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CHAPTER I
THE PROBLEM AND METHODS USED

The Problem
Statement of the problem.-- The problem is to apply

the basic principles and procedures set forth in_Funda-

mentals of Secondary-School Toachiggl/ and the course in

the Unit Method, to the unit organization and classroom

presentation of the topical area, Business Letters, in
first-year typewriting.

Description of the class and of the course.-- Each

year at the Belmont Senior High School a course in first-
year typewrlting is offered to all students taking com-
mercial subjects. A separate course in personal typing

is offered to those not taking the regular commercial

work but who wish to learn to type for their‘own personal
work. Those students electing typéwriting I, do so
because they hope to go on to the secondrygar of typing
preparing in part for a position as typist, and those who ‘
plan to study stenography in the eleventh and twelfth year.

1/ Roy O, Billett, Fundamentals of Secondary-School
Teaching. Houghton Mifflin Company, Boston, 1940,
v - 671 p.
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) } The group electing this subject for the 1946-47
school year ranged from 14 to 17 years'in age, with those
16 years old being the most numerocus., There were 31

"’ o in the group at the beginning of the school year. These

puplls were given the California Short-Form Test of

Mentel Maturity, Advanced S—Forml/Aby the guidance depart-

ment of the school, and the results of their general
intelligence and thelr chronological ages are shown in

the following table: o o }
Table 1., Chronological Ages and General-Ability Quotients |
of 27 Pupils in a First-Year Typing Class .

Genersal General

Ability ' Ability
Pupil Quotient Age Pupll Quotient Age
1 98 15 15 - 16
2 96 14 16 85 16
3 98 15 17 102 16
4 80 16 18 96 15
| ! 5 104 14 19 93 15
/I 6 93 16 20 94 15
| ‘ 7 - 17 21 81 16
: 8 73 16 22 97 16
: | 9 65 17 23 101 16
] 10 97 16 24 - 16
11 95 16 25 97 17
| 12 109 15 26 - 16
13 115 15 27 77 16

14 102 16

There were many changes in the original group. Two

1/ Elizebeth T. Sullivan, Willis W. Clark, and Ernest W.
Tiegs, California Short-Form Test of Mental Maturity,
Advanced S-Form. Californlia Test Bureau, Californie,

R 1042, p. 1-8.
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dropped the course because of absence for the flrst five
weeks of school, six dropped the course to avold fallure
because of poor muscular coordination. ~After the first
six-week marking period four pupils were dropped from the
second-year fypewriting‘class‘because of fallure to meet
the requirements of the second-year typing class, and
entered the first-year class again. ,

The work of this first-year typewriting class during
the first half-year seemed to indicate an average group
with no particular pupil showing outstanding achievement
in either accuracy or speed. It 1s true that the four ‘
puplls repeating first-year typewriting were able to d
type much faster than the others, but the accuracy of the
work was about the same as an average mgmbgr of the class. i

Description of the room, equipment, and supplies.-- The'

room used in the development of the unit was equipped

with 31 typewriters of the four leading types: Royal,
Remington, Underwood, and Smith machines. The machine;

were arranged in six rows of five machines in each row,

with one machine located centrally in front of the first
row., This machine at the front of the room was used a |
great deal for demonstrat;on work. Each desk was |
equipped with two drawers, one_for typewriting books and

a book stand; and one for cleaning brushes for the mach;nea.g

The desks were arranged in the rows according to height,




the lowest desks for the short people wers located at the
front of the room with the highest desks for the taller
people located toward the rear of the room. Blackboards
were located at the front and one side of the room and
bulletin boards took up all remaining space available.
Each pupil was given a folder in which to keep all
typewritten material for the unit, and these folders
were placed on an open shelf at the end of each perlod
so that the material would be instantly available for
irispection at any time by the instructor. Carbon paper
was glven to each pupil at the beginning of the unit.

A typewrlting timer was available when timed writings

were given.

The Methods Used

Need for new method of teaching.-- The traditional

method of teaching 1s to use a uniform plan of instruction

with all members of a class. This method of teaching

1s a relatively easy method, it requires relatively little

knowledge of psychological principles, relatively little
teaching ability, and relatively little teacbing effo?t.
The gbilities of the bright pupil are seldom, 1f ever,
fully challenged while therslow pupil usually struggles
to do enough to earn & passing‘gradg,

Lately; there has been a growing realization that
individual students differ greatly in capacity, and that

i

if the greatest good is to come to the individual and to
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society, there must be an édjﬁstmeﬁt of méthbds>éﬁdrgf‘
requirements to suit the capacities of indlvidual students.
Even in the primarily nonacademic courses great individual
differences exist and should’be'providgd‘forkinvspme>way.
It 1s the writer's purpose in this paper to report the
use of the unit methqdl/ in the teaching and learning
situation just outlined, and report the results obtained.

Development of the methods used.-- In order to

determine the capacit;es of individual students at the
beginning of the unit, preﬁests were given and the results
scored. The pretest for the unit consisted of two parts,
the first ﬁart was a business letter to bo.typed by the
pupll without any help from the instructor, and the
second part consisted of a timed-writing on a business
letter in order to determine the beginning speed on this
type of work. y

After the pretests were given, an Introduction to
the unit was glven by the instructor followed by a
1aborétory period for the development of the unit. One
period was set aside in the unit for a class_diécussion
at the end of the unit to discuss the various experiences
of the puplls in completing the unit. The last dey of the
unit was used for administering objective tests to measure

results. Sufficient records were kept so that the gain of

1l/ Op. cit., p. 504.




each pupil could be determined.
Record of daily activities.-- In order to keep a dally ?

record of the activities of the pupils, & log was kept.
This was for the purpose of not only recording activities
from day to day but also to be used as a source of infor-
mation in revising the unit for later use with another
group. In addition to the log, another source of informa-
tion were the questions answered by the pupils at the end
of the unit, questions as to what they liked most'in the
method, what they liked least, what they disliked, what
chen ges were desired, end any suggestlons for the

improvement of the unit.
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CHAPTER II
ORGANIZING THE UNIT AND THE UNIT ASSIGNMENT
Organizing the Unit
Principles of uniticonstruction.-- In organizing the

topic, business letters, in first-year typewriting for the
class descfibed_in Chapter I, the writer has tried to
follow the principles of unit construction. This calls for
planning two sequences. The first, to which the term,‘unit
of learning, applies, "1s a statement of the changes to be
sought in the pupils' capacities for and tendencies toward
behavior."l/‘ The preliminary tentative plan for the second
sequence, called the unit assignment, 1s "the general plan
for the gulded and directed experience by means of which
the hoped-for changes may be brought into oxistence."g/

The unit.-- The steps in 1earn;ng to type a business
letter consist of learning the name, 1oca§ion of,iand the
reasson for the parts of a business létter, and acquiring
the abllity (1) to make the necessary machine adjustments
for a éhort, medium, or long le?ter, (2) to center a

letter attractively on the page, (3) to use the correct

1/ Op. cit., p. 504.
2/ Op. cit., p. 504.
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required punctuation, (4) to use the correct form of letter
requlired, and (5) to type with a minimum of waste motlon
and effort.

