 

lince the term "timed writing" is used throughout this 

study and the Idas of using "timed writings* is an Integral 

part of the experiment, it s i m s advisable to include infor-

nation concerning the <3@velopm@nt and purpose of this 

technique in teaching typewriting» 

• In order to promote their product, typewriter companies 

initiated and sponsored typewriting contests as early as the 

1800*8. Because typewriting instruction was given only in 

private schools or by individuals, the idea of contests 

became vezgr popular as a means of gaming recognition in 

the field. By 1907# a world's championship contest was 

organised and held. Soon thereafter, state contests began 

to spring up and state winners were sent to an International 

contest. The purpose of the international contest was to 

promote typewriter operation on the highest possible level. 

Although the international contest was discontinued in 1930 

because it was believed to have accomplished its purpose, 

there are still local, district, regional and state type-

writing contests. In determining contest winners, the idea 

of "timing* contestants for certain periods of tine was a 

natural outcome. If contestants were to be timed in the 
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actual contest, then naturally they must be trained under 

timing, and "timed writings* thus became a part of the 

training of everytypist. the length of suoh timings has 

varied froiran hoar in the early'days to a generally accepted 

five or ten minutes in the present day. 

typewriting teachers became so "contest Minded® and 

spent so much of their time on a few promising students, 

that contests have been de-et^hasited in' favor of better • 

instruction for a larger majority of the students, ' 

The "long timed writing" was adopted as a speed building 

technique in typewriting instruction and used widely by 

teachers for all students. It was also used as'a test or 

a means of evaluation. Since typewriting was primarily a 

vocational course, it was justified on the basis that a ten-

or fiftsen-ainute writing closely approximated the time 

thought neoessary to conplete a Job-type activity. The length 

of such timings has gradually been reduced and now five or ten 

minutes is a generally accepted length. The five-minute timed 

writing is suggested by textbook authors and used by the 

majority of typewriting teachers during the first semester 

of instruction in the secondary school. In recent years 

there has also been a trend toward the use of shorter timed 
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writings for the purpose of speed building and evaluation. 

these shorter writings rang# from fifteen seconds to one, 

two and three minutes. 

The misuse of the flve-mlnute timed writing has been 

the subject ©f many writers, Brendel states 

Probably the one teaching devise in type* 

writing most frequently ill-used is the timed 
writing—ill-used in these Instances particu-
larly! 

1. As a 5~# 10-, or 15-minute rest period 
for the teacher, 

2. As a testing device to evaluate work 
for a grade, 

3* As & prognostic device# and 

4. As a speed test (5), 

It is not uncommon to find a typewriting teacher spend-

ing half a period or even the entire period giving five* 

minute timed writings several times a week* As was pointed 

out earlier in this paper# current textbooks recommend at 

least one such writing as a standard part of each daily 

lesson for a major portion of the first semester. Forter 

states that 

One of the most used# and probably most 
abused# devices in the teaching of typing is the 
timed writing. Prom the early days of the type-
writer# it has been in popular use# but today 
many teachers still use it only as a speed test (11), 

Hence, the use of the five-minute writing ha® been questioned, 

8eig«l summarises the situation In thia manner* 
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The problem Is not whether the timed writing 
should or should not be used, but rather a problem 
of the most effective use of the timed writing (it)# 

Its value as a grading device is not questioned! but a® 

a speed building technique, its value is doubted, If its 

purpose is a grading device, then it should be administered 

as such and only after there has been a tine for teaching and 

learning to aeerue. To test before sufficient practice or 

without any practice is not sound pedagogy. Writers (5* 7# 

10, 11) seem to agree that the wain function of the five* 

minute timed writing is a measure of students1 progress, and 

if properly administered# can aid in speed and accuracy develop* 

ment as a device to "fix apeedN in terns of job-type activities. 

Brendel suggests the following possible outcomes with 

fewer or no timed writings of five-minutes or more being given 

in the dally routine of typewriting instruction! 

1* More time is available for remedial teaching 
and drill on individual student typing difficulties. 

8. More purposeful typing practice is provided 
in several one-minute timings than in one five-minute 
timing* 

3 . Host errors seem to occur in the first and 
last minutes of a five-minute timing—in the first 
minute, probably because of excitement; in the last 
minute, probably because of fatigue and cumulative 
tension. 

ft, On one- and two-minute timings, students can 
be reminded frequently of their objective in taking 
the timed writing—whether it is speed building, 
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control or both. On a five-minute timing, the 
objective is likely to slip from their minds. 

5* More opportunities are provided for per-
fecting the techniques of typewriting before 
attempting application. 

6. More opportunities are provided for care-
ful proofreading. 

7# More time is provided for developing high 
production rates. 

8, Students can adjust more easily to five* 
minute timings after their typewriting skill has 
been developed* 

9. Students can check their progress at 
frequent intervals, and momentary discouragement 
can be replaced by feelings of satisfaction and 
accomplishment (5), 

The results of this experiment should provide informs* 

tlon on which to evaluate some of these ideas* 
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Selection of Schools 

The school! used in this study were selected at random 

fro® the independent school districts In- the suburban ecwKini-

ties in the Ballas^fort Worth area of Texas, permission was 

received from the superintendent, principal and/or director 

of curriculum to use four schools in this locality. 

Selection of Teachers 

The teachers participating in this study were also 

selected at randan from among the teachers who instructed 

three or more classes of beginning typewriting in each school, 

five teachers in the four schools agreed to participate in 

the study. 

Selection of Classes 

Twenty-two beginning typewriting classes taught by the 

five teachers in the four schools were given the C&ls Quick-

Scoring Mental Ability feat during the second week of school. 

the mental maturity scores for each class were arranged in 

*3 
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rank order from highest to lowest, thirty members of each 

©lass were selected from the middle of the listings, sod the 

mean mental maturity so ore found for each selected group* 

After the mean mental Maturity score was found for each class# 

eighteen of the classes were selected for the study and were 

placed into three groups. Jtech group was composed of six 

classes. These groups were adjusted until the totals of 

each group could he approximately Matched on the following 

iteiisf 

1. Similar ratio of boys and girls, 

2. Mean mental maturity score, and 

3. Schedule tine of class periods. 

©roup 1 was closed of'?® hoys and 110 girls* Oroup 2 

had 69 boys and 111 girls* Oroup 3 had 67 boys and 113 girls. 

A total of §40 students participated in the experiment with 

the girls outnumbering the boys 2 to 1, 

Oroup 1 had a mean mental maturity soore of 46.15* group 

2 had a mean mental maturity score of 46.45 and group 3 had 

a mean mental maturity score of *4*91 on the Otis test. The 

jb test statistlo was used to compare the group means to deter** 

mine if these scores differed significantly. A t of .268 be-

tween groups 1 and 2j a t of 1.054 between groups 1 and 3l 
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ana a t of 1.401 between group® 2 and 3 were not found to be 

significant at the 1 par cent level. The groups were, there* 

fore considered to be appropriately matched on the basis of 

mental maturity scores* 

of the scheduled hours of the school day fro® perils one 

through six, Qroup 3 was composed of classes whloh set at 

periods one, two and four* 

Approximately the first fifteen lessons of most textbooks 

are devoted to Keyboard presentation and skill building on 

timed drills of not more than one minutej thereafter, timed 

drills Increase In length* Another matohlng factor—initial 

stroking ability—was therefore obtained at the completion 

of lesson fifteen in the text used. All olasses were given 

three one-minute straight ocpy timed writings* The best 

one-minute timed writing for eaeh student of the sample was 

used to determine his initial stroking ability. Group 1 

had an initial mean stroking rate of 20.34 correct words per 

minutej group 2 had an initial mean stroking rate of 21.27 

correct words per minute] and group 3 had an initial mean 

stroking rate of 21.10 correct words per minute, The t test 

was again used to determine if there was a significant dif-

ference among the groups. A £ test score of 1.317 between 
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groups 1 and Ij a % test score of 1.133 between groups 1 and 

3l and a Jfc test score of .237 between groups i sod 3 were 

not found to be significant at the 1 per cent level. Thus, 

the groups were considered to to# appropriately matched on 

Initial stroking ability. 

The three classes in each sehool taught by the same 

teacher were designated as a "section" and labeled section 

A, B, C, D or S. A sixth section was formed from classes 

of two different schools and labeled section f. In this 

section the experimental class was taught by a teacher in 

one of the schools, while the control and combined classes 

with which it was grouped were taught by a teaoher in a 

different school. 

The final results of the selection of classes are shown 

In fable X. 

After the groups were thus matched, experimental and 

control groups were designated, The six classes of group 1 

were designated as the experimental groupj the six classes of 

group 2 as the control group, and the six classes of group 3 

as a combined group. The combined group used both the experi-

mental and control procedures for seven weeks each during the 

experiment. 
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Control Group Procedure 

The control group in each school used a drill procedure 

representative of that recommended fey current textbooks (2, 5) 

for ten to twenty minutes of each class period. This pro-

cedure included the following steps t 

1, Set a new, higher pace on two or three repeated 

one-half minute timings on easy copy. 

S. Maintain the new pace for a full minute* using 

paragraph copy. Gradually increase the time the new pace 

is maintained to longer periods of time—two, three, four, 

five and ten minutes* 

3. Have a review practice on the hardest words after 

each paragraph timing. 

This procedure for the speed-building portion of each 

period is based on a gradual increase of the length of timed 

drill. A combination of both short and long timed drill is 

used throughout the semester; however, after the fourth week 

of instruction* the longer timed drills begin to predominate. 

After the sixth week of instruction, at least o m or more of 

the five-minute timed drills is suggested as a standard part 

Of each lesson. 



Experimental Oroup Procedure 

During the speed-feullding portion of each dally prac-

tice period, the experimental group used only the high-speed 

drill procedure which was developed for the study based on 

the laamlng concepts in motor aklll development as expressed 

in Chapter XX. The experimental procedure m» used for tan 

to twenty minutes of each ©laas period. Suggested daily 

lesson plans# as shown in the Appendix, were furnished each 

teacher for use during this time, during the speed-building 

portion of each lesson, the experimental group spent their 

time in taking the short, intensive high-speed drills. The 

purpose of these drills is not to try to maintain the high 

speed for gradually increased periods of time, but to provide 

conditions favorable for the continual building of fast 

associations and improved work methods of the students. Xt 

la believed the seven learning concepts listed on page 25 

in Chapter XX are more nearly achieved through the me of 

this experimental procedure* 

Selection of Prills for ixperimentai Procedure 

The drills used in the experimental procedure of thla 

study along with the instructions for their use are found in 
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the Appendix. Materials used In formulating these drills 

were selected from noted writers and authors In the field of 

typewriting Instruction. Although these drills are published, 

they are not available for secondary school instruction unless 

they are provided as supplementary materials. The schools 

participating in this study did not have such supplemental 

materials available for classroom use. The Power Drive prills 

were developed by Vernon V. Payne of Morth Texas State fislver* 

sity and are published in a college typewriting textbook (6). 

The other drills used were selected from several supplemen-

tary drill booklets (1, 3, 7, 8). remission to use eaeh 

drill was secured from the author and/or publisher, The 

following eight drills were selected! 

1. Power drive drills (6). These drills are designed 

to build speed and control. four of these drills were included* 

2. Balaneed-hand sentences and paragraphs (l). ®aeh. of 

the sentences and paragraphs in these drills contains balanced-

hand words only, and is, therefore, good for developing basic 

skill, rhythmic control and high speed. Thirty sentences and 

three paragraphs of this nature were used. 

3« Speed sentences and paragraphs (1). Materials in 

these drills were slightly more difficult than the balanced-hand 
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otter!*!*, and were therefore used for skill improvement. 

Twenty-seven sentences and three paragraphs were included 

in this section. 

4. Forolng speed drills (7). Drills for forcing speed 

on one~h*nd words, long words snd difficult coablnationa were 

included. The first sentence in each of these drills contains 

very easy stroking combinations. gradually the easy material 

is eliminated and raor# difficult material substituted, caus-

ing the learner to foret his speed t© maintain the same speed 

rate. Thirty sentences of this nature were used. 

5. Drill for acceleration (7). In this drill, each of 

thirty-three sentences is slightly longer than the one that 

precedes it. Speed is gradually forced as the learner 

reaches a goal and moves to the next longer sentence. 

6. Paragraphs for speed practice (4). lach paragraph 

in this drill is slightly »ore difficult to type than the 

preceding paragraph. The average number of strokes per word 

ranges from 4.62 in the first paragraph to 6.00 in the tenth 

paragraph. Several techniques were used to obtain high speed 

on these paragraphs. 

7. One-minute writings ($). Bach paragraph included in 

this section is designed to be completed in one minute. Bach 
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speed rate indicated has three paragraphs. The first part* 

graph in each group is composed of vegr easy material, the 

second paragraph contains easy material, and the third para-

graph .has average mat trial. Individual spaed goals- are 

selected and material of three levels of difficulty is com-

pleted before moving to a higher speed goal, ipeed and/or 

control may be emphasised in these paragraphs. 

8* tailored timings (8). fhe Material in these one*.-

adnut* timings is of average difficulty and incorporate the 

one thousand words nest frequently used in writing business 

letters. These drills are used for selected goal writings. 

