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CHAPTER T
INTRODUCTION
Stateménf of the Problem

The purpose of thls study was to collect the most
helpfﬁl and worth-while devices pertaining to the teaching

(o]

f typewriting in order that teachers would have a ready

gource for ldeas to ald and stimulate their students in the

|

earning and mastery of typewriting.

Justification of the Problem

In the teaching of typewriting, a teacher has occaslon

o] use many devices., There ls so much to be learned in

ct

ypewrlting other than the actual operation of the machine

et o

het it 1s certainly a great asset to the teacher to have
as many devices as possible at his command. In support of

his belief, Ulrichl says:

ct

The teacher's job is to bring to tsaching
the best thinking, effort, and materials
obtalnable for motivating, inspiring, and
training students,

Teachers should be alert to all the good
things that are offered to them by sxperts who
are tralned to help them and whose ldeas kesep
them from getting into a rut,

lgirich, Florence, "I'm Confused!," Business Teacher,
March, 1958, p. 6. .




Publishers of typewriting textbooks have been very
snccessful In produclng textbooks which are clearly defined
and easlly uvnderstood by both teacher and student. They
have provided teéchers with most helpful manuals geared to
their day-by-day teaching problems. These are of invaluable
esslstance, and their use is greatly éncouraged.

However, In the fleld of teachlng techniques, the

tleacher can use "assisbs" in every phase of typewriting;

from correct pos%ure to;%he production of menuscripts,

- and from the grading of timed writlngs to the actual rating
off the student as an accomplished typist.

The teaching of typewrlting ls a most unrestricted
task,'as S0 many skills must be possessed, learned, or

acquired by the student before he can be called a proficient‘

ot

yplat,
The broad area to be covered in thls field is brought
out further by Beaumont® in the following statement:

The maln purpose of the vocational business
courses 1s to develop the sklills necessary for
obtalnlng, holding, and advancing in an office or
merchandising position. If this premise is
accepted, then the subject matter of vocational
business coursaes, the teaching methodology, and
the experiences of students should be devoted
primarily to the accomplishment of this objective.
Nevertheless, i1f a vocational business program is
restricted solely to the development of skills
needed, the program will be shallow preparation
indeed for meeting business employment reguirements.

2Reaumont, John A., et al, "Economic Education Through
The Vocational Business Courses,” Educating Youth For
Economic Competence, Bastern Business Teachers Assoclation amd
National Business Teachers Assoclation, Somerset Press,
Somerville, New Jersey, 1958, p. 224,
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Therefore, the student, as ﬁell as learning the required
skillé‘necessary for mastery of the typewriter, should be
well tralned 1n corresponding skllls, such as punctuation,
OOmposition; and the over-all perfecition of attributes that
make up a good typist.'

According to Alston,® the best teaching methods--those
which actually resch the students--are quite simple.

In this study, the writer has attempted to adherse to
‘_this belief and has selected those devices which would be ofg
more help than hindrance to the teacher, and which would
‘encourage the student toward the attalnment of his goal in a:
most interesting and profitable way. ‘

For more convenlent refsrence, the devices have been

jie]

rranéed in alphabetic sequence according to subject.

Delimitation of the Problem

Delimitétions of material were as follows:

1. The articles and material studied were limited to
business education publications.

2, The publications studied were limited to the years
1955 through 1959.

3. The articles studied were limited to those which

in somé wéy would be of asslstance to the typewriting teachef

In the actual teaching or motivetion of his students and the:

3alston, Wayne A., "Successful Devices for Teaching
Shorthand~Transcription,” Master's Thesis, Boston University,
1954, Introduction, : :




‘| .
suggestion of factors which would provide facilities more

conduclve to learning.

. 4, 'The teaching devices accepted were limited to those

Jhich (a)‘were easlly adaptable to actual usage

| (b) required very little time to set up or masintain

(c) werea practiéal from the standpoint of offics
experience, and

(d) were most beneficial to the student
| ‘
; 5, Informative "hints" were limited to those which
\ :
would actually assist the teacher in the betterment of his

\ ,
own teaching methods, the lmprovement of his classroom, and
| .

éeneral maintenance of a better typewriting course.
!

|
‘ Organization of Chapters

! Chapter I deals with the statement, Justification, and
delimitation of the problem. In Chapter IT is contained a
z}eview of literature related to the problem. Chapter ITT
describes the procedures used to locate sultable material,
Descriptions of devices and suggestlons of techniques are
éummarized in Chapbter IV. The final summary and resulting

recommendations .are présentéduin Chapter V.



CHAPTER IT
REVIEW OF RELATED LITERATURE

‘ This chapter contains a rsview of materiasl concerned
\ - : :
with devices which are useful in the teaching of typewriting.

The first theslis studied was written by Bdwards in 1952.
Althoﬁgh.Edwards' thesis dealt only with motivational deviceé,
the writer found a great deal of background information here:
which was heipful in preparing this thesls.

; The Edwards thesis not only contains suggestions and
ideas-for motivational devices, but the actual illustration
éf them asg well, It provides a teacher with aids for |
motivating students toward highér goals 1n many phases of
ﬁypewrifing. As Edwardsl states, "The teacher can produce
étimulation that will help the student gain confidence in
himself." |
? Edwaerds limited her study to the years 1935-1951. She
stated, "the majority of the motivation devices analyzed in
%his stu&y were utilized for the purpose of increasing speed

and accufacy."?

| , ,

: lEdwards, Berenice, "An Analysis of the Literature on
Motivation in Typewriting,' Master's Thesis, Boston University,
1952, p. 2. : ; _

2Tbid., p. 51.




|
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|

| In 1954, a report concerning typswriting devices,

written by Alston,®

was published in Portland, Maine.

| Alston resumsd where Edwards left off, and alsc went .
further in his work, He has assembled several devices which
are motivational and has also glven many teaching devlces
%or other phases of the field.

Edwards limited her work to published ideas, whereas
Alston also used results of a guestionnairs which was sent
%o the heads of over 1500 business depaftments in large high
schools and private schools.,
f Alston compiled over 300 devices and classified them
%ccording to thelr respective areas of instructlon. He
extended his work to apply to alﬁost every phase of typewriting.
What Alston has done wlth devices, another author has |

done with teaching techniques in the field of typewrlting.
ﬂ?axwood4 reviewed typewriting-teaching technigues published -
&n business education periodicals in the years 1952-1954. |
%he revealed many techniques of teaching in her work and
stressed the important place of business education periodicals
in the academic life of the average teacher in the field. She
‘pointed out that contained in these publicatlions 1s a wealth
lof information for the buslness teacher, who should read them.

?Since the last year of publications covered was 1954, this
| I

>
Alston Wayne A,, Bucceasful Devices in Teachin TZE
writing, J. Weston Walch, Portlend, Maine, Esﬁ@‘&pp. —

“41gxwood, Valeska, "A Study of Seleched Typewriting
Teaching Techniques as Revealed Through Business Education
‘Periodicals," Master's Thesis, Florida State University, May,
1956, 53 pp.. _ .




thesis reviewed literature written from 1955 through 1859,
!
with the most helpful devices of many phases of typewriting

tesaching included.

| The student's ideas and techniques can be lmproved

only if those of his teacher are up to the minute in timeli-
ness and of the ubmost value to his training.

: An article published by Goldsmi th® contained many
sﬁggestions for the typewriting teacher. A few of these

which pertaln to the subject of devices are as follows:

|

‘ The teacher should keep an intsresting,

| up~-to-date bulletin board; he will post

g frequently the good work of his pupils, class
progress charts, 1llustrations relating to

’ business practices and honor awards.

The teacher will try to use succeasful
' devices for the improvement of speed and con-
| trol. Prevliewing timed writings 1s an
excellent tTechnigue.

The teacher should try to motivate his
class at every opportunity by means of contsests,
awards, commendatlion, honors, and bulletin board
illustrations.

| The teacher wlll use as many audio-visual
alds as possilble.

