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The problem of this study was an analysis of major 

spelling deficiencies among collegiate business students. 

The purposes were as follows: (1) to develop a diag-

nostic instrument that will measure spelling deficiencies; 

and (2) to make recommendations regarding the preparation of 

materials that will assist students in overcoming these 

deficiencies. 

Written assignments prepared by collegiate Business 

Communication students were examined for spelling errors. 

Errors were then classified into the following categories: 

(1) words with "ie" and "ei" ; (2) final "e"; (3) final con-

sonant rule; (4) final "y"; (5) confusion over vowel sounds; 

(6) pronunciation problems; (7) sound-alikes; (8) plurals; 

(9) apostrophes; (10) omissions; (11) additions and repeti-

tions; (12) substitutions; (13) demons; and (14) miscella-

neous. Percentages of total errors served as a guideline 

for preparation of a Table of Specifications, and a Spelling 

Diagnostic Test was developed. Validity of the instrument 

was determined by a panel of experts. The test was then 

administered to 214 collegiate business students, and a reli-

ability coefficient of .83 was determined using the split-

half method. 



Findings include the following: (1) inability to spell 

well is evident among collegiate business students; (2) sixty-

nine per cent of spelling errors fall into five categories — 

spelling demons, sound—alikes, confusion over vowel sounds, 

additions and repetitions, and apostrophes; (3) thirty-one 

per cent of spelling errors are made in areas where certain 

rules govern correct spelling. 

The following conclusions were reached: (1) spelling 

errors can be classified into categories; and (2) a Spelling 

Diagnostic Test can be developed to diagnose categories of 

errors. 

Recommendations made included the following: (1) atten-

tion should be given to correct spelling in all subject areas 

of the business curriculum; (2) a Spelling Diagnostic Test 

should be administered; (3) materials should be developed to 

aid students in overcoming spelling deficiencies, and these 

materials should be prepared in such a manner as to be inte-

grated into other courses in the business curriculum. 
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CHAPTER I 

INTRODUCTION 

Correct spelling is fundamental to all written communi-

cation. Yet, teachers complain that their students cannot 

spell well; and employers implore teachers to send them 

employees who know how to spell correctly. 

Along with correct grammar and punctuation, spelling 

skills are an essential aspect of written communication. To 

be able to spell with confidence eases the task of putting 

thoughts on paper. The person who is a competent speller is 

freer to concentrate on the ideas he or she wishes to express 

without having to be conscious of the mechanics of the writ-

ing task. People who feel insecure in spelling often hesitate 

to write. 

Since the English language is a hodgepodge, including 

words borrowed from almost every language known to man, espe-

cially French, Latin, Dutch, German, Greek and Welsh, English 

is a difficult language to master. As a result, a challenge 

is posed for even the most capable speller. (1) 

Gertrude Hildreth theorizes that some of the sources of 

difficulty include the following. 

(1) Different sounds are given to the same letter or 

letter combinations (break, cream, head). 
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(2) The same sound may be given by different letter or 

letter combinations (maid, say, weigh). 

(3) Many words contain silent letters that are not 

sounded in the spoken word (debt, enough, promise). Actually, 

however, English is approximately eighty-six per cent pho-

netic and about eighty-five per cent of the words contain 

regularly sounded elements. 

(4) A number of words have alternate spellings, both of 

which are considered correct (theatre-theater, center-centre). 

Words pronounced the same but which have different meanings, 

known as homonyms, are especially frequent in English (break-

brake, to-too-two). (6) 

To the student who has reached the collegiate level, the 

inability to spell correctly constitutes a potential profes-

sional handicap. Most occupations or professions require the 

preparation of written communication, and poor spelling skills 

may cause an employee to fail to succeed in a chosen field. 

Statement of the Problem 

The problem of this study was an analysis of major spell-

ing deficiencies among collegiate business students. 

Purposes of the Study 

The purposes of this study were as follows: 

1. To develop a diagnostic instrument that will measure 

the level of spelling skill and measure spelling 

deficiencies; 
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2. To make recommendations regarding the preparation of 

materials that will assist students in overcoming 

these deficiencies. 

Research Questions 

The following research questions were used to guide the 

investigation. 

1. What spelling errors are made by Business Communica-

tion students in written composition? 

2. Into which categories can these spelling errors be 

classified? 

3. What teaching implications are derived thereby for 

diagnosing spelling problems and improving spelling 

skills? 

Background and Significance of the Study 

Because of the importance of written communication for 

effective management of business enterprises, schools of busi-

ness throughout the country have instituted business writing 

courses which are either required or strongly recommended. 

Hulbert (7) reports Stine and Skarzenski's findings on a sur-

vey to determine what college professors and business execu-

tives felt should be included in these courses. Both groups 

were asked, "What writing problems do you see in the paper-

work crossing your desk?" From a list of nineteen writing 



problems, professors ranked spelling as the number one prob-

lem. Business executives ranked spelling as the number four 

problem, following wordiness, grammar, and sentence structure. 

The prevalence of spelling errors is even found at the 

medical school level as reported by Frisof and Moseley (5) in 

1981. The papers of 253 students were evaluated for spelling, 

grammar, and punctuation errors. Spelling errors were found 

in seventy-three per cent of the papers, with an average of 

3.68 misspellings per paper. Nearly one-fourth of the stu-

dents committed simple errors in spelling, grammar, and punc-

tuation. Only one of the nine words most commonly misspelled 

was a technical medical word. 

Towery (13), Peterson (10), and Criscoe (4) have analyzed 

the history of spelling instruction in the United States. 

Towery (13) points out that through the years the societal 

and educational conditions of the day influenced the materials 

and methods used to teach spelling. In Colonial America chil-

dren learned to read and write so they could interpret reli-

gious documents — the Bible, the Psalter, and the Catechism. 

Criscoe (4) reports that during the Nineteenth Century 

Webster and his contemporaries sought to standardize pronun-

ciation, while Peterson (10) points out that most Nineteenth 

Century spellers were written by school administrators who 

thought that letters of the alphabet have sounds rather than 

realizing that speech sounds have various spellings. 



The Twentieth Century has seen the most dramatic soci-

etal, economic, and technological changes in our country. 

The trend in spelling instruction has been toward use of an 

individualized approach and on teaching how to learn to spell, 

(13) Peterson (10) notes that complaints of poor spellers 

have been consistent throughout history and that spelling has 

been a convenient scapegoat for critics of schools. Criscoe 

(4) concluded that educators have neglected the study and 

teaching of spelling and that there seems to be little utili-

zation of the knowledge about spelling acquired through 

experience and research. She calls for research to determine 

the methods and materials best for individualizing spelling 

instruction. 

Variance in spelling skills according to certain factors 

has been studied by various researchers. MacGregor (9) stud-

ied the relationship of the following variables to spelling 

ability among seventh graders: 

1. Intelligence 

2. Auditory Memory 

3. Visual Memory 

4. Vocabulary 

5. Word Analysis (phonetic and structure) 

6. Reading Comprehension. 
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Results of MacGregor's study indicated that the key variables 

which account for most of the explained variance in spelling 

were reading comprehension and phonetic analysis. 

Russell (11) found in studying high school seniors a 

relationship for phonetic skill and rote memory to spelling. 

The relationship between verbal achievement and spelling 

remained in doubt, and no significant correlations were 

obtained between visual memory and spelling. Russell further 

considered the data in terms of the following three factors: 

1. Short-term Memory 

2. Long-term Incidental Memory 

3. Long-term Intentional Memory. 

He concluded that spelling seems to be associated with short-

term memory and long-term incidental memory, but not with 

long-term intentional memory. 

Saylor (12) suggests that memory processes are a key ele-

ment in accurate spelling, particularly of words that cannot 

be spelled by orthographic rules. According to research in 

cognitive psychology, visual imagery is a major factor in mem-

ory processes; therefore, increasing visual imagery facili-

tates learning, retention, and recall. Results of Saylor's 

research suggest that experimenter-provided high concrete vi-

sual imagery can be used to improve spelling performance and 

that imagery ability can be improved by training. 



Attempts to classify spelling errors into certain cate-

gories have been made by researchers. Coughlan (3) used a 

classification scheme from Brown and Pearsall's Better Spell-

ing, which breaks spelling errors into fourteen categories. 

In her proposal for teaching spelling in the Virginia Commu-

nity College System, Ireland (8) used seven categories to 

classify spelling errors which were developed by George 

Spache, Professor Emeritus at the University of Florida and 

past president of the International Reading Association. 

The present study is significant in that it bases a diag-

nostic spelling test and spelling instructional materials upon 

the errors most frequently made by collegiate business stu-

dents. This study differs from other studies in that it 

draws together in one study an analysis of spelling errors 

most frequently made by collegiate business students, the 

development of a diagnostic spelling test whereby teachers 

can assess spelling ability, and the presentation of recom-

mendations for spelling instruction based on the findings. 

Del imitations 

This study included only those students enrolled in col-

legiate Business Communication classes in the Dallas/Fort 

Worth metropolitan area. Certain criteria were used to select 

the classes participating in the study. 



Basic Assumptions 

It was assumed that the students' writing on the Business 

Communication assignments was reflective of their spelling 

ability. 
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CHAPTER II 

RELATED RESEARCH 

The focal point of this study was the identification of 

spelling errors made by Business Communication students, the 

arrangement of these errors into categories, and the recommen-

dation of teaching strategies for diagnosing spelling problems 

and improving spelling ability. Research studies in the area 

of identification and classification of spelling errors are 

limited. In this area, research seems to be concentrated on 

the importance of good spelling skills, types of spelling 

errors most frequently encountered, factors associated with 

spelling achievement, and methods of teaching spelling. 

The Importance of Good Spelling Skills 

Hulbert (6) reports Lasch's findings that numerous 

studies document the decline in verbal ability among college 

students. Between 1966 and 1976, average scores on the ver-

bal section of the Scholastic Aptitude Test declined by ten 

points. On some college campuses, only one-fourth of the 

entering freshmen can pass the university's English placement 

test. On other campuses, forty per cent to sixty per cent of 

the students are required to enroll in remedial English. 