All of these exercises can be described as short, inten-

sive, highly motivated, teaeher-directed, goal-setting drills. 

Properly administered, they meet the characteristics.of the 

experimental high-speed drill procedure described in Chap* 

ter II, pages 33-35. 

Combined Group Procedure 

fhe combined group in each school used a combination of 

the experimental high-speed drill procedure and the control 

procedure according to the following plant 

1. Three classes, sections B, C and B, used the high-

speed drill procedure for the first seven weeks and then 
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changed to the control procedure for the remaining seven 

weeks. These classes were designated as the eiqperlraental-

control sub-group. 

2* 'three O.UMM» sections A, U and f, used- the control 

procedure for the first seven weeks and then changed to the 

high-speed drill procedure for the remaining seven weeks, 

these classes were designated as the control-experimental 

sub-group. 

Measurement of Results 

To obtain Measures of progress in speed and accuracy, 

each ©lass was given three one-minute timed writings and 

two five-minute timed writings onoe each week on the same 

straight copy Material, The best one-*inute writing and the 

best five-minute writing each week were used as the measures 

of achievement. 

The speed on each timed writing used in this study was 

expressed in correct words per minute. In figuring type-

writing speed, five strokes equal one word. The timed writ-

ing copy used in this study listed at the end of eaoh line 

the total words in that line, k scale for calculating the 

words in any part of a line was also included at the bottom 



of each tinted writing. The steps for calculating correct 

words per minute arei 

1. To determine the total words typed, 

2. To deduct from the total words on# word for each 

error made, and 

3. To divide the difference found in number two above 

by the number of minute® typed. 

The timed writings used in this study were checked and 

error® marked according to rules adapted fro® the Interna-

tional typewriting Contest Mules listed in the Appendix. 

Control of Mon^Kxperlmental flat 

Other than the ten to twenty minute© spent each day on 

the experimental and control drill procedures* all classes 

devoted their class time to regular textbook assignments. 

While there was some difference in the regular olassroom 

activity from class to class, there was no distinctiveness 

peculiar to either the experimental or control groups. It 

was believed for this reason that the regular classrocn , 

activities did not constitute variables which could influ-

ence significantly the results ©f the experiment, 
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chajtir iv 

tmmmmzm m vimtms 

In determining the effectiveness of an experimental 

pattern of high-speed drill on speed mod accuracy achieve-

merits of high school students in one semester of beginning 

typewriting, the results of experimental and control pro* 

oedures used in matched groups of beginning high school 

typewriting classes war® analyzed, fhe final result* war® 

based on the ©valuation of ©n«-tainut© and five-minute straight 

copy timed writing® and expressed in correct words per minute 

and total errors. Weekly progress scores were also obtained 

from the best of three one-minute writings and the better of 

two five-minute writings. 

Filial Five-Minute Spaed iatea 

The experimental group had a mean speed rate of 33*16 

correct words per minute on the final five-minute timed writ* 

ings with a standard deviation of 6.46, fhe control group' 

had a final mean rate of 30.35 correct words per minute with 

a standard deviation of 7*51. The combined group had a final 

mean apeed of 31.15 correct words per minute with a standard 

56 
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deviation of 7.^3. The t test was used to compare those 

observed moan scores with each othsr to determine if the 

differences were statistieally significant. When the experl* 

mental group was compared with the control group, a t value 

of 3.79 was obtained. This value was found to he significant 

at the 1 per cent level. A t value of 2.72 was found to be 

significant at the 1 per cent level when the experimental 

group was compared to the combined group, the % value of 

1.01, obtained by comparing the control group to the com* 

bined group, was not found to be significant at the 1 per 

cent level. 

Thus, on five»minute writings at the close of the experi* 

mental period, the speed of 33*16 correct words per minute 

achieved by the experimental group was significantly better 

than that of 30.35 and 31*15 correct words per minute achieved 

by the control and combined groups respectively. The speed of 

31.15 correct words per minute achieved by the combined group 

was not statistically better than the speed of 30.35 correct 

words per minute achieved by the control group. 

An analysis of variance was made to determine whether 

the observed differences among these three means might be 

reasonably attributed to chance. An F value of 7.329 was 

lass® enough at the 1 per cent level of confidence to indicate 



that the differences among the sample means were not due to 

chance* and* therefore, represent a significant difference 

In speed attained by the experimental classes over the eon* 

trol and combined classes. 

fable IX shows the results of the final flve-ainute 

timed writings by classes and gives the t values for each 

comparison between classes of the three groups* It can be 

noted from this table that with one exception, Section A, 

TABLI U 

9mm mm s?m® mtm HADE ON FOT»«IHWI tarn wmxm$ 
AT THE B® m Oil 3IMES7IK BY RlfltWRRti IMJfHINS 

TYPEWRITING CLASSES XI' FOUR I W i HIGH 
S I I W WITH T TIST COMPARISONS BY 

WMIMMMM GROUPS 

. . . Class tteans , £. test Comparisons 
Sec- Bicperi-' $©»* •®olt*" Cols, j r« oil. 
tions mental trol blned 2 & 3 1 1 4 3 H 4 

(1) C8) M ) rtl- (31 16) 17) 

A 31.16 32.10 31.36 .418 : .093. *284 
B 34,70 38*63 31.86 1,051 2.022 .667 
C 34,40 f8.63 3X»$6 3.090 ; 1.503 1,607 
0 32.16 30,60 : 29.13 1.128 2.063 1.049 
s 32.46 28,1*3 36,06 : 2,652 : 2.175 4.f0f 
F 34,03 29.70 27.53 2.568 4.201 1.333 

Aver- . 
1.333 

age 33.16 30.35 31.15 3.793 • 2.724 : 1.019 
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all of the experimental classes gained higher final rates 

of speed than the control classes. The experimental classes 

also gained higher final rates of speed than the combined 

classes* with the exception of section B« When compared 

to the- control classes* the £ value for experimental sec-

tions C» X and f represents a significant difference In the 

speed gained at the 1 per cent level, The t, values for 

experimental sections A, B and D are not significant, 

When compared to the combined group, the Jb values in 

Column 6 for experimental sections B, D, 1 and F were found 

to toe statistically significant at the 5 per cent level* 

hut sections A and C were not significant. In comparing 

the control sections with the combined sections, section S 

showed the only significant difference in favor of the 

combined class. 

final One-Kinute Speed Rates 

The experimental group had a final mean speed rate of 

39.79 correct words per minute on the one-minute timed writ-

ings* with a standard deviation of 8.98. fhe control group 

had a final mean speed rate of 37*23 correct words per minute» 

with a standard deviation of 8*11* The ccobined group had 

a final mean speed rate of 37.38 correct words per minute, 
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with a standard deviation of 7.92. A t value of 2.82, which 

is significant at th» 1 per cent level, was found when the 

total experimental group was conipared to the total control 

group* When the total experimental group was compared to 

the total combined group* a Jb value of 2*68 was obtained 

and was significant at the 1 per cent level. Ho significant 

difference was found between the total control and combined 

groups which had a £ test value of .183. 

Thus, on final one-minute writings, the speed of 39.79 

correct words per minute achieved by the experimental group 

was significantly better than that of 37.23 *J>d 37*38 cor-

rect words per minute achieved by the control and combined 

groups respectively* the final speed of the combined group, 

37.38 correct words per minute, was not statistically better 

than the final speed of the control group, 37*23 correct 

words per minute. 

The F value of 5.281 calculated for these sample means 

also indicates a significant difference at the 1 per cent 

level in one-minute speeds made by the control, experimental 

and combined groups* fable 1XX shows the several class means 

of each group on the final one-minute timed writings and the 

t value for each class comparison* The t values in Column 5 
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fABLB III 

f m mm spi® wm cm o».iawfs ram warms 
m *sm mm w mm swmm m rnmrnm wmmtm 

mwrnvim QMB&M m worn smmm mm 
mums mm t tmt Qimmimm 

DESIGNATED GROUPS 

Class Maans i Watt Qoap»rl8ons 
Sec- jS?Cp©̂,jL'* Soul* :'i©lS# 0<&i# 
tions mental • trol bined f * 3 2 & 4 3 & 4 

M (a) (3) (4) <51... | 
! . (6) (71 

A 41,00 3B.m 39.63 .Bit .475 .880 
B 48.00 37.93 36.03 1.937 :t.836 .990 
e 41.70 34.06 34.43 3.521 2.378 1.28X 
D 35.90 38.36 35.63 1.35T a m 1.586 
s 36.53 35.60 40.66 .501 a.354 8.734 
f 41.63 36.53 : 35.93 1.316 2.745 1.180 
Aver-* 
age 39.79 37.S3 : 37.38 2.828 2.684 .183 

reveal that only e*perl*ental section © m i # a statistically 

significant higher speed than the control section C. fhe 

differences in speed of experimental and combined sections 

B# 0, 1 and f were statistically significant at better than 

the f per cent level. Itiere was no significant difference 

between the final speeds of experimental and combined sec* 

tlons A and i« A comparison of the final speeds for the 

eontrol and the ooo&lned olasses showed a significant dlf* 

ference in only one sectIon—section B--in favor of the 

combined class. 
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Irrors Wide on final Five-ltinute Writings 

fhe total experimental group had a mean total of 5»t8 

error® on the final five-minute timed writing, with a 

standard deviation of 3.52. the total control group had 

a mean total of 7.83 errors on the final fiv«*«in**te timed 

writing, with a standard deviation of §*?8, fhe total 

combined group had a mean total of 6,44 errors on the final 

flve~minute timed writing, with a standard deviation of 

4«ai, A t teat value of 3*85 between the eaqperimenfcal and 

oontrol groups indieatea a significant difference at the 

1 per oent level« A significant difference was also shown 

between the experimental -and combined groups at the 1 per 

cent level with a % value of 2,32, fhe combined group did 

not show a significant difference at the same level over 

the control group with a t value of 1.47. , On the final 

five-minute writings, therefore, the final accuracy score 

of the experimental group was better than that of either 

the control or combined groups, fhe accuracy score of the 

combined group was better than that of the control group, 

but this difference was not statistically significant, An 

F value of 8,113 calculated for these sample means also 

indicates at the 1 per cent level a significant difference 

in errors made by these groups. 
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fable IT shows the totalis of the interaction among 

the various classes of the three group* In eoatparing errors 

taade OR five-minute timed writing* • It ©an be seen fro» 

this table that the experimental classes iMs fewer errors 

on th« fiveHRlnute tined writings than the control classes. 

The jx values in Column 5 indicate that the differences are 

significant at the 1 per cent level for sections 1 and *• 

the eacperiaental classes also made fewer errors on the five** 

minute writings than the combined classes except for section 

Pj however, the t values shown in GO1UKR 6 are not significant 

t mm vr 

FINAL MEAN S$BOH§ MABI 0$ FXWMOIRIVK Til® WUfDSI 
AY THE END 9 QK8 ftSMS&NBI Bf Bt6@ES8l BSEHMMIIIS 

fYFEWMTING XI POUR SELECTED HUH 
SCHOOLS WOT t fist emtAMSom m 

Tmimwrn mmm 

Glass Heans Jl test. ©oiwarisons 
$e®** Sicperi- ' 'ton*" ' '9d»» @©II. | " #©iir" ""i'ili."" 
tions raental trol bined 2 & 3 2 ft 4 3 & 4 

(3) m fS) 16) 171 ,r 

A 4.90 6.76 7*1$ 1.52 ! 8.34 .27 
• B 6,50 9,33 9.03 1 ft# X * JNS 1.84 .17 
© 5.50 • 6.53 • 5.66 .97 •19 ' .82 
9 6.73 8.70 6*13 1 OTP 

asftf 
*48 1»65 

I 3.40 5.40 5 #03 2.69 : 2,45 #43 
f 4.26 ife ££ © #©D 5.66 8*65 1.80 1.10 

Aver-
age 5.28 7.83 6,44 3.85 8*88 1.47 
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at the 1 per cent level, There are no significant differ-

ences la the errors made by any of the control and combined 

classes. 

Xrrors Made ©a final Ooe-Kinute Writings 

fhe total experimental group had a mean total of #8? 

error# on the final one-minute timed writing, with a stand* 

ard deviation ©f .97. the total control group had a mean 

total of 1.47 error®, and a standard deviation of 1.42. 

The total combined group made a mean total of 1*18 errors# 

with a standard deviation of 1*21. A t, value of 4.58 be-

tween the means of the experimental and control groups is 

statistically slgnlfloant at better than the 1 per oent 

level. There was also a significant difference at better 

than the 1 per oent level between the experimental group 

and the combined group as evidenced by a £ value of 2.58. 

m slgnlfloant difference was found between the means of 

the control and oonbined groups at the 1 per cent level, 

but the difference is significant at the 5 per cent level. 

thus, on one-minute writings, the final accuracy score 

of the experimental group was significantly better than 

that of either the control or combined groups. The accu-

racy of the combined group was slightly better than that 
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of the control group, but was not statistically slgnifioant. 