S5Goldsmith, Samuel, "A Self-Rating Scale for Typewriting
reachers,“ The Balance Sheet January, 1959, pp. 218-220. |




In regard to the prescribed use of audio-visusal

materials, Blanchard® states in his report:
Audio-visual materials are accepted today

28 useful tools for stimulating pupil interest

and for broadening areas of learning beyond the

narrow limits of a single textbook.

Typewrlting is a subject that requires a great deal of
epthuéiasm on the part of the teacher, for a student must
never stand stlll--must never stay at a cerfain plateaun of
sbeed or production, The teacher must constantly encourage |
his students toward gréater rates of output. Some skills
may be acqulred and maintained, but not so wilth typing.
ﬂhe gfeater the spesd of accurate production, the better
is the typlst. The typewrlting teacher must strive to
motivate his claés to the utmost In performence and to make
the procedure a pleasant and interesting experiences.
Motivation is one of the Important driving forces of type-

‘ ‘
writing instruection.

Another author who stresses the lmportance of motlvation
is Donovan’ whose thesis contains the following: i

Motivation plays a more important part in
teaching since less emphasis is given to the
gquestion-and-answer type of recltation., Other
teaching devlices are belng Introduced. Youth
has progressed to overt expression and aggressive
questloning; and the teacher must be prepared

! with knowledge and devices to satisfy hils
' Inguisitiveness.

‘ €Blanchard, Carroll H., Jr., "A Comprehensive Listing and
Classification of Free and Inexpensive Bulletin Board Alds,
- Fres-Loan Films, Fllmstrips, Recordings, Transcriptions, and
Sceripts Available.to the Business Teacher,“ Masater!'s Thesis,
Boston University, 1951, pp. 3-4. . .

1
r7}3cn;1ovan Mary M,, "An Anelysis and Compilation of

Motivetion Devices in Bookkeeping," Master's Thesis, Boston'
Unlversity, .1955, pp. 2-3. - -



h On the same subject of motivation, Shapiro8 makes the

‘followlng statement In her thesls:

No one in teaching today can overloock the
power of motivation in the c¢lassroom, Students
must be constantly motivated to keep the

i interest in the typewriting room constant.

i The leading motivational devices according %o Shapiro's
istudy‘are bulletin board displays, pupll progress charts,
Land épecific standards for sbudents to meet.

| Meny of the studies and articles reviewed by the writer
étressed the point that typlng students must be motivated
and that every possible device should be used In doing this.
The typing student is most anxious to learn, but it is up to

the teacher to maintain this interest.

In her study of mobtivation effects, Janes? makes the

following statement:

Teachers of typewriting are aware of
extreme enthusiasm in beglnning students of
typewriting. As interest is a prime factor in
any learning sltuation, any effort to maintain
this Initial enthusiasm should show worth-while
results, Once the beginner has become acqualinted
with the keyboard and the parts of the machine,
this enthusiasm--partly sponsored by the "newness"
of the study--lsssens., Opportunity is thsn pre-
sented to the teacher to "devise!" methods of
retaining this intersst. . :

Therefore, the teacher must use every device at his

command to produce the best possible typlsts in the most

83hapiro, Molly, "A Study of Teaching Procedures 1n
Beginning Typewriting in the Schools of Massachusetts,"
Master's Thesis, Boston University, 1950, p. 35. -
i 9Janes, Ruth, "An Experiment to Determine the Effect of'
Motivation on Speed.and Accuracy in Flrst-Year Vocatlonal _
Typewriting," Master's Thesis, Boaton.Univer31ty, 1951, p. 1.
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1qteresting and profitable way. In the field of type- !
wfiting are to be found almost every conceivable device to
accomplish this end.

Business education publications provide the teacher with
a%l kinds of ideas and suggestions, ‘A very good general

sdurcefof materials for better teaching is the FBE BULLETIN.

After ékamining many issues of this magazine, the writer‘has

| ;
found that devices and alds are avallable in almost every
| i . .

phase of typewriting for those teachers who request them.

Iﬁ mosﬁ'instances, these devices are free for the asking or .

sre very inexpénsive. The FBE BULLETIN is published each

fqll, winter, and spring by The Foundation for Business
Eiucatﬂon, Inec., 50 East 78 Streét, New York 21; New York,
‘i It appéars to be the consensus among busineés education
wgitefg that teaching techniques and devices are a definite |
r%quirqment In teaching typewriting successfully., Every
typewriting teacher should avall himself of many sources :
fér thése aids and use them frequently in his instruction.
The writer has attempted here to provide the teacher with a
collection of these 1deas which, 1t is hoped, wlll be of

great assistance to him.,




CHAPTER TIT
PROCEDURES

Procedures used In this study were as follows:

‘ /1; A review was made of the literature concerned
with devices, alds, and "helpful hints" published to
a§§ist the teacher, motivate the studeht, and to bring
abbut a}more complete and successful coursse in typewriting
for both.

i /é. Reference was made to the Buslness Education Index
and other Indices of business education publications for the
yeérs 1955 through 1959.

;‘%. Reference was made to various theses in the Boston
Uni#ersity library and one thesis, by Taxwood,l from Florida
State University. |

‘ 4. ’éeaching alds and devices were selected which had
the folloﬁing characteristics:

} ‘(af/Easy adaptability to actual use
% (bj Little time reguired to set up and maintain
I (¢) Practical from the standpoint of office

experience

(d) Valuable in the teaching-learning situation

;Taxwood, op. cit.



5. %ﬁe ajds and devicea were classified into the

%olloﬁing'broad areas i
| ! (a¥ Bulletin board displays
1 (b) Demonstration

(c) Erasiﬁg techniques

‘fd) Games for motivating students toward higher

goals

(e) Christmas devices
i | (f) Composition at the typewriter
{é) Combination of btypewriting with other courses
(h) Bquipment and its maintenance

4i) Grading

jé. Almost every device wus persocnally tried out in
!the classroom before inclusion here.
? ‘;. Each teaching ald or device ilncluded In the study
Wwas déscribed a8 to the manner in which it may be utilized
in the classroom. Illustrations were glven to supplement
seleéted descriptions.

ué. Observations and recommendatlions were formulated

‘based upon the investigation.




CHAPTER IV

PRESENTATION OF DEVICES

|
|
|
Bulletih Board Displays

An‘excellent mobivational device is the bulletin board,

\
Device No. 1
} The following, suggested by Sidwell and Rogers, 1i1g
especially helpful to get studsnts off to a good beginning.
|

| Approximately three weeks before Halloween, glve a

sefies of one-minute timed writings, with both teacher and

student keeping account of speeds reached. (Base figures on )

nst speed) Prepare display as follows for the bulletin
boérd.

1 As%a student reaches a certain figure, he is eligible
foL a bfoom to help him reach the witch at the top of the
display.

Tho student's name ils printed on the broom, which is
eagily ﬁade of black construction paper. As he progresses,
50 doesihis broom. The figures at the left would depsnd upon
Whether the class is fypewriting I or II. No student gets a
broom.until he reaches minlmum speed.

Similar displays may be used for Thanksgiving, using

guns instead of brooms and a turkey instead of the witch.

lsidwell, Almaretta and Dolan Rogers "Bulletin Board
Motivation Devices " Typewriting News, Spring, 1959, p. 8.
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dld be entltled "The Turkey Shoot "_ Ideas may be '

-j'encouraged toward greater speed and accuracy.
| (See Drawing which follows)
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Device No. 2
| ]
f The following display, suggested by Booth,z is

Jppropriate for the fall sesson.
A Tootball field, made of wrapping paper painted green,

éhould be placed acrosa. the entire slde of the room. TUse
thte lines to designate the yard lines; place two miniaturq
goai posts at either end of the field; and have white card- .
%oard footballs bearing the names of the students, The
ffootball is moved along the field as each student prégresses

'in speed.
!
!
To reach the touchdown posltion,

|

the student must

attaiﬁ g certain goal--50 wam for flve minutes with not more
If the :

|
than five errors, is suggested for typewriting II.

speed 18 1ncreased to 70 or more wam, a gold football 1is

awarded the "player." The rates are set high to stimulate:
even the best typiséé to do better.