Although more is involved in business writing than spell-

ing, both professors and business executives rate spelling 

11 
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high in priority. Hulbert cites the following reasons for 

the significance of spelling. 

1. Poor spelling seems to indicate carelessness, 
lack of consideration, and/or incompetence and can have 
a devastating effect upon the writer's career potential. 

2. Spelling is a precise skill. A few words in 
our language may be spelled more than one way, but the 
vast majority of words have only one acceptable spelling. 

3. Spelling errors are blatant and are easily rec-
ognized by most readers. 

4. Spelling is a difficult skill for many writers 
to master. One reason is that English words come from 
a variety of sources. 

5. English is a living, evolving language and con-
tinues to be influenced by technological and scientific 
advances. 

6. Poor spellers waste time because they have to 
check the dictionary to verify the spelling of so many 
words they write. 

7. Spelling errors hamper the reader's ability to 
decipher the meaning rapidly and efficiently. 

8. Poor spelling reflects negatively upon both the 
writer and the employer. 

Hulbert concludes that poor spelling destroys otherwise 

strong communication in three ways. 

1. It can confuse facts and blur meaning. 

2. It can distract the reader by calling attention to 

misspelled words and away from the main idea of the 

message. 

3. It can ruin the communication climate created by the 

written message. 
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Awareness of spelling deficiencies of students is based 

both on observation by business educators and on input from 

employers and employees. Stout and Taylor's (19) findings 

indicate that spelling was ranked among the top ten skills 

needed by clerical employees. 

Scriven, Holley, Wagoner, and Brown (16) found that 

ninety-four per cent of 317 word processing operators/cor-

respondence secretaries interviewed cited the need for word 

processing operators/correspondence secretaries to be pro-

ficient in grammar, punctuation, and spelling. 

Responses to a survey conducted by Merrier (11) indi-

cated that tests of grammar, punctuation, and spelling, along 

with typing timings, were the most frequently administered 

employment tests for word processing personnel. Some have 

theorized that the need for spelling proficiency will not be 

as great in the future as it has been in the past due to 

electronic spelling verifiers available as a part of much 

word processing equipment. However, Shell and Schmidt (18) 

point out that even though these verifiers are an aid to cor-

rect spelling, valuable time is lost and office productivity 

reduced when office workers frequently misspell words and 

documents must be reprocessed. 

Spelling was one of the topics under consideration in 

Payne's (13) review of letter-writing techniques of business-

men. Twenty-two businessmen participated in the study by 
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completing a questionnaire and contributing ten business 

letters each. Each letter was rated by two raters—a quali-

fied business teacher and an experienced secretary. Payne 

concluded that letter writers in 1975 tended to be poorer 

spellers than they were in 1956. She cites a study conducted 

by Mount in 1956 in which 2,380 letters were analyzed and 

spelling errors were found in only 5.3 per cent. Payne's 

study of 205 letters in 1975 revealed that 52.2 per cent con-

tained spelling errors. Payne recommended, therefore, that 

more emphasis should be placed on spelling in the training of 

typists, stenographers, secretaries, and letter writers. 

In her study entitled "Spelling Improvement Units Taught 

by Classroom Drill vs. Self-Instructional Package: Their 

Development and Comparative Evaluation," Kelso (8) reports 

Shaughnessy's spelling research conclusions at the college 

level: 

Of all the encoding skills, spelling tends to be 
viewed by teachers and students alike as the most arbi-
trary, the most resistant to instruction, and the least 
related to intelligence (a myth that has comforted many 
bad spellers). It is the one area of writing where 
English teachers themselves will admit ineptness. Out-
side the academy, however, the response to misspelling 
is less obliging. Indeed, the ability to spell is viewed 
by many as one of the marks of the educated person, and 
the failure of a college graduate to meet that minimal 
standard of advanced literacy is cause to question the 
quality of his education or even his intelligence. . . 
There are many more 'opportunities' for misspelling 
than for grammatical errors. Every word is a potential 
misspelling, whereas only certain words in each sen-
tence can figure in grammatical errors. And while the 
adult bad speller is probably never going to become an 
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exceptionally good speller, the discovery that intelli-
gent effort can reduce spelling errors significantly 
and that the domain of spelling is not quite as 'unruly' 
as it once appeared can generate a will to work on the 
problem. 

Types of Spelling Errors 

Several researchers have attempted to classify spelling 

errors into certain categories. The classification scheme 

proposed in Brown and Pearsall's Better Spelling was used by 

Coughlan (2). This scheme breaks down spelling problems into 

the following fourteen areas: 

1. Words with "ie" and "ei" 

2. Final "y" 

3. Final consonant rule 

4. Vowel length 

5. Pronunciation problems 

6. Unstressed vowels 

7. Homophones 

8. Prefixes and suffixes 

9. Final "e" 

10. Assimilative changes 

11. Plurals 

12. Hyphens 

13. Apostrophes 

14. Demons. 

George Spache, Professor Emeritus at the University of 

Florida and past president of the International Reading 
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Association, proposed seven categories of spelling errors 

which were used by Ireland (7) in her proposal for teaching 

spelling in the Virginia Community College System. These 

seven categories are as follows. 

1. Omissions—An omission occurs when one or more let-

ters of a word or a syllable are left out. The omis-

sion of a syllable is defined as omitting two or 

more successive letters. 

2. Add itions and repetitions—An addition occurs when a 

letter or letters are added. A repetition of a let-

ter or letters of a word is considered an addition. 

3. Transpositions or partial reversals—A transposition 

or partial reversal occurs when the correct sequence 

of letters in a word is disturbed. 

Substitutions—A substitution occurs when a letter 

or letters which may or may not be similar in sound 

are substituted for the correct letters. The cor-

rect letters are omitted from the word. 

5* Confusing homonyms—This error occurs when a student 

uses the incorrect form of a set of homonyms. 

6* Incomplete—This error occurs when the word is com-

pletely omitted or only partially completed. 

7. Unrecognizable—This error occurs when the word con-

tains four or more letters or the combination of 

letters does not form a real or a misspelled word. 
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A study was undertaken by Shell and Schmidt (18) to 

determine spelling deficiencies of high school students. To 

assess students' spelling proficiency, a test was developed 

using fifteen lists of frequently misspelled words. The 124 

words selected were arranged in random order on a two—part 

test that could be given on consecutive class days. Major 

outcomes of the analysis include the following. 

1. The mean number of correctly spelled words was 

eighty-seven out of 124/ or a percentage score of 

seventy. 

2. The number of words correctly spelled by students 

ranged from a high of 123 to a low of six. 

3. No word on the test was spelled correctly by all the 

students. 

4. Eighteen of the words were misspelled by fifty per 

cent or more of the students. 

5. Thirteen of the words were misspelled by ten per 

cent or less of the students. 

Shell and Schmidt point out that the major product of 

their study is the compilation of a rank-ordered list of 124 

most frequently misspelled business correspondence words. 

They point out that no research has previously been completed 

to confirm that the words on the list are actually used in 

business correspondence today and are actually misspelled by 

students. However, Schell and Schmidt believe that the list 
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provides a useful starting point for business educators in 

their efforts to improve students' spelling proficiency. 

Analyses of types of spelling errors were undertaken by 

Nichols (12). The purposes of her study were to answer the 

following questions. 

1. What are the spelling, vocabulary, and reading abil-

ities of students enrolled in freshman English 

classes? 

2. Is there a correlation between the spelling abilities 

of these students and their ability in reading as 

measured by the Nelson-Denny Reading Test? 

3. What are the types of spelling errors made by stu-

dents before and after treatment? 

4. Will there be a difference in the spelling and vocab-

ulary abilities of students exposed to an incidental 

reading of passages containing certain selected 

words as compared to students assigned the tradi-

tional method of memorizing the spellings and mean-

ings of these same selected words? 

5. Which group of students will exhibit a greater reten-

tion of the correct spellings and meanings of the 

words in question at the end of four weeks? 

Twenty classes of freshman English were selected —— six-

teen remedial and four regular. Ten classes comprised the 

experimental group, and the other ten classes comprised the 
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control group. Selected words from Spache's Spelling Errors 

Test were given as a pretest. The control group was given 

a study sheet containing the words under consideration and 

their meanings to be memorized by the next class period. The 

experimental group was given investigator-designed reading 

selections with each of the selected words used at least 

three times. Students in both groups were given a spelling 

test at the next class period and were given a spelling and 

vocabulary retention test four weeks later. The following 

conclusions were reached. 

1. A positive correlation was found between Nelson-

Denny Reading Test scores and spelling ability. 

2. Before treatment, over half of the students were 

making errors of the following types: 

a. Omissions of silent, sounded, and doubled 

letters 

b. Additions by doubling and of a single letter 

c. Transpositions and reversals 

d. Phonetic substitution for a word 

e. Non-phonetic substitution for a consonant 

f. Unrecognizable or incomplete. 

When the posttest was given, all errors made 

decreased in frequency. Those still causing consid-

erable difficulty were omissions of a sounded and a 

doubled letter and phonetic substitution for a word. 
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3. There was a significant difference in favor of the 

control group on spelling ability and vocabulary 

ability. 

4. The experimental group retained a greater percentage 

of the spellings and word meanings after four weeks. 

Factors Associated with Spelling Achievement 

Factors thought to be associated with spelling achieve-

ment which have been studied by various researchers include 

intelligence, auditory memory, visual memory, vocabulary, 

word analysis, reading comprehension, phonetic skill, rote 

memory, and verbal achievment. 

The contribution of six variables to the variance in 

spelling ability were studied by MacGregor (9). Variables 

included in her study were the following: 

1. Intelligence 

2. Auditory Memory 

3. Visual Memory 

4. Vocabulary 

5. Phonetic Analysis 

6. Reading Comprehension. 

Reading Comprehension and Phonetic Analysis accounted 

for most of the explained variance in spelling. 

