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ABSTRACT 

The objectives of this study were basically to compare the 

standards required for typing skills by businessmen, national business 

education leaders, and selected Montana secondary typing instructors 

in high schools with an enrollment of approximately 300 students or 

more. A comparison was also made of the techniques and methods used 

by business education leaders with those used by 23 high school typing 

instructors. 

Populations included 6 national business education leaders, 13 

less known authorities in typing, 23 Montana typing instructors, and 

several hundred businesses throughout the U.S. that were included in 

the research that was made by some of the 19 authorities. 

The conclusions of the study were that grading systems throughout 

the state are apparently in need of revision. The grading systems 

used by the surveyed Montana instructors varied considerably, as did 

the techniques of teaching. The standards set by the majority of the 

surveyed Montana instructors did not meet the standards suggested by 

national business education leaders when it came to vocational compe¬ 

tency and preparing a student for employment. The standards set by 

businesses varied considerably as to what was expected of a beginning 

typist in a beginning office job. 

Most of the surveyed typing instructors seemed to be doing a 

reasonably adequate job but there is still room for improvement in 

several areas if business departments are to meet the suggested stand¬ 

ards of business education leaders and the standards of many businesses 

throughout the U.S. 

Recommendations of this study were that Montana business teachers 

give more emphasis to techniques of teaching, standards, course content 

and motivation. Closer study could be given to these areas to insure 

that the standards required by secondary typing instructors are corre¬ 
lated with the standards required by businessmen for entry level skills 

of beginning office workers. Businessmen should also have a more uni¬ 

form standard as to what skills an entry level typist should have. 



CHAPTER I 

INTRODUCTION 

There has been considerable variance concerning the techniques 

and standards used by typing instructors throughout the United States. 

Undoubtedly there has been a similar variance among Montana business 

educators in the teaching and grading of typewriting. 

This study was based on the hypothesis that there has been too 

great a difference in the techniques and standards of Montana typing 

instructors. When a typist has receive! an "A" grade, this should have 

had the same meaning regardless of where that student attended school. 

Along with the problem of variance in grading was whether or not there 

were really enough vocationally competent typists being trained to 

meet the standards of business. 

The following questions have frequently been raised and an 

attempt has been made to answer them. Just what is an accurate defini¬ 

tion of vocational competency in typewriting? To achieve this voca¬ 

tional competency for the average typist, what should be included in 

the typing curriculum, what teaching methods should be used, and what 

length course should be offered? What other factors, if any, are 

involved in achieving competency at the typewriter? 

The following definitions of vocational competency in typing were 

taken from quotations by Dr. John Rowe at a workshop the researcher 

attended a few years ago: 

"To achieve vocational competency in typewriting, 350 hours of 

training are needed for the average student." (Rowe, 1960work¬ 

shop comments). 
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Dr. Rowe defined vocational competency as a typist's ability to 

type straight copy material at a consistent rate of at least 40 words 

a minute (warn) without error on a five minute timing. Due to erasing 

time, 50 warn with one error or 60 warn with two errors would be the 

equivalent. On a ten minute timing 50 warn with no more than one error 

for every two minutes would also be considered vocationally competent. 

Dr. Rowe felt that the above rates would enable a typist to obtain a 

typing job anywhere in the United States (Rowe, 1960:workshop comments). 

This paper has attempted to discover what basic curriculums, 

methods, and course lengths were used throughout Montana and the United 

States. Also an attempt was made to determine just what educators and 

businessmen consider to be vocational competency. The researcher has 

endeavored to find accurate results in this study that would give the 

true abilities of a wide sampling of typing students, including the 

teaching methods used to arrive at the skill attained. 

Statement of the Problem 

"The .problem of this study was to analyze the typing programs 

of the larger secondary schools in Montana. A comparison was 

made between these programs and nationally accepted procedures 

and practices on techniques and standards. From this study 
recommendations were made for the improvement of typing pro¬ 

grams in the secondary schools of Montana." 

The findings of this study should help business educators in 

Montana evaluate the techniques and standards they have used with re¬ 

lation to those suggested by national leaders in the field of business 

education. 
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This study covered several areas of teaching techniques including 

motivation, speed and accuracy building, production versus straight 

copy material, the three basic approaches of speed, accuracy and tech¬ 

nique, and the question of whether school standards have met the 

standards that business requires. 

Need or Purpose of the Study 

The purpose of this study was to determine if Montana secondary 

schools were producing a good percentage of vocationally competent 

typists. Vocational competency has also been important in other areas 

of business education but this study was limited to typing and its 

related items pertaining to employment. 

Many business educators have realized the importance of maintain¬ 

ing a good image in the eyes of business, so they must be sure that 

they are turning out typists who are satisfactory as far as meeting 

the standards of business for entry level positions and beyond. 

Alan C. Lloyd mentioned three skill levels for typing students. 

These were "Academic Use," "Professional Use," and "Employment Use." 

Each level required a different length of training time to reach the 

skill needed in that particular area. The last area, "Employment Use," 

was basically what this paper has covered as this level referred to 

vocational competency. To quote Alan C. Lloyd in his definition of a 
« • ‘ 

vocational goal, "The goal then becomes 50 words a minute for 5 minutes 

within one error. Nothing less is really 1vocational’" (Lloyd, 1964:5). 
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General Questions to be Answered 

1. What method approaches seemed to produce the best results for 

training vocationally competent typists? 

2. What grading scales seemed to be most prevalent and were they 

realistic compared to the standards of business? . 

3. What motivational devices seemed to work best for obtaining 

maximum effort from typing students? 

4. Has any survey ever been taken pertaining to the entry-level 

standards required of beginning typists by business in the 

communities that were surveyed by the questionnaire? 

5. Just what has been meant by vocational competency and how many 

schools were meeting the standards for this? 

General Procedure 

This researcher planned to solve the problem in several ways. 

