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C BAP TER I 

INTRODUCTION 

The business teacher in her typewriting classroom is at present con¬ 

fronted with a wide variety of remedial instructional methods for improving 

the typewriting accuracy of her students. However, there are few up-to- 

date resources readily available to which the present-day business teacher 

of typewriting can turn for aid in helping her students to improve. It 

has been the intention of the writer to make it possible for business 

teachers engaged in the teaching of typewriting to improve the effective¬ 

ness of their remedial teaching methods by presenting the values of error 

analysis as a method of remedial instruction in the improvement of the 

individual student’s typewriting accuracy. 

Purpose of This Study 

The primary purpose of this study has been to aid the business teacher 

in the field of typewriting, in establishing a better teaching-learning 

situation through a better understanding of the use of error analysis in 

their remedial instruction. 

The second purpose of this study has been to present the values of 

error analysis as a method of remedial instruction in the improvement of 

the individual student’s typewriting accuracy. 
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Definition of Terms 

Business Education and Commercial Edncation« The two terms business 

education and commercial education are used interchangeably through the 

report. The former is, however, the newer and more widely accepted term 

today* 

Civic Intelligence* Civic intelligence implies the ability to 

visualize that education does not exist for the individual as an individual 

alone but that it functions in the interest of society. 

Occupational Intelligence* Occupational intelligence includes such 

abilities as knowing how to handle unusual situations in the office, under¬ 

standing office procedures peculiar to the firm and being able to carry 

them out without specific and detailed directions, locating and using varied 

sources of information, and knowing the WHY as well as the HOW of the job. 

Social Intelligence. Social intelligence is the ability to get along 

with other people with whom the trainee lives and works. 

Delimitations 

This study has been limited to the use of error analysis as an indi¬ 

vidual remedial instructional method of improving typewriting accuracy. 

The analysis and elimination of errors has been limited to those causes 

and drills which have proved most effective by professional business 

teachers in their typewriting classrooms. 

Procedures 

Procedures have been centered around a thorough analysis and evalua¬ 

tion of the use of error analysis as an individual remedial instructional 
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method of improving typewriting accuracy. The study has been based upon a 

review of literature related to the study of error analysis as a remedial 

instruction method for the improvement of the individual student1s type¬ 

writing accuracy. 

Purposes of Business Education 

In regard to specific purposes of business education. Tonne, Popham, 

and Freemani^ have divided business education into two major types: (1) 

training in those phases of business that concern every member of organized 

society, and (2) specialized instruction for those who wish to become wage 

earners in specified occupations. The following figure illustrates these 

various goals: 

BUSINESS EDUCATION 

General Business 

Education 

Technical Business 

Education 

Consumer Economic Occupational Specific Job 

Education Education Intelligence Training 

Figure 1—Goals of Business Education 

±1 Herbert A. Tonne, Estelle L. Popham, M. Herbert Freeman, Methods of 
Teaching Business Subjects, New York: Gregg Publishing Company, 19^9* 

P. 13. 



The first major purpose of business education, as stated in the pre¬ 

business and (b) a clear understanding of the nations economy. The first 

purpose is associated with the student as an individualj the second, with 

the student as a member of the community. 

The second major purpose of business education is to provide specific 

(a) training in specific job skills, and (b) achieving the ability to use 

these skills in the environment of business. The latter is often called 

Occupational intelligence•” It is an aspect of social intelligence or 

social adaptability. 

Tonne, 2J in his text. Principles of Business Education, states that 

the first major purpose of business education is the education of persons 

to be intelligent consumers of the services of business and to obtain a 

clear understanding of the nation's economy. His second purpose is that 

business education provides technical, or specific, vocational training. 

The four purposes of education as defined recently by the Educational 

Policies Commission^]/ are (l) self-realization, (2) human relationship, 

y ibid, p. 7. 
y Ibid, p. 3. 

3/ Herbert A, Tonne, Principles of Business Education, Gregg Publishing 

Company, l^?, pp. 32-33. 

ceeding figure by Tonne, Popham, and Freeman-/ is non-technical and involves 

(a) the education of persons to be intelligent consumers of the services of 

vocational Business education for the job las two purposes: 

V The Purpose of Education in American Democracy, National Education Asso¬ 
ciation of the United States and the American Association of School 
Administrators, 1201 Sixteenth Street, N. W., Washington, D. C. 
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(3) economic efficiency, and (ij.) civic responsibility. Tonne, Popham and 

Freeman!/ apply the four purposes of secondary education to the field of 

business education as follows: 

1. Self-Realization. Obviously, one of the major objectives 

of education is the development of the individual in 

accordance with his potentialities. Often ’’finding him¬ 

self” vocationally is the beginning of such growth, and 

certainly business education can contribute its part to 

education for self-realization. It should foster the 

development of an inquiring mind. It should increase 

the pupil*s facility in speaking, reading, and writing 

the mother tongue effectively and in making necessary 

arithmetic computations accurately. 

2* Human Relationship. The prospective worker in business 

should know that only 15 per cent of employees who lose 
their positions do so because of inability to do their 

work and that the other 85 per cent are dismissed be¬ 

cause of personality defects or inability to maintain 

satisfactory human relationships. Business classes 
should be conducted in such a way that students learn 
to work cooperatively, to accept criticism thought¬ 

fully and appreciatively, and to observe the rules of 

courtesy at all times. 

Ecoftoroic Sfficiency. Business education should, of 
course, contribute most to the development of economic 

efficiency. The vocational business student should 
know the satisfaction of good workmanship. He should 

understand the requirements of, and opportunities in, 

various jobs so that he can make a wise vocational 

choioe. He should see his place in the total occu¬ 
pational picture. The business student should also 

become prepared to plan the economics of his own life 

and develop standards for guiding his expenditures, so 

that he will be an informed and skillful buyer who can 

safeguard his interests as a consumer of goods and 
services. 

Tonne, Popham, and Freeman, op. cit., p. It 
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i|.* Civic Pcesponsibility# Business education can contribute 
to the development of civic responsibility through help¬ 

ing the student understand the complex social structure 

in which he lives* A worthy objective of the business 

courses is to help to develop educated citizens who are 
economically literate* 

Purposes of Typewriting Instruction* Hext it is essential to consider 

the purposes of typewriting instruction in relation to the general field 

of business education* It must be kept in mind when considering the pur¬ 

pose of typewriting that the purposes will vary from community to community, 

from course to course, and from instructor to instructor* Tonne, Popham, 

and Freemani^ present the reader with the following list of general type¬ 

writing purposes: 

1. To develop the ability to operate and maintain the type¬ 

writer efficiently: 

a. The student should display good technique in key 

stroking and in machine manipulation* 

b. He should understand the mechanical features of his 
machine, so that he utilizes fully all devices that 
save time and increase operating efficiency* 

c* He should arrange his materials so that there is an 

orderly steady flow of work through his machine. 

d* He should care for his typewriter properly* 

e* He should be able to change ribbons quickly. 

f. He should know when his machine is out of order and 

report the facts intelligently, so that it may be 

repaired with minimum delay and maximum efficiency. 

2* To build a fund of applied knowledge as to correct English 

and acceptable typographical usage relative to typewritten 

materials: 

2/ Ibid, PP. 95-99. 
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a* The student should know the rules for spacing after 

all punctuation marks and the correct styles for 

expressing numbers under various circumstances, 

b. He should know how to set up a personal letter and 

a business letter, 

c. He should know how to place punctuation marks in 

relation to quotation marks and parentheses, how to 
indicate the time of day, and how to type titles of 
books and periodicals in order to differentiate them 

from chapters or articles in books or periodicals, 

d. He should be able to apply the rules for word divi¬ 

sion at the end of the line, 

e. He should be able to type special characters not 

found on the keyboard, such as division sign, 

f. He should be able to set up simple manuscript copy, 

3* To develop the ability to use the typewriter as a writing tool: 

a. The student should be able to compose effectively at 

the typewriter, to correct copy while typing it, and 

to think as he types, 

b. He should be able to type "while something else is 

focal in his consciousness." 

c. He should be able to correct his errors by making neat 

erasures and by crowding or spreading letters. 

iw To develop the habit of proofreading accurately: 

a. The student should learn the techniques that will 

improve his skill as a proofreader. He should be 

held responsible for finding all errors in every 

piece of production work he does. 

b. He should acquire a critical attitude toward spelling, 

punctuation, syllabication, and grammar. He should 
develop a strong habit and skill in the use of the 

necessary reference books. 

o. He should develop high standards for acceptable work. 