The relationship of phonetic skill, along with rote mem-

ory, verbal achievement, and visual memory, to spelling 
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achievement was also studied by Russell (14). A relationship 

for both phonetic skill and rote memory to spelling achieve-

ment was established. However, the relationship between 

verbal achievement and spelling remained in doubt. No sig-

nificant correlations were established between visual memory 

and spelling. Russell's data were then considered in terms 

of short-term memory, long-term incidental memory, and long-

term intentional memory. His findings indicated that spelling 

seems to be associated with short-term memory and long-term 

incidental memory but not with long-term intentional memory. 

Magee (10) also sought to determine the relationship of 

phonics knowledge to spelling achievement of college students. 

The first purpose of Magee's study, in fact, was to determine 

interrelationships between phonics knowledge, spelling perfor-

mance, reading achievement, extensive vocabulary, and intelli-

gence. The second purpose of the Magee study was to determine 

whether a group receiving phonics instruction would show sig-

nificant gains on the variables studied when compared with a 

similar group receiving no phonics instruction. Determining 

what effect the time of day a subject is taught would have on 

student achievement was the third purpose of the study. The 

conclusions were as follows. 

1. Persons who possess a higher degree of skill in 

phonics are better readers, better spellers, and 

have a better knowledge of word meanings. 
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2. The time of day does not appear to affect the aca-

demic performance of college students appreciably. 

3. Intensive instruction in phonics at the college level 

can produce gains in phonics ability. 

4. Instruction in phonics techniques using nonsense 

syllables can produce gain in phonics knowledge, 

but parallel gain in spelling performance does 

not necessarily follow. 

5. Variables included in the study have rather high 

relationships with each other. 

6. The use of variables in the language arts area in 

combination for predicting spelling performance is 

no better than their use singularly. 

7. It is not clear which factors underlie success in 

spelling for college age adults. 

Methods of Teaching Spelling 

Comparisons of conventional classroom instruction and 

self-instructional materials have been conducted by Kelso (8) 

and Haddock (5). In Kelso's study parallel units were devised 

which covered the same skill concepts. After a spelling pre-

test, students could choose to study the material by classroom 

drill or by using a self-instructional packet. All students 

then took an identical posttest. The two groups showed no 

significant differences in their mean scores. However, the 

group that participated in classroom drill raised their 
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scores considerably higher than their pretest scores. Kelso 

recommended the use of self-instructional packets with moti-

vated students with high pretest scores and advocates the use 

of classroom drill for the majority of students. 

In Haddock's study the control groups were taught spell-

ing by a traditional study-test-study procedure. Experimental 

groups were presented the same word lists through a cross-

media approach, in which words were placed on filmstrips and 

tape for use with a regular filmstrip projector and tape 

recorder. Haddock found that the effectiveness of the two 

teaching methods could not be considered unequal. However, 

he points out the following two primary advantages for the 

experimental technique. 

1. The experimental approach required only twenty min-

utes per day, while the traditional method required 

at least thirty minutes per day. 

2. An experimental group of ninety-five students was 

taught by one teacher, and in terms of achievement 

did as well as normal sized experimental and control 

groups. 

Emery's (4) study went one step further than Kelso's and 

Haddock's by comparing Programmed Multisensory Instruction 

(PMI), Programmed Conventional Instruction (PCI), and Conven-

tional Classroom Instruction (CCI). Emery concluded that 

programmed multisensory instruction was more effective in 
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teaching college students to proofread and correct for spell-

ing errors than the more conventional programmed or classroom 

instruction methods. His results also suggest that there is 

no difference between the two conventional approaches in 

terms of acquiring proofreading and correcting skills. 

A comparison of junior college students' spelling achieve-

ment through formal, incidental, and informal learning was 

the subject of Dresser's (3) study. The formal group studied 

spelling, was tested on spelling, and received a grade in 

spelling. The incidental group did not study spelling, nor 

were they tested or graded on spelling. In their typing 

class, however, the incidental group received drills that 

included the 100 words from the self-designed pretest and 

posttest. The students randomly received these drills when 

the typing instructor wished to present word division and/or 

tabulation drills. The students were not informed that 

these word-division and tabulation drills included the 100 

words on the spelling test. The informal group did not study 

spelling, and they were not tested or graded on spelling. 

They did not receive any drills of any kind containing the 

100 words. 

Dresser's findings were as follows. 

1. Students improve their spelling during one quarter 

of junior college work through formal, incidental, 

and informal learning. 



25 

2. The formal learning environment improves spelling 

of words to which students have been exposed signif-

icantly beyond the informal and incidental learning 

environment. Furthermore, the incidental learning 

environment improves the spelling of particular 

words significantly beyond the informal learning 

environment. 

3. There is no evidence that the spelling ability of 

the formal learning group will transfer significantly 

above the incidental and informal groups. Also, 

there is no evidence of the transfer of the inciden-

tal group's spelling ability significantly beyond 

the informal group's spelling ability. 

Saylor (15) points out that research in cognitive psy-

chology indicates that visual imagery facilitates learning, 

retention, and recall. Saylor's study tested the application 

of this theory to the remediation of spelling deficiencies of 

college students and investigated whether training in visual 

imagery would produce differences in imagery ability. 

The results of Saylor's study suggest that experimenter-

provided high concrete visual imagery can be used to improve 

spelling performance. Imagery ability may be improved by 

training, especially for those entering the training with a 

low level of ability. The results, therefore, seem to sup-

port the evidence of the importance of visual imagery in 

tasks involving learning, retention, and recall. 
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A study by Collett (1) was concerned with determining 

whether mean gain scores were significantly different when 

junior college students were taught spelling by visual or 

auditory approaches. The auditory and visual groups were 

further divided into above—average intelligence and below-

average intelligence. Collett found that the difference 

between the auditory and visual groups' scores was not sig— 

nificant, and no significant differences were obtained 

between above-average and below-average intelligence groups. 

Sellers (17) demonstrated that underlining in combina-

tion with different levels of verbal ability would make a 

significant difference in spelling performance. In Sellers' 

study 100 words randomly selected from vocabulary studies 

were arranged in five daily exercises in three treatment 

groups. The first group used experimenter-provided underlin-

ing of the "hard spots" in words. In the second group sub-

jects underlined spots they found difficult. No underlining 

was used with the third group. 

Results show that the underlining groups, particularly 

the experimenter-provided underlining group, performed sig-

nificantly better than the no underlining group. In addition, 

the high verbal ability group significantly outperformed low 

verbal ability groups. 
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Summary 

In summary, research studies in spelling reveal the 

following. 

1. Both employers and business educators stress the 

important contribution of good spelling skills to 

effective business writing. 

2. Several researchers have classified spelling errors 

into certain categories, which were used as a tenta-

tive classification scheme in the present study. 

3. Factors which researchers have found to be associ-

ated with spelling achievement include reading com-

prehension, phonetic analysis, and rote memory. 

4. Kelso's research on methods of teaching spelling 

indicates that there is no significant difference in 

the achievement of groups taught by Conventional 

Classroom Instruction and groups using self-

instructional materials. However, Emery concluded 

that Programmed Multisensory Instruction was more 

effective in teaching college students to proofread 

and correct for spelling errors than the more con-

ventional programmed or classroom instruction methods. 

Dresser found that a formal learning environment 

improves spelling of words to which students have 

been exposed and that the incidental learning envi-

ronment improves the spelling of particular words 
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significantly beyond the formal learning environment, 

Other factors found to be associated with improved 

spelling performance include experimenter-provided 

high concrete visual imagery and experimenter-

provided underlining of the "hard spots" in words. 
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CHAPTER III 

ANALYSIS OF SPELLING ERRORS AND 

DEVELOPMENT OF DIAGNOSTIC INSTRUMENT 

This study was designed to analyze major spelling defi-

ciencies among collegiate business students, to develop a 

diagnostic instrument that will measure the level of spelling 

skill and measure spelling deficiencies, and to make recommen-

dations regarding the preparation of materials that will 

assist students in overcoming these deficiencies. 

Business Communication classes from the following seven 

colleges and universities participated in the study: 

Dallas Baptist College 
Dallas, Texas 

East Texas State University 
Commerce, Texas 

North Texas State University 
Denton, Texas 

Tarrant County Junior College - Northeast 
Fort Worth, Texas 

Tarrant County Junior College - Northwest 
Fort Worth, Texas 

Texas Wesleyan College 
Fort Worth, Texas 

Texas Woman's University 
Denton, Texas. 

Classes were selected to include students from private 

and public schools and from universities as well as junior 
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colleges. Only one section of Business Communication was 

offered at Dallas Baptist College, Tarrant County Junior 

College - Northwest, and Texas Woman's University. Both 

sections offered at East Texas State University and Texas 

Wesleyan College were included in the study. At North Texas 

State University the Business Communication coordinator 

selected two sections to participate in the study which were 

considered to be typical of Business Communication classes at 

North Texas State University. 

Spelling errors from 1,800 written assignments submitted 

by 20 5 students were examined. Spelling errors were then ten-

tatively classified into the following categories, which rep-

resent a combination of categories of spelling errors from 

Coughlan (1) and Ireland (2): 

1. Words with "ie" and "ei" 

2. Final "y" 

3. Final consonant rule 

4. Vowel length 

5. Pronunciation problems 

6. Homophones 

7. Prefixes and suffixes 

8. Final "e" 

9. Plurals 

10. Omissions 

11. Additions and repetitions 
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12. Substitutions 

13. Transpositions or partial reversals 

14. Unrecognizable. 

As the analysis progressed, the categories of errors 

were revised to include the following fourteen. 

1. Words with "ie" and "ei". Use ± before e in words 

with _ie or e_i when the sound is long e£, except 

after £ or when sounded as a as in neighbor and 

weigh. 