. if desired., It 1s amazing to note the number of students who

will meke the touchdown even with a higher requiremsent.

Lower rates can be used,

(See Drawing which follows)

ZBooth, Betty, "New Standards for Beginning Typewriting,"

The Balance Sheet, October, 1958, p. 53.
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Dévice No. 3

! "In & jet-propelled and atomic-powered world, business
|
I - ~

teachers must be alert for motivating ldeas that are in tune

wi%h the times."S The following is based on this theory. \
| Set up a chart on bulletin board entitled, "Destination—-z
Moen.” Make miniabure rocket ships of green construction
paﬁer; EBach student has his name printed on the ship in
blabk India ink, and his ship is placed on the ramp ready to
go.z On the bulletlin board is constructed a red-yarn (or
similar material) "Stratoway," leading from Earth to the
Mooﬁ. It is made the width of the diameter of the "Earth,"
whi%h is In the lower right-hand corner of the bulletin board
and ?iminished go that 1t polnts to the Moon in the upper
1eft%hand corner of the bulletin board.

ETo leave the ramp and get into position to "take off," |
the efudent mist type 20 wpm on a S5-minute writiﬁg with fewer
thangfive errors. Markers of red or green are placed along
the étratOWay designating the correct words per minute--25, 30, ]
35, e%c. to resch the ultimate destination--the Moon. Each ‘

studehtfs rocket is moved along the Stratoway to show his

progression in speed. This display may be made more interesting .

by adding different colored planets throughout the display. It%

is euggested that the Earth be green, and the Moon be yellow.

(See Drawing on next page)

3Christmas Mary, "Trick of the Trade," Business Teacher,
Fd

April,|1957, p. 14.
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Device No., 4

Aﬁ idea, suggested by Scarbeary,4 is the Typewriter
Express. '

Bulld a train, having sseveral cars, from black con-
struction paper and draw the windows, speed lsbels, and
annants in white. TUse tooth picks (the sharp polnt stlcks

well 1n art paper and bulletin-board.éork) to which are

aLtached the small pennant-shaped papers on which students'

© names appear;
Label cars with typewrlting speeds in words per minute
which are appropriate for the class, having a five-word gain

on each car, Have five windows in each car, so that the

student can move to the front of his car as well as toward
the front of the train,
{(See Drawing which follows)

4Scarbeary, Dorothy, "Trick-of-the-Trade,” Business
Teacher, Mey-June, 1956, p..l1l4. . .
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ngice No. &

: _ The bulletin board can be used advantageousaly when
students are learning to type letters., Altman® suggests
displaying letters on all different letterheads from

dﬁfferenﬁ companies throughout the country. Students then

sée different set-ups, different styles, and even may con-

trivute a few criticlsms of some. Thls actual illustration

| ‘
- of typed letters is a stimulus to them. BStudents may be

asked to bring in letterheads for this use.

|
Device No. 6

| The following, suggested by Malloy,6 is most helpful
to students when learning to set up letters.

| At the start of the unit on letters, the parts of a
l;tter are listed in order on the bulletin board by cut-out
létters. On an adjoining bulletin board, an illustration
of the parts is seﬁ up to match, The illustration may be
94511y changed to coincide with the letter style being used

in any particular unit,

‘ - (See Drawing which follows)

1
' SAltmen, Elise E., "Display Adds Iife to Letters,"
Business Education World, April, 1955, p. 23, . -

| 6Malloy, Patricia, "Trick-of-the-Trade," Business
Teacher, April, 1957, p..l4. . i

22
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Device No. 7

The following poem, contributed by Morgan,7 would be
excelient as a bulletin board display following the intro-

duction of letter writing to the class.

"A Good Little Motto for Letters

If A Letter Is Like A Salesman, then

Bad spelling'is like lisplng in speech,

hagged hargins are likes frayed cuffs,
Fingermarks are like unclean linens,

j ' Crowded pages are like fat men inr

. tight suits,

] Smeary type 1ls like dirty hands,

| Poor paragraphing is like tousled hair,
i - Wrong punctuation l1s like crooked ties,
Unsightly envelopes are like unshined

i shoes, "

TMorgen, Odus L., "Typing Tips to Typing Teachers,"
Typewriting News, Spring, 1957,.p. 4 and p. 6.. .

|

24
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Demonstration

Device No, 8
\

The following suggested "hints" are selected from
an srticle by Lloyd8 in Which-he stresses the importance
of what the teacher does while in front of the clsas.

1., In all speed and all pace-setting ‘
‘ demonstrations, in which the sound of B
1 your machine is the key factor,
amnplify the sound of your typing by
(a) inserting a piece of stiff card-
‘ board, such as the side of g file i
! folder, under ths paper on which you
type, and (b) leave the cardholders
engaged but dlsengage the bail.

: 2. Practice before demonstrating any-
thing to maks surs machine is all
right.

3. TUnless you are a supsrb typlst, set
your ribbon for stencll,.

4, Be natural, be casual, and capitallze
on mischances: "Who saw what I did
wrong? Good! Now wabch--"

5. Occasionally show the wrong way to :
point out disadvantages, but don't g
stress the wrong way too much. :

i 8Lloyd, Alan C., "Your Work Up Front In Your Typing
Classroom," Business Education World, March, 1955, pp. 18-19.
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Device No. 9

Since most people are imitators, it would be well
té glve students many demonstrations to imitate. These
sﬁould not be limited to touch ftechnigue and paper-insertion
aﬁd removal., According to Stewart,® demonstrations should
b? used for many phases of typewriting, including the
fbllowing:

1. A swift carriage return i

2. Aligmment, crowding, and spreading of letters,
following a chalkboard demonstration

3. Msking corrections on original, carbons, and
especielly on the last line of typlng, where
there is danger of paper slipping

i 4. Setting of marginal stops and tab stops

‘ 5. Change of ribbon
6. Backspace method of centering

| 7. Chain method of feedlng envelopes

8. Making and inserting carbon packs

9. Horizontal and vertical ruling on the machine

10. Cleaning and proper care of the typewriter

11, A desirable arrangement of materials

93tewart, Jane, "Teacher Demonstration in Your Type-
writing Glass," The Balance Sheet, September, 1957, pp. 13- 15.




Erasing Techniques

D;vice No.

10

!
|

There are certain, definite steps that should be

27

followed In the teaching of proper erasing habits according

1.

o,
6.
7.
8.

to Phelan, 10

Begin Geaching erasing by sexplaining terms such
as erase, eraser, srasure, and erasing shie;d.
Have on hand s display of erasers, shields, ana
Carbon packs.

Glve demonstration of actual erasing.

Instruct students to always move carriage to
extreme leff or right depending on location of
srror,

Erase as gently as possible.

Brush away erasure grit.

Bring carrlage back to type.

Teach necessary adjustments to be made when
érasing carbon copies, such as the use of card

or separate papers,

10pPnelan, Doris N., "Do You Teach Erasing,” Journal

Business Education, October, 1957, p. 32. .

!
I
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D$vice No, 11

One method of encouraglng students toward more perfect

e#asing techniques 1s suggested by Sister M. Ancilla. 1l

I When typewriting II students return to school in
September, an eraser is found tied to esach typewriter or desk?

| The very first lesson is "How to EBrass," and from the
opset; perfect papers are required. Those without any
e%asing merit an "A"; those with good erasures, a "B"; with
poor erasures, a "G glovenly erased papers, a "D"; and a
paper with an error, an "F",

‘ Tension is .removed from the members of the class and
more "A" papers are received under this plan.