5. To learn to arrange material attractively: 

a. The student should be able to center a title or exercise, 

b. He should be able to place a letter attractively—at 

first perhaps by using a placement chart or rule; later 



- 8 - 

by estimating the length of the letter and using 

judgment-placing. 

c. He should be able to set up material on postal cards. 

d. He should be able to set up letters on paper of 

varying dimensions. 

e. He should be able to arrange a simple tabulation 
quickly and correctly the first time he attempts it. 

f. He should be able to address envelopes in standard 

block, semiblock, and indented styles. 

g. He should be able to type from rough draft. 

h. He should be able to make simple outlines. 

6. To prepare duplicated copies: 

a. The student should be able to prepare carbon copies and 

other types of duplicated work. 

7. To form good work habits: 

a. Th© student should learn how to work industriously and 

effectively. 

b. He should learn to complete every job acceptably the 
first time he attempts it. 

c. He should establish timesaving work routines. 

d. He should develop ability to work with relaxed poise 
and without emotional tension. 

e. He should acquire a cooperative attitude, which enables 

him to work well with fellow students and to adopt sug¬ 
gestions for improvement readily. 

f. He should become self-analytic, so that he can develop 
his potentialities in typewriting. 

8. To integrate typewriting skills and knowledges: 

a. The student should be able to apply his typewriting 
skill to problem situations* 

b. He should be able to maintain a steady production 

rate over a longer period then consumed by the 
usual speed test, which involves copying only. 
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Objectives of Business Education 

General Objectives♦ Business education is an integral part of a full 

and diversified education* Turille^^/ has stated that a cultured individual 

has a well-rounded personality* Business education supplements but does 

not supplant other areas of secondary school education* It complements 

and serves as a valuable adjunct to general education objectives* The 

Seven Cardinal Principles in Secondary Education^ included (l) health, 

(2) command of fundamental processes, (3) worthy home membership, (ij.) 

worthy use of leisure time, (3) vocations, (6) economic, and (7) civic 

development* 

In 19h5, 'fch© National Education Association^/ commented on certain 

policies in American secondary education in its report, ^Education for All 

American Youth*” It recommended that the objectives of secondary schools 

should be to provide each student with information, habits, and skills 

which would enable him to meet post-high school life as it is* N0t only 

would the high school graduate be trained to be a good citizen and a good 

consumer, but he would learn the beginnings of a trade or occupation* 

Stephen J. Turille, Principles and Methods in Business Education, 
Staunton, Virginia: McClure Printing Company, I9I+9, p. 

1/ United States Bureau of Education, 
Education, Bulletin 35* 

Cardinal Principles of Secondary 

National Education Association, "Education for All American Youth.” 

ws: 
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Dr* A* 0. Colvin of Colorado State College of Education listed the 

following eight objectives of high school business education:i/ 

1* The Deferred Vocational Objective* The school should make 
it possible for the pupil to get sufficient business infor¬ 

mation and a degree of proficiency in the use of one or 

more of the business skills to enable him to prepare for 

a beginning position in a store or an office, with a mini¬ 

mum of additional preparation after he leaves the high 

school* 

2* The Vocational Objective* The school should make it pos¬ 

sible for pupils to get all of the information and skills 

that are required to qualify them for beginning positions 

such as billing machine operators, calculating machine 

operators, etc. 

3* The Exploratory Objective* The school should provide an 
opportunity for the pupil to explore and try out his 

interests and abilities in the field of business educa¬ 

tion in short unities of exploratory experiences* 

ij.* The Occupational Information Objective, The schools 
should give the pupil an opportunity to gain useful infor¬ 
mation about business occupations, encouragement in 

selecting an occupation, and help in discovering and 

appreciating the social significance of the different 

business occupations. 

5* The Personal-Use Objective* The schools should give the 
pupiT an opportunity to develop a satisfactory degree of 

proficiency in the use of one or more of the business 

skills to meet his nonvocational personal needs. 

6. The General Business Principles Objective. The school 

should enable the pupil to gain tetter understanding of 
the agencies, the functions, the methods and practices, 

and the organization of our American system of business 

enterprise. 

A. 0. Colvin, "Appraising Business Education," The American Business 

Education Yearbook, Vol. Ill, New York, I9h6, pp. 1I4-2O. 
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7* The Business Ethics Objective, The school should help the 
pupil to gain a philosophy of business and a desire to 

improve business practices generally that would carry over 
into his adult life and result in better ethical practices 

and the improvement of the services of business. 

8. The Consumer Education Objective. The school should provide 
certain consumer information and skills that will be useful 

to the pupil in his personal economic planning, in his buy¬ 

ing for consumption, and in the safeguarding and protection 

of his interests as a consumer. 

Specific Objectives of Business Education. ‘Within the area of business 

education, Turi llel/ classifies the more specific objectives into the fol¬ 

lowing three basic categories. These three primary objectives include the 

development of occupational skill or vocational competency on the initial- 

employment level; the development of occupational intelligence in all our 

business trainees; and the provision for related technical knowledge. 

Future Objectives of Business Education. The Philadelphia 

has reported in its nFunction of Business Education in a Democracy” the 

following future objectives for business education: 

1. Balance in the quantity and quality of available trained 
business students should be achieved by means of intelli¬ 

gent planning and coordination, the essence of which will 

be guidance, not prescription. 

2. Business education in the future should attempt to give its 
students as much real business experience as possible by 

drawing upon community resources for business education in 
the future, it should increasingly identify itself with com¬ 

munity interests. 

Turille, op. cit., p. 6. 

Philadelphia Committee, ’’Function of Business Education in a Democracy,” 

Eastern Commercial Teachers Association, Fourteenth Yearbook, I9I4.I, 

pp. 20-2% 
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3. The specialized vocational courses should continue to be 
improved to the point, in general, where employ-ability and 
employment opportunity meet. Social and economic factors 
are forcing this up-grading. Society will approve the added 
cost. It is a sound social investment. 

1|. Business education in the future should give increasing 
emphasis to the character and personality development of 
its pupils. 

5* Business education in the future should give greater atten¬ 
tion to citizenship training. 

6. The business education curriculum of the future should be 
organized around broad interest fields of related, sequen¬ 
tial experiences insofar as the nature of the subject 
matter and time will permit. 

7* Business education of the future should refine and 
re-invigorate its program of consumer education. 

8. Business education in the future should expand its program 
to meet a continuing demand for well-trained workers in the 
distributive trades. 

In regard to the future objectives of business education, Beckett^/ 

has defined them as (a) to prepare for vocational competency, including 

skill training and development of occupational intelligence, and (b) to 

provide a non-vocational education which will create proficient consumers who 

will possess an appreciation and an understanding of the business world in 

which they live. 

every typing course is to enable students to learn to use the typewriter as 

Alvin C. Beckett, "Objectives and Curricular Patterns of Business Educa¬ 
tion in the Secondary School," The National Business Education Quarterly, 

Objectives of Typewriting. that the primary aim of 

Yol. XXV, Dec., 1956. 

Harold E. Smith, Teachers Handbook for Gregg Typing, 2d ed.j New York: 
The.Gregg Publishing Co., 193&> P* !• 
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a writing instrument—to use it freely, as they would use a pen or a pencil* 

Lomax, Reynolds, and Elyi^ have divided typewriting objectives into know¬ 

ledge, skill, ideal, and power aims* Next Harmsj^/ has summarized the 

general objectives of typewriting as follows: 

1* ATTITUDE—the desire to want to be a good typist, 

2* GOOD WORK HABITS—right position at the machine, proper strok- 
Tng, efficient handling of materials, proper spacing of atten¬ 
tion and effort, neatness, and a minimum of lost motion* 

3* KNOWLEDGE FACTORS—the proper wknow how.” A part of typing 
efficiency is’ 'tVi’e ability to exercise quick and accurate 
judgment in connection with the many writing details. The 
proper procedure here is simply to know what leading 
authorities have decreed as the best practice* 

ij.* QUALITY AND CONTROL—it is during this stage of his develop¬ 
ment that the student should formulate a concept of what 
constitutes good typing, should subscribe to an acceptable 
standard, should overcome the usual inhibitions, fears, and 
indecisions which so often hamper proper control, 

5« SPEED—although basic speed patterns are emphasized from the 
very first day, nevertheless, speed is here placed near the 
end in this list of objectives. Without the foregoing four 
objectives, a speed building program is not likely to succeed, 

6, PERFORMANCE—the ability to do. Producing practical results 
with the typewriter, especially on a production basis, 
should be reserved as an objective of advanced typing. 
Nevertheless, by the time students have completed the first 
half of their typing program they should be able to set up 
simple letters from printed copy, should be able to arrange 
copy attractively on different size forms, should be able to 
do some composing at the machine, ... and should be able 
to do simple tabulation,3/ 

P. S. Lomax, Helen Reynolds, and Margaret Ely, Problems of Teaching 
Typewriting, New York: Prentice-Hall, Inc., 1955, pp. 20-2Tu—  

Harm Harms, Methods in Vocational Business Education, New York: South 
Western Publishing Company, I9U9> ppV 6b-oy. 