First, a study was made of all the pertinent literature that could be 

found pertaining to methods of teaching typing, motivational devices, 

standards of business educators, and standards of businessmen. Most of 

this material was researched from articles by nationally famous experts 

in the field of typing. 

A survey was made of typing instructors in selected Montana 

secondary schools. From this survey a comparison was made with the 

recommendations and findings of the national leaders in the field of 

typing. Some of the researcher's experience in teaching typing was 

also used in arriving at the final results of the problem of this 

study. 
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Limitations and/or Delimitations 

The survey was limited to high schools of at least 300 enroll¬ 

ment. The questionnaire was sent to the Business Education Chairman 

of each school and then forwarded to the appropriate instructor. The 

survey then compared methods and standards used by the various schools 

and also compared these standards with those required by several 

surveys made of business in various sections of the country. 

Definition of Terms 

gwam—gross words a minute with an error limit of so many errors 

a minute. 

nwam—net words a minute where a penalty is subtracted for each 

error. 

pwam—production words a minute or the speed attained by a typist 

when producing material such as letters or invoices. 

npr net production rate or rate achieved when a student has to 

stop and erase on production work each time an error is 

made. 

mwam—mailable words a minute—rate attained when typing letters 

or other business forms so that they are acceptable with 

erasing. 

gpram-gross production rate a minute. 

nprm—net production rate a minute. 

vocational competency—40/0, 50/1, 60/2 gwam-5 minute timing. 

Summary 

A study was made to determine what the techniques and standards 

were of typing instructors in the secondary schools of Montana. Then 
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a comparison was made of these techniques and standards to see how 

close they were to those recommended by national authorities in busi¬ 

ness education. 

The standards were not only compared with the recommended standards 

of the national experts in business education but were also compared 

with several surveys that were made of a large number of businesses 

throughout the nation. 

This researcher felt that the study would be of benefit to 

Montana typing instructors in upgrading their typing programs. It was 

also hoped that the study establishing more accurate standards would 

also assist in improving teaching techniques. 

If a more uniform grading system were used, it would not only 

help the typing instructor but would probably be more just to the 

student. Also, if a student applied for a job involving typing, he 

would have a better idea of whether he really did have the ability 

the employer was looking for. It would certainly assist the business¬ 

man if he knew that an "A" in typing really meant a certain profici¬ 

ency in skill at the typewriter. There have been a number of in¬ 

stances throughout the country of where an "A" in one school was a "C" 

in another. This has been part of the injustice that has prevailed in 

schools in the past. Perhaps this study will help in alleviating the 

problem. 



CHAPTER II 

REVIEW OF LITERATURE 

The literature presented in this chapter pertained to what basic 

methods were used in instructing typing, how vocational competency 

levels were arrived at, what motivational devices were used, and what 

basic standards were used by business educators compared to employers 

when typing skill was considered. 

A review of literature was given pertaining to similar studies in 

the above areas. Also included were the opinions of leaders in the 

business education field pertaining to the subject of standards in 

business education compared to business standards for employing typists 

Four basic items were considered in this review: 

1. Techniques and approaches to the teaching of typing. 
2. Motivational devices. 

3. Typical standards of business educators. 

4. Standards used by business for entry level employment. 

Techniques 

Dr. Wagoner of the University of Tennessee gave some short but 

pertinent comments about techniques in typing. While most of his lec¬ 

tures in the course this researcher took from him were on shorthand, 

the following were items he mentioned on typing. 

1. Be sure the student always knows why he is doing something. 

2. Do^t mix two purposes together, (as speed and accuracy). 

If too many errors on 3 or 5 minute timings, have strict accuracy 

building, forgetting about figuring speed (teacher should figure 

speed). Student should not figure speed when trying to get accuracy. 
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After 12 weeks, speed timings are of no value. Then speed, accuracy, 

and problems should all be graded by means of production material. 

During the last quarter only 10% of a grade should be on speed. This 

should be a 10 minute timing with one carbon copy and erasures. 

3. Always have students type letters on letterhead stationery. 

After first week of typing letters, a carbon copy should be used. The 

same quality paper should always be used. 

4. The teacherfs chair is the most useless piece of equipment in 

the typing room. 

5. It is very important to have the keyboard at exactly the same 

angle as the forearms. (Wagoner, 1964:lecture comments) 

An article by Barbara Nalepa and Margaret Ferguson was aimed at 

the student who found little or no success in typing or in school in 

general. They mentioned what this "basic” typist needed was help, 

and they gave seven guides to achieve this: 

1. Give the student as much time as he needs to do the job well. 

Be sure he has mastered the keyboard first, however, as no assignment 

can be satisfactorily completed until this is done. 

2. Give simple directions—basic typists are often limited in 

reading ability. Often they don’t understand what they read. Don’t 

talk over the students’ heads. Directions should be clear, short, 

simple and to the point. If possible, have the typist do what you are 

explaining. Have the typist execute each operation as you explain it. 
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3. Allow for individual differences--each student should learn 

at his own rate and in his own way. Let the student repeat if he 

needs repetition, proceed when he meets achievement goals. 

4. Don't compare student progress--the basic typist dislikes 

being compared with average or above-average students. Frustration 

and embarrassment lead to resistance in learning and trouble-making 

in the classroom. Throw out all typing charts. 

5. Set realistic goals--make all students work by set. goals 

the basic typist can reach, goals that he knows he can reach if he 

puts forth some effort. 

6. Provide applicable materials--have basic typists concentrate 

on simpler forms that they can type well. Make them your clerk-typist 

specialists when they don't understand tabulation and letter typing, 

(many won't) Teach for employable skills, not curriculum standards. 