2. Final "e". Drop the silent e at the end of a word 

before a suffix beginning with a vowel. Retain 

the silent e at the end of a word before a suffix 

beginning with a consonant. Retain the silent e 

preceded by c or £ to keep a "soft" sound with 

suffix endings beginning with ja or o. 

3. Final consonant rule. Double the final consonant 

in words ending in a single final consonant pre-

ceded by a single vowel when a suffix beginning 

with a vowel is added and when the last syllable 

is accented. 

4. Final "y". Change the final ^ to i_ before suffix 

ending (except an ending beginning with _i) in 

words ending in y preceded by a consonant. Retain 

the y when adding any suffix or the letter s in 

words ending in y preceded by a vowel. 
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5. Confusion over vowel sounds. Vowels are often 

trouble-makers in spelling because they have so 

many sounds. 

6. Pronunciation problems. Many people misspell a 

great many words simply because they are sloppy 

with their pronunciation. Vowels, consonants, or 

entire syllables are sometimes dropped. 
V 

7. Sound-alikes. Many words in the English language 

are pronounced identically or nearly so, to other 

words with different spellings and different mean-

ings. 

8. Plurals. Nouns that end in a consonant plus are 

pluralized by changing the y to i and adding es. 

Nouns that end in a vowel plus y are pluralized by 

adding ŝ  to the final y. Some words ending in £ 

change from _f to ve and then add an s;. Words end-

ing in a sibilant (ch, sh, s, x, z) form their 

plurals by adding es. 

9. Apostrophes. The apostrophe is used to form the 

possessive case, to replace omitted letters and 

numbers, and to make plurals of letters and num-

bers used as words. 

10. Omissions. An omission occurs when one or more 

letters of a word or a syllable are left out. The 

omission of a syllable is defined as omitting two 

or more successive letters. 
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11. Additions and repetitions. An addition occurs 

when a letter or letters are added. A repetition 

of a letter or letters of a word is considered an 

addition. 

12. Substitutions. A substitution occurs when a letter 

or letters which may or may not be similar in sound 

are substituted for the correct letters. The cor-

rect letters are omitted from the word. 

13. Demons. Demons are common words that tests show 

are more frequently misspelled than any others, 

such as convenience, privilege, accommodation, etc. 

14. Miscellaneous. All other errors not included in 

Categories 1 through 13 are classified in a "Mis-

cellaneous" category. 

The number of occurrences of each type of error and the 

percentage of total errors represented by each category are 

presented in Table I. 
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TABLE I 

SPELLING ERRORS MADE BY COLLEGIATE 
BUSINESS STUDENTS 

Category of Error 
Number of 
Errors 

Percentage of 
Total Errors 

1. Words with "ie" and "ei" 31 4 

2. Final "e" 23 3 

3. Final consonant rule 16 2 

4. Final "y" 9 1 

5. Confusion over vowel sounds 87 12 

6 . Pronunciation problems 16 2 

7. Sound-Alikes 91 13 

8. Plurals 10 1 

9. Apostrophes 62 9 

10. Omissions 41 6 

11. Additions and repetitions 70 10 

12. Substitutions 35 5 

13. Demons 184 25 

14. Miscellaneous 47 7 

Total 722 100 

A rank order listing of the categories of error and the 

percentage of total errors is presented in Table II. 
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TABLE II 

SPELLING ERRORS MADE BY COLLEGIATE 
BUSINESS STUDENTS IN RANK ORDER 

Rank Category of Error 
Number of 
Errors 

Percentage of 
Total Errors 

1. Demons 184 25 

2. Sound-Alikes 91 13 

3. Confusion over vowel sounds 87 12 

4. Additions and repetitions 70 10 

5. Apostrophes 62 9 

6. Miscellaneous 47 7 

7. Omissions 41 6 

8. Substitutions 35 5 

9. Words with "ie" and "ei" 31 4 

10. Final "e" 23 3 

11. Final consonant rule 16 2 

12. Pronunciation problems 16 2 

13. Plurals 10 1 

14. Final "y" 9 1 

Total 722 100 

Percentages of total errors served as a guideline for 

preparation of a Table of Specifications which was used in 

preparing a diagnostic instrument to measure spelling defi-

ciencies. 
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The content validity of the diagnostic instrument was 

determined by a panel of the following five experts: 

Dr. Mary Joyce Burnett 
Texas Wesleyan College 
Fort Worth, Texas 

Dr. Phyllis Mercer 
Texas Woman's University 
Denton, Texas 

Dr. Don English 
East Texas State University 
Commerce, Texas 

Dr. Alta Dollar 
Texas Wesleyan College 
Fort Worth, Texas 

Dr. Verla Brown 
Dallas Independent School District 
Dallas, Texas. 

Each of these panel members has several years of experience 

teaching Business Communication, and two of the five mem-

bers (Dr. Mary Joyce Burnett and Dr. Alta Dollar) have pub-

lished a book in the field of Business Communication. Spell-

ing words were grouped by category of error for ease in 

review by the panel of experts. 

All experts were asked to determine the content validity 

for the diagnostic instrument as follows: 

1. Answering the question, "Will this instrument 

adequately determine whether a student can spell 

correctly the words covered in the categories 

of errors involved in this study?" 
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2. Indicating whether each item on the Spelling 

Diagnostic Test was Valid (V), Invalid (I), or 

whether he or she was Undecided (U). 

Based upon input from the panel of experts resulting 

from their empirical knowledge and the frequency of occur-

rence of the words used in the test, changes were made in 

item numbers 5, 6, 7, 11/ 14, 15, 17, 21, 25, 27, 30, 31, 

38, 49, 56, 59, 61, 62, 63, 65, 67, 69, 71, 74, 77, 78, 82, 

86, 94, 95, 96, 97, 98, and 100. To establish random order 

for the test items, the numbers one through one hundred were 

drawn one at a time without replacement. 

The revised Spelling Diagnostic Test was then resubmit-

ted to the panel of experts with the request that the panel 

review the revised test to determine whether there were now 

any words they would consider invalid. Also, the panel of 

experts was once again asked to answer the question, "Will 

this instrument adequately determine whether a student can 

spell correctly the words covered in the categories of errors 

in this study?" All five panel members responded affirma-

tively, and the test was accepted as a content valid measur-

ing instrument. 

The Spelling Diagnostic Test was then administered to 

214 students enrolled in Business Communication classes in 

the following colleges and universities: 
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Dallas Baptist College 
Dallas, Texas 

East Texas State University 
Commerce, Texas 

North Texas State University 
Denton, Texas 

Tarrant County Junior College - Northeast 
Fort Worth, Texas 

Tarrant County Junior College - Northwest 
Fort Worth, Texas 

Texas Wesleyan College 
Fort Worth, Texas 

Texas Woman's University 
Denton, Texas. 

To establish reliability for the diagnostic instrument, 

scores from each test were divided into odd and even halves. 

The Pearson product moment correlation coefficient was cal-

culated for the scores on the odd and even numbered items, 

yielding an r value of .71. The Spearman-Brown prophecy 

formula was then applied to determine the adjusted reliabil-

ity correlation coefficient for the whole test and a reli-

ability coefficient of .83 was obtained. 
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CHAPTER IV 

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 

Summary 

The problem of this study was an analysis of major 

spelling deficiencies among collegiate business students. 

The purposes of this study were as follows: (1) to 

develop a diagnostic instrument that would measure the 

level of spelling skill and measure spelling deficiencies 

and (2) to make recommendations regarding the preparation 

of materials that would assist students in overcoming these 

deficiencies. 

To accomplish these purposes, 1,800 written assignments 

prepared by 205 collegiate Business Communication students 

from seven college and universities in the Dallas/Fort Worth 

area were examined for spelling errors. Errors were then 

classified into fourteen categories, a Table of Specifica-

tions was prepared on the percentage of errors in each cate-

gory, and a Spelling Diagnostic Test was developed to measure 

spelling deficiencies. A panel of experts determined content 

validity of the test, the test was administered to 214 colle-

giate business students, and a reliability coefficient of .83 

was determined using the split-half method. 

Based upon the data presented in this study, the fol-

lowing findings emerge. 
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1. Inability to spell well is evident among collegi-

ate business students. Since written communication 

is required of most individuals employed in a busi-

ness environment, the inability to spell well con-

stitutes a vocational handicap. 

2. Sixty-nine per cent of spelling errors made by col-

legiate business students fall into the following 

five categories of error: 

a. Demons (twenty-five per cent), 

b. Sound-alikes (thirteen per cent), 

c. Confusion over vowel sounds (twelve per cent), 

d. Additions and repetitions (ten per cent), and 

e. Apostrophes (nine per cent). 

3. The remaining thirty-one per cent of spelling errors 

are made in areas where certain rules and guidelines 

govern correct spelling. 

Conclusions 

Based upon the findings and data presented in this study, 

the following conclusions are made. 

1. Spelling errors made by collegiate business students 

can be classified into categories rather than merely 

being random errors. 

2. A valid Spelling Diagnostic Test can be developed to 

diagnose categories of errors made by collegiate 

business students. 
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Recommendations 

Based on the findings of this study, the following 

recommendations are made. 

1. Since written communication skills are required of 

most businessmen and businesswomen, attention 

should be given to correct spelling in all subject 

areas of the business curriculum. 

2. A Spelling Diagnostic Test should be administered 

to collegiate business students to diagnose cate-

gories of spelling errors. 

3. Materials should be developed to aid students in 

overcoming areas of spelling difficulty. Since 

sixty-nine per cent of spelling errors in this study 

fell into five categories, spelling materials 

should emphasize spelling demons, sound-alikes, 

confusion over vowel sounds, additions and repeti-

tions, and apostrophes. 

4. Additionally, materials developed for overcoming 

spelling problems should include the spelling rules 

and guidelines which apply to the remaining thirty-

one per cent of errors. 

5. Since spelling instruction is not undertaken as a 

separate course of instruction, spelling materials 

should be prepared in such a manner as to be easily 
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integrated into other courses in the business cur-

riculum. The option of teacher-directed or indi-

vidualized, self-paced instruction should be 

provided. 