At the 1 per eent ltvel, the F value of 10.147 show* a sig-

nificant difference in the errors made m one«alnute writings 

% these groups, 

table ? shows the mmm of th# various classes by 

groups as well as the values of the £ test cooparlsons* 

fills table shows that each of the experimental classes 

made fewer errors on the final one-minute writings than the 

TABLE T 

FXHAL HIAJt SltilQilS MA8B ON 0t®-liI80fE TOtED WSSflHSS 
at fas bwd o r s e k b s t s r Bf iiswisii beginning 

TYPEWRITING CI*A$8SS III FOPt SSiSOT® fffffff 
schoou ran t test comparisons ~ 

PSSlSHAf® 8fcO»tS ^ 

..(Slats Means i. fast CJomparlsons 
Seo»' EXpSFi** IIOJfiN* Com- Coli, 'fioIiV : • COJEt™" 
tlons mental trol bined 2 * 3 2 ft 4 3 * 4 
.(1) (8) (3) m (5) (6) m 

A .75 1.07 1.03 1.17 1.Q8 .12 
B .79 8.17 1*83 5.23 3,00 *84 
e .69 1.39 .80 3.00 •06 8.90 
D 1.78 2.28 1*73 1.18 .02 1.22 
8 •48 .60 •70 ,78 *i mts. 

1*39 
.50 

f •86 1.32 1.00 1.56 CE«| 

*3M» 1.10 
Aver-

CE«| 

*3M» 

age : .87 1.47 1.18 4.52 8*30 2M 
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control oliutii however, the t values in Coluan 5 indicate 

that these differences are significant at the 1 per cent 

level for sections E and © only, According to the t values 

in Column 6, only se#Mon B had a significant difference is 

errors whan comparing the experimental classes to the com-

bined classes* Ite significant difference existed between 

the M a p arrow made toy any of the control and combined 

groups. 

Learning Curves 

file mean speed and accuracy scores were ascertained 

each week for each Glass and used to plot learning curves 

to show the nature of the weekly progress# An analysis 

of these curves revealed several features ©f interest. 

® » forward progress of the three groups was not consistent 

among the sections. Saeh section had a tendency to develop 

its own pattern* The experimental class in each section 

tended to have fewer fluctuations in speed and sore gradual 

progress on tooth the one- and five*minute timed writings# 

this gradual progress was particularly noticeable during 

the last four to five weeks of the ea$ieri»etit* 

there was much more fluctuation in the errors made on 

five-minute writings than in the speed scores from week to 
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week. The error curves show very erratic performance from 

week to week. Even though erratic, the experimental classes 

maintained lower error rates than the control and combined 

classes. There was also a tendency for the classes of each 

section to show very similar error patterns on the five-

minute writings as well as on the one-minute writings. 

Section A 

Figure 1 shows the same general progress pattern for 

the classes of section A on five-minute speed rates. The 

35 

CONTROL. 
COMBINED 
EXPERIMENTAL 

I 

COMBINED CLASS CH/V.H6ED 
FROM CONTROL TO 
EXPERIMENTAL PROCEDUP.E 

I I I I J I 1 
8 9 10 11 11 13 14 

W E E IAS 
15 16 17 18 

Pig. 1—Weekly mean speed rates on five-minute timed 
writings for section A. 
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combined class used the control procedure during the first 

part of the experiment and the progress of the control and 

combined classes Is almost Identical during the first eleven 

weeks of the semester and remained similar during the last 

part of the semester. All three classes tended to equalize 

their speeds at the end of the sixth week, which was the 

first grading point, the experimental class shoved a more 

even and gradual progress from the ninth week until the end 

of the semester* 

Figure 8 shows the error curves for the flve-silnute 

writings to be erratic for all classes of section A. the 

combined and experimental classes assumed a similar pattern 

after the eleventh week when the combined class was changed 

to the experimental procedure• the control class in this 

section maintained the lowest error rate until the seven* 

teenth week of the semester. The ea^erlmental class showed 

a gradual reduction of errors after the thirteenth week of 

the semester* After the fifteenth week of the semester, the 

control class showed a gradual increase in its errors, while 

the experimental class showed fluctuations but no over-all 

Increase in its error rate* The control and combined classes 

ended the semester with an almost identical error score. 
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CONTPkOL 
C O M B I N E D 
E X P 6 W M E N T A U 

C O M B I N E D C L A . S S CHANGED 
F R O M C O N T P i O U TO 
ex P E P . I m e n t a l p r o c e d u r e 

J I J I J L J L 
"4 5 6 7 8 9 10 II \Z 13 14- 15 16 17 18 

W E . E 

Pig. 2—Weekly mean error rates on five-minute timed 
writings for section A. 

Figure 3 indicates a very similar pattern on one-minute 

writings for all the classes of section A. The combined 
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Pig. 3—Weekly mean speed rates on one-minute timed 
writings for section A. 

class made more rapid progress after it was changed to the 

experimental procedure at the eleventh week. The experi-

mental class showed less fluctuations and more forward 

progress than the control class on the one-minute writing 

speed. 

Figure 4 shows erratic weekly error rates for the 

first nine weeks by all classes in section A. Thereafter, 
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CONTROL. 

. . . . . C O M B I N E D 
E X P E R I M E N T A L 

_L 

combined class changed 
FROM CONTROL TO 
EXPERIMENTAL PROCEDURE 

± ± _L J_ 
5 6 7 8 9 10 II 12. 13 14- 15 16 17 18 

W E E I ^ S 

Pig. 4—Weekly mean error rates on one-minute timed 
writings for section A. 

a gradual but erratic reduction of errors was made by the 

control and combined classes. After the ninth week, the 

experimental class showed a more stable reduction of errors. 

Section B 

Figure 5 shows the same general pattern of upward prog-

ress for all classes of section B on the five-minute timed 

writings. The combined class used the experimental procedure 
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Fig. 5—Weekly mean speed rates on five-minute timed 
writings for section B. 

for the first seven weeks of the experiment, and its prog-

ress line shows a gradual improvement; however, the experi-

mental class using the same procedure tended to be erratic. 

The combined class became erratic in its weekly speeds 

after it was changed to the control procedure, but the 

experimental class made fewer fluctuations. The control 

class made minor fluctuations throughout the semester. 
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Figure 6 shows the same general error pattern for all 

classes of section B on the five-minute writings until the 
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Fig# 6—Weekly mean error rates on five-minute timed 
writings for section B. 
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thirteenth week. Thereafter, the pattern is very erratic 

and the learning curves are quite independent of each other. 

The experimental class maintained a lower error rate than 

the control class. The combined class had a significant 

increase in its error rate during the time it was using 

the control procedure in the experiment. 

Pigure 7 indicates that the control class in section B 

had many fluctuations on the one-minute speed rates throughout 
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Pig. 7—Weekly mean speed rates on one-minute timed 
writings for section B. 
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the semester. The experimental class also fluctuated from 

week to week during the first part of the semester, but 

showed gradual progress during the last seven weeks. The 

combined class, which used the experimental procedure 

first, also showed gradual and steady upward progress 

throughout the semester. 

Figure 8 shows rather independent and varying error 

rates on the one-minute writings for all the classes of 

COMBINED CLASS CHANGED 
FP̂ OKA EXPERIMENTAL TO 
CONTROL PP»OCEOU^E CONTROL 

COM&IMED 

EXPEPM MENTAL 

W E E I A S 

Pig. 8—Weekly mean error rates on one-minute timed 
writings for section B. 
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section B. The combined class did assume the posture of 

the control class after the eleventh week, at which time 

it was changed to the control procedure. 

Section £ 

Figure 9 shows that the experimental class had a more 

gradual and even speed progress than the control class on 

the five-minute writing speeds. The combined class in this 

section used the experimental procedure first and shows an 
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Pig. 9—Weekly mean speed rates on five-minute timed 
writings for section C. 
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almost identical speed progress pattern to the experimental 

class throughout the semester. 

Figure 10 shows very little difference in error patterns 

developed by the classes of section C on the five-minute 
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Pig. 10—Weekly mean error rates on five-minute timed 

writings for section C. 
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timed writings. There were weekly fluctuations in all 

classes with an over-all reduction by each class. 

Figure 11 reveals the classes in section C had the same 

general speed progress pattern on the one-minute writing 

that they had on the five-minute writings. The experimental 

class showed more gradual and even progress than the control 

class. The combined class made even progress for the first 
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Pig. 11—Weekly mean speed rates on one-minute timed 
writings for section C. 
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part of the experiment, but began to fluctuate from week 

to week when changed to the control procedure. 

Figure 12 reveals a very erratic weekly behavior by 

each class in section C on the error rates made on the 

one-minute timed writings. There was little over-all 

improvement until the last week of the experiment. The 

combined class tended to assume the error pattern of the 

control class during the last five weeks of the semester. 
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Pig. 12—Weekly mean error rates on one-minute timed 
writings for section C, 
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Section D 

Figure 13 shows that the experimental and control 

classes in this section had almost identical progress lines 

until the fourteenth week of the semester. At that time 

the experimental class began a gradual and continual rise 

until the end of the semester. The combined class in this 

section started on the control procedure, but its progress 

line did not take on the character of either the control 

or the experimental class. 
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Figure 14 shows an almost identical progress for both 

the experimental and control classes in errors made on the 

13 

12 

II 

J I 

XOWTPOL 
. COMBINED 
„ EXPERIMENTAL 

COM&lNED CLASS CHANGED 
FP>OM CONTROL TO 
EXPERIMENTAL PPOCEDURE 

J L J L J L 
4 5 6 7 8 9 10 II 12 15 14- 15 16 17 18 

W E E I ^ 6 

Pig. 14—Weekly mean error rates on five-minute timed 
writings for section D. 



82 

five-minute writings. Beginning with the fifteenth week, 

the control class began to increase its total error rate, 

while the experimental class had a down and up fluctuation. 

The combined class assumed an almost identical error pattern 

as the other classes on the five-minute writings. 

Pigure 15 shows that all classes in section D assumed 

approximately the same patterns on one-minute writing rates. 
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Pig. 15—Weekly mean speed rates on one-minute timed 
writings for section D. 
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Figure 16 shows very erratic but generally the same 

error pattern for all classes of section D on the one-minute 

writing rates. There was a difference in the beginning error 

rates of the control and combined classes. This difference 

was equalized in the fifth week, and the classes made iden-

tical progress until the end of the sixth week. Thereafter, 

they showed completely independent progress. When the com-

bined class was changed to the experimental drills, it 
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Pig. 16—Weekly mean error rates on one-minute timed 
writings for section D. 
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continued having weekly fluctuations. The combined and 

experimental classes made the same final error rate. 

Section E 

Figure 17 shows that all the classes of section E 

assumed the same progress posture. The control and the 

experimental classes were practically the same throughout 

the semester. The combined class in this section started 

on the experimental procedure, but shows the same posture 

as the experimental and control classes. 
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Pig. 17—Weekly mean speed rates on five-minute timed 
writings for section E. 
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Figure 18 also shows an almost Identical error prog-

ress curve on five-minute rates for all the classes of 
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Pig. 18—Weekly mean error rates on five-minute timed 
writings for section E. 
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Figure 22 shows that the control and combined classes 

follow practically the same error pattern. The experimental 
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Pig. 22—Weekly mean error rates on five-minute timed 
writings for section P. 
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class makes a noticeable reduction in errors during the 

first ten weeks, but it fluctuates during the remainder of 

the semester. 

Figure 23 indicates that the one-minute speed rates 

of all the classes in section P follow the same progress 

pattern as that found on the five-minute rates for these 

classes. 
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Figure 24 shows a gradual reduction in errors on the 

one-minute writings by all classes, but each class tends 

to be erratic and independent of the other classes. The 

experimental class demonstrated a lower error rate for 

the major part of the semester. When the combined class 

was changed to the experimental procedure for the last 

seven weeks, a more noticeable reduction in error rates 

was made. 
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Total Groups 

In Figure 25 the weekly speed progress on five-minute 

timed writings is depicted for the total experimental, con-

trol and combined groups. In averaging the weekly speed 

rates of the several classes in each group, the high and 

low peaks tended to offset each other, and the average 

progress curve for the total groups became somewhat uniform. 

The experimental group shows a more gradual improvement. 
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Pig. 25—Weekly mean speed rates on five-minute timed 
writings for total experimental, control and combined groups. 
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Figure 26 shows the weekly total error rates on five-

minute timed writings for the total experimental, control 
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Pig. 26—Weekly mean error rates on five-minute timed 
writings for total experimental, control and combined groups 
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and combined groups. This composite curve of total errors 

shows the same erratic nature that the error curves for the 

Individual classes showed. However, as concluded from the 

sectional charts, the experimental group maintained lower 

error rates than the control and combined groups. 

Figure 27 shows that the forward speed progress of 

the total experimental, control and combined groups on 
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Pig. 27--Weekly mean speed rates on one-minute timed 
writings for total experimental, control and combined groups. 
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one-minute timed writings was uniform and gradual. The high 

and low peaks of the individual class curves offset each 

other in this composite curve to make the total group 

curves quite even throughout the weeks of the experiment. 

In Figure 28 the weekly total error rates on one-

minute timed writings for the total experimental, control 

and combined groups show the same erratic appearance as 

the error rate curves for the total group on five-minute 
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Pig. 28—Weekly mean error rates on one-minute timed 
writings for total experimental, control and combined groups. 



96 

timed writing*, fit# progress curve for the e5q?erlmental 

group shows * noticeably lower error rate for ten of the 

fourteen weeks of the experiment. 