Device No. 12

. Stimulus to encourage students to erase faster is
s&ggested by Sherwoodl? as follows:

| Glve class a H-minute timed writing end have them
ascertaln net spsed rate, deducting 10 words for each error.

‘ Then give another 5-minnte writing, this time pausing
to erase each error.
| The class wlll find that the 10-word deduction has been
a baréain, They will have a lower rate when erasing.

! Then motivate students to keep their rate of speed the |
same on writings that are erased as that on writings that
a%e not. This, then, will give them a speed goal in erasing!

and a new resolution to reduce errors.

st ster M. Ancilla, "Erase Your Typing Errors," The

Balance Sheet, December, 1958, p. 181, .

| l2sherwood, Doris M., "Trick-of-the-Trade," Business
Teacher, November 1985, p..3.
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Device No. 13
: The following device, suggested by Marshall,lS has

proved quite successful in saving erasure grit from falling

into the typewriter.
" Take a 5 by 3 card and notch & V-cut into it near the
I . !

up?er right corner as 1llustrated below. Holding the card .
in the left hand, rest the top of it againét the paper under |
tHe 1ine in which the error appears--and with the notch
jdst under the error. Cup the ogpd wlth the left thumb
so that a dustpan groove extends the entire length of its
bdttom. With a bit of practice, the card can be held in

p&rfect position to catch all eraser crumbs.

TYPEWRITING ERASING SHIELD

‘Place finger of Brush eraser filings
left hand hers, here, where they can-
protecting paper not drop between the
in machine from carbons or into the
finger marks. typewriter. Eruse

BE NEAT! last carbon first.

' Left thumb lifts the
! card slightly here,
to form a little dust
pan.

15Marshall, Mabel M., "Trick-of-the- Trade," Business
Teacher, April 1958, p. 9... :
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Gémes for Motlvating Students toward Higher Goals
14

Dévice No. ;g_-‘ﬁelay Races - suggested by White
; Feach row of pupils--from front row to rear or acroas
the room--13 to be a team. Appoint a pupll captaln of each
tgam. At the teacher's signal, pupil number 1 writes line
liof the drill chosen, When the line is correctly written,

46 passes the paper to pupil number 2, who in turn writes
Hhe next line. The paper must be inserted so that the
1eft margin 1s even and the line of wrlting even with the
line written by pupil number 1. If the line 13 inaccurate,
ﬁhe pupll must complete the line,‘return the carriage, and
ﬁrite 1t again until he types it accurately. The paper ls
not to be snatched out of the machins. The first team to

finish.is the winning team.

l4ymite, Walter T., Typing for Accuracy, Fifth Edition,
The H. M. Rowe Company, Baltimore Maryland, 1958, p. 1lb.,
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Device No. 15 - Bridge Party - suggested by Hoslert®

Arrange the typlng tables 1n fours, like a bridge |
tgble, with partners facing one another (or, if preferred, 1
justdesignate foursomes). - |

j Give the c¢lasa a sﬁﬁet of senbences of YO0 spaces each.
@ive the class a one-minute timed writing, designating which'
ﬁentence is to be used. At the end of the timlng, tell |
gtudeﬁts to check for elther accuracy or speed. They should’
not knpw which 1t will be until they have finished.

! if speed 18 indicated, the partners total their gross
Words§ the side having the most words wins that "hand," and
feceives 50 points. If one partner types 50 or more, fhe
%eam gets a bonus of 10; if both do so, they get a bonus of |
?5. Both teams are eligible for bonuses.

{ I accuracy i1s indicated, the team having the fewer
?rrors wins the "hand" and scores 50 points. A bonus of
;10‘points 1s given if one partner has a perfect writing,
and 25 points if both do.

In cases of ties, the total polnts are divided evenly
;by both teams, If bime permits, four "hands" are a "game."
}The team winning'a game advances to the next "table. "
:There, the advancing winners split, each takihg ag a partne?
}6ne of the persons who arse walting for them.
| -Bach student, of course, keeps a rscord of his points.

! The person with the most polnts 1a the winner.

|
| |
15H0sler, Russell J., "Trick-of-the-Trade," Business |
| Teacher, March, 1955, p. 1ll.. ,

|
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Christmas Devices

Device No. 16

During the holiday season, less attention is given to
schooigwork because of programs, dances, and obther activitles|

Games involving a review of typing problems requlre an

u?ders#anding of the operative parts of the machine and stimu-
l%te ih%erest. Various objectives may be stressed including

a#curaby, speed, aligmment, attractive arrangement, btabulating,
| [

céntering, originelity, or any combination of thess.

S?ﬁe suggestlons, based on an article by Ahlering, 16

li Timed writings on "The Night Before Christmas."
ﬁistribute coples énd see who-produces the most
ﬁerfect copy in the least amount of tilme.

2;' Make a list of Christmes Greetings in a given

‘ length of time. Student with longest list reads it.

3; Tabulate 1In two columns, a 1list of holiday decora-

ﬁ Eions, such as holly, mistletoe, pine, and wreath,
4L Christmas poetry or greetlings may be typed, centered
; ﬁertically.and horizontally.

I Sl The "Letter to Virginia," or other Christmas material,

ﬁay be used for taking dictation at the machine.

6: Christmas designs may be made on the machine with

or without a pattern. (Writer's suggestion--a:

| 16phlering, Inez, "Christmas Typing Games,” The Balance
Sheet,. December, 1958, p. 151, :
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i‘r.

”‘-traced or filled in with machlne letter such as

Lh
games . The teacher holds before the class several papérs
asking'|the students to select the better ones for considera-

|

I

'péttern may be drawn free-hand on onionskin.aﬁd_

| "X" on bond paper.

4 udents would enjoy judging the winner of some of thesé

||The: ones selected are voted upon to determine the !
Winnariéﬁd runners-up. The winnling entries are placed on |
, ) i
displ4¥.for the holiday season. ‘
o |
o |
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Gomposition at the Typewrlter

Device No., 17

| Lessenberry,17 in 20th Century Typewriting, suggests

tﬁat the student select some topic of interest to him

a@d write a resume of it in his extra time during the class
p?riod. Other suggestions are: type perscnal letters to
f%iends, work for other classes, or Lype compositions on
sgme subject such as, "Work I Enjoy Doing," "My Hobby,"

"ﬁy Favorite Television Program," "Sports I Enjoy," "An
Igteresting Trip," "My Ambition,! and "An Excibing Experience:'
Ahother worth~vile activity would be to have the students |
aksume they are writing an article for the local newspaper on
Fome phase of school life. If such articles are well written,

the teacher may want to submit them to the local newspapsr.

Device No. 18

‘ An idea, suggested by Niering,18 is to have students com-
|
pose at the typewriter answers to lebtters they have typed from.

their textbooks,

Device No. 19 ' |

19

According to Baty, students should be encoﬁraged to

write letters to their parents or friends. These assignments

1l7Lessenberry, Crawford, Erickson, Twentieth Century
Typewriting, Seventh Edltion, Complete Courss, Soubth-Western
?ublishing Company, 1957, p. 121,

18Njering, Madeline, "Trick-of-the-Trade," Business
Teacher, September-October, 1958, p. 31.

| 19Baty, Wayne, "What We Type Is Imporbant, Too," Journal
of Business Education, March, 1958, p. 245. }
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are used on the Friday before Mother's Day, Father's Day,
or perhaps at Thénksgiving time. 7 |
Tyring stﬁdents should be encouraged to type up notes
from s;me other class, to outline notes from reference material,

and toftype reports due another teacher. The student is then

o?mposing at the typewriter as well as combining his skill with
his otﬁer courses.
Device No. 20

1 :
‘ Another suggestion offered by cain20 18 to let sbudents

c?mposg a paragraph describing someone in the class. They
Will eﬁjoy reading these aloud and trylng to guess who is
being &escribed.