After development of such materials, studies should 

be undertaken to determine the effectiveness of the 

materials in improving spelling skills. 
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August 23, 1984 

Dear 

Thank you for your willingness to participate in my doctoral 
study, which involves an analysis of major spelling deficiencies 
among collegiate Business Communication students. 

As we have discussed, your participation will involve copy-
ing each assignment completed by your Business Communication 
students (after grading) and mailing these to me for analysis. 
I am enclosing a supply of mailing envelopes with a Business 
Reply Postal Permit for your use in mailing the copies of the 
assignment to me. A statement for charges for copying costs may 
be mailed to me for payment with each assignment or at the end 
of the semester. 

Based on the results of the study, a diagnostic instrument 
will be designed to measure spelling deficiencies. This instru-
ment will be mailed to you for administration to your Business 
Communication students. 

Results of this study will be tabulated by type of error and 
not by college. 

Should any questions arise, I may be contacted at my office 
in Dallas (Area Code 214, 744-3500) during the day and at my 
home in Arlington (Area Code 817, Metro Number 265-2820) in the 
evenings or on weekends. I look forward to receiving packets of 
assignments. 

Sincerely yours, 

Mrs. Melba Benson 
3500 Southland Center 
40 0 North Olive, Box 270 
Dallas, Texas 75201 

Enclosures 
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December 26, 198 4 

Dear 

Thank you very much for participating in my doctoral study 
involving an analysis of major spelling deficiencies among col-
legiate Business Communication students. 

Based on the results of the study, a diagnostic instrument 
will now be designed to measure spelling deficiencies. This 
instrument will be mailed to you for administration to your 
Business Communication students at the first of the Spring 1985 
semester. When the results of the diagnostic instrument have 
been tabulated, information will be forwarded to you regarding 
categories of errors obtained during the study, as well as 
recommendations regarding preparation of materials that will 
assist students in overcoming spelling deficiencies. 

If you have any guestions or comments, please call me at my 
office in Dallas during the day (214-744-3500) or at my home in 
Arlington in the evenings or on weekends (817-265-2820 Metro). 

Sincerely, 

Mrs. Melba Benson 
1007 Bucknell 
Arlington, Texas 76012 
Telephone: (817) 265-2820 (Home) 

(214) 744-3500 (Work) 
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SPELLINGS, MISSPELLINGS AND NUMBER OF OCCURRENCES 
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SPELLING ERRORS CATEGORY 1 

Words with "ie" and "ei" 

Correct Spelling Misspellings 
Number of 

Occurrences 

efficient efficeint 2 

foreign foriegn 2 

freight frieght 1 

perce ive percieve 5 

receive rec ieve 19 

their thier 2 

TOTAL 31 



SPELLING ERRORS CATEGORY 2 

Final "e" 

53 

Number of 
Correct Spelling Misspelling Occurrei 

advantageous advantagous 1 

believability believeability 1 

cajoling caj oleing 1 

encouraging encourageing 1 

entirety entireity 1 

extremely extremly 1 

giving giveing 1 

manageability managibility 
managebility 

2 

misusing misuseing 
missusing 

4 

moving moveing 1 

notably noteably 1 

rece iving receiveing 1 

servicing serviceing 1 

severely severly 1 

surely surly 2 

unenforceable unenforcable 1 

unfortunately unfortunatly _2 

TOTAL 23 



SPELLING ERRORS CATEGORY 3 

Final Consonant Rule 

54 

Correct Spelling 

allotted 

appealing 

dropped 

occurred 

occurrences 

occurring 

programming 

referring 

remitting 

shipment 

traveled 

traveler 

TOTAL 

Misspelling 

alloted 

appealling 

droped 

occured 

occurences 

occuring 

programing 

refering 

remiting 

shippment 

travelled 

traveller 

Number of 
Occurrences 

2 

1 

1 

3 

_2 

16 
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Correct Spelling 

abilities 

carrying 

companies 

enjoying 

lobbyist 

opportunities 

supplying 

TOTAL 

SPELLING ERRORS CATEGORY 4 

Final "y" 

Misspelling 

abiliteis 

earring 

companys 
company1s 

enjoing 

lobbiest 

opportunites 

suppling 

Number of 
Occurrences 

1 

1 

3 

1 

1 

1 

1 

9 



SPELLING ERRORS CATEGORY 5 

Confusion Over Vowel Sounds 

56 

Correct Spelling Misspelling 

adamantly adamently 

amendment amandment 

anonymous ananomious 

appetite appitite 

appreciate appriciate 
appricate 

appropriate appropreite 

August Augest 

authorize autherize 

bin ben 

catalog catelog 

Catholic Cathelic 

colleagues colliagues 
collagues 

common comman 

competitive competat ive 

computer computor 

consistent consistant 

consistently consistantly 

controversial contraversial 

convertible convertable 

destruction distruction 

Number of 
Occurrences 
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Confusion Over Vowel Sounds 
Page Two 
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Correct Spelling 

destructiveness 

differently 

diploma 

divine 

dollar 

donors 

effectively 

encounter 

endeavor 

enforce 

entanglements 

entirely 

feel 

flexible 

frizzy 

gather 

guidance 

honored 

implementing 

included 

intimacy 

invitation 

j eopardizing 

Misspelling 

distructiveness 

defferently 

deploma 

devine 

dollor 

doners 

effictively 

incounter 

endevour 

inforce 

intanglements 

intirely 

feal 

flexable 

frizzie 

gether 

guidence 

honered 

emplementing 

encluded 

intimicy 

invatation 

jeopordizing 

Number of 
Occurrences 
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Number of 
Correct Spelling Misspelling Occurr* 

jeopardy jeopordy 

jeopardize jepordize 

mandatory manditory 

master's mastor's 

negative negitive 

occupying accupying 

opposed apposed 

philosophy phylosophy 

politicians poloticians 

prevention provention 

productive preductive 

research reasurch 

revealed revieled 

scholarship scholorship 

secretaries secreteries 

seminar s iminar 

sent sant 

shiny shiney 2 

speak speek 3 

speaker speeker 1 

speaking speeking 1 

speech speach 3 

strategists stratigists 1 



SPELLING ERRORS CATEGORY 5 
Confusion Over Vowel Sounds 
Page Four 

Correct Spelling 

tentative 

than 

they 

trying 

tumult 

vandali sm 

vitamins 

TOTAL 

Misspelling 

tentitive 

then 

thay 

trieing 

tumalt 

vandelism 
vandilism 

vitamans 

59 

Number of 
Occurrences 

1 

1 

1 

1 

1 

5 

1 

87 



60 

SPELLING ERRORS CATEGORY 6 

Pronunciation Problems 

Correct Spelling Misspelling 

candidates canidates 

chocolate choclate 

doctorate doctrate 

doing doin 

hindrance hinderance 

identified idenified 

interest intrest 

listener listner 

registration registeration 

regularly regurally 

simply simpally 

tentative tenetive 

valuable valuble 

TOTAL 

Number of 
Occurrences 

16 
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Correct Spelling 

ad 

affect 

aid 

are 

chose 

complement 

cooperation 

edition 

effective 

eyewear 

fourth 

further 

hear 

its 

1 ien 

loses 

losing 

loss 

morale 

passed 

polls 

SPELLING ERRORS CATEGORY 7 

Sound-Alikes 

Misspelling 

add 

effect 

aide 

or 

choose 

compliment 

corporation 

addition 

affective 

eyeware 

forth 

farthur 

here 

it's 

lean 

looses 

loosing 

lose 

moral 

past 

poles 

Number of 
Occurrences 

1 

25 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

2 

16 

1 

2 

5 

1 

3 

1 

1 



SPELLING ERRORS CATEGORY 7 
Sound-Alikes 
Page Two 

Correct Spelling 

principal 

quiet 

resell 

sales 

stationery 

steal 

their 

too 

wasted 

whose 

worse 

you're 

TOTAL 

Misspelling 

principle 

quite 

resale 

sel Is 

stationary 

steel 

there 

to 

waisted 

who1 s 

worst 

your 

62 

Number of 
Occurrences 

1 

1 

1 

3 

1 

2 

7 

2 

2 

1 

1 

_1 

91 
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SPELLING ERRORS CATEGORY 8 

Plurals 

Correct Spelling 

chronographs 

courses 

employees 

enj oys 

instructors 

lives 

relationships 

Williamses 

workers 

TOTAL 

Misspelling 

chronograph's 

course's 

employee's 

enjoyes 

instructor's 

lifes 

relationship's 

William's 

worker's 

Number of 
Occurrences 

10 



64 

Correct Spelling 

applicant's 

associates' 

business1 

candidate 1s 

candidates' 

child's 

company's 

corporation' s 

courts' 

customers' 

don' t 

else1s 

employees' 

executives' 

family's 

families' 

f i rm's 

husband's 

it's 

man' s 

mechanic's 

SPELLING ERRORS CATEGORY 9 

Apostrophes 

Misspelling 

applicants 

associates 

businesses 

candidates 

candidates 

childs 

companys 
companies 

corporations 

courts 

customers 

dont 

elses 

employees 

executive's 

familys 

families 

firms 

husbands 

its 

mans 

mechanics 

Number of 
Occurrences 

1 

1 

2 

1 

7 

1 

3 

1 

1 

2 

1 

1 

1 

1 

1 

1 

1 

1 

2 

1 

1 



SPELLING ERRORS CATEGORY 9 
Apostrophes 
Pag e Two 

Correct Spelling 

month's 

office's 

one' s 

opponent' s 

party's 

patient's 

people's 

President's 

realtor's 

today's 

university's 

voter's 

woman's 

wo me n' s 

workers' 