Analysis of Combined groups 

The a m ee»blned classes were divided info two even 

sub~groups» Inch sub-group haul a class which met at the 

first period, a class whleh set at the second period, and 

a class whleh set at the fourth period. One sub-group was 

designated aa the experlmental-control aeetion and began 

using the high-speed drill procedure in the same manner 

as the experimental classes for the first seven weeks and 

then changed to the control procedure, She other sub* 

group was designated as the control-experimental section 

and began using the control drill procedure in the same 

manner aa the eontrol classes for the first seven weeks 

and then changed to the experimental procedure. Figure $$ 

shows that the *xpevlnental»eoRtrol classes had a gradual 

and even upward progress during the first seven weeks with 

only two downward fluctuations. After the classes were 

changed to the control procedure, they tended to either 

reach a plateau or experience weekly fluctuations for four 
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Pig. 29—Weekly mean speed rates on five-minute timed 
writings for the experimental-control classes. 

weeks. During the last three weeks there was another period 

of gradual upward progress. 

Figure 30 reveals that the control-experimental classes 

had a gradual increase during the first seven weeks, but the 

increase was not as rapid as the experimental-control classes. 

There was also more of a tendency for the control-experimental 

classes to fluctuate from week to week and to have periods of 

no progress, 
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Fig. 30—Weekly mean speed rates on five-minute timed 
writings for the control-experimental classes. 

A further analysis of these combined classes showed 

that the experimental-control classes had an average speed 

gain during the first seven weeks of 8.3 correct words per 

minute. The average gain of the control-experimental classes 

was 6.3 correct words per minute. During the last seven 

weeks of the experiment, both sub-groups had the same aver-

age gain of 5 correct words per minute. The average gain 
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of the six experimental classes and the six control classes 

for the first seven weeks was 7*5 correct word* per minute 

each. *he average gain for the last w w b weeks was 7.1 

correct words per minute for the experimental classes and 

4,6 eorreet words per minute for the eontrol classes. Xn 

o sarins the gain of the combined e lasses with the gain of 

the experimental and control classes for the same periods, 

the following tendencies were noted! 

1, Buring the last aeven weeks when the eacperlsiental* 

eontrol classes were using the control procedure, their 

average gain of 5 correct words per minute was lower than 

the average gain of 7.1 correct words per minute made by 

the experimental classes* 

2, During the last seven weeks when the control-

experimental classes were using the high-speed drill pro* 

cedure, their average gain of 5 correct words per minute 

was greater than the average gain of 4.6 correct words per 

minute made toy the control olasses. 

fhe eontrol-expertmental classes had a mean speed of 

29.34 correct words per minute, and the experimental-

control classes had a mean speed of 32.96 correct words 

per minute on the five-Minute timed writings • A £ value 
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of 3 indicates a significant difference at better than 

the 1 per cent level In the speed of these two sub~groups. 

Mo significant difference was found between these sub-

groups on the speed made on one-minute writings.or between 

error rates on either one»minute or five-minute timed writ* 

ings. ©ne-aiinute mean speeds were 3T.06 correct words per 

minute for the oontrol-experiaental classes and 37#?l cor-

rect words per minute for the eaŝ eriaientiil-ooritrol classes# 

Error rates on flve»minute writings were 6.31 for the 

control-experimental classes and i*§7 for the experimental-

control classes. On the one«slnute writings the error 

rates were 1*85 fo* the control-experimental classes and 

1.11 for the ej^erlaental-confcrol classes * 



CHAffm V 

SUMMARY, iMracmoifs A m m m m m m m 

Summary 

the purpose of this study was to determine the effect 

of a high-speed drill procedure on speed and accuracy 

achievement in the first semester of beginning typewriting 

at the high school level. In order to make this determl-* 

nation, the speed-building portion of each instructional 

period in eighteen high school classes was Isolated for 

experimentation with regard to the use of two procedures 

for building speed, the procedure used as a control element 

in the experiment was based on speed-buildlng drills repre* 

sentatlve of those recommended in current typewriting text-

books and prevalently used in many beginning typewriting 

classes. The procedure used as the experimental element in 

the study was based on the use of eight selected high-speed 

drills which are believed to conform better to the theoreti-

cal requirements of motor skill development. 
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The oontrol procedure included the following steps* 

1, Set a new, higher pace m two or three repeated 

one-half minute timed drills on easy copy, 

ft Maintain the new pace for a full minute, using pars-

graph copy, Gradually increase the time the new pace is 

maintained to longer periods of time—two, three, four, five 

and ten minutes. 

3* Have a review practice on the hardest words after 

each paragraph timing. 

This procedure for speed building is based on a gradual 

increase in the length of timed drill. A combination of both 

short and long timed drills is used throughout the semester! 

however, after the fourth week of instruction, the longer 

timed drills begin to predominate. After the sixth week; of 

instruction, at least one or more of the five-minute timed 

drills is suggested as a standard part of each lesson* 

The experimental procedure stressed the taking of short, 

intensive, high-speed drills* the purpose of these drills 

was not to try to maintain the high speed for gradually in-

creased periods of time, but to provide conditions favorable 

for the continual building of fast associations and Improved 

work methods of the students. The drills used in the 
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experimental procedure were selected from noted authors and 

writers in the field of typewriting instruction* and in-

cluded power drive drills* balanced-hand sentences and para-

graphs# speed sentences and paragraphs, forcing speed drills# 

drill for acceleration and one-minute timed writings on 

material with varying degrees of difficulty, 

Slghteen beginning typewriting classes taught by five 

teachers in four high schools In the Dallas-Port Worth area 

of Texas were selected for the study. 

the schools were selected at random from the independent 

school districts In the suburban communities In the Dallas-

Fort Worth area. 

The teachers were also selected at random from among 

the teachers In each school who instructed three or more 

beginning typewriting classes. 

The eighteen classes# selected from twenty*two classes 

taught by the five teachers, were formed into three groups 

of six classes each. These groups were appropriately matched 

on the following factors I 

1. Similar ratio of boys and girls# 

2. Mean mental maturity score# 
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3. Bchedule time of class period*, and 

4, Initial stroking ability as measured by a straight 

copy test at the end of the third week of instruction, 

thirty students in each class, a total of 5*0 students, 

participated in the experiment with the girls outnumbering 

the boys two to one. 

fhe t test statist!© was used to compare the groups 

with regard to mental maturity scores and initial stroking 

ability. No significant difference was found among the 

groups on these two matching factors. 

fhe three groups were designated as experimental $ unit** 

trol and combined, fhe experimental and control groups were 

composed of classes which met at each of the scheduled hours 

of the school day from periods one through six. The com* 

blned group was composed of classes which met at periods 

one, two and four, 

fhe experimental group used the high*speed drill pro-

cedure and the control group used the procedure representative 

of that recommended by current textbooks for ten to twenty 

minutes of each instructional period for the remainder of the 

semester, fhe combined group was divided into two sub-groups 

of three classes each and used both the experimental and 
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control procedures in reverse order for seven weeks each 

during the remainder of the semester. 

The experimental, control and combined classes in each 

sohool were taught by the same teacher. The three classes 

in «aoh school, taught by the same teacher, were designated 

as a "section* and labeled section A, B# C, D or I, A sixth 

section was formed from classes of two different schools and 

labeled section F. 

To obtain measures of progress in speed and accuracy, 

each class was given three one-minute writings and two five-
| 

minute writings once each week on the straight copy material, 

The best one-minute writing and the best five-minute writing 

each week were used as the measures of achievement, 
l 

Other than the ten to twenty minutes spent each day on 

the experimental and control drill procedures, all classes 
I 

devoted their class time to regular textbook assignments* 

The findings of this study support the hypothesis that 

the use of an experimental high-speed drill procedure will 

produce higher levels of speed and accuracy achievement in 

one semester of beginning typewriting than will the use of 

a procedure representative of that recommended by current 
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textbook* and prevalently used In beginning typewriting 

©lasses. The experimental group, using the highspeed drill 

procedure, showed a significant advantage over the control 

group in the speed gained in one semester of beginning type-

writing as measured by both one-minute timed writings and -

five-minute tinted writings. The experimental group also • 

showed a statistically significant advantage over the control 

group in the number of errors made m both the one-Minute 

timed writings and the five-minute timed writings* The analy-

sis of the combined groups which used both the experimental 

and oontrol procedures for seven weeks each also supports 

the hypothesis of this study. In these groups there was 

evidence of a more gradual and higher speed attainment while 

using the experimental procedure than there was while using 

the control procedure* 

Although supporting the hypothesis, the analysis of the 

learning curves established by the several ©lasses showed that 

the use of the experimental procedure did not prove to pro-

duce the best results in every case. In studying these 

learning curves, it was noted that three of the experimental 

classes showed better performance on both the five- and ewe-

minute timed writings throughout the experiment than the 
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other classes Irs their respective sections. Two of the con-

trol > classes and on# of the combined Glasses showed better 

performance throughout the experiment than the other classes 

In their respective sections• The highest mean speed made 

by any single class was made by & corabined class, 

These learning curves.also revealed that each of•the 

experimental classes maintained a lower error rate on the 

five-alnute timed writings than any of th® other' classes in 

their section. On the one-minute writings* four of the 

eaeptriisental classes maintained a lower error rat®, and two 

of the control classes maintained lower error rates than the 

other classes in their respective sections. fh« lowest.error 

rate made by any 'Single class was made by an experimental 

class. 

The final speed and accuracy scores reported in this 

study are considered to be above average for beginning typists, 

mien compared to speeds suggested by several typewriting speed 

standards studies (1, 2, % 4, 5), the group' wears speeds-of 

30 (control), 31 (combined) and 33 (experimental) correct 

words per minute reported in this study are considered to be 

above average for first semester typewriting students* 
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On® textbook manual {6, p. 135 suggested the following 

standards for five-minute straight copy speedsi 

' Correct Words f®r Minute 

A 37 or ©ore 
1 34 . 36 
£ 30 -33 
0 2 7 - 2 9 

According to these standards, the group means of 30, 31 and 

33 oorreet words per minute in this study represent average 

performance. The three experimental classes which made 34 

correct words per minute and the one combined class which 

»Me 36 correct words per minute represent above-average 

performance fey this standard* 

Another textbook manual (7, p. 17) suggested the follow* 

ing standards for end-of»seaest#r goalsf 

S**£t frogs Words Per ffinute 

A 35 

B 30 
C 85 

Uh@ speeds in these standards are expressed in gross words 

per minute which do not deduct a penalty for errors Made# 

fhe speeds in this study were expressed in correct words per 

minute which do deduct one word from the gross words for each 

error made* so, according to these standards all the group 
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means reported represent speeds well above the average for 

beginning typists. 

An error rate of not more than one error per minute Is 

considered standard by the same authorities olted above* The 

mean error rates reported in this study, therefore, are con-

sidered to be high on both the one* and five-minute timed 

writings. The experimental classes in this study# with a 

mean error rate of 5.28 on the five-minute writings and .87 

on one-minute writings, more nearly approached the error 

standard than either the control or combined classes, 

It was also noted that the difference In one*»inute 

speed rates and five-minute speed rates made in this experi-

ment supports the findings of Smith's study which reported 

that "the average typist reduces his rate by one word a 

minute for every minute he sustains his effort* (8, p. 34). 

The difference in one-minute and five-minute speed rates 

among the classes in this study ranged fro® three to ten 

words with an average of seven words. Fro® the average of 

all classes in this study* therefore, the students lost 1.4 

words per minute when sustaining their speed for five minutes. 
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Conclusions 

Based on the findings of this study, the following con-

elusions are made: 

1, That the high-speed drill procedure used In this 

study Is an effective method for speed building In the 

first semester of beginning typewriting at the secondary 

school level. 

2* That the high-speed drill procedure tends to pro-

duce higher levels of speed and accuracy achievement than 

does the procedure which is representative of that recoai* 

mended by current textbooks and prevalently used in beginning 

typewriting classes# 

3, That the high-speed drill procedure as used in this 

experiment has possibilities therefore of being an improved 

speed building procedure when properly used, 

4» That a speed building program In first semester 

beginning typewriting need not necessarily include a gradual 

increase In the length of time in the drills on which speed 

18 built* 

5. That the use of short high-speed drills helps build 

typewriting patterns which transfer to longer writings as 

well as or better than the use of long timed drill. 
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6, That tiie use of high-speed drills lias a tendency to 

permit more gradual and even progress. Plateaus and/or 

weekly fluctuations are less frequent in the class learning 

curves than in the curves made with the use of standard drill 

procedures. 

7. That the use of high-speed drills tends to provide 

more favorable conditions for the proper conditioning neces-

sary in typewriting learning# 

Implications 

from the above conclusions, the following implications 

appear pertinent for speed building purpose in the first 

semester of beginning typewritings 

1« The use of nore short, intensive high-speed drills 

and fewer long timed writings* especially of five minutes 

or more* for speed and accuracy building purposes. 

ft The inclusion of nore high-speed drills* such as 

those used in this study* in secondary school typewriting 

textbooks* and/or the providing of such drills in an inex-

pensive* consumable form* 

Recommendations for further Research 

As a result of this study* the following recommendations 

for further research are made; 
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1, That studies toe made to determine the effects of 

high-speed drills on speed and accuracy achievement in sec-

ond semester and advanced typewriting classes in the secondary 

school. 