Delimitation of the unit.--

1. The pupil must know the names of, locatlon of,
and reason for, the_parts of a_bgsiness letter,
namoly: heading, 1nsidg gdd;ess, salutatidn,
body, complimentary’Flose, and_signqpure. A
2. The pupil must know where to set the margiﬁ stops
for the three kinds of business letters éccording
to length, namely: for a short lettqr at 22 and
62, for a medlum letter at 16 and 67, and for a
long letter at 12 and 72. For a very long letter
. it is permissiblevto set the stops at 7 and 77.
3, The pupil must know the types of letters according
to form, namely:
a. The indented form. In the indented form each:
line after the first line of the heading
and the inside address is indented five i
o spaces. The closing lines start at 37 |
on the scale, and each line after the
complimentary close is indented five

. gpaces.

b. The block form. In the block form ell lines

begin flush with the left margin.
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Modified-block form. This form is a
variation of the block style, it varies in
the extent to which 1t departs from the
extreme block style. The lines of the
heading att start at the same point, this
point is determined by the longest line in
the heading arranged to end with the right
margin. The lines for the complimentary
close and signature begin at 37 on the
scale, and_all paragraphs are indented

five spaces. o ,

Inverted paragraph form. In this form the
inslde addross,»the first line of each para-
graph, end the closing lines are typed flush
with the left margin. All lines of the
paragraphs, except the first are indented
five spaces from the margin. The inverted
form is often used for typing the subject

of each paragraph where ready reference to

paragraphs 1is desired.

The stﬁdent must ¥now the required punctuation

for open, closed, and mixed punctuation. When

using

open punctuation, no mark of punctuation

13 used at the end of the lines of the heading,

inside address, salutation, and complimentary

close.
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In mixed punctuation, marks are not required after f

the heading lines, or the inslde address, but the

colon is used after the salutation and the comma
after the complimentary close. When using closed

punctuation a comma is used after the first two

lines of the heading and inside address, and a
period at the end of bpevlagt_linq of the heading
and the insidq‘address,ya colon is placed after

the salutation, and a comma after the complimentaryé
close. » v |
The pupil must know that all letters must have

carbon copies, to be kept on file for possible

future reference. _
The pupll must know how to type the address on an E
envelope for each letter typed. For three line

addresses, use double spacing,rfor_four or more
line addresses, use singl¢ spacing,v The form used

for the address on the envelope should_correspond [

to the form used for the inside address of the
letter. When using a smalllenvelope start the
first line of the address 12 lines from the top
and 25 spaces from the left edge of the envelope.
When using a large envelope start the first line
of the address 15 lines from the top and 40 spaces
from the left edge of the envelope. Cities and
States may be typed all capitals.
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7. The pupil must know that he should be able to type ﬁ
business letters at a rate that is»approximately
50 to 60 per cent of the straight copy speed.
8. The pupil should know that it is better to avoid
. the use of abbreviations in business letters.
9, The pupil should know the proper salutation to
use. Use Dear Sir for an individual, Gentlemen
N for a company. ‘
10. The pupil must have the abllity to make necessary
corrections neatly and with a minimum of time.
1l. The pupll must know the mesaning of proofreader's
- marks in order to make indicated corrections.
12. The pupil must know that a business 1etter is
an important representative of any business. f

Probable indirect and incldental learning products.-- ;

1. A better understanding of and increased skill with 5
arithmetical operations in the centering of
business iottera.

2. Further practice and actual application of previous :
skills acquired 1n thg study»qf typewriting.

3. Further practice and actual application of previous

knowledge acquired in the study of English.

References for teacher's use,--

D. D. Lessenberry, 20th CentugIATypewriting. South-

Western Publishing Company, New York, 1942. v - 326 p.

i
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.}, Walter T, White, and Charles G. Reigner, Rowe Typing.

‘ The H. M. Rowe Compeny, Baltimore, 1937. 6 - 317 p.

" f ‘The Unit Assignment ‘ , |
(tentative time allotment, four weeks.)

Introduction to the unit.-- Twovperiods to be uged to i

orient the pupil in the unit. The following steps to be ’
3; done by the teacher to accomplish this:

1. Before the unit is to be presented, the teachér

should write to local firms requesting a sample
letter used by that firm in its business corres-
pondence. These letters should be placed on exhibit? 4
for the class with an explanation that these 1etters
are the type the students will actually type in the;
business world. Have a_lecture discussion based oni

: ' this exhibit with such questions as: "What was the *

| purpose of these letters," and "How do these 1etter§

r——, o—

differ from one.another."r Pqint out that because
business letters are the representatives of every

\ ' ;€ business concern, often containing information upon

\\ E vhich important decislons may be based, one needs
| to know the fundamentals of thelr use. ; :
i » ; !
5” 2, Give a pretest to find out what pupils already f‘ H
N '
|

know about business letters, and which will serve

' as a basis for comparison at the end of the unit, |
3. Give the pupils a brief explanation of each of the i

{",¢ ; following understandings and operations which they gi ;




'J ' are to study in this unit.
| ; a. What a business letter is.
b. The types and forms of business letters.
| ¢. The parts of a business letter.
£ d. The punctuation which may be used.

6. The use of carbon copies.

_ f. The placing of a business letter on the page.f
4, Gilve out study guideg. Read them through with the %
puplils and answer their questions. Explain the %
chart on the placement of letters. Explain how the @
practice material and progress tests should be used. i J
5. Call attention to the optional activities and to ;
} their purpose. - o
6; Explain that one or two perlods will be used at

the end of tho»unit forra digcussion of the’work done

and to clear up any questions before the finsal i
achievement test 1s given, on the last day of the
time allotted for the unit. '

| - The pupil's study guide.--

i I. General Directlons ’ _ f |
i In your work with business lgtters‘you will be per-E P
ﬁ mitted to proceed at your own rate. It will De | |
" i necessary for you to study each sectlon until you

have mastered the material in that section. Self- . ;

administering tests are to be taken at the end of
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certain sections in the unit. If you find that you

are not able to satisfactorily complete a test, !
additional practice should be completed and then a f
second test should be taken, ILetters will be :

|

)

graded as (1) Mallable (2) Mailable with correc- )
‘ ‘ f

tions (3) Not mailable. Mistakes must be correctedf
by erasing, any undiscovered errors will cause a :
letter to be graded not mailable. Those who are E
eble to complete the entire unit in the allotted |
time may work on one or more of the optional rela- ;
ted activities which are available., At the f
beginning of ea@h period a timed writing will be E

given, either on straight typing or on business :

letters. You should strive to attain a speed on f

buginess letters as qlose as possible to youf %
regular typing speed. Make sure you understand i

exactly what you are to do before you begin work. i
) . |

!
Read instructlons carefully. Read over every sheet:

before you remove the paper from your typewriter. ?

Checking your work 1s as lmportant as doing the é
work. Text: White and Reigner - Rowe Typing. %
Practice work.-- é
1. (a) How are letters centered? Read the informa- ‘
tion given on page 84. f

(b) Use the centering chart attached to the study i
guide instead of the one given on page 84.

i
|
!
1
|
i
i
|
t
:
i




in the heading, inside address, salutation, and complimen-
tary close.

Closed punctuation: Comma after first two lines of heading
and inside address. Period after third line of heading aind
inside address. Colon after salutation, comma after the
complimentary close.

Mixed punctuation: No mark of punctuation after heading,
inside address. Colon after salutation, comma after com-
plimentary close.

The sbove information is for single-spaced letters.

For double~-spaced 19tterq, double the number of words_inl.

the body of the letter and proceed as for single spacing.

15
LETTER SUMMARY CHART

T | NUMBER OF| STROKE| LINE MARGLNS |START DATE|LINES ,
TYPE OF| WORDS IN |TO USE AT FROM TOP | BETWEEN |
LETTER | LETTER PICA ELITE |OF PAPER |DATE AND !
INSIDE ﬁ
ADDRESS ;
Short 1-100 40 |22-62|30-70 |12 1ines |8 lines r
Medium | 100-200 | 50 |17-67|25-75 |12 lines |6 lines
Long |200-300 | 60 |12-72|20-80 |12 lines |4 lines ;
#Longer letters require & 70-stroke line and more than one ?
page. E
PUNCTUATION :
Open punctuation: No mark of punctuatlon after each line i

S
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‘) 7 2. Style letter 1

v €§ - (a) How do we type a letter double-spaced, y
indented style with open punctuation? |
(b) Practice work--page 90, 91, and 92, complete |

exercises 17, 18, and 19.