7. Don't grade papers. Check papers immediately, not the next 

day. Walk around the room to catch errors immediately. (Nalepa, 

Ferguson, 1969:16) 

E. L. Marietta gave some techniques that approached the problem 

of a typist reaching a certain speed level, then staying there. He 

gave five suggestions for pushing off•that plateau: 

1. Keep Personal Records--Each student should keep a record of 

his daily progress. This can be a graph or a speed chart. 12 sec., 

1 min. , and 3 or 5 min. timings are recorded each day. 
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2. Use 12-sec. Timed Writings--Most typists can push themselves 

enough to make a slight increase and this gives them a good mental 

boost. 

3. Use Easy Copv--Lots of short words or balanced-hand sentences 

allow the learner to approach his optimum finger-movement speed. 

Twelve-second drills and 1-minute drills using easy copy usually give 

positive results and a psychological boost to the typist. 

4. Disregard Errors for a Pay--Students will be able to reach 

speeds they had believed impossible if this is done on drill work for 

a day or two. In a day or two, they are ready to hold their new 

levels of words a minute and cut their errors. 

5. Use Memorized Sentence Drills--Short sentences of about ten 

words will encourage speedy stroking and help each typist get more 

strokes in any measured drill. Example of short, balanced-hand sen¬ 

tence: It is their duty to do that work when they are so sure they 

can do it. 

The goal of any of the above suggestions was to get the typing 

student off his speed plateau and raise his rate. (Marietta, 1971:1) 

Dr. Erickson of U.C.L.A. made a study of the factors which 

seemed to have the most influence upon the development of high speed 

typewriting skill. Eighteen students ranging from 10.1 to 18.5 years 

of age were in the study. Some had no typing experience, some had 

one or more semesters of training. I.Q. scores varied from a low of 
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74 to a high of 168. The backgrounds and'family life of the students 

also varied greatly. 

The problem of Dr. Erickson’s study was to attempt to discover the 

factors that contribute to or hinder high speed typing skill. A case 

study of each student was made. This was to determine all of the 

factors that might affect the student. 

Four factors were considered in the instructional program. 

1. Learning and skill development process. A number of questions 

were raised in an attempt to analyze the skill learning process as it 

applies to typewriting. 

2. Practice materials. A variety was used with the purpose of 

seeking information as to the effect of various kinds of typing mater¬ 

ials upon skill growth and upon student interest. 

3. Organization of student practice periods. Each student had 

to practice assigned materials for one hour each day (including 

weekends). 

4. Individual instruction. Each student was given individualized 

instruction once a week that ranged from 30 to 60 minutes. This was 

either at the home of the student or at the office of the instructor. 

A number of questions were also raised on this aspect of the in¬ 

structional program. Several steps were also taken to modify or 

influence student attitude toward typewriting. These included 

reasonable goals, various instructional procedures to help attain 
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success, good rapport between student and teacher, and creating 

enthusiasm for speed through teacher demonstration and evaluation. 

After one year of individualized instruction, all the students 

typed at rates exceeding 100 words a minute on straight-copy material 

for periods varying from 5 to 15 minutes. Four students typed between 

120 and 130 words a minute; three reached between 140 and 150 words a 

minute. All were able to apply this straight-copy skill in problem- 

and-production situations. All but one were able to reach relatively 

high production speeds. 

The case studies produced the follcwing selected findings for 

classroom practice: A deep desire to improve was found in all of the 

students. This, plus the necessary effort, was a critical factor in 

skill development. The desire and effort gave the needed motivation 

for practice. 

Another key factor was the instructional techniques and proce¬ 

dures used by the teacher in the speed building program. Teacher 

direction and encouragement of the student seemed to be of vital 

importance. Teacher direction and demonstration, plus student under¬ 

standing of the purpose of the practice, was essential to skill growth. 

Without these, skill growth was slowed. 

Progress charts included speed scores, error scores, analysis of 

techniques, and suggestions for improvement. This knowledge, plus 

teacher evaluation of progress, proved a powerful incentive to improved 
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performance. According to Erickson, a refinement of technique some¬ 

times resulted in a loss of speed but the student needed to be assured 

that this would eventually improve his rate of typing. 

In the study it was found that good technique patterns were the 

foundation for developing high skill in typing. When techniques were 

emphasized early in the program, more rapid gains were made than with 

students where technique emphasis was delayed. 

Other key factors were practice of the right kind, the proper 

level, and with a carefully defined purpose behind the practice. 

The level at which a student practiced was important. He was in¬ 

structed by Dr. Erickson to always type at one level or another. Host 

students would type at their top speed regardless of the purpose unless 

they were otherwise directed. Guided writings proved to be one of the 

most successful methods of having the student type at the right speed. 

Forced speed practice at the expense of accuracy had to be 

emphasized after a student reached a certain level of skill. This was 

needed for the student to reach the higher speed levels. 

Reaction time of the students was also studied. It was found 

that speed of reaction was not a primary factor in the development of 

high speed. One of the fastest typists in the group had the slowest 

reaction time. This student, however, had learned to pre-position his 

fingers in anticipation of the stroking pattern so his time intervals 

between strokes was reduced to a minimum. 
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Intelligence was also considered. It was found that students 

with lower I.Q.’s needed additional practice in order to meet the mini¬ 

mum weekly skill goal. In his study. Dr. Erickson found that complete 

individualized instruction was not necessary for most typing classes. 

However, at the higher skill levels where a great deal of refinement 

in techniques must take place, individualized instruction seemed to 

have the most value. 

Dr. Erickson summarized the article by mentioning that many \ _ . 

possibilities existed for improving typewriting instruction. 

(Erickson, 1964:244) 

Another article by Dr. L. W. Erickson dealt with the accuracy- 

of-copy factor as it related to control. Net warn with a 10 word 

penalty should not be used according to him. The author broke the 

article up into five sections. 