2, That studies toe made t© determine the effects of 

high-speed drills on speed and accuracy achievement in 

typewriting classes at the post high school and college level 

of instruction. 

3* that a study be made to determine the effect of 

high-speed drill on speed and accuracy achievement in begin-

ning typewriting when a more extensive use is wade of sueh 

drill than the ten to twenty minutes as used in this study. 

4* That studies toe made to determine the differential 

effect of high-speed drill on students in typewriting as 

related to varying factors such as emotional characteristics# 

mental maturity, sex, motor skill, age, interest or purpose, 

5. That a study toe made to determine the most effective 

role of the teacher in conducting high*speed drills as well 

as the effect of varying teacher factors on achievement in 

typewriting speed and accuracy from the use of high-speed 

drills. 



1X3. 

6# That a study fee made to determine the effects of 

high-speed drills on speed and accuracy achievement In type-

writing classes taught by teaehers with a thorough familiarity 

with the psychology of motor skill learning and who have 

experience In directing high-speed drills* 

7. That studies be made to investigate the possibilities 

of using machine projected copy In connection with high-speed 

drills as a means of reducing the teacher*s managerial time 

for an Increase In opportunity to observe -and supervise* 

8. That studies be made to explore the possible impli-

cation of the findings of this study with regard to high-speed 

drill to other areas of motor skill learning. 
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POWER DRIVE*— I 

.rections% You will be timed for thirty seconds on the sentence below. Ttype the sentence 
s many times as you can at your control rate. 

RATE INDICATOR 

Type each line as many times as you can. 

1 / 2 / 3 M / 5 / 6 / 7 / 8 / 

Words 
8 

rections % Determine your score on the RATE INDICATOR as follows: Figure the total number 
' words typed in 30 secondsj multiply by 2; subtract one word for each error. Now, using 
<ur final score on the RATE INDICATOR, locate your speed (or the speed nearest your rate) 
i the right-hand columns of the POWER -DRIVE. This point will indicate where you will start 
i your Power Drive. 

A B C 
Number of times you complete line — 2 3 ^ 

Your speed in words a minute 

The girl paid the man for her ride. 28 k2 

There was no light in the old house. 29 b3 

Be sure to lock the door when you go. 30 kk 

The picnic will be sometime next week. 30 k6 6l 

The bus left for the park this morning. 31 hi 62 

He will find the best way to do the job. 32 HQ 6b 

He laid his book on the table in the den. 33 b9 66 

It began to rain before the game was over. 3b 50 61 

Many a man has hitched his wagon to a star. 3b 52 69 

Their plane was due more than two hours ago. 35 53 TO 

Keep a record of the tests you pass each day. 36 5b 72 

These drills should help you build your speed. 37 55 Jh 

They rang the bell but no one came to the door. 38 56 75 

You could do great things if you will work hard. 38 58 77 

You will soon be a good typist if you really try. 39 59 78 

There is no time like the present to do this work. ho 60 80 

* 

Stuart, Payne & Anderson, COMPLETE COLLEGE TAPING. 
Prentice-Hall, Inc., Englewood Cliffs, New Jersey. 

(c) 1959. 
By permission. 
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)irectlons: You will be timed for thirty seconds on the sentence below. Type the 
lentence as many times as you can at your control rate. 

RATE INDICATOR 

No one knows what the morrow will bring. 

1 / 2 / 3 / ^ / 5 / 6 / 7 / 8 / 

Words 

8 

)irections: Determine your score on the RATE INDICATOR as follows: Figure the total 
Lumber of words typed in 30 seconds; multiply by 2; subtract one word for each error, 
row> using your final score on the RATE INDICATOR, locate your speed (or the speed 
learest your rate) in the right-hand columns of the Power Drive. This point will 
.ndicate where you will start on your Power Drive. 

A B C 
Number of times you complete line 2 3 ^ -

Your speed in words a minute 
She must not miss their state fair. 28 k2 

He who laughs last also laughs best. 29 ^3 

The dirt road is a thing of the past. 30 kk 

Money which comes easy also goes easy. 30 k6 61 

A wise man starts the day with a smile. 31 hi 62 

The road to success is not a smooth one. 32 k8 6k 

Doctors say few people die from overwork. 33 h9 66 

This world has many men with great vision. 3^ 50 61 

Many great women got their start as clerks. 3* 52 69 

Sunday should be a day of rest and gladness. 35 53 TO 

Some persons think it is still a man's world. 36 5̂  72 

There are not enough hours in the day to read. 37 55 74 

You can teach an old dog new tricks if you try. 38 56 75 

I am sure that the night will come all too soon. 38 58 77 

Life is just made up of one crisis after another. 39 59 78 

The lecture was boring to the majority of the men. to 60 80 

-x 
Stuart, Payne & Anderson, COMPLETE COLLEGE TYPING. (C) 1959. 
Prentice-Hall, Inc., Englewood Cliffs, New Jersey. Ely permission. 
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POWER DRIVE — III 

irections: You will be timed for one-half minute on the sentence below. Type the 
entence as many times a& you can at your control rate. 

RATE INDICATOR 

Your control rate is your accuracy rate. 

1 / a / 3 M / 5 16 / 7 / 8 / 

Words 
8 

irections: Determine your score on the RATE INDICATOR as directed in Power Drive II. 

A B c 
Number of times you complete line——2 3 4 

Your speed in words a minute 
1. Everyone acts at least part of the time. 32 k8 

2. Plan now for the future which lies ahead. 33 b9 

3- Take time to analyze your typing each day. 3^ 50 

b. None of us knows what the morrow may bring. 35 52 

5- A dash is made by striking the hyphen twice. 35 53 

5. Hold your hands and wrists quiet as you type. 3 6 5^ 72 

7. A fast typist must be an accurate typist also. 37 55 

3. When you are tired, you will often make errors. 38 56 75 

9. Take some time to enjoy the beauty of the world. 38 58 77 

D. Success is usually gained by hard work, not luck. 39 59 78 

1. It takes courage and hard work to overcome defeat. ko 60 80 

2. A typist must know how to perform many typing jobs. hi 61 82 

3- Very few people strike it rich through chance alone. k-2 62 83 

k. The paper release should be used to remove your copy. k-2 6k 85 

5- Most great men have worked long hours to achieve fame. ^3 65 86 

5. Hold the tabulator key until the carriage stops moving. 66 88 

7. The ability to get along well with others is a real art. ^5 67 90 

3. You should build your basic typing skill to a high level. k6 68 91 

9' Most people dream about what they will do in future years. k6 TO 93 

0. You must practice each day if you want to be a good typist. kj 71 9b 

Stuart, Payne & Anderson, COMPLETE COLLEGE TYPING. (C) 1959. 
Prentice-Hall, Inc., Englewood Cliffs, New Jersey. By permission. Page 3 
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Words 
10 

POWER DRIVE — IV 

Lrections: You will "be timed for one-half minute on the sentence below. Type the 
sntence as many times as you can at jrour control rate. 

RATS INDICATOR 

Type this sentence as many times as you can do so. 

1 / 2 / 3 / b / 5 / 6 / T / 8 / 9 / 10 / 

Lrections: Proceed as directed in Power Drive—II. 

Number of times you complete the line— 
Your speed 

1. A good typist uses a sharp, fast stroke. 

2. The platen should be cleaned once a week. 

3. Twirl the paper into your machine quickly. 

4. You may have more ability than you realize. 

5. Throw the carriage and start typing at once. 

6. Good ideas without action are of small value. 

7. When you laugh, the world will laugh with you. 

3. Keep your eyes on the copy, not on your typing. 

9. All letters should be well balanced on the page. 

D. On some days almost everything seems to go wrong. 

1. The happy man has learned how to enjoy life fully. 

2. Should the carriage lock, press the margin release. 

3. In this country you can enter any vocation you wish. 

4. Businessmen need a great many skilled office workers. 

There is always a chance that tomorrow will be better. 

5. Someone has said that the best things in life are free. 

J . Clean your typewriter each day before you start to type. 

3. Everyone has some special talent which he should develop. 

5. You should understand that practice does not make perfect. 

). Many jobs are available to the person who is a good typist. 

L. Young folks often think that two can live as cheaply as one. 

A B C 
•2 3 4 
i words a mint 
32 48 

33 49 

3^ 50 

34 52 

35 53 

36 54 

37 55 74 

38 56 75 

38 58 77 

39 59 78 

40 60 80 

4 l 61 82 

42 62 83 

42 64 85 

43 65 86 

44 66 88 

45 67 90 

46 68 91 

46 70 93 

47 71 94 

43 72 96 

* . Stuart, Payne & Anderson, COMPLETE COLLEGE TYPING. (C) 1959-
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1. Jay is to do their work and profit by the title to the land. 
2. The problem of the city firms is to make a rigid land audit. 
3- Hie busy men do sign for their audit of their firm by proxy. 
b. They kept the profit for the work of the city man and widow. 
5- It is their wish to enamel and fix signs for the busy firms. 
6. The social element of the town pay duty to the six busy men. 
7. They wish to fix the signs and enamel them for the big city. 
8. It is a duty of Pam to handle pay when they end their works. 
9. She is to blame them and their girls for ancient work forms. 
10. He pays for the big maps and then signs their forms to work. 
11. Is it right for their men to make a profit with their fuels? 
12. The busy man and the widow did their turns for us with work. 
13. Their duty is to work with map and key when the work is due. 
14. It is their duty to name big city firms and fix a firm name. 
15. The duty of the man and A1 is to name the city and town bus. 
16. The bus is to go to the city and to the town for their sign. 
IT. Their duty is to fix their element, for it is to work right. 
18. Buz is to work for the big civic firm and work for the town. 
19. Pepe did us a turn when he paid for their title to the land. 
20. The key to a profit element for the firm is the eight signs. 
21. It is then the wish of the auditor and the man to rush work. 
22. The problem of the city and the town is to spend their duty. 
23. It is their wish to rush to the city and spend their profit. 
2b. The girl with auburn hair did the work for the six busy men. 
25. He is to spend profit and work for their title to the audit. 
26. A1 is to work for the auditor and fix the usual title forms. 
27. Eighty men did their quantity of emblems and did them right. 
28. The problems of the proficient auditor do rush civic panels. 
29. The usual quantity of panels spent work with their problems. 
30. The panel and the proficient auditor wish to amend the form. 

Words 

He may work with the big city firms, or he may work with the 
social element of the town. But his civic duty is to do the 
work for the chairman of the busy firm and the city auditor. 

12 
2b 
36 

Eight busy men may spend their profit for the audit of their 
firm. Due to the rush for work, the profit spent may go for 
the civic chairman and to the civic panels. Also, the civic 
chairman and the civic panels do their social work for their 
city firms. The panels do work for their half of the title. 

12 
2b 
36 
b8 
60 

The name of the social chairman is Pepey. He is to name the 
rhapsody for the civic element. The theme is the duty of A1 
and the eight civic chairman. Nancy is to make the emblems; 
she may work with a neighbor. Pay for the proficient social 
panels is the usual social key, town duty. The busy element 
is to end their social work for the town with visible vigor. 
The panels did the rush work for the town, and did it right. 

1 / 2 / 3 M / 5 / 6 I 7 / 8 I 9 / 1 0 / 1 1 / 1 2 / 

12 
2b 
36 
1*8 
60 
72 
81). 
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SPEED SENTENCES AND PARAGRAPHS* 

1. He did not get the pay that he had earned from that old man. 

2. Our firms should be doing the work for the good of the city. 

3. I hope that you do not mind sending that "box of "books today. 

k. You will find he will be asking him for work in a few years. 

5. The same banks will make the loans to the younger men again. 

6. We think that you will agree that his points were well done. 

7. We are happy to know you are planning to attend the meeting. 

8. Good business letters must contain a good deal of good will. 

9. You must draw the cash from the bank in the next two months. 

10. Will you please send the goods to this new office in August. 

11. Your order has been sent to our New York store for displays. 

12. Free copies of the new books will be sent to you by October. 

13. In case of fire, be sure to turn in the alarm on your floor. 

li+. Check your sizes on the card and put it in the mail Tuesday. 

15. The best way to write a letter is to picture your customers. 

16. You should always set your goals at a higher rate of typing. 

17. Not much time will be left for all your work at the offices. 

18. I am sure that we need more men like him on our sales force. 

19. Your order will be in your store within the next four weeks. 

20. This memo should be sent to all of the offices in our firms. 

21. A letter was written asking that your check be mailed there. 

22. Please turn a copy of your books over to the firm for audit. 

23. Keep your files up to date, and you will find your material. 

2k. Be sure that you stamp the dates on all incoming new copies. 