+: ~ (e) . Progress test number one. ¥
. 3. Style letter l-a | | | |

;; (a) How do we type a letter double-spaced, in-

| dented style, with closed punctuation?

?% (b) Practice work--page 92 and 93, complete
- _ exerclises 20, 21, and 22. E
4. style letter 2 f ‘

(a) How do we type a letter single-spaced, in-
dented style, with open punctuation?

(b) Practice work--page 94, complete exercises

23, 24, 25, 26, 27, and 28, ;

! ~ (c) Progress test number two. h &
; 5. Proofreader's marks

- | (a) How are corrections indicated iﬁvlettérg?
(b) Practice work--review pages 155 and 156,

complete exercise 9l. B i

~ (e) Progress test number three.
: 6. Style letter 5 7 _
i (a) How do we type a letter single-spaced, E; ;
'k blocked style with open punctuation?_ |

(b) Practice work--complete exerclses 29, 30,




8.

9
10.

Optional related asctivities.--

a7

and 31 on pages 98 and 100.
Meking carbon copies

(a) How are carbon copies made? Read instructions
on page 139. %
(b) Practice work--completé exerclses 72, 73, é

and 74.

i
1

(¢) Progress test number four.
Preparing envelopes
(a) Study the various styles illustrated on
page 125. | |
(b) Practice wgrk--complete exercises 55, 56, 57, ?
58, 59, 60, and 61. 4
General review of the unit.

Achievement test on the entire unit.

1.

2.

Make a collection of at least ten letters that | ?
were actually sent through the mail. Complete i

the followinglon‘each letter: type of letter, :
short, medium, long; form of letter, indented,
block, or modified-block form; length of line |
used, 40, 50,'60, or 70; punctuatlon used, open
closed, mixed. 4 N ' ; !
Using your own words, type the 1nstructions you :

would give to a pupil who is going to type a

business letter for the first time.




") ! 3. Prepare a letter to a travel sgency, requesting

information on some trip you would like to take

during the summer vacation. Type the envelope

for the letter. Have the letter and the envelope

approved, and mail the letter. Keep the cerbon

copy and when the answer_is received from the

travel agency, present»bqth the carbon and the

¥ ~ angwer to the instructor. v ]

4. Any worthwhile activity concerning business
letters. Check with the instructor before

starting any plan of this type.

18

e
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BUSINESS LETTERS

PRETEST

In order to find out what you lknow about the arrange-

ment of busliness letters at the present time, you are to

type a letter from the information given below, without any

assistance from the instructor. This will include typing
the envelope needed for the letter. Type both the letter
and envelope as you think they should be typed.
The Letter ’ ‘

Mr. Warren Jones, 41 State Street, Boston, Massachu-
setts, has requested you‘Fo sepdvthe fpllowing 1ettep to
the Statler Hotel, Boston, Massachusetts, using today's
date. Eleaso reserve one single room with shower, from .
April 10, to April 17. I should 1like to have this reserva-
tion confirmed elther by letter or by calling my_office,
the telephone number of which is Devonshire 8899.

TIMED WRITING ON BUSINESS LETTERS

Take a five-minute timed writing on the letter given

on page 195, 20th Century text. Figure your speed as you
usually do on the straight typing copy.




BUSINESS LETTERS

PROGRESS TEST 1

DIRECTIONS

‘Type the following business letter in a double-spaced
form. TUse the indented style with open punctuation. There
are approximately 140 words 1ln the letter., Use your own
initials as part of the reference line.,

349 East Maln Street Boston, Massachusetts (current date)
Mr. John N. Graves Graves Furniture Store 41 Washington
Street Boston, Massachusetts Dear Mr. Graves: We are mall-
ing you in a separate package the layout for the newspaper
advertlsement we have prepared for you. This advertise-
ment features your October 20 sale of living room furniture.
(P) The layout is complete in every detall except for the
quotation of prices. As you will recall, the prices were

not set at the time we agreed to make up the layout for you.!

They can be inserted very easily after they are set.
(P) After we have your approval of the layout or your

suggestions for its limprovement, we shall make up the final !

copy for the printer. We shall appreciate your rushing
this through so that the copy can be prepared in its flnal
form. Very truly yours, (E. C. Cartwright)




BUSINESS LETTERS ;

Progress Test 2

DIRECTIONS | |

‘Type the following business letter in a single-spaced
form. Use the indented style wlth open punctuation.
There are aepproximately 128 words 1n the letter. TUse
your own initisls as part of the reference line,

407 Commonweelth Avenue Boston, Massachusetts (current
date) Treadwear Tire Company Automotive Buillding Cleveland
Ohio Gentlemen: We had so many complaints from our -
customers asbout your Treadwear tires not wearing well, !
it seemed advisable to put iIn a stock of some other kind ;
of tire., This is the reason we have not ordered any of i
your tires for several months. (P) We are returning E
to you by express a tire that a customer asked us to replace.
This tire was used for approximaetely 5,000 miles., You 4
will see that the tread 1s worn smooth. Even the pyramid-
shaped blocks of rubber on the side wall are worn through. !
Five thousand mliles do not represent enough use to cause i
the wear that this tire shows. (P) We can transfer to you
two or three other used tires from thls seme shipment if
you wish us to do so. Yours very truly, (Charles Jones)
Manager.
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BUSINESS LETTERS

PROGRESS TEST 3

DIRECTIONS Retype the letter with corrections as indicated.)
1468 Market Street h
St. Louis 12, Missouri ——~>
April 3, 1947 ‘

Kenyon Linki& Company !
| 287 Manyard

St St
Pittsburg 22,FPenna. o pllonl : |

Attention Mr, J. W. Link, Treasurer

./‘w«i',é/\mq,u/,'
Dear Sir: . ‘ ' ﬂm/

o ‘
We certainly wish it weas possible to'accomédate you by
making immedisate shipment of your Purchase Order No. $971
which reached us this morning.‘v pocs

al, /
two The principle obstacle }ays in thg)fact that thera/are ;
2 long ovexr jlue items on youxn account.The first is for /18787;
and represents the merchandife we shipped you on your Pur-
chase Order No. 3267 we filled that order on %yly 27tk.

The second iter is in the amount of $276. 765{® 1t is for .
the merchandizé we shipped you on’ . 22nd on your Purchase
Order No. $587._ mils

As you know\our regular term ofg’redit is sixty daysX
On a number of oca¥sions we have writen you about your over-
due account, you have also recfigved statements on the Ast) |
of each month. | , L
%% T . j@ | i
We sure.want to coberate with you, particular,'in view
of your urgent need offthe goods. At the same time you can
readily understand why our Order (Qep has refered your

letter to the Credit ,,,J; | T V1

Please send us your remitaace for the . 1tem,/$18’7 8’7
then we shall agree to carry the second item, §276.76 for
sixty days¥ 1ongerﬁ)we shall also meke immediate shipment of

your new order. o =

An addressed envelop,no postage neededfis enclosed for
your convenélince in mailing your check. As soon‘as it is

recfllgved, your credit standing with us will be restored.