The first section dealt with control as it related to the skill 

level attained by the typist. The second was control as it related to 

typewriting experience. The third was control as it related to a 

knowledge of error threshold. The fourth was control as it related to 

the kind of copy typed. The fifth was control as it related to 

repetition of copy. (Erickson, 1964:244) 

Several techniques and practices of George Hossfield, winner of 

more world typewriting championships than anyone, (ten) were studied 

and listed below. 
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He mentioned that taking piano lessons for over six years before 

learning to type had a lot to do with his success. He "was required 

to practice the piano one hour daily, with much of the practice done 

with a metronome. Therefore, his fingers were well trained for finger 

stroke control and he was conscious of the value attached to proper 

timing of those strokes--in other words, to strike the keys with a 

sort of rhythmic cadence (typing with continuity). 

In each of the contests won, he made considerably fewer errors 

than the second-place writer. In seven of the contests he averaged 

half an error a minute or less. George's best contest and the most 

accurate paper in the history of typing contests was in 1922 when he 

typed for 60 minutes at 144 wpm with only 20 errors. (Hossfield, 

1964:3) 

Some of the questions about George Hossfield that came up were: 

Just how did he train for the contests? What kind of practice? How 

long did he practice? What were some of his obstacles? 

He and the other contestants would go to the library and select 

an armful of books that looked like good practice material. They were 

usually technical books, like Munsterburg's AYCHOLTHERAFY and Maeter¬ 

linck's LIFE OF THE BEE, basically because they had large type, little 

punctuation and no figures. The material was great for improving 

accuracy as more effort had to be given than on the regular contest 

copy. The contestants would usually type the books from cover to 
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cover. Though the material was technical, they typed it so mechanically 

that they could actually read and comprehend what they were typing. 

Practice time in preparing for the contests was a regular working 

day from 9 to 5. They would warm up for about an hour, giving special 

attention to developing rhythm. Then a half-hour test was given. 

Lines typed and errors were counted so they had some idea of how well 

they were doing each day. Then more rhythm practice and another half- 

hour timing were given. An hour and a half lunch break was taken-- 

then it was more rhythm practice followed by another half-hour test. 

The final part of the day was another rhythm practice and a fourth 

half-hour test. 

Sometimes an hour te??t was given but actual testing of two hours 

was always done each day. Errors were checked carefully, then not 

only the word that was missed but several words before and after the 

word the error appeared in were practiced. 

George figured on making about twice as many errors in the con¬ 

tests as he did in practice. One word he was consistently making an 

error on was the word 'that'. He kept typing 'tyatf. He finally 

remedied this by lowering his chair an inch. (Hossfield, 1965:42) 

One trick all the sponsoring typewriter companies used was 10 

pitch spacing but 12 pitch characters. This avoided crowding the 

letters. Also, both sides of the type faces were filed until they 

were like razors, (this avoided bunching the keys up) A skilled 
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mechanic adjusted each machine to individual taste. 

The first half of each year, the contestants were out on the road 

giving demonstrations for their sponsoring companies. The second six 

months before the contest, they practiced from 9 to 5 as was previously 

described until about two to three days before the contest. Then they 

moved to the contest area. They always used the same machine, desk, 

and chair. The drawers of the desks were weighted with rocks or heavy 

pieces of iron or anything heavy to weight the desk so that it would 

not move while they typed. 

One of George Hossfield's final comments pertained to fatigue. 

He mentioned that many young typists complained about physical fatigue 

after typing for a while. But he could never remember experiencing 

any kind of physical pain or fatigue in his wrists or fingers, for 

instance, even after typing for hours on end. And he couldn't remember 

any of the other contestants complaining of physical fatigue or pain. 

(Hossfield, 1966:13) 

The use of overhead projectors was another technique that was 

considered by the researcher. Elise D. Palmer listed some of the 

advantages for using the overhead in the classroom. The following 

list gave several of the advantages: 

1. Viewing by the class was usually not blocked as the screen 

could be placed in almost any position. 

2. Time was saved by the instructor not having to use the 

blackboard. 
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3. Better interest was sustained by the instructor facing the 

students instead of facing the board. 

4. A greater volume of material could be covered in a period 

and the instructor never ran out of space. 

5. Transparencies could be used repeatedly. 

6. Use of overlays achieved depth perception and speeded up 

the presentation. Attention could be focused only on the items to be 

emphasized by blocking off the others. 

7. Emphasis could be given by use of different colors. 

8. Overhead could be moved to any spot in room for individual, 

group, or large group instruction. (Palmer, 1968:299) 

Motivational Approaches 

Without the proper motivation most students did not seem to reach 

the skill level they were otherwise capable of achieving. The follow¬ 

ing summarized the devices used by some typing instructors. 

Aubrey Holderness mentioned that students were highly motivated 

during the early stages of typing* However, the enthusiasm soon 

disappeared and the class often became dragging and monotonous. He 

suggested various games to alleviate this situation, using them about 

.once every two weeks. 

One game he mentioned was football. Each side had a captain 

and the ball was advanced according to the number of perfect sentences 

that were typed by each individual. Whoever reached the goal line 
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first w?.s the winner. The game usually took the entire period. Car 

racing was another suggested game, with about three minutes of each 

period utilized for about two weeks. Several other games were also 

mentioned. (Holderness, 1965:1) 

Composition was mentioned as a good motivational device as well 

as an educational one. Lloyd W. Bartholome had a section on this in a 

booklet prepared for the Department of Business Education at Utah 

State University. He suggested giving the students a choice on writing 

about any career they wanted to cover. Another choice was to compose 

a paper on "How to Find a Job". 