5/ Harm Harms, "Standards for Beginning Typewriting," 
Business Education, February, 191+5* P*' 23* 

The Journal of 
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General Statement of Problem 

One of the most rapidly expanding areas in the secondary school program 

of studies in the past twenty-five years has been the field of business edu¬ 

cation* Close to two million students and more than fifty thousand teachers 

in American secondary schools^/ are engaged in business education today. 

Business education has grown into maturity. 

Business education has been defined in many ways by the various 

leaders in the field. Several authorities in the field of business educa¬ 

tion have given definitions which might be quoted. Good^ has defined 

business education as that, ’’area of education which develops skills, atti¬ 

tudes, and understandings essential for the successful direction of business 

relationships.” Herricl^/ has defined business education, ”as that form of 

instruction that both directly and indirectly prepares the businessman for 

his calling.” Lyon^i/ has defined business education, ”as any education 

which a businessman has and which makes him a better businessman, is for 

him a business education, no matter whether it was obtained within the 

walls of a school or not.” Next Loma*^/ has stated that, ’’business educa¬ 

tion is fundamentally a program of economic education that has to do with 

V 
if 

Tonne, Popham, and Freeman, o£. cit., p. 13* 

Carter V. Good, Dictionary of Education, New York: 
Company, 1945, p. 54. 

McGraw-Hill Book 

y Chessman A. Herrick, The Meaning & Practice of Commercial Education, 
New York: The Macmillan Company, 1904, p. 6. 

y 
y 

Liverett S. Lyon, Education for Business, 
on Education, Part 2, p. ll4* 

Great Britain Special Peport 

Paul S. Lomax, Commercial Teaching Problems, p. 7 
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the acquirement, conservation, and spending of wealth.” Lastly, Nicholsi^ 

has defined business education as, ”a type of training which, while playing 

its part in the achievement of the general aims of education on any given 

level, has for its primary objective the preparation of people to enter 

upon a business career, to render more efficient service therein, and to 

advance from their present levels of employment to higher levels•” 

Business education is that area of education, according to Muse,^/ 

that teaches the learner to understand, to appreciate, and to perform 

effectively the work of administering, financing, recording, communicating, 

and distributing within the professions and within the processes of produc¬ 

tion, distribution, and consumption of economic goods and services. Muse^/ 

presents the following twofold function of business education: 

1. It should contribute to the general education of the learner 

by: 

a. Enabling him to understand and appreciate the economic 
significance of good health and accident prevention. 

b. Helping him to develop the ability to think intelli¬ 
gently. 

c. Contributing to his development of a sense of tolerance 
and respect for the rights of others. 

d. Contributing to his understanding of the business aspects 

of citizenship. 

i/ Frederick G. Nichols, Commercial Education in High Schools, New York, 

New York: Century Company, p. 51* 

Paul Muse, ”A Suggested Program for Basic Business Education in the 
Public Secondary School,” Improved Methods of Teaching the Business Sub¬ 

jects, South Western Publishing Company, Monograph 63, PP* 72-73. 

i/ Ibid., p. 7h» 
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e. Providing guidance through exploratory and prevocational 

information, experiencing, and testing* 

f* Enabling him to understand and appreciate business as 

a social institution* 

g* Helping him to acquire economic intelligence in business 

aspects of individual and social life* 

h* Enabling him to solve effectively the consumer-business 

problems of individual and social living. 

2*It should provide vocational fitness for those educable and 

employable. This education should be based on sound guidance 

which utilizes the learner*s interests, abilities, and needs 

as determined through an adequate program of exploring, test¬ 

ing, and experiencing. 

Business educators have defined the term ’’methods” in several ways. 

Tonne, Popham, and Freemani/ have defined methods as procedures by which 

the teacher meets the learner at his level, starting with his interests 

and his problems, and then establishes conditions that enable him to pro¬ 

ceed to reach set goals in as effective a manner as possible. It is the 

application of the principles by which learning takes place. Struck^/ in 

his text. Creative Teaching, has added that the various methods of instruc¬ 

tion are only ways of procedure of aiding or guiding the thinking, the 

emotional experiences, and the behavior patterns of the learner. 

Successful teaching requires correct methodology. Tonne, Popham, and 

Freeman^/ have divided the subject matter of business into two types: that 

which develops basic skills and that which builds background information 

y 
y 
y 

Tonne, Popham, and Freeman, op. cit., p. 6l. 

F. T, Struck, Creative Teaching, New York: John Wiley & Sons, 

pp. 6-8. 

Tonne, P0pham and Freeman, op. cit., p. 62. 

19it8, 
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and understanding for the student to use as a producer or as a consumer. 

Most of the subject matter of typewriting, shorthand, transcription, and 

office machines, as well as certain portions of the content of other 

courses, is primarily concerned with the development of facility in per¬ 

forming certain skills necessary to specialized office work. The subject 

matter of general business, business law, economics, economic geography, 

and much of bookkeeping is primarily concerned with providing background 

information about the business world in general and the local business 

community in particular. The methods presented by Tonne, et. al.j/ have 

been used in teaching skills and differ from those used in teaching 

social-business subjects. Of course, a fine line of distinction cannot be 

drawn between courses; it cannot be said that typewriting, for instance, 

is entirely a skill-building subject. If properly taught, it builds much 

more than mere skill—it teaches information about business forms and 

usages and provides understanding of the uses to which the typewriter may 

be put as a writing tool. 

The American public, with its vocational and consumer business con¬ 

sciousness, has recognized the practical implications of business train¬ 

ing for the great majority of secondary school youth. Business education 

has a definite place and a function to perform in the secondary school 

educational program. Business education is an interrelated part of public 

school education and, as such, it can be justified at social expense only 

on the same basis as other public education curricula. 
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SUMMARY 

It has been the intention of the writer to make it possible for busi¬ 

ness teachers engaged in the teaching of typewriting to improve the 

effectiveness of their remedial teaching methods by presenting the values 

of error analysis as a method of remedial instruction in the improvement 

of the individual studentTs typewriting accuracy. 

One of the most rapidly expanding areas in the secondary school pro¬ 

gram of studies in the past twenty-five years has been the field of busi¬ 

ness education. Close to two million students and more than fifty thousand 

teachers in American secondary schools are engaged in business education 

today. Business education has grown into maturity. 

Several definitions of business education have been quoted by the 

writer. 

The twofold function of business education is to contribute to the 

general education of the learner and it should provide vocational fitness 

for those eduoable and employable. 

Several definitions of the term "methods" have been quoted by the 

writer as they apply to the field of business education. 

The specific purposes of business education have been divided into 

two major types: (i) training in those phases of business that concern 

every member of organized society, and (2) specialized instruction for 

those who wish to become wage earners in specified occupations. The four 

purposes of education as defined by the Education Policies Commission have 

been applied to the field of business education. 
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The following general purposes of typewriting instruction have been 

listed and explained for the reader as: to develop the ability to operate 

and maintain the typewriter efficiently, to build a fund of applied know¬ 

ledge as to correct English and aceptable typographical usage relative to 

typewritten materials, to develop the ability to use the typewriter as a 

writing tool, to develop the habit of proofreading accurately, to learn to 

arrange material attractively, to prepare duplicated copies, to form good 

work habits, and to integrate typewriting skills and knowledge. 

The writer has defined the two purposes of this paper as (l) to aid 

the business teacher, in the field of typewriting, in establishing a better 

teaching-learning situation through a better understanding of the use of 

error analysis in their remedial instruction, and (2) to present the values 

of error analysis as a method of remedial instruction in the improvement of 

the individual studentfs typewriting accuracy. 