Very truly yours,




@ BUSINESS LETTERS
PROGRESS TEST X

9 DIRECTIONS | ,
j: ‘Type Application Exerclse 91, page 156, of the Rowe
text, with two cearbon coples, maeking the corrections as
indicated. Use & soft eraser for the carbon copies,. a ;
hard eraser for the origlnal. Be sure to use eraser

slipsﬁ between the carbons so that your work will not smudge, |

meking sure to remove them before resuming ‘typing.
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¢ L BUSINESS LETTERS
| FINAL ACHIEVEMENT TEST
o |
) } . DIRECTIONS . |
? Place a circle around the number of the statement if '
; the statement 1s true. Place an X over the number if the !
; statement 1s false., Examples: Q. True X. False i
: ' ) ' o o ’ i
; 1., A letter containing 110 words 1s consldered-a short !
i letter. o o , |
f 2., The date in business letters is usually placed two ﬁ
| _inches from the top of the page. ;
? 3. The salutation of a letter goling to a corporation is j
: - Dear Sir. ) ?
4., The messege of & letter is written in the body of the
! . letter. _ - , ' :
| 5. A 70 stroke line should be used for a short letter. |
f 6. A letter typed in full-block form has the parasgraphs ;
i - indented five spaces. N ) ;
i 7. The complimentary close should always be started at 42 |
i ~on the scale. i
8., The form of letter used by a concern may be determined :
_ - by referring to the files. A :
i 9., The completed letter should be taken from the machine | ‘
| ~ in order to find possible errors quickly. i %
ﬁ 10, When erasing, the carriage should be moved to the
: extreme right or left so that the erasure particles |
' ~ will not fall into the machine. » 1 {
5 11. Letters should be removed from the machine by holding f |
: the letter et the top and quickly snapping the letter ; (
; from the machine. : |
! |
!
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12, 1In taking dictation, any errors by the dictator should f
be called to his attention by interrupting the dictation.

13, It is the duty of the person signing the letter to see ;
that all enclosures are made. ;

14, A large envelope should be used when enclosures sare to ﬁ
be made,

15, TUse a small envelope for a one-page letter.

16, The address on the envelope should be typéd in the same
style as that used for the inside address.

17. The "attention of" phrase should be typed two spaces |
below the compeny signature. !

18. Open punctuation is now generally accepted in business
letter writing. o - ‘ i

19, It 1s necessary to correct only the original copy and
not the carbon copy.

20, Both the original and the carbon are mailed to the |
person to whom the letter 1s addressed. _ !

2l. Hyphens should be used sparingly in business letters.

22. The length of a business letter determines its impor- i
tance., :

23. When typing the ldentification 1nitials, the inltlals of.
the person who dictated the letter should precede the i
initi als of the stenographer.

24. The ldentification 1nitials must always be typed in
capital letters.

o ) . A f
25. Enclosures should be clipped to the letter before it ﬁ
is presented for a signature. ;

. . . . . i
i
26. It is permissible to place the carbon copy of & second |

page on the back of the first page carbon copy. %

27. The typist should address the envelope lmmediately |

after typing the letter.

28. The address on a small envelope should be started 12 ;
lines from the top of the envelope.




29.
s0.
3l.
2.
33,
3.
35

36.
37,

38,
39.
‘0.
.
2.
43,
"
45.

46,

LN

In mixed punctuation the colon should be omitted after
the salutation.

When using a small envelopé, the address should be
started at 25 on the_scale.

The small size envelope is sometimes referred to as a f
legal envelope. .

It is a sign that you are a poor speller if you use the ?
dictionary.

It 1s permissible to type the word "enclosure" in full
or to abbreviate the word "enc." ' z

The enclosure notation should be the last thing typed i
on the letter. _ _ b

Abbreviations should be used to save time. _ é
Always use letterhead paper for the carbon copiles.

Always use letterhead paper for the second pages of
letters.

As long as a letter is typed correctly, the time re-
quired to type the letter is unimportant. i

In erasing letters with carbons, always erase the i
original first.

As long as the original is mailed on time, the carbon Q
copy of the letter need not be retained. _ @

It 1s correct to use two pages 1if you are typing a |
letter exceeding 300 words.

Always use a 50 stroke 1ine for a long letter.

Always use the blocked form in typing the address on
an envelope.

The return address of a business letter should be typed
on the back of the envelope.

A three-line address should always be typed single spaced
on an envelope.

It is permissible to capitalize the city and state when
addressing an envelope.
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47,

48,
49,

50.

When using a 50 stroke line, the stops should be set

for 12 and 72.

27

Because a letter represents a business Just as much as

an individual, each letter must be typed neatly and

correctly.

Most people can type letters just as fast as when

typing straight copy material.

Four spacés are generally left for

signature,

a penwritten
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¢ BUSINESS LETTERS ‘
| FINAL ACHIEVEMENT TEST
> ¥ Part II - A _ ;
ﬁ!‘ . Directions Write in the space provided at the end of the ﬁ
i 1ine, the word or words necessary to complete or answer |
|  the statement. (
; 1. The size of the regular typewriting paper is S
¥ 2. Two kinds of type used In typewriters are:
@ small type E
| large type f
3. The small type has how many strokes to the ?
inch ;
: 4, The large type has how many strokes to the ﬁ
§§ inch , ' !
5. One inch 1s equal to how many lines on a page ;
6. When using the large type, the centering i
~ point on the scale is ! ;
| i‘-, {
¢ 7. When using the small type, the centering i
§ ~ point on the scale 1s i
. 8. The left stop for a 40 stroke line should o
/ ~ be set at | o - “
| 9. The left stop for a 50 stroke line should 3;
' Dbe set at o —_—
i% 10. The left stop for a 60 stroke line should ' |
: be set at :
|

11, The left stop for a 70 stroke line should ‘ ;
be set at 5

; 12. The number of strokes available on paper
= i eight inches wide 1s
i )

. 13. The number of lines available on paper
i four inches long is




14.

15.
16.

17.
18,
19.
20.

21.

22.
23,
24,
25.
26.
27.

28.

29.

30.

retype the test.

A short letter has how many words in the body ?
of the letter ‘ !
A medium letter has how many words in the body !
of the letter S '
A long letter has how many words in the body ?
of the letter |
The left stop for a short letter 1s set at
The left stop for a medium letter is set at |
The left stop for a long letter 1s set at
How far from the top of a letter 1s the date |
placed :
The parts of a business letter are: }
The dictator's initials are always typed: ¥
where, in reference to the stenographer!'s |
initials. N i
To have a side margin of one inch, the left ﬂ
stop should be set at b
When no punctuation is used at the end of the ‘ 1
lines of the heading, inside address, saluta- ! !
tion, and complimentary close, the punctuation i |
is referred to as ' : y
RBefore and after the salutation, there should i !
be how many line spaces g
|

PART II - B

‘Secure a copy of the pretest from the instructor and




CHAPTER III
RESULTS OF TEACHING AND TESTING THE UNIT

Teaching the Unit

A log of the unit.-~- The work on the unitvbeganvby

following the procedure as planned in the introduction to
the unlt assignment. Several business letters were dis-
played on a bulletin board and the students were given the
lead question: “What was the purpose of business letters?"
Seyeral suggestions were given such as: ordering goods,
requesting information, sending information. The pupils
finally decided that.business 1etters were written for the
purpose of sending some message to another person. A
second question for discussion was glven: "Howrdo these
letters differ from one another?" This caused a lengthy
discussion in which the following points were discussed:
a. The letters were of different length. '
b. The letters differed in the spacing used, some
used single-spacing, others double-spacing.
c. There was a difference in the length of line used.
d. Some letters used_gg§£_§i£,vothers used Gentlemen.
6., In some_letters every lingustarted at one place,
while in other letters, various sections were

indented.




f. Some letters were signed by an individual,
others were signed by a company, or an officilal
for a company.

g+ Some letters had a printed letterhead, others did

- not. - ‘

he The ihitials at the end of the letters varied in
form. ‘

1, Some letters contained enclosures.

j, The envelopes differed in spacing and form.

ke All envelopes had return addresses.