world's 

writer's 

year's 

TOTAL 

Misspelling 

months 

offices 

ones 

opponents 

parties's 

patients 

peoples 

Presidents 

realtors 

todays 

universitys 

voters 

womans 

womens 

workers 

worlds 

writers 

years 

65 

Number of 
Occurrences 

3 

1 

2 

4 

6 

62 



66 

SPELLING ERRORS CATEGORY 10 

Omissions 

Correct Spelling 

access 

adequately 

assassinated 

cardiovascular 

clients 

creditability 

deficits 

depths 

eager 

efficiency 

employees 

exciting 

exhausted 

experimental 

explaining 

forward 

guerrilla 

innovative 

innuendos 

interest 

microcomputer 

Misspelling 

acess 

adquately 

assasinated 

cardovascular 

cliets 

creditably 

deficts 

depts 

egar 

efficency 

employes 

exiting 

exausted 

expermental 

explaing 

foward 

guerilla 

inovative 

inueudos 

interst 

micromputer 

Number of 
Occurrences 

2 

1 



SPELLING ERRORS CATEGORY 10 
Omissions 
Page Two 

67 

Number of 
Correct Spelling Misspelling Occurr 

nothingness nothiness 1 

periodicals periodcals 1 

personality personalty 1 

precautions precutions 1 

seamstress semstress 1 

something somthing 1 

standard stadard 

stimulating s imulating 1 

stoppages stopages 1 

strengths strenths 1 

supplies suplies 1 

there ther 1 

thoroughly throughly 1 

vandals vadals 1 

whether wheter 1 

written writen _2 

TOTAL 41 



SPELLING ERRORS CATEGORY 11 

Additions and Repetitions 

68 

Correct Spelling Misspelling 

actionwear actionweare 

affiliated affilliated 

against againist 

agreement aggreement 

amend ammend 

amount ammount 

attentive attentative 

careful carefull 

carousel carrousel 

comfortable comfrontable 

comparison comparision 

compiled compilled 

completing compleating 

completion completetion 

confident confiedent 

confusion confussion 

consultation counsultation 

contrasting contreasting 

deficient defficient 

deposit deposite 

design desighn 

Number of 
Occurrences 



SPELLING ERRORS CATEGORY 11 
Additions and Repetitions 
Page Two 

Correct Spelling Misspelling 

difficulties difficulities 

elect ive ellective 

entitled entitlled 

expected exspected 

expenses exspenses 

exposure exsposure 

facilities fascilities 

final finnal 

forward foreward 

heavy heavey 

holidays hollidays 

important imporatent 

introduc ing introducting 

laborers laborrowers 

orient orientate 

onyx ornyx 

positive possitive 

possible possiable 

privilege priviledge 
priveledge 
privleges 
privalige 
privalege 

problem promblem 

producer producter 

69 

Number of 
Occurrences 

1 

1 



SPELLING ERRORS CATEGORY 11 
Additions and Repetitions 
Page Three 

Correct Spelling 

prowess 

regret 

reliable 

revenues 

scalp 

sportswear 

supervisor 

thoroughly 

usage 

voluntary 

TOTAL 

Misspelling 

prowness 

regrett 

realiable 

revenuses 

scalpe 

sportsweare 

supervisior 

thouroughly 

usuage 

volluntary 

70 

Number of 
Occurrences 

70 



71 

Correct Spelling 

access 

appreciate 

chocolate 

collegiate 

comment 

communicating 

conditions 

conduc ive 

courses 

delightful 

gestures 

inefficiency 

insight 

jeopard ize 

meager 

midst 

obtained 

persuasion 

populace 

preparing 

rejoiced 

response 

SPELLING ERRORS CATEGORY 12 

Substitutions 

Misspelling 

axcess 

appretiate 

choloate 

collegiant 

commit 

communciating 

condisions 

condusive 

cources 

deliteful 

jestures 

ineffecienty 

insite 

goprodize 

meagre 

mists 

uptained 

persuation 

populous 

perparing 

rejoyced 

responce 

Number of 
Occurrences 

1 

1 

1 

1 

1 

3 

2 

1 

1 

1 

2 

1 

1 

2 

1 

1 

1 

1 

1 

1 

1 

3 



SPELLING ERRORS CATEGORY 12 
Substitutions 
Page Two 

Correct Spelling 

scholarship 

supportive 

suppress 

vandalized 

various 

TOTAL 

Misspelling 

scharlership 
schlorship 

subportive 

subpress 

vandalised 

varies 

72 

Number of 
Occurrences 

1 

1 

1 

_1 

35 



SPELLING ERRORS CATEGORY 13 

Demons 

73 

Number of 
Correct Spelling Misspelling Occurr< 

accepted acceppted 1 

accommodate accomodate 
accummodate 

2 

accommodating accommadating 
accomodating 

2 

accommodation accomodation 
accomendations 

8 

actually actulley 1 

additional addittional 1 

administration adminastration 
admistration 

2 

advertised advertized 1 

advertising advertizing 2 

already allready 1 

analyzing analysising 1 

apologize apologise 
appologize 

2 

apparently appargntley 1 

appearance apperance 2 

appropriate appropriat 1 

assist asist 1 

assistant assisstant 1 

available avilable 
available 

2 

becoming becomming 
benefical 

1 



SPELLING ERRORS CATEGORY 13 
Demons 
Page Two 

74 

Number of 
Correct Spelling Misspelling Occurr 

beneficial beficial 3 

benefit benifit 2 

benefited benifited 
benefitted 

2 

brokerage brokeage 1 

businessman bussinessman 1 

calendar calender 1 

categories catagories 1 

convenience convienence 
convience 
convienience 

12 

convenient convient 
convienient 
conveinent 

10 

corporation corperation 1 

definitely def inately 2 

dependent dependant 3 

description discription 2 

determined determinded 1 

developed devoloped 1 

development developement 1 

distinctive distictive 1 

elig ible elgable 1 

embarrassment embarressment 1 

envelope envelop 1 



SPELLING ERRORS CATEGORY 13 
Demons 
Page Three 

75 

Number of 
Correct Spelling Misspelling Occurr* 

equipped equpted 1 

especially specially 1 

excellent excellant 3 

existence existance 1 

explanation explantation 1 

fulfill fullfill 1 

grateful greatful 1 

guarantee guarentee 3 

hazardous hazardess 1 

humor humour 1 

immediately immeditely 
immediatly 

3 

inappropriate inapropriate 1 

inconvenience inconveniance 
inconvience 

3 

incorporated incorported 1 

intelligent intellegent 1 

interpreting interpretating 1 

involved envolved 1 

judgment judgement 2 

leasing lesing 1 

luxuries luxeries 1 

luxurious luxurous 1 

maintenance maintence 1 



SPELLING ERRORS CATEGORY 13 
Demons 
Page Four 

76 

Number of 
Correct Spelling Misspelling Occurri 

merchandise merchandice 1 

obstacle obsticle 1 

occasion occassion 1 

opportunity oppurnity 
oppritunity 

2 

organization organisation 1 

paid payed 4 

pamphlets phamplets 
phamlet 
pamplet 

3 

particularly particularyly 1 

performance proformance 1 

personal personnal 1 

personnel personell 1 

possessions possesions 1 

practical practicle 1 

preced ing preceeding 
proceeding 

2 

presidential presidental 2 

professionalism prefessionalism 1 

pursuing persuing 2 

qualifications qualifations 1 

questionnaire questionaire 6 

recommend recomend 
recommed 
recommand 

4 



SPELLING ERRORS CATEGORY 13 
Demons 
Page Five 

77 

Number of 
Correct Spelling Misspelling Occurr* 

recommendation recomendation 1 

regard reguard 2 

regarding reguarding 1 

remit remitt 2 

representative representitive 1 

restaurant resturant 2 

separate seperate 4 

several serval 1 

similar simular 1 

sincerely sincerly 1 

straightened straigtened 1 

successful successfull 
sucessful 

2 

surprising surprizing 1 

truly truely 9 

utilized utilised 1 

warrant warrent 1 

warranty warrenty 1 

Wednesday Wendesday 1 

women wimen 1 

writing writting 1 

TOTAL 184 



78 

Correct Spelling 

a lot 

a while 

although 

always 

any time 

breakdown 

cannot 

confidence 

drawbacks 

elsewhere 

enforcement 

immigrant 

instant 

marital 

marketplace 

meant ime 

misuse 

newsletter 

newspapers 

outbreak 

overlook 

SPELLING ERRORS CATEGORY 14 

Miscellaneous 

Misspelling 

alot 

awhile 

all though 

all ways 

anytime 

break down 

can not 

confident 

draw backs 

else where 

enforce ment 

immigrate 

instance 

martial 

market place 

mean time 

mis-use 

news letter 

news papers 

out break 

over look 

Number of 
Occurrences 

1 

1 

2 



SPELLING ERRORS CATEGORY 14 
Miscellaneous 
Page Two 

Correct Spelling 

participants 

Republicans 

some things 

some t ime 

throughout 

whenever 

whereas 

whichever 

workshop 

yours 

TOTAL 

Misspelling 

participates 

Repubichs 

somethings 

somet ime 

through out 

when ever 

where as 

which ever 

work shop 

your1s 

79 

Number of 
Occurrences 



APPENDIX D 

FIRST DRAFT OF SPELLING DIAGNOSTIC TEST 
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SPELLING DIAGNOSTIC TEST 

Indicate the letter of the correctly spelled word in the 
blank to the left of each number. 