Device No, 21

The foliowing idea, suggested by Johnson, <l might come in

handy'during the spring of the year when interest begins to
lag a little; Most, 1f not all, students have a natural
i‘tareSt in aviation, To tle in this interest with typing,
tﬁe teacher may direct éorrespondence between divided groups
i? whieh certain questions may be asked and answered by the

students. The class 1s divided into several groups of 4 or 5

students who are told to compose a letter asking for some

information concerning air travel. In this way, the students

|
| |
participate in a group and consult with each other to develop

the best letter of ingquiry possible. Since it is a group

I
I
i
r i
|
|
|
]

!' BOGaln, Marietta, "Compose Your Own Typewriting Tests,
Typewritlgg News, Spring, 1955, p. 1.

2lJohnson, Helen R., "Typing With An Accent On Aviliation,"
The Balance Sheel, December, 1956, p. 182. -
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a?signment, only one letter 1is collected from each group.
Tbﬁse letters are graded and in turn passed to another group:
Wﬁich must answer them.

i The teacher has available, in order to make answering
these 1nquirie$ possible, timetables of the airlineé and
mgterial from the State Department of Aeronautics. The
sFudents mast learn to read timetables in order to answer
iﬁquiries such as, "How much i1s the round-trip fare from
Bbise to Csiro, Egypt, and how long will the flight take?! !
A11 kinds of letters mey be written, some of which will
h;ve t6 be sent to the airiine companies, themselves. These
cémpanies are delighted to cooperate, since they are eager
tg advertise the advantages of air travel,

Aﬁong severagl bensefits derived from Tthis project are:
tﬁe students are putting thelr typlng to actual usé; they arei
p?rticipating in a soclal learning situation where each con- |
tfibuted to the preoduction of & top-notech letter; the monoton}
of the spring lag is alleviated; and the students not only
lﬁarn to read timetables and to answer iInguiries, dbut they

also learn more about the age of aviation,

i According to Rainey,zz it is a good 1ldes to requlire a

term paper from advanced typewriting sbtudents. This paper
dées not have to be on typswriting or business, but may be

on any other subject. i

| 223ainey, Bill G., "Emphasizing Composition in Typewritiﬁg

II," Typewriting News, Spring, 1957, pp. 2-3.

1
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Device No. 22

| Assign a certaln topic to students on which to write
a!term paper. The report must be typed in thesis form and
mﬁst contaln a 6over, title sheet, table of contents, text, |
and bibliocgraphy. The students are taught the proper use of i

op. cit., loc. cit., and Ibid., and must use correct foot-

n&ting. They are given the fundamentals of researching and
péraphrasing. They must type'their original draft as well as

their final copy. A carbon copy of final work is required foﬁ

séudent's future reference, This assignment i1s especislly

| - ‘
helpful for students in the college preparatory course who .
| I
aﬂe electing typewriting II, as well as for business education
o !
students who should be well trained in all phases of type-

|
writing.

Deyice No. 23

| The following ldea, suggested by J’ohnson,25 is a most
pr?ctical one, | |

! Have students compose letters requesting various records .
thpy ﬁay actually need; for example, have sveryone writé for |
a copy of his birth certificate. When letters are finlshed,
have students -exchange them to verify spelling, arrangement,
completeness, and so on. Students, very soon, will be com-
posing and typing letters all ready for the mailbox on their
first attempt. i

| |

23Johnson, Helen R., "Trick-of-the-Trade," Business
Teacher, September-October, 1958, p. 3l.. .
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S Iy dlow24 suggests that students type thank-you notes 1:0 -
> businéﬁsmen Wwho visit the school to give talks to various

L.ubs,

'i}'classes, and assemblies. The best letbter may be

' mailed,;bo the speaker.
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|
Gémbination of Typewriting with Other Courses

Dévice No. 25

| Students may be motivated toward higher geoals 1n type-
wﬁiting by combining typing skills with othsr subjects.
Aﬂter all, puplls learn toc type in order %o produce more i
lﬁgible copy of the spoken or written word. Typing méy be
combined with other courses in many ways such.as indicated
b; Hale.2o

- English: The fteacher should select some of the most
mfsused rules of English grammar, type and duplicate them,
aﬂd distribute them to students, The words may be counted
ahh students assigned to take timed writings on them, thereby '
learning rules while bullding up speed.

| Shorthand: Students should be allowed to type out
shbrthand notes occasionally in typing class, if no time 1s
allowed for this in the shorthand period.

| Chemistry: Even though only a few in class are taking
thgs coﬁrse, it 1is a good practice to spend some time on
chémical terminology and symbel typing due to the present
scientific age. Perhaps chemistry or sclence students could
suggest material to be done.

Health: A timed writing teken from a pamphlet available ;

from the local department of health might easily give the

stgdent‘enough knowledge to alleviate some of his fears i

25Hale, Ethel, "Let's Teach Our Students More Than
Shorthand and Typewriting " The Balance Sheet, January, 1959
212,




regardfhg certain dlseases or at least make hlim act in time |
té recognize the dissass in 1ts early stages.

i Bookkeeping: Allow students to tabulate work sheets,

tﬁial balences, and other bookkeeping forms.

Device [No. 26

| 2

Bdsed on an idea offered by Brown 5 is the following
"%immic#“lto help students learn épelling in the classroom.

| Fiiét, select a few words from a timed-writing copy.
Tﬂese-are sometimes printed at the beginning of the copy. |

in the téxt. Then write each word separately on the black- i
| !

board and instruct students to keep their eyes on the word
while %hey type it as many times as they can.

+

| To give an incentive for speed, occasionally the teachéri
might'ask "How many typed tdefinitely' five times or more?” |
? After students have practiced the word for a few minutes
tﬂef should be directed to go on to the next word When all j
words have been practiced, have students read them aloud to |
adsure correct pronunclation. Have them pronounce it according
to%syilables, after sach syllable has been indicated on the
boﬁrd. Then ask if students know the meaning of the word.
Ifluncertain, have ons or two students check the dictionary a&d

fegd the meaning aloud to the class.

|
. ogd '
| Brown, Vera Lee, "A !'Gimmick' For Teaching Spelling in

the Typewriting Glassroom," Typewriting News, Spring, 1956,
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da&s éa;h week a great deal can be added to the students'

f
Combining typing with practically any subject can be

acbompl@shed successfully and profitably, thus maklng typing

e

subject--a goal that Dbusiness teachers are all

to attain.
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'Bqulpment and its Maintenance

;Daviée No. 21

i A simple but effective plan for malntenance of records

;concerning typewriters and their history ls suggested by

1Fairman.27

' Number machines on the left slde, near the
back--Nos 1-35 in ons room, 36-65 1In a second,

| 66-98 in a third. (Numbers should vary

| according to individual schools). To do the
numbering, use a metal paint (30 cents for a

i 2-ounce can), an art paint brush (10 cents),

| and a childls numbering stencil with half-inch
figures (10.cents).

Then make a card file for each room.
Across the top of each card, type the painted
number, the maeke, the model, and serial number
of a machins.

If a machine gets out of order, its card
i3 annotated and moved to the front of the
file. When the repairman comes, he goes to

| the Tile and knows instantly what machines
need attention. After repalring them, he dates
the cards and indicates nature of work done,

There are many merits in thls plan.
1, It is simple, easily understood.

2., The repalrmen need not bother the
teacher to determlne the repalrs
neeaded.

| 3., The large numbers enable anyone to
' find any machine quickly.

4, It 1s easy to return machines to
the right room after summertime
overhauls.

| ; 5. The teacher is bullding a cumula-
: : tive repair history for each
typewriter.

vaairman, A. G., "Trick-of-the-Trads," Business Teacher,
September-0October, 1955, p. 14. _
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: Device No., 28
; Another method of keeping machine repairs and history
'is the following suggested by Cain:<8
L ;1. On one side of a manila folder, draw light pencil
lines that divide the sheet into blocks, similar |
to a seating chart of a classroom,
2. In the upper left-hand corner of each block,
insert the number of each machine,
‘3. Fill out the remaining area of the block with
} ruled lines about 1/4 inech apart,
| ‘4. Mount ruled forms on bulletin board or other
accessible place,
5, Each time trouble is found with a typewriter,
the symptoms are wrlitten ;n the proper block.