After this discussion, the pretest was given, however,

there was only sufficient time for Part A. On the followingﬁ

day Parth was given, after which the study guides were
hended to the pupils and read with them, and all questions
were answered. The various parts of the business letter
were discussed and the letter chart was explained. The
third day the pretests were discussed with the class, and
then actual work began on the unit. In scoring the
pretests, five polnts were given for thg correct typing of
the followlng: heading,‘1nsideAaddress,‘salutation, body,
complimentary closing, initials, spacing, and the envelope,
a total score of 40 points. The results of the pretest are

given on the following page.

|

s
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Table 2. Pretest Scores of 27 Puplls in a First-year ’ ﬂ
typewriting Course on a Unlt, "Business Letters." |

1

Pupil Score Mark Pupil Score Mark i

o~
| el
~—
P
AY)
]
—
o
]
——
(o}
]

(4) (5)

'.—l
)
o
e Xo ko ko ko Xo ko Rt ho k- o o

'_.l
© LS
'.J
o

DOUOMM PPN

11 15 13 5 |
15 15 22 5 4
17 15 g

Highest possible score 40. f
|

Table 3. Frequency Distribution of 27 Pupils in a First-
year Typewriting Class, on a Pretest on a Unit
"Business Letters.”

Class o S
Interval Mid-point Tabulation| Frequency |
(1) (2) (3) (4) |
34-36 35 /! 2 5
31-33 32 , q
28-30 29 ;/
25-27 26 /
22~-24 23
19-21 20
16-18 ~ %Z y :
13-15 |
10-12 11 //// 17111/ 1
7-9 8 | :
4-6 5
1-3 : 2

o ™M MW




Calculation of the mean proved to be 15.99, and the
standard deviation to be 8.37 on the pretests.
Teble 4, A Chart Showing the Distribution of Pretest

Scores of 27 Pupils in a First-year Typewriting
Class on a Unit, "Business Letters,"

Mean = 15,99, Standard Deviation = 8.37.

13 puplls
8 pupils
0 15 4 pupils
puplls ' 2 puplls | e
243 10411 . 20421 274128 39

At the end of the first week, on May 2, 12 students
were ready to take Progress Test 1. These students had
dgmonstrated their ability to work without teacher super-
vision, the others seemed to work slower because they
wanted to always check whet they were doing with someone
else in the class. o _

At the beginning of the second week, the instructor
took part of a period to give a demonstratlon in typing a
complete letter, Thils was needed because of the evldent

slowness of some puplls in completing letters. After the
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demonstration, there was a marked improvement in the time
required to type a letter, by a majority of the class.

During the second and third weeks, many letters were
returned to be retyped because of undiscovered errors, with
the result that most of the class decided that it was much
better to check a letter for accuracy before the letter was i
removed from the typewriter, than to»pass the letter in withi
out checking it for errors. During the second week all |
pupils completed the first progress test and four pupils
completed‘the second progress test. During the first and
second weeks the instructor had called each pupil during
the class period to inspectvbthwork’completed and meke
suggestions to the individual puplls, but as the unit
progressed this method had to be discontinued because of
the large number of letters that were typed during one
period. The plan was then followed 1n whlch the pupills
passed in the letters as completed‘and the instructor :
checked them as rapidly as possible du?ing the period and
checked the remainder outside of‘class, returning them to
the pupils the following class period. _

The third week a demonstration was given by the
instructqr on the use of carbon paper. Thls was follbwed

by a demonstration of the correct procedure to use in

erasing when carbon coples were belng made, emphasizing




35 |

the procedure of erasing the last carbon copy first, then ﬁ
working back toward the original copy, inserting eraser. .5
slips to avoid smudging the carbon coples. Pupils were
cautioned to be sure to remove the eraser slips before |
resuming typing, but in spite of these cautions, several ‘ ﬁ
pupils forgot to remove the eraser slips and as a result hadf
blank spaces in the carbon coples and had to retype the é
ﬁork. At the end of the third week most of the pupils had ?
completed the first three progress tests.

At the beginning of the fourth week additional instruc-

tions were given for typing envelopes. The return address

on the envelopes seemed to cause some difficulty until two

b
or three had been completed and then the work went much J

faster. Although the tentative time schedule called for‘
four weeks, the instructor included a fifth week because no H
one in the class completed the unit in the four weeks. i
During the fifth week most of the(class had completgd some |
practice on the final assignments, typing envelopes, but ]
only'fdur completed all the assignments and started on‘the ﬁ
optional activities, but no one finished pecause of lack of E
time. 1In planning a revision of the unit, the instructor f.!.sii
planning to prepare a chart for typing envelopes simillar to
the one used for the business'letters, so that an envelope
can be typed for each letter when the letter is completed

just as it 1s done in actual business. Wednesday and

Thursday of the fifth week were used for sharing experiences




‘Wf ; and for a review for the final test. The pupils decided» E

i that the best form of letter to use was the modified-block ,Q

| i form because there were fewer tabular stops to set and as a f
| 5@ 2 result the work could be completed much quicker than the E
? other forms, Other pupils prought out the point that as a f

i é result of thelr experience in typing letters, they could~ i
E estimate the starting point of the inside heading without €

actually backspacing from the margin for the starting point.;

Most of the class preferrqd the block form of address for !

3 the envelope. Everyone in the class agreed that the work §
on business letters was the most interesting part of first- j
ﬁ year typewriting, and a few had used the information in %
é sending business letters of their own. ‘
%? There was no school on May 30, so that the final test ;
f was given on Monday, June 2, followed by the pretest é; Q
é repeated to see what gains the puplls had made. On the ;
}g following day & questionnaire was given to try to get ;
éé pupil reaction to this method of assigning work. The i
E% resﬁlts of the pretest, galn made by each pupil, and the S
| | i

| final test results appear on the following pages. .




©  Results of Teaching the Unit |

§ Table 5. Scores Made on a Repetition of a Pretest by !
| 27 puplls in a First-year Typing Class on a i
; Unit in "Business Letters." B | .

9

i Pupil Score Mark- Pupil Score
(1) (2) (3) (4) (5)

o B
N
=

| 1 40 A 8 35 B ‘

: 14 40 A 11 35 B

] 18 40 A 12 35 B |

19 40 A 13 35 B

20 40 A 15 35 B

22 40 A 21 35 B

23 40 A 26 35 B

24 40 A 7 30 c |

! 25 40 A 16 30 c

;* 27 40 A 17 30 c

| 2 35 B 9 25 X

| 3 35 B !

;3 4 35 B :

E; 6 35 B ;;

| Highest possible score--40. | j

i i i
Table 6. Frequency Distribution of Scores Made on a b ‘

Repetition of a Pretest by 27 Puplls in a First-
year Typing Class on a Unit in "Business Letters".'

|~ Scores “Tabulation Frequency t

' 40 /1117717777 11

89 . |
ﬁ 38 i ¢
i 37 !

B 1111111101 TR

0 % /1/ 3
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© i The meen was calculated to be 35.1. The standard

deviation was calculated to be 3.5. i

) | Table 7. A Chart Showing the Distribution of Scores on '
7 ; a Repetition of a Pretest by 27 Pupils in a |
First-year Typling Class on a Unit "Business
Letters." ' i

12 pupils

11 pupils

f_ 3 puplls 35 B
| 0 pupils ; ' O pupils [ |
128 30431 33434 . 36437 39,40

! Mean = 35.1. Standard Deviation = 3.5.
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Table 8, Gains Made by 27 Pupils in Filrst-year Typewriting j
on & Repetition of a Pretest on a Unit in i
"Business Letters." !

Pupil Gain | Pupil Gain Pupil Gain i
_(1) (2) (3) (4) (5) (6) ;

OCOTI0 U UM
N
o
'—J
S
w
0N
(V2]
W\
Qo

i Table 9. Frequency Distributlion of the Gains Made by 27
| Pupils in First-year Typewriting on a Repetition:

Q of a Pretest on a Unit in "Business Letters." ﬁ
; Class ' T
| Interval Mid-polint . Tabulation Frequency ‘

(1) (2) _(3) (4)

5537 36 /
32-34 33
29-31 30 /111!