Another composition exercise suggested by one business education 

leader was a series of ten questions. The student typed the answers 

to as many of the questions as time permitted, using complete sentences 

for the answers. The first and last questions were listed below as 

examples: 

1. By what name was William F. Cody generally known? 

10. What event made the Wright Brothers famous? 

(Haggblade, 1966:ditto from University of Montana Workshop) 

The researcher has used a number of motivational devices, 

including the dictation of poems and sayings where the student typed 

the material in rough draft form, then typed it up in the final form 

with erasure corrections. The typing of manuscripts from magazines of 

the student's choice (excluding girly mags, etc.) also proved to be a 
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good motivational item. Occasionally questions were dictated for the 

student to compose his answer in rough draft form. The final copy was 

then typed with erasure corrections. A question and an answer from 

one of the researcher's students was given below as an example: 

"What does Christmas mean to you?" 

"Christmas means to me what it means to a lot of other people 

and that is a time for giving and a time for sharing. I am glad I 

don't have to spend Christmas in jail like I did on Thanksgiving". 

(Field, 1968:student paper) 

Standards of Business Educators for Typing 

According to L. J. West, studies over the years involving many 

thousands of students showed that average accuracy on 5-minute timings 

throughout first-year training was two errors per minute. Standards 

higher than this were unrealistic. If greater accuracy was achieved, 

it was usually with a sacrifice to gross speed. A big-city school 

system study showed an average gross wpm on 5-minute timings on copy 

of average difficulty was 28 wpm at the end of the first semester, 

38 wpm for the end of the second semester. To measure skill changes 

accurately, it was essential to hold copy difficulty at a constant 

level. (West, 1973: 31) 

The following was a comment by the late Dr. John L. Rowe. 

"In typing, strive for fifty words per minute on a ten minute 

timed writing with no more than one error for every two minutes. If 
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you can obtain this skill in one year for ninety per cent of your 

students, then offer only one year of typewriting. Personally, I do 

not think this is possible because the development of a typewriting 

skill is a maturation process; and as yet, I have never witnessed this 

achievement in one year of instruction." (Rowe, 1962:8) 

Dr. Wanous gave a variety of methods for measuring typing ability 

including GWAM/errors—GWAM/Percent of Accuracy, NWAM, MWAM, NPR. 

(NWAM was the least accurate, NPR the most accurate.) Skill building 

was to be based on G-PRAM but grades were to be assigned on the basis 

of N-PRAM. Adequate practice was advised first, however, before 

grading. For office typing ability, measurement was to be based on 

the number of problems acceptably completed (errors erased and cor¬ 

rected). (Wanous, 1966:52) 

Standards of Business in Typing 

In Pennsylvania a survey was made in the spring of 1972. The 

personnel managers of 252 organizations were contacted to determine 

the status of office skills relative to a beginning office worker. 

The survey indicated speed requirements in typing ranged from 

zero through 80 warn. The majority of personnel managers required 46 

through 60 warn. If a student could type 60 warn, he met the speed 

requirements of 93 percent of the responding organizations. (Clemmer, 

1973:35) 

The following were businessmen's standards in the Fresno, Calif- 
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ornia area. These tests were always straight copy material (a poor 

way of testing according to Haggblade), and were given by five employ¬ 

ment agencies and the California Civil Service. 

Requirements: 

Agency 1-50 gwam, 4 error maximum on 5 minute timing 

Agency 2-50 nwam, 5 and 10 minute timings 

Agency 3-45 nwam, 5 minute 

Agency 4-55 gwam, 10 minute, 3 error maximum 

Agency 5-45 nwam, 5 minute 

California Civil Service - 40 nwam, Junior Certificate 

45 nwam, Intermediate Certificate 

50 nwam. Senior Certificate 

(Haggblade, 1966:workshop ditto) 

A survey was made in the Kimberly, Wisconsin area of over 200 

businesses to determine what the employers of beginning office workers 

expected as to typing speed and accuracy. Phillip L. Cocker, high 

school business teacher in Kimberly, used these realistic business 

standards as the basis for his grading system. 

For example, 20 percent of the firms surveyed expected 61 to 65 

gross words a minute, while 25 percent expected between 50 to 54 words, 

and 11 percent accepted 40 to 49 gross warn. With this knowledge, he 

established the following standards for typing. 

A - 61 to 65 warn 

B - 55 to 60 warn 

C - 50 to 54 warn 

D - 45 to 49 warn 

(Cocker, 1972:16) !. 

Alan C. Lloyd identified three levels of typing skill as needed 
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by a college student, a journalist, and an office typist. 

Academic Use--For personal and academic typing a goal of 30 or 

so warn within 5 errors for 5 minutes could readily be achieved in a 

standard 75-to-90-period course. 

Profession Use—This included journalists, field salesmen, adver¬ 

tising writers , radio and TV scripters, laboratory researchers. They 

needed what was ordinarily achieved in a full-year general course. 

More speed and accuracy were needed than for the first category. A 

goal of 45 or so warn within 3 errors for 5 minutes was expected to be 

reached in a standard one-year (165-180 periods') course. 

Employment Use--Lloyd mentioned that standards like 60 warn with 

3 or fewer errors grossly underrated the top-heavy cost of an error. 

If an error could be corrected, it took the average typist about a half 

a minute to make a correction on an original copy and about 15 seconds 

for a carbon copy. If an error on an original and two carbons could 

be corrected, it would take a full minute. This would mean that 40 

warn with no errors equalled 50 with one error and 66 with two errors. 

If three errors were made at 60 warn, this was actually 24 warn, (three 

minutes erasing and two minutes typing, assuming there was an original 

and two carbons) 

The vocational goal, then, was defined as 50 words a minute with¬ 

in one error. Nothing less was really "vocational". Three and one 

half semesters was about what it would take to develop the average 
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typist to meet a skill of 40/0 for 5 minutes or 50/1 for 5 minutes. 

He recommended that 4 semesters be given for vocational typing to 

qualify most students. (Lloyd, 1964:5) 

One study made in Sterling High School in Sterling, Illinois, 

revealed that 97 percent of the graduates indicated that following 

instructions was the most important office trait a graduate could 

possess. One area they mentioned that should be given more emphasis 

was the composition of business letters. (DeCrane, 1969:106) 

Another area that needed more emphasis was rough-draft copy. 