The general objectives of business education have been listed as the 

deferred vocational objective, the vocational objective, the exploratory 

objective, the occupational information objective, the personal-use 

objective, the general business principles objective, the business ethics 

objective, and the consumer education objective. The three primary speci¬ 

fic objectives of business education include the development of occupational 

skill or vocational competency on the initial-employment level; the develop¬ 

ment of occupational intelligence in all our business trainees; and the 

provision for related technical knowledge. The future objectives of business 

education are: it should balance in the quantity and quality of available 

trained business students, it should give to its students as much real 
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business experience as possible, it should give specialized vocational 

courses which should continue to be improved to the point where employ- 

ability and employment opportunity meet, it should give increasing emphasis 

to the character and personality development of its pupils, it should give 

greater attention to citizenship training, it should be organized around 

broad interest fields of related, sequential experience insofar as the 

nature of the subject matter and time will permit, it should refine and 

re-invigorate its program of consumer education, and it should expand its 

program to meet a continuing demand for well-trained workers in the distri¬ 

butive trades. The general objectives of business education have been 

defined as: (a) to prepare for vocational competency, and (b) to provide 

a non-vocational education which will create proficient consumers who will 

possess an appreciation and an understanding of the business world in 

which they live. 

The objectives of typewriting have been quoted from several sources. 

The general objectives of typewriting follows: correct attitude, good work 

habits, knowledge factors, quality and control, speed and performance. 

Procedures have been centered around a thorough analysis and evalua¬ 

tion of the use of error analysis as an individual remedial instructional 

method of improving typewriting accuracy, which have been based on a 

review of literature. 

This study has been limited to the use of error analysis as an indi¬ 

vidual remedial instructional method of improving typewriting accuracy. 

The analysis has been limited to those causes and drills which have proved 
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most effective by professional business teachers in their typewriting 

classrooms• 

The following terms have been defined: business education, civic 

intelligence, occupational intelligence, and social intelligence. 



CHAPTER II 

THE ROLE OF ERROR MALYSIS IN 

REMEDIAL INSTRUCTIONAL METHODS 

The typewriting teacher should make a continuous effort toward the 

improvement of instructional methods and procedures in her classroom. 

Many typewriting teachers, in their effort towards improving their instru- 

tional methods and procedures, have successfully delegated certain tradi¬ 

tional prerogatives of remedial instruction to their students. The use of 

error analysis in remedial instructional methods has demonstrated its 

value in discovering and correcting individual typewriting difficulties. 

Roweii/ illustrates this method of error elimination by the following medi¬ 

cal analogy: 

The student subjects his typewriter technique to close 

personal observation at frequent intervals. He then attempts 

a personal diagnosis of the errors observed in his typescript 

or in his technique. At this point, student-teacher consul¬ 

tation takes place. The teacher encourages the student to 
prescribe the remedy to eliminate the cause of the error* 

The above analogy demonstrates the fact that only after an analysis 

or observation of errors has taken place can effective remedial measures 

be taken. The typewriting student through a personal observation of his 

own typewriting errors gains an insight into his own particular typing 

problems. After he has attempted a personal diagnosis of his errors it is 

important that a student-teacher conference follow. During the student- 

teacher conference the teacher should encourage the student to suggest a 

remedy to eliminate his particular typewriting problem. After the student 

y John L. Rowe, "Remedial Instruction in Typewriting, Part II,” The 
Journal of Business Education, 28:29, April, 1953* 
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has suggested a remedy, the student and teacher can then jointly work out 

a remedial remedy for the error. The student’s first attempts to remedy 

his errors may prove roundabout and ineffective. The student, however, is 

in the process of learning to analyze his own errors, discovering the 

remedies for his difficulties, and drilling purposefully to improve his 

skill—under the guidance and direction of his teacher. 

Advantages of Error Analysis 

The use of the error analysis in remedial instructional methods has 

several distinct advantages that each typewriting teacher should consider 

in her efforts toward improving her methods of teaching. 

The first advantage in using this method is that it includes the 

student, thereby impressing upon him his direct responsibility in the 

learning situation. Since the student shares in the learning situation, 

his interests and attitudes are positively reinforced. As the student 

strives to discover his errors, to analyze his errors, and to eliminate 

his errors he is also developing mentally. A skill subject such as type¬ 

writing can develop the student’s reasoning power as well as his typewriting 

ability. 

The second advantage of this method is that it does provide for indi¬ 

vidual differences. Each student is unique and, therefore, students do 

not have identical typewriting difficulties. Roweii/ states that many of 

the typewriting difficulties are obviously physical or psychological, and 

y John L. Rowe, ^Remedial Instruction in Typewriting, Part III,” The 
Journal of Business Education, 28:29, May, 1953. 
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standard remedial practices may be employed successfully; but there are 

also many subtle differences in difficulties which must be carefully 

analyzed and which demand individual remedial instruction. When the indi¬ 

vidual remedial instructional method is used, the students find their 

typewriting courses more satisfying and productive for they feel that their 

own individual needs are being met. 

Third, this method of error analysis and elimination does not, as 

Rowe2/ states, lessen the need for positive instruction and demonstration. 

Error analysis increases the need for positive instruction and demonstra¬ 

tion, because the student becomes more dependent upon it as the mark of 

efficient typev/riting by which he can set his own learning sights. 

The fourth advantage centers around the fact that typewriting class¬ 

rooms are growing rapidly in size. With the growth in the size of the 

classes, the typewriting teacher finds that she can give very little time 

to personal, remedial instruction without jeopardizing the progress of the 

whole class. Therefore, it is of added importance from this standpoint, 

that the individual student learns to analyze his own errors, discover the 

remedies for his difficulties, and drill purposefully to improve his type¬ 

writing skill. It is, however, essential that the teacher guide and direct 

the student in his error analysis as much as her time limitations permit. 

Role of Teacher and Student 

Error elimination has been described as a joint teacher-student acti¬ 

vity, The teacher and student each have very definite roles to fulfill. 

Rowe, op. oit.. p. 277 
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Rowel/ adds the following in regard to the joint teacher-student activity 

of error analysis: 

The responsibility of the student for meeting the demands 

of the learning task should be recognized by the teacher and 

brought to the student’s attention* The teacher who must act 

as a policeman, spy, or nurse is at a distinct disadvantage 

in developing typewriting skill in students*. If an interest 

in the skill-building process is developed in the student, he 

will discover his own errors and, what is more important, he 

will work out means of eliminating them. The student will 

apply himself more diligently to the remedial process because 
the answer to the particular problem was his own discovery. 

He will have a personal interest in making it work. Of 

course, it is incumbent on the teacher as supervisor to see 

to it that the means are finally effective. 

Role of the Teacher. First of all the role of the teacher in the 

teacher-student activity will be considered. Rowel/ divides the role of 

the teacher into the following three divisions: that of the model, that of 

the supervisor, and that of the coach. The first role of the teacher is 

that of the model. The teacher should serve as a model in developing the 

best typewriting technique and should be able to demonstrate it with facility 

and confidence. Secondly, the teacher’s role is also one of a supervisor. 

As a supervisor the teacher should assume a supervisory role in observing 

faulty practices of techniques in the student’s typewriting and helping the 

student in determining a remedy to eliminate his typewriting difficulties. 

The third role of the teacher in this activity is that of a coach. In this 

capacity, the teacher must discover ingenious ways of leading his team to 

the goals of successful typewriting. Rowe5/ states that as coach, the 

l/ John L. Rowe, "Remedial Instruction in Typewriting," The J0urnal of Busi- 
ness Education, 28:29, March, 1953* * — 

1/ Ibid, p. 232. 

1/ Ibid, p. 232. 
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teacher must know his students and their individual capacities; he must 

know when to encourage and when to admonish; he must know the best strategy 

to employ in a particular operation to achieve a definite end. 

The typewriting teacher who adequately fills the above three-fold job 

will have less difficulty in error-analysis. 

Role of the Student, Next the role of the student will be considered 

in the joint teacher-student activity of error elimination, Rowe^/ lists 

the following methods by which the student will discover his own errors: 

1, By observation of the correct technique employed by the 

teacher as a model, 

2, By having the errors tactfully and sympathically brought 

to his attention by the teacher as a supervisor, 

3, By critically observing his technique and striving for 

greater skill and accuracy as a result of the motivation 

employed by the teacher as a coach. 