26-28 27

1
' 5

S0-50 o1 11 2 |
! .
4
2

17=-19 18
14-16 15
11-13 12

\ | 8-10 9 7//
: 5-7 6

i 2-4 S .
& N=27

! The mean was calculated to be 20,43, The standard
deviation was calculated to be 8,07.
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9 ] Table 10. Achlevement Test Scores on a Unit in "Business |
j Letters" of 26 Pupils in a First-year Typing Class.
- ; Pupil Score Mark Pupil Score Mark i
) (1) (2) (3) (4) (5) (6) !
: 1 71 A 2 60 C i
25 68 A 7 60 c
27 68 A 12 60 C 1
18 65 B 19 60 c
24 64 B 20 59 C ;
e 13 64 B 15 58 Cc |
i 5 63 B 17 58 C i
| 6 63 B 10 53 X |
}: 8 63 B 21 52 X !
| 11 62 B 4 51 D
&: 22 62 B 9 45 D §r
23 62 B 3 44 D
i 26 62 B 16 29 D 3;
| Highest possible score--o0. :
| Table 1ll. Frequency Distribution of Achievement Test i
é Scores of 26 Pupils in a First-year Typing Class
on a Unit in "Business Letters.” {
i Class Interval Mid-point Tabulation Frequency
| (1) (2) (3) (4)
71-73 72 / 1 |
68~70 69 y 2
} 65-67 66 1l i
62~64 63 7 / /// 9 !
59-61 60 5 ]
56-58 57 2
i 53-55 54 1
| 50-52 51 // 2
i 47-49 48
| 44-46 45 // 2
L 41-43 42
§; 38-40 39
35=37 36
o 32-35 33 y .
. ; 29=-31 30 |




The mean was calculated to be 38.95. The standard |

deviation was calculated to be 8.67. ‘ |

Scores of 26 Pupils in a First-year Typing ]

Table 12, A Chart Showing the Distribution of Achievement |
Class on a Unit in "Business Letters." |

10 Pupils ;

7 Pupills

4 Pupils

o 3 Pupills
2 Pupils | 59 ’ :

Mean = 58,95, Standard Deviatlon = 8.67.

Pupll reactions as revealed by their answers to a

questionnaire.-- Because this topic was presented to this

particular class in a manner quite different from that to

which they were accustomed, and because of the amount of

time and effort put into the unit, 1t seemed worthwhile ﬁ
to make an effort to ascertain their reactlons to this

unit method. Accordingly, after the close of the fqrmal

work on the unit, a questionnaire was glven to them, a

copy of which follows on the‘next page. Therpupils were

told to give honest answers and not just aqmething to

please the instructor. One pupil had left, making 26 3
answering the questionnaire. j
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What did you 1like most in this method?

What did you dislike the most in this method?

What did you like the least in thls method?

What part did you think was easy in this method?




i i
i i
f i
| i
| !
| sr

il

"’; | 5. What was the most difficult part of the unit? i

| 6. What was the most interesting part of the unit?

7. What was the most uninteresting part of the unit?

8. What did you think was the most useful part of the unit";
|

i

i

9, What was the part that had the least value to you?

10. If you had to do the unit over again, what changes

would you suggest? ' ;




!
b,
| \d
i
i

To question one, "What did you like most in this !

method?" practically everyone in the class liked the idea of .

having a written assignment on which they could work at ‘
their own speed. Several stated that the unit was the best ;
lesson of the year. Most qf them indicated that they 1liked ?
to plan thevwork themselves, they 1iked.the idea of being onz
thelr own as far as everyday work was cogcgrned, and they d
got more self-satisfaction out of the work. ﬁ

To question two, "What did you dislike the most in this§
method?" the majority of the class couldn't think of anythiné
they really disliked. A few disliked_typing the envelopes, S

8 few disliked handling carbon coples, and one or two

disliked setting the tabular stops for the indented letters. |
To question three, "What d4id you like the }east in |

this method?" erasing carbons, typing envelopes, and taking

tests were the.only answers, most of the puplls left this

question blank. ) _ ‘ ;

To question four, "What part did you think was easy in j
this method?" sbout half of the class seemed to think typing
the letters with the letter chart was the easiest part, ?

J
while the other half of the class seemed to think the whole
unit was difficult because they had to keep their minds on |
what they were doing, and if a mistake was made, it had to

be corrected. The block-form of letter was the easiest to

type.
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To question five, "What was the most difficult part
of the unite" nine pupils thought the carbon coples were
the most difficult. Several thought the proofreader's marks
were difficult, others thought the envelopes were diffiqult,j
but there were five in the class who thought that nothing in
the unit was very difficult. _

To questlon six, "What was the most interesting part of
the unit?" fifteen pupils thoﬁght that the actual typiné of
the 1etters was the most interesting part. ‘Only two thought
the carbon coples were the most interesting,vone thought the
best part of the unit were the tests, and one thought that
nothing very much was ;nteresting.

To question seven, "What was the most uninteresting

part of the unit?" twenty pupils elther left the question

blank or said there was nothing uninterésting,v The others

thought typing the envelopes was the most uninteresting part.

i
i
I

'

|

To question eight, "What did you think was the most |

useful part of the unit?" the majority thought typing the
letters was the most useful part as it was golng to be of
real value to them 1n the future.

was the most lmportant because she had never known how to

type themn.

To question nine, "What part had the least value to

One thought the envelopes

!

you?" seventeen pupils replied that everything had value E

which indicated the unit was very worthwhile.

The others in |

R

B
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the class thought the envelopes, erasing, and proofreader's %

|
i

marks had the least value.

To gquestion ten,v"If_yourhad to do the unit over again,%
what changes would you suggest?? the majority of the class
thought there should be no changes. One pupil tpought we }

should spend & longer period of time on the unit, one

thought too much importance was glven to erasing, and 1t wasg
suggested that the proofreader's marks be omitted. : g

i
!

The instructor's conclusions.-~- This was the first time?

the writer had used a cpmplete unit 1n typewriting. 'The}

results obtained were excellent and indicated that the unit |
methqd should be used for a skill subject sucp as type- E
writing. In revising the unit for future use, the writer §
plans to prepare a mimeographed sheet for use with typing }
envelopes, preparing carbons and erasing carbons, because é

these three iltems seemed to cause some confusion in the
completion of the unit. - ) _ |

The planning and teachingrof'thisrunit was so 1nterest-i
ing end satisfying, that it will lead to more work in unit i
construction, not only in typewriting but 1n all other

subjects.

e e i
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Coples of papers gilven to all students

PUPIL'S STUDY GUIDL
BUSIITSS LETTERS .

I. General Dircctions:

In your'work with business lettors you will be pormittod.

to proceed at your own rate. It will be neocessary for you
to study each sectlon until you have mastered the material in
that section. Self-administoring tests are to be taken atb
the end of certain éections in the unit. If you find that
you are not able to satiafactorily_comploto a tost, addi-
tioﬁal practice should be completed and thon a second test
should be taken. Letters will be graded as (1) llailable
(2) 1latlable with corrections (3) Hot mailable. !iistaltes
rust be corrected by erasing, any undiscovered orrors
wlill cause a lettor to be graded not mailladble. Those who
are able to complote the entire unit in the allotted time
may work on ono or nore of the optional relatcd activitios
vhich are available. At the boginning of each poriod a
timed viriting will be given, either on straight typing or

on businoss letters. You should strive.to attain a speod

on businoss lettors as close aa poassible to your regular
typing speed. liake sﬁre you understand exactly what you
are to do before you bogin work. Read instructions
?arofully. head over evory sheet before youlromovo the

paper from your btypcwriter. Chocking ybur viork 1s as

important as doing the work. Texbt: Howe Typing.
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II. Practice Vork. 49

1. (a) Jiow are lotters centored? Road the informa-
tion glven on page 84. | |
(b) Use the centoring chart attached to the a%udy
gulde instead of tho one given on page 84.
2. Style lettér l
(a) INlow do we typs a letter double-spaced, indented
style with open punotuat;on? '. |
(b) Practice wbrk?-page 90, 91, and 92, complete

oxercises 17, 18, and 19.