{ EBach time the repairman comes, he notes the symptoms
| :
land crosses them off after correcting the trouble. Thua,

a complete record on each machine 1s maintained.

280ain, Marietta, "Tricks-of- thevTrade,” Business
Teacher, March, 1955, p..1ll. e
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lGradins

Grading beginning typewriting students at the end of |
tthe first marking period 1s often a problem., Most teacheré
'wlll agree that bullding correct technique 1s the firat
iobjective iIn typewriting. Technique 1ls the basis on which‘
i speed and control are’built; Why tell students that the
'objective 1s to learn good technique and then tell them
|

. that their grades will be based on spsed and accuracy? |

'Device No. 29
i

. The following plen, suggested by Burraé,zg might be

followed. | |
Duplicate the following form and give one to each

;studeﬁt with the explanation that they would be rated on

'the five techpiques. The teacher keeps 8 similar form

iand indicates weekly'rétings to student, showing him why'hai

was rated thus and so. At the end of flve weeks, the

‘teacher has a sound basis for a mark for each student,

%ith ﬁoth the teacher and the student knowing and under-

standing why the mark is what it is.

(Form on following page)

|
[ 2gBu:c'ras Darrell V., "Let's Grade Beginning Typists
ﬁor Technique, .Business Education World, May, 1959, p. 19.
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Device No. 30

| |
A-similar method of grading beginnling typling students

30 |

has been suggested by Mlller. |
! Set up individual score sheet for each student, For eacL

c{ass, label a manila folder in which 1s placed a sepafate j

speet,for each student, Thess should be availablelfor studen%s'
| ‘

reference., Students should not be graded every day.

Sample Sheet

Name 3 Gayle Hart i
Wéeks 1-8 '
Basglce Technique

| Posture BBAA ;

Stroking ability GCBB
Kéeping eyes on copy ABBA

Manlpulatlon of carriage return, shift key, o
paper roll, etc, CCBA i

Others

Fundamental Xnowledge g
Knowledge 6f keyboard BCBA
Aﬁility to set margins DCBB

quk Habits AA

Pérts_of typewritér ABBA
Others |

Remarks: ‘
: Cooperative attitude; enthusiastic

GRADE B

|
|
| 5OMiller G. C., "Blueprint for Grading in Beginning :
Qypewriting," The JOurnal of Business Education,. January, 1956
p. 171, .
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! Device No. 31

; ?he followlng is a technigue test which students

. adminlster themselves. No grade i1s given for this test,

- but it is excellent as a devlce for students to see and

I correct some of their weak points. This is based on an

~article by Lloyd,51 in which he giveé the student the

' following directions

: L.

See whether you have any "flying capitals" that
perch above the line of wfiting. If you do,
obviously you are not handling the shift key
correctly. You are either holding it down too
long or not long enough. Hsre are two special
drill 1ines that will help. Type them alternately
and repsesatedly: |

K KL Kit D Dr Dr. L Lo Lot S Sa Say M Mo Mow

K Ke Ken D Do Dog L Le Let S Su Sue M Ma Man

Do yoﬁ have an eneﬁen, irregular touech with
1ight letters and heavy oneés in the same lines?
Then, you are.typing too jerkily, probably '
ﬁushing too hard for speed and forgetting to
type smoothly. You shouwld type many lines of
three-letter words 1like these:

and but can did end for got hay‘its jar ken lap may
net owe peg que rue six the use vow who tax yeh zip
Is the first letter of some words off center tbwardz

the left? Then, you have a lazy thumb, or you are

| Blr10yd, Alan C., "Test Your Typing Techniques,"
Today's.Becretary, April, 1955, p.. 21l1. .

|

|

|
4o



48

leaning your wrists on the front of the machine
which may result in not releasing the space bar :
qulickly enough., Keep a half-inch space under your |
palm and type lots of drills like these:

If I am to go to see him, do I 4o 30 now or later?
had-doe elk ken not tow who our rig gyp pal led ‘
Is your typing pock-marked with heavy letters,
usually with a faint shadow after the heavy letters?
Then, either the typebafs are bent, so they clash '
éften, or, more likely, you're holding keys down
instead of relsasing them qﬁickly. Type lots of
lines lightly using easy, speedy senﬁences:

The man and the boy got the day off and the pay.

Now is the time to come to the ald of the party.
Check closely for words omitted or turned around
because they indicate that you are reading too fast,
letting your eyes get too far shead of your fingers.
Try spelling the words as you type them, and type
drills like these to help you concentrate and slow
down your reading: ‘
j'acquerrai je courrail je dormiral jlassailliral
.éod yzal eht revo depmuj xof nworb kciuq ehT

Are most of your errors on the bottom row of the
keyboard? Then your hands are being held too higﬁ.
Your chair may be too high, or your machine too low;
or your hands may bounce up in the alr too much, l

Practice drills loaded wlth words typed on the hoﬁe

and bottom rows, like:
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sand lamb celm hand sack lax, cab. j/b, van, jazz'
clang lacks shack bands blank mazes fangs? black '
Are most of your errors on the third row gf the |
keyboard? Then your hands are being held too low,
Your machine may be too high or your chair too low;
or you may be leaning ybur palms on the front of

the machine. Drill on words typed on the home and
third row, like: |
part duty lore just wise jury sult kept tide your:
thelr spout jéust pride wherse right petty wordy |
Are most misstrokes adjacent to the keys you should
have struck? For example, do you strike "r" for "it!
and "t" for‘"r", tell for "u" and "w' for "y", and so
on? Then your little fingers aren't properly
anéhofed to the home keys, Practiée wordas with
meny "ats", "atg", "1's", and semicolons, as:

lava sall lass lad; data jags asks sass awls says
falls brass yells gala; gall; sills talks stalls

Do you sometimes substlitute one ending of a word

for another ending (like "ing" for "in", or "es"

for "ed"), or somebtimes type the same word twice?
Then you're finding it hard to concentrate on yoﬁri
ﬁyping. Practlce on the much-alike combinations, as:
gslon tion clon. five find fire. able ible ical

now not nor. asm ism 1se ize, ing ine ion lor

Are some letters so light that you can't see them?

Then, you're not strlking the keys hard enough; or.



|
mostly on the easy home rows, such as the followidg:
I

H l e
50

|

|

‘ ~perhaps you are not writing rhythmically enough

A ' i

2 to give each stroke its share of time and atten- |
‘ l? tion. Practioe'typing words of the same length,

‘ 1

disk hall gold alas desk fold dusk wall told glad |
I

g
i I
| i jaded salad halls faded glass flask dolls class
‘ |
1

| Writer's suggestion: These drills may be given to
il.: . .-

‘studéhté separately, depending on student's weak points.
| 3y

;Theerould make excellent after-school drills to correct

'some !fault that has been troubling the student.
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Device No, 32

A method of grading typed material, such as letters,
manuscripts, and tables is suggested by Lloydsz as follows:
Afber reading typed material, use this graduated

p?naltias_plan: Take off 3 polnts for a major error, 2 for
a'minor efror, and 1 for a typographic error.
| Grade students' work on the basis of total prenalties
charged, such as ” |

Penaltles: O 1 2 3 4 5 6 7 8

Grade: A A B B C ¢ C D D

i A major error would be one where a letter 1s set up
cbmpletely wrong, omissiqn of an essential part, or some
o%her ﬁistake that renders the letter complebtely unmailable.
For example, in menuscripts, 2 misused gquofation or wrong '
mgrgins would be major errors. In btables, wrong set-up or
wrong ﬁigures would be major eTTOTS.