The student,s chief responsibility in this type of learning situation 

consists of finding his own errors, analyzing his own errors, and discover¬ 

ing drills that will help him to eliminate his own errors, 

SUMMARY 

The use of error analysis in remedial instructional methods has demon¬ 

strated its value in discovering and correcting individual typewriting 

difficulties. The role of error analysis in remedial instructional methods 

has been discussed in this chapter. 

The use of error analysis in remedial instructional methods has several 

distinct advantages that each typewriting teacher should consider in her 
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efforts toward improving her methods of teaching. Following are some of 

the advantages of error analysis; it includes the student, it does provide 

for individual differences, it does not lessen the need for positive instruc¬ 

tion and demonstration, and it is an aid to the teacher in her ever 

increasing typewriting class. 

Error elimination has been described as a joint teacher-student 

activity. The teacher and student each have very definite roles to fulfill. 

The roles of the teacher are as follows: that of the model, that of the 

supervisor, and that of the coach. The studentTs chief responsibility in 

this type of learning situation consists of finding his own errors, analyz¬ 

ing his own errors, and discovering drills that will help him to eliminate 

his own errors. 



CHAPTER III 

ANALYZING AND ELIMINATING TYPEWRITING ERRORS 

Nature of Errors 

It is important in the study of error analysis to consider the nature 

of errors in typewriting* Initial difficulties, such as coordination, 

manipulation, and location are found in beginning typewriting students. 

Therefore, any typewriting teacher who recognizes the initial complexity 

of the beginning typistfs efforts must also recognize and accept the fact 

that errors are by all means natural. They are to be expected and should 

be ignored in the early stages of the learning of typewriting. In the 

early stages of typewriting errors are accidental or incidental and have 

little or no hidden meanings. The typewriting teacher should persist in 

teaching and demonstrating right typewriting techniques, and errors will 

tend to disappear as the first awkward movements fall away and the pattern 

of fingering becomes established. Lessenberryi/ states that the ability to 

produce acceptable v/ork is the aim of the typewriting course, the goal 

sought through the many hours of practice. Rowe^/ adds that as skill 

development progresses, persistent errors must be discovered, analyzed, 

and eliminated. Therefore, in all remedial instruction, the attention of 

both teacher and student must be focused on typewriting as a process rather 

than as a result. 

2/ D. D. Lessenberry, wMethods of Teaching Typewriting," South-Western 

Publishing Company, Monograph No. 71. 
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Causes of Errors 

The finding of typewriting errors is only the first step in the study 

of typewriting difficulties. An error is only worth while provided an 

intelligent analysis can be made to determine its cause. After the error 

has been found the teacher and student must analyze it to determine the 

cause of the error. The first step in analyzing errors is the classifica¬ 

tion of the errors in terms of major like writing difficulties. Lessen- 

berryjj/ presents the following detailed listing of the major like writing 

difficulties and their causes: 

A. Errors in stroking technique. 

1. Mashing stroke* 

Caus ei 

Pushing the key instead of hitting it. 

This stroke comes because of lack of freedom in finger 
movements and because of excessive emphasis upon slow- 

but-sure typing. 

2. Shoulder-punch stroke. 

Caus e: 

Stiffening of the arm, the shoulder, and the finger. 

3. Gaaocing stroke, resulting in striking between the 

keys, hitting the rim of the key, or depressing two 

keys at once. 

Cause: 
a* improper alignment of the hand with the keyboard, 
b. Indefinite recognition of letter sequence, caus¬ 

ing an attempt to countermand a stroke impulse 

and to substitute another stroke. 

i*. Adjacent keys. 

Caus e: 

a. Tenseness of muscles, causing a slowing up of 

motor responses to the stimulus to type. 
b. Incorrect hand position, causing sympathetic 

finger movement. 
c. Weak typing impulse caused by the attention 

slighting individual letter sequence. 

2/lbid, p. 13 
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5* Vowel confusion* 
Cause: 
Tendency to slight individual letter sequences* 

6* Wrong finger* 

Opposite-hand substitution* 

Cause: 

Weak and indefinite typing coinmand. 

7* Transposition of letters. 
Caus e: 

Reading too far in advance of typing, or imperfect 

timing of each stroke* 

Type on the letter level until control is re-established* 

8. Piling of letters* 

Caus e: 

a. Piling or crowding at the end of the line is usually 

caused by speeding up to "beat the bell"; to get in 
the additional stroke before the margin mechanism 

locks * 

b. Piling or crowding in words within the line is 

probably caused by the imperfect timing of strokes, 

coupled with a tenseness of muscles* 

9* Omission of letters* 
Caus e: 

Uneven force behind strokes, or incorrect hand alignment 

with the keyboard that causes the reach to fall short in 

deliverance of the blow to the center of the key* 

Reading ahead at times causes the omission of a letter 

from the end of the word or from the beginning of the 

succeeding one where the words end and begin with letters 

controlled by the same fingers* 

10. Addition of letters. 

Cause: 

Substitution of familiar sequence caused,by lessened 

attention to word ending. 
In many cases, reading ahead will cause the substitution 

of a letter from a word to be typed later. 

B. Errors in basic knowledge or in understanding* 

Caus e: 

Incomplete study of the basic principles; too limited prac¬ 

tice in the application of principles. 



- 31 - 

C. Errors in manipulation, 
1, Imperfect left margin. 

Cans e: 
Uneven carriage return, 

2, Imperfect shifting for capitals, 
Caus e: 
Releasing shift key too quickly or not depressing 
it firmly, 

3, Inaccurate alignment of "fill-in” material, 
Caus e: 
Failure to gauge line and letter, 

I}., Failure to space between words. 
Cause: 
Letting the thumb rest on the space bar, or a tendency 
to slur words in reading. This error frequently occurs 
when the typist is working into the word-recognition 
level of typing, 

3, Extra spacing between letters, 
Caus e: 
a. Too hard a stroke, 
b. Failure to release the key quickly, 
c. Touching the end of the space bar when reaching for 

the shift key, 
6, Lack of uniform indentions, 

Caus e: 
Releasing the tabulator key too quickly, 

7, Failure to start typing after carriage return. 
Cause: 
Looking up for the carriage return and hesitancy in 
finding the guide position for the hand used in throw¬ 
ing the carriage. 

8, Clashing of keys. 
Cause: 
Stroking two keys at the same time, or depressing the 
guide keys slightly when the fingers are not in stroking 
actions. 

D, Errors in reading copy. 
Caus e: 
Raising eyes from the copy, reading ahead, and inattention 
to word sequence. 

Teachers as Causes for Errors, Teachers themselves may be the cause 

for errors in the typewriting classroom. Quite often teachers can cause 

errors merely by talking too much about them. The more the teacher talks 

about the errors the more the student will begin to worry about the errors. 
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As a result the student is likely to make more mistakes. It is a charac¬ 

teristic of errors, as Rowei/ points out, that they tend to multiply as 

soon as the student becomes conscious of making too many of them. The 

teacher should not let errors occupy a position of undeserved importance 

in what he has to say about typewriting. 

Many errors have been caused in the typewriting classroom merely 

because the teacher substituted pressure for motivation* Rowe^/ suggests 

that the teacher should inspire, encourage, rally her students, but she 

should not drive them or expect that they will show any improvement under 

pressure. The typewriting teacher should strive to create and maintain 

that calculated support which eliminates nervousness, builds confidence, 

and, at the same time, provides for good order. 

The typewriting teacher should also strive to set up an atmosphere in 

which personal psychological disturbances which cause errors and poor 

responses on the part of the students are eliminated. The teacher should 

strive to develop a sympathetic personality that will contribute to the 

development of typewriting skill in her classroom. A correct mind-set 

should be developed in the typewriting classroom, so that the students 

really want to correct their errors and improve in every way possible. 

Eliminating Typewriting Errors 

After the error has been carefully analyzed and its cause determined, 

the next step is to prescribe the remedy to eliminate the error. Well- 

2/ Rowe, op. cit., p. 2771 

Ibid., p. 278 



constructed remedial drills must be prescribed to overcome the students 

particular errors* Next, purposeful repetition is required if these 

drills are to be effective* In helping the student select the drills for 

this purpose, Rowe^/ states, remedial practice should attack each error on 

the exact level of skill upon which it is made—it must be specific and 

natural* In the early learning stages, time is an important factor in 

remedial instruction. Remedial drill should follow immediately upon 

recognition of faulty technique, rather than being set up in an artificial 

situation. 