(¢) PFProgress test number one.
3. Style lcbtef l-a
(a) How do we t ype a lettor double-spaced,
indented style, with closed punctuation? |
(b) Practice work--page 92 and 93, complete
exercises 20, 21, and 22,
4, Style lotter 2.
(a) How do we type-a lottor single-spaced,

indented s tyle, with open punctuation?
(b) Practice work--page 94, conplete oxercises
23, 24, 25, 26, 27, and 28.
(c) Progress tqst number tvo.
6. Proofreader's m@:ks

(a) Ilow are coi:éotibna indicatod in letters?

(b) Practice work--roviow pages 1556 and 1566,

complote exorcises 9l.

(¢) Progress tost mumber throe.
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by
T™YPH o TUNnEnR OI1 STLOKE ST LUARGINS AT START DATI LITFS BrTWLEND
LETTER CORDS IN LIIIE TO PICA LLITHI TPROIT TOP DATIE ATUD INSIDE
LETTER UsE : O PAPIR ADDRIISS :
lecle= :
Short 1--100 40 22«62 30-~70 12 lineos 8 linos
Iedium 100--200 50 17-67 25-75 12 linoa 6 linos
Long 200~--300 60 12-72 20-80 12 linos 4 lines
Longer lettors rcquire a 70 stroke line and rore than
- one page. :
PULCTUATION
Open punctuation: No mark of punctuation after each line in the
headlng, insido address, salutation, and complimontary close.
Closed punctuntion: Cormna after first two lines of heading and
ingide address. Poerilod after third line of heading and inslde
address. Colon aftcr salutation, comma aftor complimentary
close.
Mixed punctuation: Io mark of punctuation aftcr headlng, insilde
address., Colon after salutation, corima, aftor complinontary
closo.
The above information is for single spacod letters. Ior double
spaced lettors, doublothe number of worda in tho body of the
lotter and procood as for single spacing.
v\
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blocked style with open punctudtion?

31 on pages 98 and 100.

7e

on page 139.

74.

8.

125.

(b

58, 69,
9.
10.

" (b) Practice work--complote exercises 29, 30, ahd

Style lettcr 3 ’
51

(a) low do we typo a letter single-spaced,

lialzing carbon coplos

(a) Ilow aro carbon copies made? Road instructions
(b) Practice work--complete oxorcises 72, 73, and
(¢) Progross test number four.

Preparing envolopes
'(a) Study the various siylos 1llustrated on page

(b) Practicd work--compdete oxercises 55, 56, 57,
60, and 6l.

Genoral roview of tho unit.

Achievement tests on the entiro umit.

. School of Education
'i?i’.«"xfa,'\ Library

,m4_;_;_________;_____;:--------;--;-------ﬂ

Boston University !




BUSIITESS LITPYERS ’52
PRETLEST '

Iri order to find out what you know about the arrangonient
of business letters at the presont time, ﬁou are to type a
lettor from the information civen bolow, rvithout any assistanco
from the instructor. This will include typing tho envelope
necdod for the lottor. Typo both tho lottor and envelope
as you think they should be typed.
The Letter

Ir. Varren Jones, 41 State Street, Boston, liassachusotts,
has roquestod you to asend the following letter to tho
Statler Hotel, Boston, llassachusctts, using today!s date.
Plcase roserve one single room with shower, from April 10,
to April 17. I should like to have this rcservation con-
firmed elther by lotter or by calling my office , the
tolephoné numbor of which is Devonshipe 8899,

Timod Viriting on Business Letters .

Talte a five-minute timed writing on the lotter cife'n #
on page 195, 20th Contury toxt. Figurc your spoed as you
usually do on tho straipht typing copy.




‘this through so that the copy can be prepared in its final
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BUSIIIESS LETTISRS

PROGRISS TEST 1

DIILCTIONS: Type the following business letter in a

doubleo=-spaced form. Use the indented style with open

punctuation. Thero aro approximately 140 words in the lettoer. 1
Use your own initlals as part of the reference line.

349 nast llain streot Boston, llassachusetts (curront datc)

lirs John IT. Graves Graves PPurniture Store 41 Vashington
Streot Doston, llassachusetts Dcar llr. Graves: /e aro mailing
you in a separate paclkago the layout for the newspaper
advertisement we have prepared for you. This advortisoment
featurcs your October 20 salo of living room furniturc.

(P) The layout is complete in every detail except for tho
quotation of prices. As you wlll recall, tho prices wero not
sot at the time we agreed to make up tho layout for you.
They can be inserted very easlly aftor tliey are set.

(P) Aftor we have your approval of tho ‘layout or your
suggostions for its improvement, we shall nalizo up tho final
copy for the printer. Ve shall appreciato your rushing

form, Very truly yo.rs, (F. C. Cartwright, )=

% Loave four spacos after Very truly yours and thon t pe
this name,




BUSINESS LETT..RS

PROGRESS TEET 2

DIRUICTIONS: Typo the following business letter in a singlo-

gspaced form. Uso the indentod style wlth open punctuation.
Thero are approximately 128 words in tho lettor. Use your
own initials as part of tho refeorence line.

407 Commorwealth Aveonue Boston, !lmssachusetts (curront
date) Treadwear Tire Company Automotive Building Cloveland
Ohlo Gentlemcn: Ve had so many corplaints from our

- customors about your Treadwear tires not wearing well,

it seomed advisable to put in astock of some othor lind
of tiro., This is the reason we havo not orderocd any of
your tires for several months. (P) Ve are roturning

to you by expross a tire that a customer asked us to replace.

This tire was used for approximately 5,000 miles. You
will seo that the tread is worn smooth. Tvon the pyramid-
ghapod blocks of rubber on tho side wall aro worn through.
Flve thousand miles do not ropresent enough use to causo
tho wear that this tire shows. (P) Vie can roturn to you
two or three other used tires from thls same shipment if
you wish us to do gso. Yours vory truly, Charles Jonos,
lisnager. -

54




DUSTITNSS THTY HS 55
PROGRESS TTET 3 '

Directions: Type the lotter wilh corrtctlons ae indicabed.
' 1468 larket StPoet

St. Louis 12, His&ou‘v} ey

¢urrsnt date

Konyon Link¢é: Company
287 llanyar Iy
Plttoburg 22;Fenng)

Abtontion Ite Jo We Linlc)'l‘:g:'oasuror

./dxngﬁflmw;
Boar-~przat ' :

Vie certainly wish it waw~possiblo to acow}g{latc you by maliing
immediate shipment of your Purchase QOrder llo. "’1'-9'75 vhich reached /

us this morning. : 1
- % Mios) aopott /7 CGuw
The princ:lp% { obstacle éaw‘ﬁ'z the fact thaj/ therb aro B lonr

ova@ue items on your accounteThe first is for 7187.8% and reproscnis

the Torchandife wo shipped you on your Purchase Order llo. $207; wo 94

£11led that A}*der on JYly 2741. / Gg Mo
Y

The second item is in kho'amount of 276,76 it is for tho mer-
ohnndige we shipped you on (up. 2tms?t on your Purchise Order lo %587.
: ¢ AETHAL /