25. All of our staff should plan on working on the new releases. 

26. As you know, all of our accounts should be paid by the week. 

27. It is part of your job to keep a constant check on expenses. 

1 / 2 / 3 / h / 5 / 6 / 7 / 8 / 9 / 10 / 11 / l a / 
Page 6 
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Words 

If you keep the staff posted on changes in our sales policy, 12 

they will be able to do a much better job of working as one. 2k 

Only by working as one, will they be able to jump our sales. 36 

He was told to turn a copy of his books over to the firm for 12 

an audit. This firm will check on all items that are not up 2k 

to date. We hope that the audit will assure you that we are 36 

trying to keep a good set of books. If this is not what you 48 

want, please call me at my home or at my office in the city. 60 

Our firm should be very willing to pay the- stores all of the 12 

money that is due on the loan. If we fail to pay notes when 2k 

they are due, we are going to lose a good deal of good will. 36 

Since good will is hard to gain and harder still to keep, we 

cannot afford to lose it by not paying our bills as they are 60 

due. We must change this policy in the near future. Please 72 

send this memo to every person involved in the local office. 8k 

1 / 2 / 3 / b / 5 / 6 / 7 / 8 / 9 / 10/ 11/12/ 

Archer & Peraberton, Ifrping Skill Drills, (C) 1958, Allied Publishers, 
Inc., Portland, Oregon, permission. 
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FORCING SPEED OH ONE-HAND WORDS* 

Directions: rfype each sentence as many times as possible in the time allowed. 
Words 

A 1. The man and the girl and the dog did go to the city lay that lake. 13 
2. The man and the girl and the dog did go to the pool on that date. 13 
3. The man and the girl and you saw him go to the pool on that date. 13 
h. The man and the sage and you saw him go to the pool on that date. 13 
5. The imp and the sage and you saw him go to the pool on that date. 13 

1 / 2 / 3 M / 5 / 6 / T / 8 / 9 /10 / 11 / 12/13/ 

B 1. It is their right to claim the total stock for their city store. 13 
2. It is your right to request the total stock for your city store. 13 
3. It is your right to request the great treat for your city store. 13 
k. Exert your right to request the great treat for your city store. 13 
5. Exert your right to request the great treat for your best trade. 13 

FORCING SPEED ON LONG WORDS* 

Directions: Type the sentences below as directed by your instructor. 

1. I can not go as it is as I am to go to a bus if I can go now. 

2. She can do the work as well as they can if she has the time. 

3- They would like to know if they can learn to typewrite well. 

h. Make today your best day in operating the typewriter easily. 

5. George gave an excellent performance at the semiannual meeting. 

6. Unfortunately, their tinderstanding of your method is incomplete. 

7- The psychologists experimented unsuccessfully with the formula. 

8. The parliamentarian's supercilious attitude is contemptuous. 

FORCING SPEED ON DIFFICULT COMBINATIONS * 

Directions: Type the drills below as directed by your instructor. 

DRILL 1 

1. He will do his work for us as well as it is in him to do it. 12 
2. We referred her to the address you gave my office yesterday. 12 
3. It is my opinion that he exaggerated the amount of the debt. 12 

My union man saw a minimum stock in the cafe in West Bombay. 12 
5. The congressman was rewarded with the faded photolithograph. 12 
6. The Bechuanaland savages en joyed your effervescent beverage. 12 

DRILL 2 
1. They must see an auditor before they can go with her and me. 12 
2. You can encourage individual initiative and ingenuity by it. 12 
3- He asserts that he saw the old letters only once after that. 12 
k. I can OK the plan as soon as I get it from Nelson & Company. 12 
5. Your appeal to the State Supreme Court puzzles me very much. 12 
^ TYV*/"vf*n 4«« A# Prt+ft + y JtJ! ~ EY\ •U-. — .S -



DRILL FOR ACCELERATION 

Directions: Type the following sentences as directed by your instructor. 

1. Get the right form in typewriting. 

2. The man made s "big hit in the city. 

3- I think he can go -with them at once. 

They will go there today if they can. 

5. They wish to have the bill paid today. 

6. She may lend them a hand with the work. 

7. It is their duty to do this work for me. 

8. This is a rule known to all the men here. 

9- They own the land by the fork in the road. 

10. The name of the town was not known to them. 

11. Work with care if you want to learn to type. 

12. We wish to sign the note and send it to them. 

13. The bill is due and we can pay it if you wish. 

14. They do not blame the men who kept the profits. 

15. In the future, send their money to them by wire. 

16. He will write to them when the manager gets here. 

IT. Working, not wishing, will make yotx a good typist. 

18. I think I can go with them to the park in the city. 

19. I am as glad as she is that this bill has been paid. 

20. She should sign the form at once and return it to us. 

21. They know that I will not go there today without them. 

22. We may show them the story that you wrote for us today. 

23- Some of them may go to the city at the end of the month. 

2b. We could not read the name on the map so we sent it back. 

Strokes 
3b 

35 

36 

37 

38 

39 

ho 

Ul 

b2 

b3 

b6 

47 

b8 

h9 

50 

51 

52 

53 

55 

56 

57 

58 25- She may go there today if she can get them to go with her. 
1 / 2 / 3 / b ! 5 / 6 / 7 / 8 / 9 / 10 / II / 12/ 

S.J. Wanous, Basic Typewriting Drills, Second Edition,(C) 1950, 
South-Western Publishing Company, Cincinnati, Ohio, permission. 
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Strokes 

26. They do not own the land by the high dam, but they rent it. 59 

2J. Send it to us if they do not want to spend the money for it. 60 

28. This is the plan he told us to use for the work in the plant. 6l 

29- They spent half of their money for an audit of their business. 62 

30. They do not wish to go there without some word from their bank. 63 

31• Both of them should sign the note at the bank and send it to us. 64 

32. Do not get any more stock than this for we can get more from him. 65 
33* I was glad to get this order for half a dozen more pens from them. 66 

1 / 2 / 3 A / 5 / 6 / T / 8 / 9 / 10/ 11 / 12 / 13 / 

PARAGRAPH FOR SPEED PRACTICE * 

Directions: Set a 60-space line. Type the paragraphs as directed by instructor. 
Words 

When you type by touch, please note, there is a lot more to 12 
it than being able to find the keys while you keep the eyes 24 

1 on the copy; you have to return the carriage by touch, too, 36 
and use the tab bar or key by touch when you wish to indent 1+8 
a paragraph or skip from one column to the next in a table. 60 

! I ! I I I I ! i I I 
It takes a lot of terms to tell us what a good stroke ought 12 
to be. Such words as crisp, sharp, darting, and so on, are 24 

2 of some help. Some folks view the stroke as like the dart- 36 
ing reach that a cat makes at a fly, or a whacking drive in 48 
a tennis game, or a quick flicking of a speck off your hat. 60 

i i 1 I i I ! I ! | I 
The work you do each day in class, and this is true of your 12 
studies in any field, is of value to you only if you have a 2b 

3 definite goal for each moment of study or drill. As you do 36 
this paragraph, for example, you gain nothing unless a firm 48 
goal, in terms of speed or errors, is clearly in your mind. 60 

1 i I ! 1 i ! t I I ! 
Try to perfect the hinge motion each time you reach over to 12 
press the shift key. The hinge motion should be easy to do 2b 

4 if you just move the fourth finger while you keep the first 36 
finger on its key. After you have practiced this technique 48 
a few times, I am sure you, too, will say it is easy to do. 60 

• ! I 1 I I I I I I I 
One of the keys to fast typing is sharp stroking. No drill 12 
is more helpful to your speed than one that is aimed to im- 24 

5 prove your stroking. Each stroke should be a crisp, sudden 36 
blow right in the center of the key, so sharp that the type 48 
bar seems to flash at the paper and to bounce right off it. 60 

None of these views tell the entire story; but they all em- 12 
phasize the two basic things: that the good stroke is firm 24 

6 and powerful and that your finger must not linger on a key* 36 
It might help to consider the key cap as being red hot; you 48 
must hit it, but you must release it before you get burned. 60 

1 / 2 / 3 / 4 / s / 6 / 7 / 8 /q / ir> / n / n> / 
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PARAGRAPH FOR SPEED PRACTICE* 
Words 

For these motions, too, your body should be held in correct 12 
position, so that the hands and fingers can always make the 24 
same reach along the same path in the motions involved when 36 
you indent with the tab key or throw the carriage. Posture 48 
is a help when it is correct and a handicap when it is not. 60 

If you want sharp strokes and the speed that they bring, be 12 
sure to keep your fingers curved as though they were grasp- 24 

8 ing the handle bars of a bicycle; keep your wrists so close 36 
to each other that you could lock the thumbs; and hold your 48 
hands so low that your palms just barely clear the machine. 60 

1 1 1 1 1 1 1 i 1 I 1 
A slow typist seems to push the keys and hold them down, so 12 
that the type bars rise slowly and fall back slowly instead 24 

9 of bouncing off the paper. When type bars move slowly like 36 
that, they will collide and jam; then the typist loses time 48 
untangling them. Key jams are prevented by sharp stroking. 60 

I I I I I I | I 
Checks, coins, bills, reports, and samples are made in many 12 
sizes. Special care should be taken to avoid loss of these 24 

10 items from each letter. Staples, paper clips, or tape will 36 
keep the enclosures attached to their letters. Loose coins 48 
may be placed in transparent packages for ease in checking. 60 

i ! I 

Jack is the fastest runner in our school. This morning, at 12 
our sports rally, he told us what made him a champ. He has 24 

11 learned that a race can be won or lost in just a split sec- 36 
ond. The key to the matter is to be on guard at all times. 48 
At the pistol shot, he knows he must begin running swiftly. 60 

) I ! | I I i I I ' I 
The split second that can win or lose a race is the same as 12 
the second that lapses from the time a signal light changes 24 

12 until the man behind you honks a horn. The split second in 36 
typing that tags you as an expert is the moment between the 48 
chime of the margin bell and clang of your carriage return. 60 

I I I 1 ! t I 
Sue Toll is one mighty nice girl who was in my typing class 12 
and who, for a time, amazed us by the slowness of her speed 24 

13 growth. Man, she worked hard at it. She sat right and hit 36 
the right keys with the right fingers. Both eyes stayed on 48 
the book. She was a typing model but could not gain speed. 60 

Then one day her teacher stood behind her for three or four 12 
minutes and spotted what was wrong. Sue, it seems, was not 24 

14 using the extra keys that help machine efficiency. She did 36 
not use the indention tab, for example. So, Sue pitched in 48 
and learned to use such helps; and her speed scores zoomed. 60 

1 / 2 / 3 / 4 / 5 / 6 / 7 / 8 / 9 / 1 0 / 1 1 / 1 2 / 

- X -

These materials have been reproduced from Typewriting Drills for 
Speed and Accuracy, Second Edition, by John L. Rowe and Faborn _ .. 
Etier, (C) 1959, by permission of Gregg Publishing Division, a®e 

McGraw-Hill Book Company, Inc., copyright owners. 
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OHE-MINUTE WRITINGS * 

25 Words a minute 

Thank you for the note we got from you -when we made our 
1 first purchase from your firm. It will be our pleasure to 

call again. 

We may be able to schedule a conference for three days 
2 next week. Please let us know which days you could attend 

a meeting. 

This document is being sent to you for confirmation. I 
3 believe that ths-e was a shortage in our last shipment to your 

firm. 

30 Words a minute 

Most men feel that they must save a small part of the 
Ij. money they make each day. It is good to know that one has 

some cash in the bank for the future. 

Our bank will be glad to arrange the loan you wished. 
5 If you could come to the office some morning this week, we 

could go over the important details. 

A college course in the writing of business letters is 
£ most helpful to any young man who hopes to enter a business 

office and write good sales letters. 

35 Words a minute 

Could you meet me this week to talk over the plans for 
7 your church? I shall be in your part of the city the last 

of the week and should like to have a chance to see you then. 

The week after next, some of the brokers will meet for 
8 an informal luncheon; it will be held on Tuesday in the new 

Hotel Blue. Please let us know whether you can be with us. 

It was a real pleasure to meet with your administrative 
9 officers last Friday. According to present plans, we should 

be able to go on with the meeting as it was first planned. 

to Words a minute 

A fine letter can build good will, and this we know we 
10 need; or a bad letter can lose it. All we hope to do is to 

keep good will by selling our service to our friends in such 
a way that they like us. 

We are sending back to you three copies of the book we 
11 bought for our new school library; eight pages are missing 

in the last part of each book. Please send us three other 
copies as soon as you can. 

Page 12 



This is a fine moment for our profession. We certainly 
12 are proud of the news that you are now a member of our new 

society for engineers. I hope that I may be among the very 
first to congratulate you. 

k-5 Words a minute 

This is the first chance I have had to thank you for the 
help you gave us with our new club for young boys. For years 

13 we had wanted to start such a group; and through the help of 
people like you, we have been able to do it. 

For several months you were one of our most regular and 
helpful customers, but we have not seen you during the past 

1^ three months. We have missed you, and we hope that it soon 
will be our privilege to see and serve you again. 

Are you carrying enough insurance to protect your wife 
and children the way you wish them to be protected? If you 

15 wish, one of our agents will visit you in the near future to 
help you evaluate the policies you are carrying. 

50 Words a minute 

If one of our dealers is not pleased with the stock we 
ship him, we think that the only fair thing for us to do is 

16 to take back the stock. We pay the mail or freight costs 
from his town to ours and will make up any expense to which 
he has been put. 

I am sure that our salesman has gone over some of our 
products with you on other calls. Therefore, I shall not 

17 go into detail about their various uses. The point that I 
should like to call to your attention is the service that we 
are able to offer. 