Turillei'/ suggests the use of the locomotion technique in remedial 

drills as follows: 

One of the best ways to overcome errors in typewriting 

is through systematic remedial practice. Have the student 
take the word missed and practice the word before, the word 

missed, and the word following, by locomotion. Locomotion 

is the technique of writing the first phrase normally for 

feel and correct motion, the second writing a little faster, 

the third still faster, until five or six writings have been 

undertaken. The last writing should be at top manipulative 
speed. The fixation pattern is presumed to be established 
as the remedial drill ends. If not, the practice by loco¬ 

motion should continue until the typist can slide over the 

error without further difficulty. 

Lessenberry presents the following corrective measures which supple¬ 

ment the foregoing list of major causes for like writing difficulties: y 

A. Errors in stroking technique. 

1. Mashing stroke. 

2/1 bid, p. 277. 

^Stephen J. Turille, 
Staunton, Virginia: 

Principles and Methods in Business Education, 

IvIcClure 'Printing Company, 19^-9, p. £22. 

y Lessenberry, op, cit.. P. 13. 
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Corrective Measures s 

Lift the finger slightly above the key; strike the 

center of the key with a combination of wrist and 

finger motion. Release the key quickly, 

2, Shoulder-punch stroke. 

Corrective Measures: 
Relax and lower the shoulders. Emphasize the slight 

lifting of the finger in making the stroke; keep the 

finger curved. Deliver the blow to the center of 

the key with a claw-like motion. Keep the forearm 
practically motionless, 

3, Glancing stroke, resulting in striking between the 
keys, hitting the rim of the key, or depressing two 
keys at once. 

Corrective Measures: 

a. Check the position of the body in relation to the 

typewriter to see that the same position is main¬ 

tained throughout the writing practice, 
b. Vigorously think the word to be typed. If the 

word is long or unfamiliar, think and type sylla¬ 

bles, Use individual letter stroking only after 
failure to improve stroking on the syllables or 

word level, 
I4., Adjacent keys. 

Corrective Measures: 
a. Relax the shoulders, forearms, and wrists, 

b. Check the position of the hands in relation to 

the keyboard alignment, holding the elbows in or 

out as necessary to gain good stroking of all keys, 

c. Mentally pronounce the syllable or the word, and 

type at a well-controlled rate. If error persists, 
practice on the letter level until control is esta¬ 

blished, 

5, Vowel confusion. 

Corrective Measures: 
Fix the attention on letter combination, 

6, Wrong Finger, 
Corrective Measures: 
Think the individual letter until the finger pathway 
has been reconstructed; then return to the word level 

of typing, 

7* Transposition of letters. 
Corrective Measures: 

Type at a slower rate, giving particular attention to 

the timing of each stroke. 

Type on the letter level until control is re-established. 
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8, Piling of letters. 

Corrective Measures: 

a. Listen for the hell and prepare to syllabicate 

at the first division. Do not try to crowd 
additional letters on the line. 

b. Type at a slightly slower rate, and time the 

stroking evenly. RELAX the muscles of the upper 

arms and shoulders. Relaxation and smooth timing 

are effective corrective measures for this type 

of error. 

9* Qnission of letters. 
Corrective Measures: 

Practice for equal force behind all strokes. 

Check the hand position. Remedial practice should be 

at an even rhythm and on an individual letter level. 

10. Addition of letters. 

Corrective Measures: 
Fix the attention on syllables or specific letter 

sequences. A vigorous thinking of the word or the 

letter combinations will reduce this type of error 

to a minimum. It is seldom necessary to resort to 

typing on the letter level in order to correct this 
error. 

B, Errors in basic knowledge or in understanding. 

Corrective Measures: 

Develop the dictionary habit for syllabication difficulties. 

Reconstruct knowledge through drill at stated intervals. 
Give closer attention to the meaning of the material as it 
is typed. 

C. Errors in manipulation. 

1. Imperfect left margin. 

Corrective Measures: 
Check the position in relation to the carriage throw, 
and adjust the amount of energy to the length of the 

line and to the carriage tension. Carriage-throw 

technique will vary with different typewriters. 
2. Imperfect shifting for capitals. 

Corrective Measures: 

Practice typing capitals with a lengthened one-count, 

depressing the shift key firmly and holding it down 

until the letter key has been struck and released. 

3. Inaccurate alignment of "fill-in” material. 

Corrective Measures: 

Gauge line and letter through the use of the paper 

release, the variable line spacer, and the line scale. 
Each typewriter must be studied in order to make the 

correct alignment adjustments. 
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!}.• Failure to space between words* 
Corrective Measures: 

Strike the bar vigorously in the center* Lift the 

thumb immediately after the stroke* If error per¬ 

sists, practice on the letter level and give the 

count for space control* 

5* Extra spacing between letters* 
Corrective Measures: 

a. Lighten the power behind the stroke, and check 

to see that the shoulder-punch stroke is not used, 

b* Release the key quickly without permitting the 

finger to follow the key on its downward movement* 
c. Curve the controlling finger and move it to the 

center of the shift key. Check the position of 

the wrist in relation to the frame of the type¬ 

writer* 

6* Lack of uniform indentions. 
Corrective Measures: 

Drill on holding the tabulator key down until the 
carriage has completed its movement. The tabulator 

key stroke is a hold stroke; the keyboard keys are 

controlled by a quick, forceful stroke that empha¬ 

sizes the release of the key. 

7* Failure to start typing after carriage return. 
Corrective Measures: 
Hold the eyes on the copy. Practice returning the 

carriage in one count and starting to type on the 
second count. 

8. Clashing of keys. 
Corrective Measures: 

Control the timing of the strokes through typing 

with greater emphasis upon evenness of stroking. 
Let the fingers barely touch the guide keys. 

D. Errors in reading copy. 

Corrective Measures: 

Hold the eyes on the copy, control the machine parts 
by touch, and attend vigorously to the sentence elements — 

words, punctuation, paragraphing, and the use of capitals. 

Remedial instruction in regard to technique drills may be divided into 

nique drills which are centered on improving proficiency in: 

Alan C. Lloyd, "The Selection and Remedial Use of Technique Drills," 
Business Education World, March, 1958* 

four kinds. following four classifications of tech- 
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1. Keyboard operation* Drills that improve rhythm, stroking, 
shifting, eye control, hand position, etc., fall in this 
classification 

2. Machine-parts manipulation. Drills here include practice 
in using margin stops, margin release, backspacer, shift 
lock, tabulator mechanism, paper release, etc. 

3. Special operating techniques. Drills here concern special 
uses of machine parts in a few operations occurring so 
frequently that it is desirable for them to be automatized. 
Examples: centering, spread-centering, spreading, squeezing. 

i|. Editorial corrections. Drills here concern editorial im¬ 
provement of the copy in those few areas of ,,Typistts 
English” that occur so commonly that they, too, should be 
automatized. Examples, expression of numbers, para¬ 
graphing, capitalizing, spacing after punctuation, use of 
rough-draft marks, expression of street-number names, etc. 

The following figures illustrate technique drills as presented by 

Lloyd,.!/ These drills have been developed on the basis of the preceding 

four classifications of technique drills. 

Sample Drills for Improving Keyboard Proficiency. 

A. TO IMPROVE RHYTHM: 

The man and the boy did not get the pay for the one day off. 
They said that they will lend them some more cash very soon. 
Those eight steel firms found their hotel bills would mount. 

B. TO MAKE STROKING BRISKER, SHARPER: 

They would help you quite a lot if you would ask their aid. 
We owe it to you to try to write or to type up your poetry. 
She told us that she had told us that she had told us that. 

Figure 2—Typing Technique Drills 

2/ Ibid., p. 30-32 
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C. TO KEEP HANDS LOW, HUGGING THE HOME KEYS: 

ffaf jjkj aasa ;;lj aada j|k; aafa jjj; 
Karl was afraid the girl had had salad dressing in the jar* 
Get a top; a small car; a ball; a mit; and, perhaps, a bat* 
Harold asked if Fred would like a cold glass of 'fresh milk, 

D. TO IMPROVE SHIFTING FOR CAPITALS: 

Lou Art Jim Dan Sam Ina Joe Wes Lyn Sal Una Cal Lil Ada Kim 
May Roy Ken Ann Mac Vic Lew Sol Pam Rue Hal Don Max Flo May 
We saw Dr* and Mrs. J. N, White at the Hamon-Whitney Hotel, 

E. TO IMPROVE THE SPACE-BAR STROKE: 

None of us like the man who will not do all that he can do. 
Jack knew why you used data about the early years so often. 
Well, the art, or skill, of typing-is, or will be, helpful. 
Mr. Ray paused ... smiled wanly • • • and fell. I raced. 
Polishing usually results from what men try to do to do it. 