; A minor error would be one thet could easlily be
%orrected or one that leaves the material mallable but not
set up according to fhe teacher's standards.

? For typographical errors, one point 1s deducted.

This method 1s clear to both students and teachers and
aeemsifair and simple. |

Different wvariances of this plan might be adopted.

32Lloyd, Alan €., "Graduated Penalty Plan--a New Way
to Grade a Typing Problem," Business Teacher, December, 1956-
Janunary, 1957, p. 10. - ‘ ‘
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ﬁevica No. 33

The following is based on an article by ¢ain3> on the
s;u'bje ot of mailability.
i Specifically stated, mallability means that which can be
@ailed‘out, if the following can be justified:
| 1. Erasure that cannot be detected by evidence of
tell-tale marks or roughened portion around the
corners of serasure.
2. A nlcely set up and attractive letter with
clear, even intensity typing.
3. Acceptable variations from the correct form
~ Which change nelther meaning nor thought.
Grading on mailability is easier than gradlng on
gumber of errors since the teacher nesed check only to the
first:error made on the letters, hoting these on a slip bf
ﬁaper. She then should bring these errors to the attention
of the class, thus covering most of the common errors. .
(A check mark for each mallable letter i1s put into the rank |

ook with a zero Ffor the non-mailable ones, The total

numbef of possible checks 18 dlvlded into one hundred at
?he end of the term, and each check is worth that number of
ﬁoints. Example: Assume that £ifty paepers are corrected
«and that each paper is worth two points, If a student has.
3@rty'checks, his mark is 80 or a B with further allowance

made for speed to either raise or lower the grade).

350ain, Marietta, "This Matter of Mailability,
iypewriting News, Spring, 1959, p. 2.
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Device No. 34

The following is suggested by Clayton. 54
Suggested Advanced Typling Progress Shset

; This chart, to be used by the advanced typing
| student, enables the student o compete with him-

= self., The student is glven points for starting
speed at the beglnning of the grading period and
for achieving an increase in net rate in the
various brackets indicated., Net rate 1s deter-
mined by deducting ten words for each error on a
five~minute writing with a maximum of five errors
on each writing. The total polnts sarned may be
ugsed toward reachlng a grads.

It is suggested that a bar chart be kept on the bulletin
board to keep the student in competltlion with his classmates
aé well as with himself, ZEach student keeps hls own progress
sheet up to date and at the end of the grading period, turns
it In to the teacher to be compared with the bar chart.

| : ADVANCED TYPING PROGRESS SHEET

(Namse )

S1ix Weeks' Goal

Polints

Points for starting speed at the beginning of six weeks!
perilod. .

?oints for improvement in "20-30" wpm bracket.
Points for improvement in 31 40" wpm bracket.
i Points for improvement in "41-50" wpm bracket.

Points for improvement in "51-60" wpm bracket.

_Points for improvement in "61-70" wpm bracket.

340layton, C. C., "Motivation for Advenced Typing Glasses,"
The Balance Sheet, March, 1958, p. 309. .




|
‘Point Chart

; 1 Point for each wpm for the six weeks' starting speed.

| 5 Pdints for each wpm improvement in 20-30 wpm bracket.

10 Points for each wpm improvement in 31-40 wpm bracket,
'20 Points for each wpm improvement in 41-50 wpm bracket.

30 Points for each wpm improvement in 51-60 wpm bracket.
|

40 Pdints for each wpm improvéménﬁ in 61-70 wpm bracketk.

54
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Device No. 35

55 a3 an aid to

The following i1s suggested by Carter
feachérs in grading timed writings.

HOW TO USE THE PER CENT OF ACCURACY CHART

"With this chart the student may easily'deferﬁine withi
%hat per cent of accuracy he is typing. The percentage has
been figured on the basis of correct words per minute. For;
example, if the student types 200 words in five minutes with
two errors, he is typing 198 words correctly. The per cent,
?f accuracy is found by dividing the total correct words by
the t&tal words typed (198 + 200). The student, in a mat- |
%er of seconds, can locate on the chart his gross words per
minute (40} and his errors (2) and know how accurately he
has typed (99%)

This device may well be a time saver for teachers who
consider accuracy a3 one of the component parts of a final
mark in typewriting. Just as standards for grading are set
for words per mlnute, standards for per cent of accuracy can
pe esﬁablished for A, B, C, D, and F.
| The use of the chart is flexible. The chart can work
for & teacher whether he is "control" ?ohscious, "gpeed”
minded, or squally concerned‘with coﬁtrol and speéd. Tﬁe
éiffefence will be interpretation and the standards thét

are set. The following standards are suggested:

550arter, Juanita E., "Per Cent of Accuracy Chart,"
Typewriting Wews, Spring, 1955, p. 8. -
| i
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98.6--99.0
98,1--98.5

]3‘ ..... 97.5--98.0

Below 97.5
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Gross Words

- FIVE-MINUTE TIMED WRITING

N U HBE R oF E R RO RS

——

Per Minute 1 2 3 4 5 8 7 8 9 10
20 99.0 £8.0 97.0 96.0 95.0 94,0 95.0 92.0 91.0 90.0
21 99.0 98,1 7.1 96.2 95,2 94.3 93.3 92, 4 8l.4 90.3
22 99.1 98.2 g97.3 96.4 95.6 94,5 93.6 92.7 gl.8 90,9
23 99,1 g98.3 97,4 96.5 95.7 94.8 93,9 93.0 92,2 91.3
24 99.2 98.3 97.5 96,7 95.8 95.0 94,2 93.3 92.5 8L.7
25 99,2 . 98.4 97.6 96,8 96,0 95.2 .. 94.4 .93.86 92.8 92.0
26 99,2 98,5 97.7 96,9 96.2 95,4 94,6 93.8 93,1 92.3
27 99,3 98.5 97.8 97.0 96,3 95,6 94,8 94.1 93,3 92.6
28 99,93 98.6 97.9 97.1 96,4 95,77 85,0 94,3 95.6 92,9
29 99.3 98,6 av7.9 97,2 96.6 95,9 96.2 94,5 93.8 93.1
30 99,3 98,7 98.0 97.3 96.%7 96,0 95.3 94.7 94,0 93,3
31 99,4 98,7 98,1 97.4 96.8 96,1 95,5 g4.8 94,2 93.5
32 99.4 98,8 88,1 97.5 96,9 96.3 95,6 956.0 94,4 895.8
33 99,4 g8.8 98,2 97.6 97,0 g96.4 95.8 95.2 94,5 93,9
34 99,4 98,8 98,2 97.6 97.1 S 96.5 95.9 95.3 94,7 94,1
35 99,4 98,9 98.3 97,7 87.1 96.6 96,0 95.4 94.8 94,3
36 99,4 98,9 . 98.3 97.8 97.2 96,7 96,1 35.8 95,0 94,4
37 99,5 98,9 98,4 97.8 97.3 96,8 96,2 a95.%7 95,1 94,8
38 99,5 98,9 88, 4 97.9 97.4 96.8 96,3 95.8 95,3 94.%
39 99.5 99.0 98.5 97.9 97.4 96,9 96,4 95.9 95,4 94,9
40 99.5 89.0 98,5 98.0 97.5 97.0 96.5 96.0 95,5 85,0
41 99,5 948.0 98,5 98. 0 97.6 97.1 96,6 96,1 95.6 95,1
42 99,5 99.0 98,6 98,1 97.6- 97.1 96.%7 96.2 95,7 95.2
43 99.5 92,1 98.6 98.1 97.7 97,2 96.7 96.3 95,8 95,3
44 99,5 99.1 98.6 898.2 7.7 97.3 96.8 96.4 95.%8 958.5
45 g99.6 g9.1 98.% 98,2 97,8 97.3% 96.9 86, 4 96,0 956.6