We are finding it a bit difficult to get the right man 
for our keynote speaker at the convention. Working with a 

18 small budget, we can offer little more than expense money; 
and few men of the caliber that we would like to have will 
speak for so little. 

55 Words a minute 

What a pleasure it is to greet you as a new member of 
our golf club. The new course is to be ready August 1. We 

19 hope that you will play often and that you will be able to 
bring some of your friends. The green fees will be low, and 
we are very sure you will enjoy the club. 

Can you see yourself at the wheel of a new Viber Eight? 
This is one of the most advanced sports cars that is on the 

20 market today. You will find the high horsepower and quick 
get-away the best features of this truly fine car. Cone in 
and we shall arrange a demonstration. 
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What kind of television program do you prefer? Do you 
prefer new dramas, or westerns, or variety shows, or what? 

21 We wish to know what people in our country like and dislike; 
so, we are making a survey to find out. Please help us by 
filling out and mailing the enclosed form. 

60 Words a minute 

We want to thank you for the way you received our new 
man when he was in your town last week. Tom was more than 

22 happy with the fine order you gave him; I know that it gave 
his morale a great lift. We are pleased to add your name 
to our long list of friends, and we want to help and serve 
you often. 

Thank you for your report on the need for tetter rela-
tions with our men in the field. As a result of the report, 

23 I plan to have a meeting of all our men in the state in the 
hope of building more good will between them and their deal-
ers. We are positive this will be a step forward in our new 
program. 

Let me suggest that a quick response is essential. You 
need only fill in the accompanying form and return it with 

2k your dues for this year. This will discharge your financial 
obligation and bring you the magazine all through this year. 
We know you will find it new and more interesting than ever. 

65 Words a minute 

Do you ask yourself day by day what to do to improve 
your chance for success in life? We know that many students 

25 in high school do not plan to go on to college; but have you 
thought about night school? One of our men will be at your 
school next week, and he would like to have a chance to talk 
with you about future plans. 

I think college will pay off for you, Roy. A study made 
by one of the Government bureaus found that the graduate of a 

26 college will earn during his lifetime more than twice as much 
as a person who does not finish a college. I do not care what 
career you pick, but I hope you will plan to finish both high 
school and college. 

It is most important that you realize the great strides 
that have been made by the drug industry during the past few 

27 years. As an example, eighty-five per cent of the remedies 
that are being dispensed by your own druggist were not even 
on the market fifteen years ago. The development of such new 
remedies means much to you. 

Page l4 
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JO Words a minute 

We have written you three times in the last four weeks, 
and we still have not had a reply from you. We must have the 

28 money this month. If you are short of cash, why do you not 
issue us a note that we could discount at our bank? You must 
know that your credit is at stake. We must ask you to clear 
up your bill at once or expect us to go to court. 

We were quite surprised that you have not received your 
last order of shoes, which was sent by freight last week. I 

29 have called our freight office, and they agreed to place a 
tracer on this shipment immediately. As you have asked, we 
will send a replacement order by parcel post this morning. 
We shall wire you when we get any word on this tracer. 

Do you suppose that you could plan a program of sound 
public relations through which we could help teachers set up 
standards for their typing students? I doubt that very many 

30 students know that every word a minute they can type for 
five minutes without error is worth a dollar a week to them 
on the salary schedule of almost all our local companies. 

75 Words a minute 

What can we do to show our thanks for your help with our 
club's drive for more funds? This has been our biggest drive 
for the new club house, and it has been men like you who have 

31 made it a success. We should like to say our job is done and 
give you a chance to relax; however, we have met only half of 
our goal. There is more to do, and we know that we can count 
on you. 

What would you do if you were in our position? Over a 
month ago we made several shipments of goods to you, but as 
yet we have not received payment from you. We realize that 

32 business has been slow in your state because of the recent 
strike. We also know you have been adding to your present 
plant capacity. In spite of this we must ask you to make at 
least a partial payment. 

Thank you for your request for information concerning 
travelers' checks for your trip to Western Europe. Since you 
will be away from this country nearly three months, I would 

33 suggest a letter of credit for part of the funds and travel 
checks for the remainder. We believe you should carry one-
fourth of the money in travelers' checks and the rest in the 
letter of credit. 

These materials have been reproduced from Progressive Typewriting 
Speed Practice, Second Edition by Dick Mount and Kenneth J. Hansen, 
(c) 1961, by permission of Gregg Publishing Division, McGraw-Hill 
Book Company, Inc., copyright owners. 
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TAILORED MEIGS 
Speed 

The very best jobs go to those who are ready to find new ways 
to do things. , 15 

If you show that your word is good, others will soon learn to 
depend on you for help on their plans. 20 

Day "by day, we plan for the future "by the way in which we fulfill 
our many duties and are able to win the praise of friends. 25 

More and more stress is now placed on getting along with others 
on the job and persons with such a trait can expect to be in great 
demand at all times. 30 

Most of our good teachers try to get you in the habit of setting 
up some plan for all work and then forcing you to think through each 
phase of the problem before acting on it. 35 

Have you thought of the need for clear writing in the modern 
office? Most of us axe so in the habit of typing things that we are 
prone to ignore the lack of good, clear writing with a pen or pencil. 40 

A good memory could do much to make a person of more worth to her 
boss. Hardly an hour goes by but what some detail needs to be done. 
Each one may not seem very vital at that time, yet it disrupts normal 
office procedures. ij-5 

Tension is one of the hardest factors of all to overcame in skill 
work. Those who teach skill subjects would be very happy if they 
could get pupils to relax as they learn. In fact, those who can relax 
often can far exceed what you expect from them. 50 

Personality is a word -which often is used to describe some person 
and yet, no one has been able to prepare a statement which includes 
all of the main meanings of this word. In fact, people do not seem to 
be able to agree at all as to which features the term should include. 55 

Each person who plans to seek a job in a good office ought to be 
aware of the great need for getting along with fellow workers. There 
are plenty of offices where this condition does not exist, and it is 
apparent to the public in many ways. Discord within the office staff 
will lead to poor results. 60 

One often hears the jokes about the so-called coaches to be found 
in the cafe. The same may be true of many offices. There are workers 
who tend to love to take it upon themselves to grant wisdom to one and 
all, and every possible duty. Office managers are hired to manage 
the staff, and should know best when to offer advice. 65 

There is usually one worker in every office, large or small, who 
serves as a receptionist for the firm. This duty is an important one 
because it has so much bearing on the final growth of that business. 
Goodwill is a basic asset in the business world; and here, naturally, 
is a very fine place for it to be developed. This is no easy job to 
fill. 70 

*F. E. Winger, Tailored Timings, (C) 1955̂  Allied Publishers, Inc., 
Portland, Oregon. By permission. 
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HO* TO "PLASH* WORDS A ® SENTENCES 

(Taken from Imvmmmnt of Instruction in Typewriting 
by Slaekstone and Smith) 

Type tli© material once or twice. Try to "flash" each 

word in the sentence, By "flash* is meant to try to type 

eaoh word as a word unit or pattern, without conscious 

attention to any of the strokes in the word* When you can 

do this you art performing automatically. Ask the student 

to select for special individual practice words that he can-

not already flash, and to type thea again and again, starting 

slowly and gradually increasing speed* until he can type 

theia without thinking of the separate letters. When he has 

practiced the words in this manner, he types the entire 

sentence again# trying to flash every word. If there is a 

long or difficult word which he is not able to flash, the 

word may be broken into parts and the separate parts flashed, 

or it may be necessary to revert to letter-level response# 

Xn trying to flash words it is important that the student 

keep his eyes cm the word and think the word as a unit. 

After a few minutes of such practice, resume the timings on 

a class basis. 

This procedure may be used with any type drill and 

should be used whenever necessary to further progress, 

S l d l K M C A % 
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DIRSCTIOMS FOR 0SINQ HIOH-SPIED BRI£LS 

(References to page numbers in these directions refer to pages 
in the drill booklet which are lumbered at the bottom of the 
page). 

POWER DRIVES (Pages 1-4) 
t 

(Adapted frcsi Teacher's Manual for Complete College typing 
" " " " ~ — f y by Stuart* Payne and Anderson 

m e POWER ©RITES are designed to build speed and con-
trol. the directions included with each one are self* 
explanatory. Ecwever, the following suggestions raay be 
helpfult 

1. Ask students to type for the full time. (Mm® 
students may stop after making an error.) 

2. If students are failing to reaoh their speed* ask 
them to type the next trial at their highest rate of speed 
(disregarding errors). If they now have a speed margin* 
have them drop baek to their control rate on the next trial, 

3. If students have the necessary speed but are fail-
ing because of lack of accuracy, help them locate their 
trouble. Sometimes they tend to type at their speed rates 
instead of dropping down to a control rate. An analysis of 
their errors may locate the difficulty. 

4. Have students mark off the tests as they pass them 
in the book. Circle the rate passed in pencil. 

5. The power drives are designed for 30-second timings 
as printed in the booklet. They may also be used for one* 
minute timings by increasing the number of times you complete 
each line by twice the number indicated! for instancei 

A B C 
4 6 8 

Page ft 
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6# The following illustration may also to# helpful in 
determining the starting point in the tower Drive. Assume 
that your speed on the rate Indicator was 30 Heading 
from the top down, we find that 30 la opposite Sentence 4 
in Column A. On the next timing* you type Sentence 4. If 
you type it two or aore times without error* you have passed 
4a. Circle the figure 30 and proceed to 5h, When you have 
typed it two or wore times without error in thirty seconds, 
you have passed 5A and your eontrol rate is 31 w.a.m. If 
an error is made or if the sentence is not typed at least 
two times* the sentence is repeated on the next timing* 

$wmwmm m mbaqrafhs (Page 5) 

Each of the sentences and paragraphs in this section 
contains balanced-hand words only* and is* therefore* ideal 
for basic skill development in typewriting* 

HOW TO Ml TH8SI PRILLS 

Sentences; 

1. Give one-minute timings on these sentences. Encour-
age the students to strive for an accelerated speed 
each time, laeh sentence should he repeated until 
the student feels he has exhausted his speed possi* 
bllity on that sentence. 

2. fhen* give one-minute timings on each sentence* 
with the students giving special attention to 
rhythmic control. During this portion of the 
drill* at least one timing should be completed 
without error before moving to a new sentence. 

3* If students have difficulty increasing speed or 
maintaining accuracy* reduce time to thirty seconds. 

4. Every sentence consists of exactly 60 strokes* or 
12 five-stroke typing words* 

Fage 3 
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X# m m the student select a speed goal. By using the 
gross-speed scale at the right and the word scale 
at the bottom of the page, a goal can quickly fee 
•at anywhere from on® to thirty-six words par 
minute. Have student indicate his goal by placing 
a check mark: at, or a circle around, the last word. 

t« Give one-minute writing, Whenever a gain of 10 
strokes is made or tha paragraph is finished, tha 
student way move to tha next paragraph* trrora 
should ha limited to not more than one par minute* 

3. &re tha student reoord tha data and the highest 
speed attained in the right-hand margin of the 
drill booklet, page % each time this drill la 
used. Scamplet 9/30/52 * 36 

SPEED SBOTSfClS AND PABAORAPHS (Passes 6 & 7) 

the Material in these sentenees and paragraphs is 
slightly sore diffioult than that in the balanced-hand 
sentenees and paragraphs, and it is therefore excellent 
for basic skill development. 

fhe instructions for using this drill are exactly the 
same as for the balanced-hand sentences and paragraphs above* 

Students should be urged to equal and surpass the speed 
soores they have recorded on page 5. Failure to do so shows 
insufficient progress. 

Fmxm SFSSD m c m » m m M I (Page 8) 

fite first sentence in each drill a on tains easy stroking 
combinations. Students should be able to write thaa very 
rapidly. Oradually the easy words are taken out and words 
with diffioult reaches are substituted for them. Have the 
students try to write each succeeding sentence as rapidly 
as the erne before# with no errors permitted. fime may be 
for either thirty seconds or one minute, as directed by the 
lesson plan. 
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Procedural 

1. Give writings on the first sentenoe until student 
Is Able to type during the tine allowed without 
error* (It is not necessary that student ccnplete 
the sentence If 30-second timings are used.) 

2* fhen, direct the student to move to the second 
sentence and type It the same number of times as 
he did sentence one in the same time limit• When 
he reaohes this goal, he moves to sentence three 
.and continues this process until all sentences 
are completed, 

wamim ifwm m mm WQUBS (page S) 

In this drill, the words increase in length from an 
average of 3«0 strafees for the first sentence to 10.0 
strokes for the last one. Again, try to write each suc-
ceeding sentence as rapidly as the one before. 

Follow the same procedure as outlined above for forcing 
speed on one-hand words. 

w m m SPUD ON n m t m m vwrnxmnims (PAGE 8) 

These drills will give additional aid in speeding up 
the writing of words containing difficult combinations. Bach 
sentence is exactly the same length, but the sentences become 
progressively more difficult, 

follow the same procedure as outlined above for forcing 
speed on one-hand words. 