F. TO SPEED UP NUMBER STROKING: 

we 23 up 70 or 9b it 85 ow 92 pi 08 re b3 yo 69 to 59 we 23 
wet 235 you 697 ore 9b3 pie 083 tie 583 ire 8)4.3 two 529 529 
To 1 or 2 or 3 or I4. or 5 or 6 or 7 or 8 or 9 °r 10 or Etc. 
The 1 the 2 the 3 the I4. the 5 the 6 the 7 the 8 the 9 Etc. 

G. TO ELIMINATE PAUSING BEFORE LONG WORDS: 

To be the one who wins will always reward victors suitably. 
To tolerate or organize an analysis of offerings is simple. 
An elementary way to emphasize a new concept is functional, 
prao practice practical practicing practically practitioner 

H. TO IMPROVE EYES-ON-COPY HABIT: START HERE 
them, of one even for pay not did and keys the all lost She 
•uoy rof pirt eht ekam ot ekil dluow yeht taht dias nem ehT 
heb ;yvs pm? jgdaxu, rloifczw.tqnk 

Sample Drills for Improving in Basic Manipulation of Machine 

I. TO SPEED UP THE CARRIAGE RETURN: 

(Type each word on a separate line, using single spacing.) 

Figure 2 (Continued)—Typing Technique Drills 

Parts 
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Manual Machines: 
join kink limp pony link 
lend hand jams lake melt 
John Jump Hill Pump Holy 
Jane Kent Lane Park Lady 
Dora Ruth Fred Dave Stew 

Electric Machines; 
deer base tree crew fast 
dogs rule slow wilt ride 
Fred Drew Bart Bess Dear 
Riva Alan Tina They 'When 
Jinx Hulk Long Lily Pink 

J. TO SPEED HP CARRIAGE RETURN WITH INDENTION: 

(repeat the above three lines; indent carriage 5 spaces on each line.) 
I am sure you will wish to visit with us as soon as it is possible 

for you to do so. 

E. TO SHARPEN ATTENTIVENESS TO WARNING BELL: 

(Type each line six times. The first time, begin the line at the margin; 
each subsequent time, indent the lines 10 more spaces. If typed correctly, 
lines will end evenly at right.) 

To arrange work that will look well, the bell must be heard. 
Word division should be considered negatively distractional. 

L. TO IMPROVE BACKSPACING: 

lab lad law lax (and) rat raw ram ran (and) tajr tab^ tarn tari 
rot" ret" rulT rat (and) sit sat set sot (and) mit mat mut met 

M. TO QUICKEN THE USE OF THE MARGIN RELEASE: 

(Copy line for line, with margin stops set at 15 and 71*) 

I wanted to raise it, but I did not have enough strength. 
We had some doubts about him, but he finally came through. 
When we heard what he was up to, we all felt quite alarmed. 

N. TO IMPROVE USE OF SHIFT LOCK AND RELEASE: 

CHAIRMAN: Wasn’t that in JANUARY, rather than in FEBRUARY? 
MR. PARK: The WORLD ALMANAC says so, but I AM NOT CERTAIN. 
CHAIRMAN: Well, DOW-JONES says so; and SPEAR-MOODY agrees. 

Figure 2 (Continued)—Typing Technique Did. 11s 
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O. TO IMPROVE BACKSPACE- CENTERING: 

(Center each part of each line; the letter I will align.) 

It "WILL Give Rich Confidence in INITIATIVE 
DESIGNS for Buildings Involving the Major Principles 
SPIRIT DUPLICATOR GUIDES 

P. TO DEVELOP EXPERTISESS IN HALF-SPACING: 

She said that she wished that she could do exactly as I do. 
(Type above sentence twice; Second time, change she to he.) 
(Type above sentence twice; second time, change she to they.) 

Q. TO DEVELOP ALERTNESS IN TABULATING: 

(Set tab stop every 12th space from the left margin.) 

M T T T T 
Martin 3-75-14*1 69.1*2^ 1 99,000 6 ft. 11 in 
Davis 38LL-030 7* 18$ 103,000 3 ft. 2 in, 
Jarvis 11-38-161 100.00$ 2,116,000 10 ft. 10 in 
Harmon 8-66-014* 8.21$ 11,372,000 9 ft. 9 in 

Sample Drills for Improving Editorial Performance: 

R. TO SHARPEN EDITORIAL ATTENTIVENESS: 

Mr. ?/-ls-n: "57- -r- pl.-s-d t- -ckn-wl-dg- —r r-c—pt -f y—r 
1-tt-r -f F-br—ry 22, -b—t y—r -v-rd— p-ym-nts. 

My Mrs. Coe: If  arrange — visit with us some—— 
next ——, we should -- —— to discuss — bill. 

Our office not may be able to within stay its budgeted expenses. 
We need shall to trim every away extra activity. 

Dear Mr. Solon: We fear— rightly or wrongly —that you ask the 
impossible; however, Ifll do what I can to conform. 

mr. blake: mr. Icing is starying at the marks hotel and expects to 
lunch with you on monday in the new empire room. 

Figure 2 (Continued)—Typing Technique Drills 



In the use of technique drills it must be remembered that such a 

drill is an exercise that helps the student improve some specific operating 

refining typewriting techniques; it is also the best tool for correcting 

a faulty technique. The typewriting teacher must keep in mind the fact 

that the remedial technique drill is a drill and these are subject to the 

laws of learning that apply to any and all drills. In the use of remedial 

typing technique drills the teacher should keep in mind the following laws 

1. The student must have an impetus to action. He must see 
that a problem is involved or that he can and should per¬ 
form better. 

2. The student must perceive what he is to do to get improve¬ 
ment • 

3. He needs a performance goal toward which to work; and it 
should be a reasonable goal, one that is within reach. 

b» He needs opportunity to work on the problem element in 
isolation, then in meaningful context. 

5. He needs intermittent score taking to reassure him of his 
growth. 

6, He needs reward in victory. 

Drill that has been completed without attention to its use or purpose 

tends to be a waste of time and energy. However, drill can represent a 

meaningful situation if the proper motivation is present. Lessenberry^/ 

habit. A technique drill, as states, is used for introducing end 

of learning that 

1/ Ibid, p. 29. 

Ibid, p, 30 • 

Lessenberry, op. oit., p. 7» 



- 1+2 - 

states that the teacher should help students to see the purpose of a drill, 

determine the outcomes expected, select the practice procedure that will 

guarantee the achievement of the expected outcomes, and decide the approxi¬ 

mate number of repetitions needed* Klapper^/ states that mere practice 

will not develop habit* The repetitions must be regular and frequent, 

rather than numerous, and made with all the attention at the individual’s 

command* 

In conclusion the completed remedial drill is of little importance; 

the significant thing is what takes place as the drill work is done* 

STMIA.2Y 

This chapter has been centered around the analysis and elimination of 

typewriting errors* It is important in the study of error analysis to 

consider the nature of errors in typewriting. 

The finding of typewriting errors is, however, only the first step in 

the study of typewriting difficulties* After the error has been found, 

the teacher and student must analyze it to determine the cause of the error* 

The main causes for errors are listed as follows: errors in stroking tech¬ 

nique, errors in basic knowledge or in understanding, errors in manipulation, 

and errors in reading copy* Teachers themselves may be the cause for errors 

in the typewriting classroom, too. 

After the error has been carefully analyzed and its cause determined, 

the next step is to prescribe the remedy to eliminate the error. Well- 

2/ Paul Klapper, Contemporary Education, Its Principles and Practices. 
New York: D. Appleton & Company, 1929, p. "^0. 
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constructed remedial drills must be prescribed to overcome the student*s 

particular errors. Purposeful repetition is required if these drills are 

to be effective. Next, a list is presented which points out the corrective 

measures which supplement the foregoing list of major causes for writing 

difficulties • 

Remedial instruction in regard to technique drills may be divided into 

the four following kinds: keyboard operation, machine-parts manipulation, 

special operating techniques, and editorial corrections. 