Current research showed that 98 percent of all secretaries and steno¬ 

graphers typed from rough-draft copy. The professional typist could 

type high-quality final reports and business papers loaded with 

revision marks and numbers as readily as she could copy simple para¬ 

graphs. (Perkins, Smick, Whisler, 1971:14) 

Summary 

The four basic items covered in this chapter are briefly sum¬ 

marized as follows: 

1. Teaching techniques—several of the experts mentioned in this 

chapter agreed that teacher direction and demonstration were essential 

in teaching proper techniques to the student that would result in 

maximum skill results. Also, there was agreement that proper tech¬ 

niques had to be emphasized early in the course. 
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2. Motivation—unless students were properly motivated, they 

would not have the deep desire and put forth the necessary effort to 

achieve high skill at the typewriter. Several motivational devices 

were mentioned, including games, composition, typing from dictation, 

overhead projectors, and progress charts. 

3. Standards of business educators—accuracy standards for 

first year typists averaged at two errors per minute on a five minute 

timing. Dr. Rowe mentioned that one year of training would be enough 

if the student could type 50 words per minute on a ten minute timing 

with a maximum of five errors. He added, however, that this usually 

took more than one year of training. Lloyd defined vocational compe¬ 

tency as being able to type 50 w.a.m. within one error or 40 w.a.m. 

with no errors for 5 minutes. 

4. Business standards for entry-level employment—standards 

varied considerably among the surveyed businesses and government 

agencies throughout the U.S. Required speeds for employment ranged 

from a low of 40 w.a.m. to as high as 80 w.a.m. Some firms gave net 

timings where a penalty was subtracted for each error. Others gave 

gross timings where an error was given such as 5 errors on a 5 minute 

timing. 



CHAPTER III 

PROCEDURES 

Introduction 

This study was based on the hypothesis that there was much differ¬ 

ence in the techniques and standards among typing instructors of 

Montana when compared with those suggested by leaders in the business 

education field. Also the standards difference was noticeable between 

Montana educators and businessmen. 

The purpose of this chapter was to explain what necessary data was 

covered and how it was collected and compared. The population descrip¬ 

tion and sampling procedures were covered, as well as the method of 

collecting, organizing, and analyzing the data. A summary was also 

included. 

N 

Population Description and Sampling Procedures 

The population sampled included the 36 largest high schools in 

Montana. This was not due to any feeling that the instruction was 

superior to any in the smaller schools. However, this researcher felt 

that more accurate results could be compiled from the questionnaire by 

receiving answers from instructors who had taught a relatively large 

number of pupils in the course of at least one year. 

The survey instrument included a cover letter. (Appendix A). It 

was addressed to the Business Education Department Chairman of each 

of the 36 largest Montana high schools, and explained the purpose of 
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the survey. It also mentioned that the results might be of benefit to 

those who returned the questionnaire. 

The effect of the questionnaire results was to reveal how 

closely the teaching techniques of typing instructors in Montana com¬ 

pared to national leaders in the field of business education and with 

the employment standards of a good sampling of businesses throughout 

the United States. 

Survey Instrument 

The questionnaire consisted of 39 questions. They dealt mainly 

with basic course content in typing, teaching methods, standards used, 

length of time devoted to production work as compared to straight copy 

timings, motivational devices, and vocational competency. 

The questions were designed to give the necessary data pertaining 

to teaching methods used, standards for grading, course content 

stressed, types of timed writings and production material, and length 

of time for the typing courses. Other items covered were motivational 

devices, visual and audio aids, individualized instruction, and types 

of equipment. Most of the questions were kept relatively simple, 

calling for 'yes' or 'no* answers or multiple choice. 

They included most of the information pertinent to the study. A 

fairly short questionnaire was designed in hopes of receiving a higher 

percentage of return to the mailings. 
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At the bottom of the cover sheet a form was provided to be 

mailed back to the researcher. This form was for those replying to 

the questionnaire who wished to receive a summary of the findings of 

the survey. There were two purposes behind this. First, if the par¬ 

ticipants knew they were receiving something beneficial in return for 

their effort, it would improve the percentage of returns. The other 

purpose was the possibility of improving teaching techniques and 

standards in high school typing in Montana. 

It was stressed that each participant's replies would be kept 

strictly confidential, with no names of schools or instructors being 

mentioned. The objective was to obtain more accurate answers and a 

higher percentage of returns. 

Administration of Survey Instrument 

The questionnaires were mailed to 36 of the largest high schools 

in Montana in early March of 1975. These included schools with an 

enrollment of at least 300 students. Fergus High in Lewistown was 

excluded as the researcher was employed at that school. 

The questionnaires were sent to the business department chairman 

of each school to be delivered to the appropriate personnel. 

A second mailing was sent near the end of March, 1975. The final 

results were 23 questionnaires received of the 36 mailed, or 63.9%. 
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Treatment of Data 

Each of the 39 answers to the questions was tabulated and 

totaled from the questionnaires received. The final results of each 

question later compared either with the recommendations of national 

business leaders, with the requirements of selected businesses through¬ 

out the United States, or with both leaders and businesses. 