DULL w m m m m m m (Pag® 9) 

Procedure Ii 

In this drill each sentence is slightly longer than the 
one that precedes it. Bach student is to write one of the 
sentences, returning the carriage when the instructor calls 
the throw, whether he has finished typing the sentence or 
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not, The instructor may call the throw at 3.0* or 15~second 
intervals. Hoh student should select the sentence which 
will require him to write at hi® bast rat©. ®aah student 
should gauge his rate and return the carriage at the exaot 
Instant the instructor calls the throw# Write the sentence 
for one minute with the throw. When you can do so, move to 
the next sentence, The object is to attain new speed goals. 
In left-hand margin record the date by each sentence when 
goal is completed. 

Procedure lit 

1. Give three 30-seoond timings on the first sentence. 

2. Have student select his best writing (one which has 
most strofees) and record the number of times he 
completed the sentence in left margin opposite the 
sentence. If the sentence was not completed on the 
last writing, have student put a aheck mark over 
the last letter typed. 

3. low, direct student to move to the second sentence 
and try to complete it the same number of times and 
back to the check mark ( m the case of a partial 
completion) in the same time limit. 

%, Record the date in right-hand margin when goal is 
reached, on each sentence* 

PARAGRAPHS FOR SPEED PRACTICE {Page 10) 

*@h paragraph in thia drill is slightly more difficult 
to type than the preceding paragraph, m e average strokes 
per word range from 4.62 in the first paragraph to 6.00 in 
the tenth paragraph. Paragraphs 11 through 14 are of aver-
age difficulty. Let the students read each paragraph before 
It is typed. Let them type the paragraph once without tim~ 
iog and practice any difficult reaches*• words or phrases. 
Limit reading and practice time to three minutes. 

Page 6 
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Procedure* 

1, Give thirty-second or one-minute writings on ttc.li 
paragraph, Speed with control is the'goal. Each 
student should accelerate his speed each time un-
til he makes m error, 

2, Whenever an error is made, the student should then 
work for control until he types for required time 
without error. 

3* As soon as an errorless writing is obtained, the 
student again begins to accelerate his speed un-
til control is lost. Bepeat this process through-
out the practice time. 

4. Record the highest speed obtained in the left-hand 
margin by each paragraph, laeh time the drill is 
used try to surpass the speed recorded by the pre* 
vlous paragraph. 

OHB-M1H0T1 WHIflHEIS (Page 12) 

lach paragraph included in this section is designed to 
be completed in one minute* Kach speed rate indicated has 
three paragraphs. The first paragraph in each group is 
composed of very easy material! the second paragraph contains 
easy material, and the third paragraph has average material. 

Procedure* 

Select a speed goal. Your goal should be 10 to 15 
words a minute faster than your present 5-minute 
rate* Circle the paragraph number of the goal 
selected laid put a date by that number. 

Preview the first paragraph under your selected 
speed rate by typing it through once carefully# 
noting whether any words are troublesome~-eause 
you to slow down, to make errors# to ,Jam keys, to 
break your paoe. If there are such words or 

7 
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phrases, practice them individually so that they 
will not interfere with your speed drive. m 
practicing these words individually, type three 
to five word® with the difficult word in the 
middle, 

3. Row, take repeated one-minute timings or the very 
*3£l Paragraph until you reach the speed goal and 
sustain it for one minute without error for several 
times. How you are ready to transfer your speed 
fc0 fch® paragraph. Circle the number of the 
paragraph you have 4u*t completed and move to the 
second paragraph. 

4. Preview this paragraph as suggested in Number 2 above. 

5. fake one-minute timings on the easy material until 
you reach the speed goal and sustain it for one 
minute without error for several times. Circle the 
number of that paragraph and move to the average 
material in the third paragraph and repeat'the 
same process. When you reach your goal on the 
third paragraph several times, circle the number 
and move to a new speed. 

t a u ^ R ® t m m m (*age 16) 

The material in these timings is of average difficulty 
and incorporates the one thousand words most frequently used 
in writing business letters, as determined by Horn and Peterson. 

Procedure I 

iave student select appropriate speed rate and give 
several one-minute timings to see if the selected 
speed is appropriate. The student should be able 
to finish the paragraph, with not more than one 
error, 4ust as the one»ml«ute time limit is called. 
When the appropriate speed is found, circle the 
speed figure in the right-hand margin and record 
the date by it. 

Page 8 
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2. Now move to the next higher speed paragraph and 
•tart your spetd gain, fake repeated one-minute 
timings on the paragraph until it can be finiahed 
in one minute with not mora than one error. Circle 
and date eaoh speed rate before moving to a new 
speed. 

Page 9 
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144 

DAILY LESSOH PLANS 

Substitute the following dally plans for the Skill 
Builder portion of each textbook lesion, Complete as many 
of the suggested drills as possible in the time allotted, 
fhe page numbers in these plans refer to pages in the drill 
booklet or the instruction booklet which are numbered at the 
bottom of the page. 

Lesson 16i 

Lesson 17J 

Lesson 181 

Skill Builder Practice (15 minutes) 

1. Six 30-second writings on forcing Speed 
on On«*Hand Words, Drill Jh'page"8. 
JSee instructions, page 5). 

f. Six 1-minute writings on same material. 

3. tight 30-second writings on Power 
Drive—I, page 1. 
(See Instructions, page t). 

Skill Builder Practice (15 minutes) 

1. Six 30~second writings on Forcing Speed 
m. M m Words, page 8, 
•(See Instructions, page 5)* 

2. Six l-minute writings on same material. 
Put a cheek mark by number of last 
sentence typed. 

3. light 30-second writings on Power 
Drive—I, page 1. 

Skill Builder Practice (15 minutes) 

1. Six 30**8«ee»d writings on Forcing Speed 
on Difficult Combinations, forill I, 
page 8. (See Instructions, page 5). 

2. Six l«minute writings on same material. 

3. Bight 30-second writings on Power 
Drive—I, page 1. 
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lesson 191 

Lesson 80t 

Lesson 21i 

Skill Builder Practice (15 minutes) 

1. Six 30-second writings on Forcing Speed 
on Oba-llmd Words, Drill B, page 8. 

2. Six 1-rainute writings on Forcing Speed 
on Long Words. Start with lastsentence 
used in Lesson 17. Check last sentence 
used, 

3. Bight 30-second writings on Power 
Drive—I, page 1. 

Skill Builder Practice (15 minutes) 

1. Six 30-second writings on foyolng Speed 
on Difficult Combinations, Brill 2, 
page 8, 

2. Six 1-minute writings on forcing Speed 
®£ IfiEfi Words, page 8, Start witFlast 
sentence used in Lesson 19. 

3# light 30-second writings on Power 
Drive—I, page 1. 

Skill Builder Practice (15 minutes) 

1. Five 1-minute writings on Balanced-Band 
Sentences for Speed# page 5. 
(See Instructions, page 3). 
Check last sentence used. 

2. Five 1-minute writings on saae material 
for control. 

3. Five l-®inute writings on Balanced-land 
Paragraphs, page 5. 
(See Instructions, page 4). 
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lessons 22-25* Skill Builder Practice (15 minutes each) 

Lesson 26} 

Same as Lesson 21. Each day start with 
last sentence checked from previous lesson. 

Skill Builder Practice (20 minutes) 

1, fen 1-mlnute writings on Speed Sentences 
for speed, page 6. 
(See Instructions, pages 4 & §). 
Cheek last sentence used, 

2, Five 1-mlnute writings on same material 
for control. Check last sentence used. 

3, Five 1-mlnute writings on Speed Para-
graphs, page 7-
(See Instructions, page 4). 

Lessons 27**30s Skill Builder Practice (20 minutes each) 

Same as for Lesson 26. & c h day start 
with last sentence checked from previous 
lesson. 

Lessons 31-35t Skill Builder Practice (12 minutes each) 

1. fen 30-second writings on Power 
Drive—II, page 2. 
(See Instructions, page 2). 
Circle each speed attained before 
starting new goal. 

Lessons 36-40r 

2. Six 1-minute writings on Balanced-
Hand Paragraphs, page 5. 

Skill Builder Practice (15 minutes each) 

1. fen 1-mlnute writings beginning with 
Paragraph 1, Paragraph for Speed 
Practice, page 10. 
(See Instructions, page 6). 
With each lesson start with new para-
graph! i.e., Lesson 37# Paragraph 2$ 
Lesson 38, Paragraph 3, etc. 
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2. Five l-minute writings on Speed Para-
graphs, page 7. 

Lessons 41-45i Skill Builder Practice {12 minutes each) 

1. Six l-minute writings on Prill for 
Acceleration, page 9. 

9 Instructions, page 5). 

2. Six l-minute writing® on One-Minute 
Writings, page 12, 
(See Instructions, page 7}• 

Lessons 46-50! Skill Builder Practice (12 minutes each) 

1. Ten 30-second writings on Power 
Drive—III, page 3. 
(See Instructions, page £). 

2. Six l-minute writings on Prill for 
Acceleration, page 9. ' 

Lessons 51-55» Skill Builder Practice (12 minutes each) 

1. Eight l-minute writings beginning with 
Paragraph 6, Paragraph for Speed 
^ >1] m.fciLi ̂mvFwH'UUiriilllWt' WWWWHWWtl WWiift nil H l»t rn r I) 11 B> 1.1. 

Practice, page 10. 
Start each new lesson with a new para-
graph. 

2. Four l-minute writings using One-Minute 
Writings, page 12. 
~;art with last paragraph circled. 

Lessons 56-60i Skill Builder Practice (12 minutes each) 

1. Six l-minute writings on Prill for 
Acceleration, page 9. 

2. Six l-minute writings on Tailored 
Timings, page 16. " 
Tim Instructions, page 8). 



148 

lesson® 61-65! Skill Builder Practice (10 minutes each) 

1. Five 1-mlnute writings on fewer 
Drive—IV, page 4, 
Cite Instructions, page 2). 
(Be sure and tell students to eh&nge 
figures under A, B and C Columns to 
4, 6 and 8), 

2. Five 1-minute writing* using One-Minute 
Writings, page 12. 
iiart with last paragraph circled. 

lesson* 66*70t Skill Builder Practice (12 minutes each) 

1. Sight 1-minute writings beginning with 
Paragraph 11, Paragraph for Speed 
Practice, page 11. " ' 

2. Four 1-minute writings on Tailored 
Timings, page 16. , "" 
Start with last paragraph circled. 

lessons 71-75* Skill Builder Practice (15 minutes each) 

1. Seven 1-minute writings using One-Minute 
writings, beginning on page 12. 
Start with last paragraph circled. 

2. Five 1-minute writings using Tailored 
Timings, page 16, " 
Start with last paragraph circled. 
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EXTRACTS PROM 

immxmxwm* mmmrsim COHTEST ROLES 

mm wm QMDIM TIMED WRITIHQS IN THIS STUDY 

1. lift* Spacing. Work oust toe doubled spaced. Every line 
singly or irregularly spaced is penalised one error in 
addition to all other errors In same line. 

2. Baragraphlng, Paragraphs must toe indented five space®, 
and only five. An error in paragraphing 1® penalised 
in addition to ail other errors in same line. 

3. Spaces and Punctuation Points. All spaces and punc-
tuation points are treated as parts of the preceding 
word, but if incorrectly wade, inserted, omitted, or 
in any manner changed from the printed copy, an error 
must be charged unless the preceding word has already 
been penalised. 

4. Spacing after Punctuation. Two spaces must follow the 
period, the colon, the interrogation, and the excla-
mation points—one space only after all other punc-
tuation points. After a period used to denote abbre-
viation, one space is required, unless the abbreviation 
ends a sentence. The final mark of punctuation at the 
end of a sentence is followed by two spaces. 

5. jl Daah must be written with two hyphens without spacing 
before or after. If a dash is necessary at the begin-
ning of a line, there should be no space between it and 
the following word. 

6. Cut Characters. Any word written so close to top, bottom, 
oFside of sheet, that a portion of any letter is cut off, 
must be penalized, 

7. faulty Shifting* If the complete character is dis-
cernible, it is no error. 
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lightly Utruok Letters. If the outline of any character 
is discernible, thereIs no error. 

9. Transposition. tetters transposed in any word consti-
tute an error. Words when transposed are penalised 
one error for the transposition! additional penalties 
are imposed for errors in the transposed words. 

10. Rewritten Matter. Zn rewritten matter every error 
must be penalized, whether in first or second writing, 
and one additional error charged for the rewriting. 

^ * ^Qr<asi Omitted» One error for each word omitted * 

12. Words Inserted, One error for each word inserted, 

13. Crowding. Ho word shall occupy lees than its proper 
number of spaces, 

1*. Piling. If any portion of the body of one character 
overlaps any portion of the body of another character, 
or extends into the space between words to the extent 
that it would overlap any portion of the body of a 
character were there a character in that space, then 
it is an error. 

15* Left-Bfend Hargln. Characters beginning lines, except 
in paragraphs, must all be struck at the same point 
of the scale. If printed to the left or right of that 
point, an error must be charged. 

16. ttrlkeovers. Any word having one letter struck over 
another letter is counted as one error. 

17. Erasing:. Cue error is charged for each wort erased. 

18. Serors in Printed Copy, irrors found in the printed 
copy nay be correctedor written as per copy, but in 
no case shall an error be charged against such words 
unless they are omitted. 
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19. fcftgt Word. An error made In the last word written, 
iEeBier that word is completed or not, must be charged. 

20. Qp« Error Par Word, Bat one error shall be penalised 
in any one wox̂ TT 
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