In the use of technique drills it must be remembered that such a 

drill is an exercise that helps the student improve some specific operating 

habit. In the use of remedial typing technique drills the teacher should 

keep in mind the following laws of learning: the student must have an 

impetus to action, the student must perceive what he is to do to get 

improvement, he needs a performance goal toward which to work, he needs 

opportunity to work on the problem element in isolation, then in meaning¬ 

ful context, he needs intermittent score taking to reassure him of growth, 

and he needs reward in victory. It must be remembered that completed 

remedial drill is of little importance; the significant thing is what takes 

place as the drill work is done. 



CHAPTER IV 

SUHMA.RY 

It has been the intention of the writer to make it possible for 

business teachers engaged in the teaching of typewriting to improve the 

effectiveness of their remedial teaching methods by presenting the values 

of error analysis as a method of remedial instruction in the improvement 

of the individual student’s typewriting accuracy. 

One of the most rapidly expanding areas in the secondary school pro¬ 

gram of studies in the past twenty-five years has been the field of busi¬ 

ness education. Close to two million students and more than fifty thousand 

teachers in American secondary schools are engaged in business education 

today. Business education has grown into maturity. 

Several definitions of business education have been quoted by the 

writer. 

The twofold function of business education is to contribute to the 

general education of the learner and it should provide vocational fitness 

for those educable and employable. 

Several definitions of the term "methods” have been quoted by the 

writer as they apply to the field of business education. 

The specific purposes of business education have been divided into two 

major types: (1) training in those phases of business that concern every 

member of organized society, and (2) specialized instruction for those who 

wish to become wage earners in specified occupations. The four purposes of 

education as defined by the Educational Policies Commission have been 

applied to the field of business education. 
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The following general purposes of typewriting instruction have been 

listed and explained for the reader as: to develop the ability to operate 

and maintain the typewriter efficiently, to build a fund of applied know¬ 

ledge as to correct English and acceptable typographical usage relative to 

typewritten materials, to develop the ability to use the typewriter as a 

writing tool, to develop the habit of proofreading accurately, to learn to 

arrange material attractively, to prepare duplicated copies, to form good 

work habits, and to integrate typewriting skills and knowledges* 

The writer has defined the two purposes of this paper as (l) to aid 

the business teacher, in the field of typewriting, in establishing a better 

teaching-learning situation through a better understanding of the use of 

error analysis in their remedial instruction, and (2) to present the values 

of error analysis as a method of remedial instruction in the improvement 

of the individual student’s typewriting accuracy* 

The general objectives of business education have been listed as the 

deferred vocational objective, the vocational objective, the exploratory 

objective, the occupational information objective, the personal-use objec¬ 

tive, the general business principles objective, the business ethics 

objective, and the consumer education objective. The three primary 

specific objectives of business education include the development of 

occupational skill or vocational competency on the initial-employment 

level; the development of occupational intelligence in all our business 

trainees; and the provision for related technical knowledge. The future 

objectives of business education are: it should balance in the quantity 
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and quality of available trained business students, it should give to its 

students as much real business experience as possible, it should give 

specialized vocational courses v/hich should continue to be improved to 

the point where employ-ability and employment opportunity meet, it should 

give increasing emphasis to the character and personality development of 

its pupils, it should give greater attention to citizenship training, it 

should be organized around broad interest fields of related, sequential 

experience insofar as the nature of the subject matter and time will per¬ 

mit, it should refine and re-invigorate its program of consumer education, 

and it should expand its program to meet a continuing demand for well- 

trained workers in the distributive trades. The general objectives of 

business education have been defined as : (a) to prepare for vocational 

competency, and (b) to provide a non-vocational education which will 

create proficient consumers who will possess an appreciation and an under¬ 

standing of the business world in which they live. 

The objectives of typewriting have been quoted from several sources. 

The general objectives of typewriting follows: correct attitude, good 

work habits, knowledge factors, quality and control, speed and performance. 

Procedures have been centered around a thorough analysis and evaluation 

of the use of error analysis as an individual remedial instructional method 

of improving typewriting accuracy, which have been based on a review of 

literature. 

This study has been limited to the use of error analysis as an indi¬ 

vidual remedial instructional method of improving typewriting accuracy. 
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The analysis has been limited to those causes and drills which have proved 

most effective by professional business teachers in their typewriting 

classrooms• 

The following terms have been defined: business education, civic 

intelligence, occupational intelligence, and social intelligence. 

The use of error analysis in remedial instructional methods has 

demonstrated its value in discovering and correcting individual type¬ 

writing difficulties* The role of error analysis in remedial instructional 

methods has been discussed in Chapter II. 

The use of error analysis in remedial instructional methods has 

several distinct advantages that each typewriting teacher should consider 

in her efforts toward improving her methods of teaching. Following are 

some of the advantages of error analysis: it includes the student, it 

does provide for individual differences, it does not lessen the need for 

positive instruction and demonstration, and it is an aid to the teacher 

in her ever increasing typewriting class. 

Error elimination has been described as a joint teacher-student 

activity. The teacher and student each have very definite roles to fulfill. 

The roles of the teacher are as follows: that of the model, that of the 

supervisor, and that of the coach. The student’s chief responsibility in 

this type of learning situation consists of finding his own errors, ana¬ 

lyzing his own errors, and discovering drills that will help him to 

eliminating his own errors. 

Chapter III has been centered around the analysis and elimination of 

typewriting errors. It is important in the study of error analysis to 

consider the nature of errors in typewriting. 
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The finding of typewriting errors is, however, only the first step in 

the study of typewriting difficulties. After the error has been found, 

the teacher and student must analyze it to determine the cause of the 

error. The main cuases for errors are listed as follows: errors in 

stroking technique, errors in basic knowledge or in understanding, errors 

in manipulation, and errors in reading copy. Teachers themselves may be 

the cause for errors in the typewriting classroom, too. 

After the error has been carefully analyzed and its cause determined, 

the next step is to prescribe the remedy to eliminate the error. Well- 

constructed remedial drills must be prescribed to overcome the studentts 

particular errors. Purposeful repetition is required if these drills are 

to be effective. Next, a list is presented which points out the corrective 

measures which supplement the foregoing list of major causes for writing 

difficulties, 

Remedial instruction in regard to technique drills may be divided into 

the four following kinds: keyboard operation, machine-parts manipulation, 

special operating techniques, and editorial corrections. 

In the use of technique drills it must be remembered that such a 

drill is an exercise that helps the student improve some specific operating 

habit. In the use of remedial typing technique drills the teacher should 

keep in mind the following laws of learning: the student must have an 

impetus to action, the student must perceive what he is to do to get 

improvement, he needs a performance goal toward which to work, he needs 

opportunity to work on the problem element in isolation, then in meaningful 

context, he needs intermittent score taking to reassure him of growth, and 

he needs reward in victory. It must be remembered that completed remedial 
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drill is of little importance; the significant thing is what takes place 

as the drill work is done. 

In conclusion this writer has developed the two purposes of this 

paper (l) to aid the business teacher, in the field of typewriting, in 

establishing a better teaching-learning situation through a better under¬ 

standing of the use of error analysis in their remedial instruction, and 

(2) to present the values of error analysis as a method of remedial 

instruction in the improvement of the individual student’s typewriting 

accuracy. 
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CCmCLUSIOITS 

In conclusion the author feels that the individual remedial instruc¬ 

tional method of improving typewriting accuracy through the use of error 

analysis is one of the most valid methods of improving typewriting accuracy* 

This method of error analysis has heen discussed in detail in the tody of 

this report* The success of this method, however, is contingent on the 

efforts of both the teacher and the student* 

It must be remembered that error analysis is only one method of 

improving typewriting accuracy* It is not the only method that can bring 

about a reduction of errors, but it is one of the most successful currently 

used methods of improving typewriting accuracy. 

RE C OlHvIBijD A TI Oil S 

It is the belief of the v/riter that more research needs to be done in 

the field of typewriting accuracy. The field is a broad one and much work 

must be done if typewriting accuracy is to improve. Accuracy is one of 

the most important phases of learning to type; speed has little value with¬ 

out accuracy. In order to meet the demands of the business world, the 

typewriting teacher and her students must strive toward a reduction of 

errors 
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