Eleven tables were compiled from this information. The following 

was a brief summary of each: Table I indicated what number and percent 

of the surveyed Montana teachers used the technique, speed, or accuracy 

approach (or a combination of the methods). Table II compared teachers 

emphasizing production work with those emphasizing straight copy 

material. Table III compared instructors who timed production work or 

set deadlines with those who did not. Table IV indicated what business 

forms were emphasized by the surveyed instructors. Table V indicated 

the instructors who used tapes, overheads, or neither in classroom 

instruction. Table VI compared the average standards recommended by 

four national business education leaders with the average standards of 

21 Montana typing instructors for arriving at grades for the end of the 

second semester of typing. Table VII compared the definitions of voca¬ 

tional competency for entry-level typists. The three groups included 

460 businesses, 4 national business education leaders, and 23 Montana 

typing instructors. Table VIII showed which Montana communities sur¬ 

veyed businessmen for skills required of entry-level typists and which 
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communities did not. Table IX compared the setting of standards for 

grading. (Whether they were set in advance, graded on the curve, or 

both.) Table X compared instructors using gross speed and error limit 

with those using the net speed system. Table XI listed the highest 

speed ever attained by first year students of the surveyed instructors 

on a 3 or 5 minute timing. 

Summary 

The review of literature revealed some of the significant studies 

made concerning the four basic items that were considered: 

1. Techniques and methods 

2. Motivational devices 

3. Typical standards of business educators 

4. Standards used by business for entry level employment 

Leading business educators in the United States had their 

opinions and findings included in the literature. The study revealed 

the most effective techniques and motivational devices. It also gave 

standards considered to be acceptable by both business educators and 

by businesses. 

Findings in this review were used in formulating criteria for 

evaluating the practices of secondary school business educators in 

the teaching of typing in the state of Montana. 



CHAPTER IV 

DATA ANALYSIS . 

This chapter presented and interpreted the findings of the study. 

The eleven tables included were meant to give a clearer picture of just 

how typing teachers in Montana high schools compared with the recommend 

ations of national business leaders and with the required standards 

for entry level skills of selected businesses in certain sections of 

the United States. 

Data other than from the questionnaire was obtained for the most 

part from leading business education magazines and periodicals. Most 

of these articles were written by authorities in the field of business 

education. Several sources of data included notes taken by the 

researcher from workshops conducted by business education leaders. 

The objective of the data was to give an accurate comparison 

between the opinions of business education leaders, businessmen, and 

Montana business teachers with regard to standards and other related 

items. 

The first section of this chapter covered techniques and methods 

in the teaching of typing. This material included recommended prac¬ 

tices followed by nacional leaders in the field of business education. 

From the questionnaire returns of 23 of the larger schools in 

Montana, a comparison was made between the techniques and methods used 

by Montana typing teachers with those that have been found to be most 

effective by leaders in the field. 
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Techniques and Methods 

National leaders in business education included in this research 

were in agreement that the technique approach, especially in the early 

stages of learning to type, was the superior method. 

The following table was to illustrate what 23 Montana typing 

teachers used in their approach to teaching typewriting. The majority 

used a combination of the methods which probably meant that most of 

them did emphasize technique. The other four might have benefited by 

concentrating more on the technique approach. 

Table X. Number and percent of Montana teachers who emphasized 
instructional methods. 

Technique Speed Accuracy Other 

Number 3 1 3 

16 combinations 

of 2 to 3 of 

these methods 

Percent 13% 4% 13% 70% 

Authorities were also in agreement that production typing should 

be stressed more than straight copy work. The following table listed 

the Montana instructors who concentrated on production work, straight 

copy work, or both. Better than half of the surveyed instructors 

apparently needed to concentrate more on production work. 

Table II. Emphasis placed on straight copy material compared to pro- 

duction work. 

Production work Straight copy material Both 
Number 9 12 2 
Percent 

whole 40% 52% 8% 

Business education leaders stressed that once new material was 

learned, all of the following work of that type was to be either timed 
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or have a definite deadline for turning in the work. Mild pressure, 

even at the beginning, was recommended rather than having the student 

work at his leisure. They felt that the student would not only 

achieve higher skill but also become used to the pressure of deadlines 

often found in a business office. 

Table III was to show the number of Montana teachers who used 

timings or deadlines for production work and those who rarely or never 

did. Most of the instructors did have some form of pressure. 

Table III. Instructors who timed production work set deadlines, or 
neither. (No timings until material was learned). 

Both 

timings 

and 

deadlines 

Production 

work 

usually 

timed Deadlines 

Production work 

rarely timed 

usually done and 

handed in when 

student finishes 

At leisure 
to certain 

date 

6 6 9 1 1 

The emphasis on the proper business forms was stressed in most 

areas by the majority of the surveyed instructors. However, business 

elucation leaders mentioned several important areas that seemed to be 

overlooked by several Montana instructors. These included typing from 

rough draft, business letter composition, and typing of numbers and 

tabulation material. The following table was to illustrate the major 

emphasis put on production material by typing instructors in Montana. 



- 34 - 

Table XV. Major emphasis by Montana typing instructors on various 

business forms. (At least three forms listed by each 
instructor) .     

Letters 

Manuscripts, 

reports and 
term papers 

Invoices, 
purchase 

orders, 
etc. 

Memor¬ 

andums 

Statistical or 

columnar tables 
Number of 

teachers 

listing 

item 

18 10 10 8 7 

The following were some of the major techniques and methods men¬ 

tioned by business education leaders. 

Dr. Wagoner stressed the importance of the student always being 

aware of why he was doing something. (always knowing what the object¬ 

ive was) Also, he mentioned that two purposes should never be mixed 

together, (like trying to achieve speed and accuracy at the same time) 

If a student made too many errors on a timing, he should concentrate 

strictly on accuracy and forget about figuring out his speed rate. 

(the teacher should calculate the speed later) The student should not 

determine his speed rate when trying to achieve accuracy. After the 

first three months, he mentioned that all speed, accuracy and problems 

should be graded by means of production material. 

Wagoner also stressed the importance of having the typewriter 

exactly the right height to achieve maximum accuracy, (the slope of 

the keyboard at exactly the same angle as the forearms) 

This item was previously (Wagoner, 1954:lecture comments) con¬ 

firmed by the experience of one of the most famous typists of all 
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time, George Hossfield. As a professional typist representing the 

Underwood typewriter, George was consistently typing the word ^hat* 

as ^yat*. He finally solved this problem by lowering his chair by 

one inch. (Hossfield, 1965:42). 