1. A. receive B. recieve 

2. A. percieve B. perce ive 

3. A. efficeint B. efficient 

4. A. foreign B. foriegn 

5. A. g iving B. g iveing 

6. A. moveing B. moving 

7. A. extremely B. extremly 

8. A. occurred B. occured 

9. A. programming B. programing 

10. A. companys B. companies 

C. extreemly 

C. ocurred 

11. First we must overcome jet lag; (than, then) we can 
enjoy sightseeing. 
A. than B. then 

12. A. tentative B. tentitive 

13. A. appreciate B. appretiate C. appriciate 

14. A. appropreite B. appropriete C. appropriati 

15. A. sent B. sant 

16. A. reserch B. resurch C. research 

17. A. included B. encluded 

18. A. siminar B. s imenar C. seminar 

19. A. computor B. cumputer C. computer 

20. A. competative B. competitive C. compet ive 

21. A. dollor B. doller C. dollar 

22. A. common B. comman C. commen 



SPELLING DIAGNOSTIC TEST 8 2 

23. A. intrest B. interest 

24. A. idenified B. identified 

25. A. We (are, or) planning to travel to St. Thomas next 
summer. 

A. are B. or 

26. In order for the treatment to be (affective, effective), 
directions must be followed exactly. 
A. affective B. effective 

27. Michael enrolled in the business courses to (farther, 
further) his education. 
A. farther B. further 

28. The 198 4 Republican Convention was held (hear, here) 
in Dallas. 
A. hear B. here 

29. The cat injured (its, it's) paw while jumping from 
the ledge. 
A. its B. it's 

30. Several stages of grief are felt following the 
(loss, lose) of a loved one. 
A. loss B. lose 

31. (Sales, Sells) of Mary Kay Cosmetics are rapidly 
increasing. 
A. Sales B. Sells 

32. Please place the packages over (there, their, thier). 
A. there B. their C. thier 

33. During the last year stricter drunk driving statutes 
have been (passed, past) by the legislature. 
A. passed B. past 

34. Close (corperation, cooperation, corporation) made 
the fund raising activities successful. 
A. corperation B. cooperation C. corporation 

35. Her children were allowed to made the trip (to, two, 
too) . 
A. to B. two C. too 

36. After serving as (principle, principel, principal) 
of two elementary schools, he was promoted to a 
similar position in a high school. 
A. principle B. principel C. principal 



SPELLING DIAGNOSTIC TEST 83 

37 

38, 

39, 

40. 

41. 

42. 

43. 

44. 

45. 

46. 

Please be sure (you're, your) in agreement before 
the contract is signed. 
A. you're B. your 

The plural of instructor is (instructors, instructor's) 
A. instructors B. instructor's 

All (employees, employees', employee's) rights were 
taken into consideration. 
A. employees B. employees' C. employee's 

(Ones', Ones, One's) choice of career may be made 
later in life. 
A. Ones' B. Ones C. One's 

Ever since she learned to walk, the (child's, childs', 
childs) activities must be more closely supervised. 
A. child's B. childs' c. childs 

Some (customer's, customers, customers') choices 
were not in stock. 
A. customer's B. customers C. customers' 

A popular show with the daytime television audience 
is (Peoples, People's, Peoples') Court. 
A. Peoples B. People's C. Peoples" 

The (patients, patient's, patients') treatment 
enabled him to continue to work. 
A. patients B. patient's C. patients' 

Our (family's, familys, families') favorite movie 
this past year was The Big Chill. 
A. family's B. familys C. families' 

Several (executives', executive's, executives) 
opinions were asked in the survey. 
A. executives' B. executive's C. executives 

47. The (Presidents, Presidents', President's) plane 
is known as Air Force One. 
A. Presidents B. Presidents' C. President's 

48. A. somthing B. something 

49. A. forward B. foward C. forword 

50. A. writen B. written C. writtin 

51. A. whether B. wheter c. wether 

52. A. acess B. axcess c. access 



SPELLING DIAGNOSTIC TEST 84 

53. A. diets B. clients C. cliants 

54. A. possiable B. possible C. posible 

55. A. amount B. ammount 

56. A. design B. desighn 

57. A. introducting B. introducing C. introduceing 

58. A. aggreeraent B. agreement 

59. A. problutn B. promblem C. problem 

60. A. expenses B. exspenses 

61. A. finnal B. final 

62. A. uptained B. obtained 

63. A. courses B. cources 

64. A. response B. responce 

65. A. variouos B. various 

66. A. conditions B. condisions C. condicians 

67. A. additional B. addittional 

68. A. description B. discription 

69. A. avalible B. available C. available 

70. A. developeraent B. development 

71. A. envolved B. involved 

72. A. oppritunity B. oppornity C. opportunity 

73. A. paid B. payed 

74. A. personnal B. personal C. perssonal 

75. A. personnel B. personel C. personnell 

76. A. regarding B. reguarding 

77. A. sevral B. serval C. several 

78. A. adminastration B. admistration C. administration 
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79. A. allready B. 

__ 80. A. benifit B. 

_ 81. A. immeditely B. 

__ 82. A. organization B. 

_ 83. A. performance B. 

_ 84. A. simular B. 

_ 85. A. advertizing B. 

_ 86. A. assist B. 

_ 87. A. convience B. 

_ 88. A. maintence B. 

_ 89. A. representative B. 

_ 90. A. seperate B. 

91. A. succesful B. 

92. A. Wendesday B. 

93. A. writing B. 

94. A. all though B. 

95. A. can not B. 

96. A. workshop B. 

97. A. newsletter B. 

98. A. through out B. 

99. A. confidence B. 

100. A. when ever B. 

already 

benefit 

immediatly 

organisation 

proformance 

similar 

advertising 

asist 

convienence 

maintenance 

representitive 

separate 

sucessful 

Wednesday 

writeing 

although 

cannot 

work shop 

news letter 

throughout 

confiedence 

whenever 

C. immediately 

preformance 

similer 

advertiseing 

convenience 

maintainence 

successful 

Wensday 

writting 



APPENDIX E 

EXPLANATORY LETTER, CATEGORIES OF ERROR, AND TABLE 
OF SPECIFICATIONS SENT TO FIVE PANEL MEMBERS 

WHO WERE ASKED TO ESTABLISH VALIDITY 
FOR THE SPELLING DIAGNOSTIC TEST 
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January 10, 1985 

Dear 

As you know, I have been involved this semester in a study 
of spelling errors made by collegiate business education students. 
As a result of my findings, I have designed a diagnostic instru-
ment to measure spelling deficiencies and will then make recom-
mendations regarding the preparation of materials that will 
assist students in overcoming these deficiencies. 

The diagnostic instrument is to be validated by a panel of 
experts who are experienced in teaching business communications, 
and_I_ thank you for your willingness to serve on this panel. 
Validity for the attached instrument is to be determined as 
follows: 

1. Answering the question: "Will this instrument ade-
quately determine whether a student can spell cor-
rectly the words covered in the categories of errors 
in this study?" 

2. Indicating in the blanks to the far left on the 
Spelling Diagnostic Test whether each item is Valid 
(V), Invalid (I), or whether you are undecided (U). 

For your ease in reviewing, the Category of Error number is 
indicated in red immediately to the left of the answer blank, and 
the categories are listed in chronological order. On the actual 
test given to students, the terms will be listed in random order. 

Enclosed for your reference are a description of the cate-
gories of errors used in the study and a Table of Specifications 
which indicates the percentage of errors found in each category. 

A postage paid envelope is enclosed for your convenience in 
replying. I look forward to obtaining your comments and sugges-
tions. 

Sincerely, 

Mrs. Melba Benson 
1007 Bucknell 
Arlington, Texas 76012 
Telephone: (817) 265-2820 (Home) 

(214) 744-3500 (Work) 

Enclosures 
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CATEGORIES OF SPELLING ERRORS 

1* Words with "ie and "ei". Use i before e in words with ie 
or ei when the sound is long ee, except after c or when 
sounded as a as in neighbor and weigh. — 

Final e . Drop the silent ê  at the end of a word before a 
suffix beginning with a vowel. Retain the silent e at the 
end of a word before a suffix beginning with a consonant. 
Retain the silent e preceded by £ or £ to keep a "soft" 
sound with suffix endings beginning with a or o. 

^• Final Consonant Rule. Double the final consonant in words 
ending in a single final consonant preceded by a single 
vowel when a suffix beginning with a vowel is added and when 
the last syllable is accented. 

4* Final "y". Change the final ^ t o 1 before a suffix ending 
(except an ending beginning with î ) in words ending in y 
preceded by a consonant. Retain the when adding any suffix 
or the letter s> in words ending in y preceded by a vowel. 

5* Confusion Over Vowel Sounds. Vowels are often trouble-makers 
in spelling because they have so many sounds. 

Pronunciation Problems. Many people misspell a great many 
words simply because they are sloppy with their pronunciation. 
Vowels, consonants, or entire syllables are sometimes dropped. 

^" Sound-Alikes. Many words in the English language are pro-
nounced identically or nearly so, to other words with dif-
ferent spellings and different meanings. 

8* Plurals.^ Nouns that end in a consonant plus y are pluralized 
by changing the y to i and adding es. Nouns that end in a 
vowel plus y are pluralized by adding s to the final y. 
Some words ending in £_ change from £ to ve and then add an 
s. Words ending in a sibilant (ch, sh, s, x, z) form their 
plurals by adding es. — — - - _ 

9* Apostrophes. The apostrophe is used to form the possessive 
case, to replace omitted letters and numbers, and to make 
plurals of letters and numbers used as words. 

1 0. Omissions. An omission occurs when one or more letters of a 
word or a syllable are left out. The omission of a syllable 
is defined as omitting two or more successive letters. 
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CATEGORIES OF SPELLING ERRORS 

11. Additions and Repetitions. An addition occurs when a letter 
or letters are added. A repetition of a letter or letters 
of a word is considered an addition. 

12. Substitutions. A substitution occurs when a letter or 
letters which may or may not be similar in sound are 
substituted for the correct letters. The correct letters 
are omitted from the word. 

13. Demons. Demons are common words that tests show are more 
frequently misspelled than any others. 

14. Miscellaneous. All other errors not included in Categories 
1 through 13 are classified in a "Miscellaneous" Category. 
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TABLE OF SPECIFICATIONS 

Category Description Percent 

1 Words With "ie" and "ei" 4 

2 Final "e" 3 

3 Final Consonant Rule 2 

4 Final "y" 1 

5 Confusion Over Vowel Sounds 12 

6 Pronunciation Problems 2 

7 Sound-Alikes 13 

8 Plurals 1 

9 Apostrophes 9 

10 Omissions 6 

11 Additions and Repetitions 10 

12 Substitutions 5 

13 Demons 25 

14 Miscellaneous 7 

100 
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COVER LETTER SENT TO THE FIVE PANEL MEMBERS 
REQUESTING FEEDBACK ON CHANGES MADE 
ON THE SPELLING DIAGNOSTIC TEST 
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January 28, 1985 

Dear 

Thank you for the feedback provided on the Spelling 
Diagnostic Test resulting from my doctoral study. 