LS



—Gross Words

2

7

Per Minute 1 3 4 5 & 8 10
46 99.6 -99,1 - 98,7 -98.3 97.8 97.4 97.0 - 96.5 96,1 - 95,7
47 99,6 93,1 98,7 98,3 97.9 97.4 97.0 96,6 26,2 95,7
48 99,6 99,2 98.8 98,3 97.9 9%7.5 o7.1 96.7 96,3 95.8
49 99,6 99,2 98.8 a8, 4 98,0 97.6 97.1 96,7 95.3 95,9
50 99,6 99,2 98.8 98,4 98,0 97.6 7.2 96.8 86,4 96,0
5l 99.86 99.2 98.8 98.4 98.0 g7.6 g97.3 56,9 96.5 96,1
52 99,6 99.2 98.8 98.5 98, 1 97,7 97.3 96.9 96,5 86.2
b3 99,6 99.2 98,9 98.5 98,1 97,7 97.4 97.0 . 96.6 96,2
54 99,6 99.3 98,9 98,5 98.1 Q7.8 97.4 97.0 96,7 96.3
55 99.6 99.3 98,9 98.5 98,2 97.8 97.5 g97.1L 96.7 96, 4
56 99,6 89.3 98,9 98.6 98,2 97.9 97.5 97.1 96.8 96, 4
57 99,6 98,3 98,9 98.6 98.2 97.9 97.5 g7.2 96,8 96, 5
58 99,7 99,3 99.0 g98.6 98,3 a7.9 97.6 g7.2 96,9 06,6
59 99,7 99,3 99.0 98.6 98,3 28,0 o7.6- 97.3 96,9 96,6
60 99,7 99.3 99,0 98,7 98,3 98,0 97.7 - 97,3 g7.0 96.7
61 99.7 99,3 99,0 98,7 98,4 88.0 9.7 97.4 97.0 . 96.7
62. 99,7 99,4 99.0 8.7 98.4 g8.1 97,7 97.4 97,1 96.8
63 99,7 99.4 99.0 98.7 98.4 98,1 97.8 97.5 97.1 86.8
64 - 997 99.4 99,1 98,8 98, 4 98.1 97.8 97.5 97.2 96,9
85 99,7 99,4 99,1 98,8 98.5 98.2 7.8 97.5 97.2 96,9
66 99.7 99.4 99.1 98.8 98.5 98.2 97.9 97.8 97.3 97.0
67 99,7 99.4 99,1 98,8 98.5 98,2 7.9 97.6 97.3 97,1
68 99,7 99. 4 99.1 98.8 98.5 98.2 97.9 97.6 97.4 g7.1
69 99,7 99,4 89,1 98.8 98.6 98,3 88,0 97.7 97.4 97,1
70 99.7 99.4 99.1 98.¢ 98.6 98,3 98.0 97.7 97.4 97.1

85
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ﬂevice No. 36

SAMPLE OBJECTIVE TEST

Some teachers utilize the objective.test to ascertain
how much general information students have retalned at the
qnd of flrst year typewriting. One of these tests, sug-
éeated by Gleary‘,56 i1s as follows:

i In each of the followlng statements, the underlined
Jord or words defermine whether the statement 1s true or
false. Read each statement, then circle the word True or
1. When you place & colon or comma

after the salutation of a letter,

you should p;ace a comma after

the complimentary close, True False
2; The first page of a manuscripf ' "

should not be numbered. True False
i 3. The return address on:an |

énvelope should be typed double

space in the upper left-hand

corner of the envelops. True False
4, The best procedure in proof-

feading typewrltten work‘is

to proofread for errors while

the work 1ls still in the type-

writer. ' True False

36C1eary, Joseph E., "Objective Inventory Test in
Typewriting,” Business Education World, Janusry, 1955,
pp. 32-33,




10.
11.

12,

13.

On an envelops, the address should

be centered vertically.

If the paper ydu insert into

the typewriter does mot go iIn

stralght, you should take it out

and ingert it again properly.

The second page of a'two;page
business letter may be typsd on
the back of the first page.

The title of a magazlne article

should be enclosed in quotation

marks,
In removing paper from the type-

writer, one should roll 1t out,

using the right-hand cylinder
knob.

A footnote should be typed
double space.

Pica type 1s larger than elitse
typs.

The typist should space twice
after any mark of punctuation
ending e sentence.

In making a neat erasure, the
best procedure ls to place a
8t1ff card behind the carbon

paper.

True

True

True

True

True

True

True

True

True

60

Falae

False

False

Palse

Palse

Falsze

False

False

Felae
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For normal typing, the ribbon-position
indicator should peint to white.

The Toman numeral, Six! is made by

striking the Ggpitai "y" and the
Capital "i" in,ﬁhat sequence.
?he'typiét'should apply olil

blentifullg to- all moving parts of

the typewriter.

The typist.should omit the 1inside
address when typing a postal card.
In'dduble-spaced matter, the

ﬁypist should leave two blank lines

between parsagraphs.

When filling.in a ruléd form (such
as an applicétion.blank), the typist
should aim at typing slightly above
the line. -
An address should be typgd en an

envelope in not fewer than three

lines;

True

True

True

True

True

True

True

BE Rt it 'F{E"’M?-«-!&'ﬁ{";'m
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Device No. 37
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deiceygor recording marks after grading

g The following is based on an ldea suggested by
L%oydiav
'£ In grading papers, 1t 1s a great timssaver to give
e%ch.sﬁudent the number of the line on which:his name
aﬁpears in the rollboock, and direct all students to type
nét only thelr names but aléé thelir period and rollbook
numbar at the top of each paper they turn in.

; Thus, Marion Travis, whose name may be on line 25
of yoﬁr third-period classa, identifies her work in this
%hnner:

| ' - 3/25 Marion Travis

| When you,record.her paper, yéu need not scan the
'namesﬂfor Travisg; you go directly to line 25. This saves

é great deal of time.

Device No. 38

;g Recording Speed Rates,58 record only the best

timed writing of the week and only the work that is

acceptably completed.

! 37Lloyd Alen C., "Saving Time in Your Typing Classroom,
'Business Education World, May, 1955, p. 22.

581pbid., p. 23,



CHAPTER V
| | SUMMARY AND RECOMMENDATIONS

The data for this study were collected from approxi-
mqtelj forty magazine articles with sketches provided for
tﬁe bulletin board displays.

; Selection of idess was limited to business educatlion
p&blic#tions of the years, 1955 through 1959,

. The number and types of devices summarized in this
sgudyIWere as follows: Seven bulletin board displays;
two suggestions concerning demonstration; four erasing
f?chniQues; two games for motivating studenté toward hlgher
géals; one Christmas device containing six ideas; eight sug- |
gestions for composltlon at the typewrlter; two methods of
cémbining typewriting with other courses; two suggegtions
for maintalnlng equlpment records; snd ten gradlng and
tésting devlces. |

An snalysis of this study indicates that business
education publishers are anxious to publish constructive
ldeas and are generally striving to assist teachers in any
way poséibla. |

There seems to be general agreement that students
bpcomé}bored with the "sameness" of instruction. Thereforse,
tbacheis should imprové their méthods, theilr material, and
thelr motivétional and teaching devices in light of

experimentation in the classroom.
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Recommendations
| 1. A survey may be made to determine tThe extent
tBat business education publications are actually being
used by teachers in the fisld of typewriting.

% 2. A survey may be made as to usage of bulletin
boards in the typewrlting room. Some questions which
m&ght be answered are the following:

(2) Who prepares the bulletin boards?
T | (b) From what sources are ldeas obtained?
{c) How often are the bulletin boards ch&nged?
! | (d) How much bulletin board space is availablé in |
the typewriting room?

| 3. A survey may be made to determine which busliness
education periodicals are preferred, which type article is
pieferred,and the reasons for these prefersnces tabulated in?order-

to give publishers definite ldeas for future contributions which

wbuld be most helpful to the business educators ln our countfy.
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