A3 you gmow our regular terg),ﬁf crodlt is sizty c}g{sl\’. on a
number of ochsifions wo have writon you abouf your ovoriGuc accounty,
gou have elso redfigvod statements on the }fét? of, cach nonth. ;

x50,
o . .
Vie smﬂe%:’:g,nt to co’{srate wlth you, particulazy/in view of your
AT the mame timo you cen roadily unde

%rgont noed of.ftho gooda _ T »
stand why our Order ’09’}?‘ haos rofozlia/%yo.‘:r lottor to the Cr:éiu Cepth O

T .
Ploase send ug your rcmif,@nco for the 1st 1tosz__;fav.,8'7 then we

ol

I

w
{0

shall agree to ‘carry tho second ltem, {27G.76 for siihy dayeX longer,-(i)

voe shall also make immecdiate shipment of your now order.
Qn e.ddi'esoed envolop;u-o ostago poedsdf'is encloassd {or your con=~
ce in mailing your cheecke. AS soon as it 23 recflivod, your

ven
crcg%-t standing with us will ba pstored.
" Very truly yours,

UNITED SUPPLY CONPANY

Credit Deparpmentg

Tied FFH0
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BUSIUNSS LITTORS 56
" PROGRISS PRST &
Directions:
Type tho Application Ixercise 91, page 156, of the Rovwo
toxt, with two carbon copleg, making tho corrections as indicatoed.
Use a soft erasor for tﬁo carbon ooples, a hard oraser for tho
original. Be suro to use eraser élips between tho carbona
so that your work will not smdge, making sure to remove the

slips before rosumlng ¢ 7ping.
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FINAL ACHIEVEMENT TEST

[t}
e

Pirectlions: Ploace circlo sround the number of tho gatement if
the statemont 3¢ true. Place an X over the number if tho
8. Examplea: D, True X. Tolze,

1. A letter contalning 110 words is considorod & short lotter,
2. Tho dgte In businesg lotters is usually placed two inches
from tho top of the page.

3o Tke salutation of a lottor goiLg to a corporauion 1s

Dear Sir. -

4. Ths mossage of a lotter 1s wit.en in the body of the lotter.
S. A 70 stroke line ghould bs used for a short l» ttor.,

6, A letter typed in full-block form haa the paragraphs 1nderﬂod
five spaces.

7. Tho complimentary close should always be astarted at 42 on
tho scale,

8, Ths form of letter used by a concarn may be dotermined by
referring to the files.

9. The completed letter should be taken from the machline in
order to find possible errors quickly.

10. When oerasing, the carrlage should be moved to the extrecmo

right or left so that the erasure particles will not fall iInto

the machine.

1l. Letters should be removed from the machine by holding the

lotter at tho top and qulckly anapping the lettor from the machine.

12. In taking dictation, any errora by the dictator should be

called to his sttention by interrupting the dictation.

13. It 43 the duty of tho percsn signing tho letter to zos thet

all enclosures are mado.

l4. A large cnveclope shoudd be used when enclozwres aro to be mndc.

18. Use a small envelope for a one-pags letter.

16. The eddress on the envelope should be typed in the zoune style

ag that used for the inside addroszs.

17. The "attention of" phrase should be typed tuo spaccs below

the company signature.

18. Open punctustion is now gonerally acceptod in busincsg lottcr

Witins. ,

19. It 1s nocossary to correct only the orlginal copy ond neot %he

carbon copy.

20. Both tho original and the carbon are izailed to tho person to

vhom the letter 15 addrossed,.

21. Hyphons should be uscd sparingly in businecs letiers.

22. The length of a businegs letter doterminos its importsnco.

23. When typing the ldentiflcation initlals, tho Initials of the

porson who dictated the "letter should precode the lnltlela of the

atenographer.

24, The idontificatlon initials must always be typed in

capltal letters. :

25. Inclosurss should bs clipped to the lettor before it 13

progented for o signaturoe.
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26. It 1z pormissgdle to placo the carbon copy of & gocond 58
poge on the back of ths {irst pago csrbon copy. ’
27, Tho typilst ehould eddrsss the onvelope immodiately after
typing the lotter, '

28. The addross on a zmall envelope should be atarted 12 lines
from the top of the envelope,

29. In mixed punctuation the caiin should be omittod after tho

salutation.

30. When using 2 small envelopo, the address should be astartoed
at 25 on the carrlage acals..

3l. The small) sizo envelopo 1s sometimes referred to as a logal

envelope, .

32. It isa sign that you are a poor speller 1if you usge tho dictionory,
33. It is pormlssable to type the word Yenclosurs™ in full or io
abbroeviate the word "enc."” ) .

54. The enclosure notation should be the last thing typed on the
letter. ‘ :

55. Abbroviations should be used to save time.

36. Always use letlerhead paper for the carbon copies.

37. Always use letter head pger for the second pages of letters.

38. As long as a lotter 1s typed correctly, the time required %o tyno
the letter is unimportant.

39. 1In eorasing letters with carbons, always orase the original firsi.
40. Al long as ths orliginal is mailed on tilmo, the carbon copy

of the letter nesd not bs retained.

41. It 1a correct to use two pages 1f you are typing a lottor
exceeding 300 words.

42. Always use a 50 stroke lino for a long lettor.

43, Always use the blocked form in typing tho addresa on an
envelope., . .

44, The return addresz of a business letber should be typed on thwo
back of the envolope.

45. A three-linc addross should always be typed single spaced ca

an envelope,.

46. It 13 permisseble to cepitalize the clity and state vhon
addressing sn envelopo.

47. When uslng a 50 stroke line, thea stops should be zet for 12

-and 72. ‘

48. Becauso a leotter represents a busincss just as much as an
individual, each letter must be typod ncatly and corroctly.

89. Most people can type letters Just as fast as whon typing
straight copy matorial. -

50. Four spaces gro genorally left for a penwritton slgnature.




Pare II

Diroctlions: Write in the =zapoce provided at tho end of the lina,
the word or worde nocoggary to ccmplete or snswer the statoments

l. Size of the rogular typswrlting pepor ls
2o Two kinds of typs used in typeourlters are
A small type
large type.
3s The smd 1 type has how many strokes to the linch,

" 4, The lario typo has howmany strokes to the inch.

5. One inch-1is oqual to how many llines on & page

6. Whon using the large t:pe, the centering point on the acale is
7. When using the amall t; pe, the centering point on the scaloc 1s
8. The left stop for a 40 stroke 1line should be set at

9. The laoft stop for & 50 stroke line should be set at

10. The left stop for a 60 stroke line shruld be set at

11. The left stop for a 70 stroks line should be set at

12. The number of strokes availeble on paper eight lnches wlde is
13, The number of lines availsnble on paper four inches long is
14, Ashort letter has how many w rds in the body of tho lettor
15. A medium letter hashowmany worfs in the body of the letter
16. A long letter hes how many woris in the bolly of the letter
17. The left stop for short lettcrs should be snt at '

18. n medium _ n .

19, n iong "

20, How far from the top of & letter iz the dats placed

g%o The parta of & business letter are:

23,

24.

250

26 . , . ‘

.27. The dictator's initiels arc always typed where, in reference
to the stenographer 's initiala.

28. To have a side mergin of one inch, the left stop ohould be act at

29, Whon no punctuation 1s used at the ond of the lines of tho
headi g, insl do addross, salutatlion, and complimontary clozo, the
punctuatlion is referred to as

30, Before and after the salutation, there should be how many spacog.

4
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L, whet did you like most in thls method?

2, Vhat did you disllke the most in this method?

-

3. What did you liko the least in this mothodl?

4, Vhat part did you think was casy in this method?
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100

¥hat was the moat difficult part of tho unit? 61

what was the 1:.08t interesting part of the unilt?

. What was the most uninteresting part of the unit?

v

Yhat did you think was the most useful part of the unit?

Vhat was the part that had the least veluo to you?

1f you had to de the unit over again, what chenges would you
suggest?