On the attached test I have indicated changes which 
have been made as a result of the feedback from the panel of 
experts. Please briefly review the test to determine whether 
there are now any words you would consider invalid. 

I would appreciate receiving your reply by Friday, 
February 1. A stamped, postage paid envelope is enclosed 
for your reply. 

Sincerely, 

Enclosures 

Mrs. Melba Benson 
1007 Bucknell 
Arlington, Texas 76012 
Telephone: (817) 265-2820 

(214) 744-3500 
(Home) 
(Work) 
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SPELLING DIAGNOSTIC TEST 

Indicate the letter of the correctly spelled word in the blank to 
the left of each number. 

1. In order for the treatment to be (affective, effec-
tive), directions must be followed exactly. 
A. affective 

2. A. oppritunity 

3. A. coraputor 

4. A. idenified 

5. A. commitment 

6. A. writing 

7. A. sincerely 

B. effective 

B. oppornity 

B. cumputer 

B. identified 

B. committment 

B. writeing 

B. sincerly 

C. opportunity 

C. computer 

C. comittment 

C. writting 

C. sinserly 

8. The 1984 Republican Convention was held (hear, 
here) in Dallas. 
A. hear B. here 

9. A. conditions 

10. A. response 

B. condisions 

B. responce 

C. condicians 

11. Several (executives', executive's, executives) 
opinions were asked in the survey. 
A. executives' B. executive's C. executives 

12. A. dependent 

13. A. greatful 

14. A. whereas 

15. A. receive 

B. dependant 

B. gratefull 

B. where as 

B. recieve 

C. grateful 

16. The (Presidents, Presidents', President's) plane 
is known as Air Force One. 
A. Presidents B. Presidents' C. President's 

17. The (instructors, instructor's) decided to team 
teach the course. 
A. instructors B. instructor's 
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18. A. developement B. development 

19. Which of the coats is (yours, your's)? 

A. yours B. your's 

20. A. succesful B. sucessful C. successful 

21. A. adequately B. adquately 
22. Please place the packages over (there, their, thier) 

A. there B. their C. thier 

23. Please be sure (you're, your) in agreement before 
the contract is signed. 

A. you're B. your 

24. A. possiable B. possible C. posible 

25. A. questionaire B. questionnaire 

26. A. companys B. companies 

27. A. communciating B. communicating 

28. A. description B. discription 
29. Some (customer's, customers, customers') choices 

were not in stock. 
A. customer's B. customers C. customers' 

30. A. grammar B. grammer 

31. A. truely B. truly 

32. A. allready B. already 

33. Ever since she learned to walk, the (child's, 
childs', childs) activities must be more closely 
supervised. 
A. child's B. childs' C. childs 

34. The company has made (alot, a lot) of changes in 
the past year. 
A. alot B. a lot 

35. A popular show with the daytime television audience 
is (Peoples, People's, Peoples') Court. 
A. Peoples B. People's C. Peoples' 
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36. 

37. 

38 . 

39. 

B. consistent 

(Ones', Ones, One's) choice of career may be made 
later in life. 
A. Ones' B. Ones C. One's 

A. misuseing B. misusing C. misussing 

What (courses, cources, coarses) do you plan to 
take this semester? 
A. courses B. cources C. coarses 

40. A. enforceable 

41. 

B. enforcable C. enforsable 

All (employees, employees', employee's) rights 
were taken into consideration. 
A. employees B. employees' 

42. 

43. 

44. 

45. 

A. introducting B. introducing 

A. reserch B. resurch 

A. reccommend B. recommend 

C. employee's 

C. introduceing 

C. research 

C. reccomend 

After serving as (principle, principel, principal) 
of two elementary schools, he was promoted to a 
similar position in a high school. 
A. principle B. principel C. principal 

46. 

47. 

A. maintence B. maintenance C. maintainence 

The (patients, patient's, patients') treatment 
enabled him to continue to work. 
A. patients B. patient's C. patients' 

•
 

00 
*3* A. simular B. similar C. similer 

49. A. convience B. convienence C. convenience 

50. A. tentative B. tentitive 

51. A. whether B. wheter C. wether 

52. A. occurred B. occured C. ocurred 

53. A. opposed B. apposed C. opossed 

54. A. intrest B. interest 
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55. 

56. 

57. 

58. 

59. 

60. 

61. 

62. 

63. 

64. 

65. 

66. 

Workers should be able to make suggestions to the 
company without (losing, loosing) their jobs. 
A. losing B. loosing 

Close (corperation, cooperation, corporation) 
made the fund raising activities successful. 
A. corperation B. cooperation C. corporation 

A. appreciate 

A. acess 

A. covertable 

A. benifited 

B. appretiate 

B. axcess 

B. convertible 

B. benefited 

C. appriciate 

C. access 

C. benefitted 

During the last year stricter drunk driving statutes 
have been (passed, past) by the legislature. 
A. passed B. past 

A. occasion B. occassion C. ocassion 

Her children were allowed to make the trip (to, 
two, too). 

A. to B. two C. too 

A. efficeint B. efficient 

A. representative B. representitive 
The Highland Park football team proved to be better 
(than, then) any other team in the district. 
A. than B. then 

67. Let's go (foreward, forward) with the plans for 
the building. 
A. foreward B. forward 

68. A. amount B. ammount 

69. A. aggreement B. agreement 

70. A. writen B. written 

71. A. extention B. extension 

72. A. Wendesday B. Wednesday 

73. A. careful B. carefull 

C. writtin 

C. Wensday 
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74. Our (family's, familys, families') favorite movie 
this past year was The Big Chill. 
A. family's B. familys C. families' 

75. The cat injured (its, it's) paw while jumping 
from the ledge. 
A. its B. it' s 

76. A. percieve B. perceive 

77. A. competative B. competitive C. competive 

78. A. seperate B. separate 

79. IS 
A. 

it (all right, 
all right 

alright) to enter 
B. alright 

• the stadium? 

80. A. foreign B. foriegn 

81. A. personnel B. personel C. personnell 

82. A. common B. comman C. coramen 

83. A. accommodation B. accommadation C. accomodation 

84. A. siminar B. simenar C. seminar 

85. A. somthing B. something 

86. A. regarding B. reguarding 

87. (Whose, Who's) turn is it—Juan's or Kim's? 
A. Whose B. Who's 

88. Please type the letter on the firm's stationery, 
stationary). 

A. stationery B. stationary 

89. A. privaledge B. priviledge C. privilege 

90. A. performance B. proformance C. preformance 

91. A. paid B. payed 

92. A. expenses B. exspenses 
93. Scott is (always, all ways) on time to work. 

A. always B. all ways 
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94. Michael threw the javelin (farther, further) than 
Stewart. 
A. farther B. further 

95. A. embarresment B. embarasment C. embarrassment 

96. (Sometime, Some time) soon you will need to visit 
the dentist. 
A . Sometime B. Some time 

97. A. immeditely B. immediatly C. immediately 

98. A. advertizing B. advertising C. advertiseing 

99. A. diets B. clients C. cliants 

100. A. confidence B. confiedence 
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(14) a lot (13) convenience 

( 10) access (5) convertible 

(13) accommodation (7) cooperation 

(10) adequately (12) courses 

(13) advertising (9) customers' 

(11) agreement (13) dependent 

(14) all right (13) description 

( 13) already (13) development 

(14) always (7) effective 

(11) amount (1) efficient 

(5) appreciate (13) embarrassment 

(13) benefited (9) employees1 

(11) careful (2) enforceable 

(9) child's (9) executives' 

(10) clients (11) expenses 

(3) commitment (12) extension 

(5) common (9) family's 

(12) communicating (7) farther 

(4) companies (1) foreign 

(5) competitive (11) forward 

(5) computer (5) grammar 

(12) conditions (13) grateful 

(14) confidence (7) here 
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(5) consistent (6) identified 

(13) immediately (1) receive 

(8) instructors (13) recommend 

(6) interest (13) regarding 

(11) introducing (13) representative 

(7) its (5) research 

(7) losing (12) response 

(13) maintenance (5) seminar 

(2) misusing (13) separate 

(13) occasion (13) similar 

(3) occurred (2) sincerely 

(9) one' s (10) something 

(13) opportunity (14) sometime 

(5) opposed (7) stationery 

(13) paid (13) successful 

(7) passed (5) tentative 

(9) patient's (5) than 

(9) people's (7) there 

(1) perceive (7) too 

(13) performance (13) truly 

(13) personnel (13) Wednesday 

(11) possible (14) whereas 

(9) President's (10) whether 

(7) principal (7) whose 

(11) privilege (13) wr i t i ng 

(13) questionnaire (10) written 
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(7) you're 

(14) yours 
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February 4, 1985 

Dear 

As a result of my study last semester of spelling errors 
made by collegiate business education students, a Spelling 
Diagnostic Test has been developed to measure spelling defi-
ciencies. This instrument has now been validated by a panel 
of experts who are experienced in teaching business communica-
tions . 

I would appreciate your administering the Spelling Diagnos-
tic Test to your classes as soon as possible and returning them 
to me in the enclosed postage paid envelope so that I may grade 
them and establish reliability for the instrument. 

An abstract of my study will be forwarded to you as soon 
as the work is complete. Your willingness to participate in 
my study is sincerely appreciated. 

Sincerely, 

Mrs. Melba Benson 
1007 Bucknell 
Arlington, Texas 76012 
Telephone: (817) 265-2820 (Home) 

(214) 744-3500 (Work) 
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