Nineteen Montana teachers had either adjustable chairs or tables 

while four had neither. The number of teachers who stressed the right 

height of the machine, however, was not included in the questionnaire. 

Dr. Erickson mentioned the importance of always typing at one or 

another level. He commented that most students typed at their top 

speed regardless of the purpose of the drill unless they were directed 

otherwise. Guided writings, according to him, were one of the best 

ways of achieving this. 

Another observation by Dr. Erickson was that complete individ¬ 

ualized instruction was not necessary for most classes. Individualized 

instruction, according to him, had its greatest value at the higher 

skill levels where a great deal of refinement in techniques must take 

place. 

Erickson also mentioned that refinements in technique sometimes 

result in a loss of speed so the student had to be assured that this 

would eventually improve his rate of typing. (Erickson, 1964:244). 

Nineteen of the Montana typing instructors who replied to the 

question on individualized instruction thought that it was worthwhile, 

even though time and large classes often prevented it from being used 
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too often.. Three instructors did not feel that it was worthwhile. 

One did not reply to the question. 

Control was another factor covered on the questionnaire. To 

improve the accuracy of the student, three different approaches were 

given for Montana typing instructors to choose from as to what they 

thought was the most effective method in reading the copy—word level, 

stroke level, and syllable level. Eight instructors indicated that 

the letter level was superior in improving accuracy, three selected 

the syllable level, one used a combination of word and letter level, 

two used all three methods, one considered the word level as the best, 

and two used both the word and syllable level. Six instructors did 

not reply to the question. 

The several national business leaders who commented on the sub¬ 

ject agreed that the letter level was the most efficient for improving 

accuracy. Once control was achieved the student could begin to use a 

combination of the three methods. 

Another question on the survey instrument was whether speed and 

accuracy were stressed at the same time or individually. Eleven 

instructors stressed each individually, eleven stressed both at the 

same time, while one Instructor did not reply. 

Every business education leader researched on the subject men¬ 

tioned the importance of stressing either speed or accuracy and not 

trying to emphasize both at the same time. One also mentioned that 
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each student should usually concentrate on whichever area caused the 

most difficulty. 

Rough draft copy was another area covered on the return. Six 

instructors had the students do a lot of typing from rough draft copy, 

six had the students do very little or none, and eleven had the 

students type occasionally from this material. •- 

National business leaders mentioned that rough draft work should 

be stressed much more than it has been in most classrooms as it was a 

common type of work in the business office. Letter composition was 

another important item that several leaders mentioned, and one that 

was often overlooked by typing instructors. 

Motivation 

The following deals with motivational devices used successfully 

by authorities in the typing field and those used by Montana educators. 

Typing tends to become a boring, tedious subject, especially during 

the second semester, unless frequent motivation is used so this sub¬ 

ject was treated separately even though it could have been included 

with techniques and methods. 

The subject of motivation was a vital one if a student hoped to 

reach high levels of skill building value, most of them often inspired 

greater interest for the student and helped in preventing the subject 

from becoming monotonous and boring. 

A variety of motivational devices were listed by the instructors 
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answering the questionnaire.. The basic items used included the follow¬ 

ing: five instructors used competition devices where the student 

either competed with others in the class or with himself (trying to 

improve his best speed, etc.). Groups of students would also compete 

with each other. Eight instructors employed various games in the 

classroom. Two used mystery typing and puzzles. One had the students 

type extra work for the school, (for other teachers, the school office, 

etc.). Four teachers listed speed charts for motivating the student. 

Variety, praise, and enthusiasm were listed by three instructors as 

being important motivating items. Bonus or extra credit work was 

listed by one, while another listed the typing of various school 

assignments as being effective. Grades were mentioned by two instruc¬ 

tors as an incentive for the students. One instructor had a unique 

method that might be questioned, especially by administrators, school 

boards, or by instructors concerned with high levels of skill for their 

students. The student was given one day off per week from typing if he 

was up to date and passing in the course. 

The frequency that these motivational devices were used varied 

considerably. The answers ranged from constantly to seldom, once a 

month, or before special holidays. 

Some of the motivational devices used by Dr. Erickson on his 

group of 18 students who achieved better than 100 warn in one year were 

the following: progress charts that included speed scores, error 
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scores, analysis of techniques, and suggestions for improvement. He 

mentioned that this knowledge by the student, plus teacher evaulation 

of progress, proved to be a powerful incentive to improved perform¬ 

ance. (Erickson, 1964:244) 

Overhead projectors and tapes were also covered on the survey. 

Ten of the twenty three instructors replying indicated that they used 

overhead projectors and eight used tapes. Seven instructors used 

neither item. All eight listing tapes utilized those that accompanied 

the text. 

Thirteen instructors thought that overheads and tapes improved 

teaching and the final skill attained by the student, four did not, 

and six failed to reply to the question. The advantages listed by 

several included: 

More effective introduction of the keyboard, pictures better 

than words, force! students to keep up, more variety, new dimen¬ 

sions, coordinated class, helped in keeping eyes off copy, helped 

to build good techniques, tapes pushed student to faster typing. 

One instructor said the chalkboard was just as effective and 

another found that the students learned faster when taught by the 

instructor. 

Elise D. Palmer of Southern Illinois University gave some good 

reasons for using the overhead projector. These included better 

viewing, time saved, better interest, more material covered in a period, 

not running out of space, repeated use of transparencies, use of over¬ 

lays to focus attention, different colors for more emphasis, and 
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moving overhead to any spot in the room for individual instruction, 

etc. (Palmer, 1968:299) 

The following chart illustrated Montana instructors who used 

tapes, overheads or neither. 

Table V. (Questions 21 and 22). Montana instructors who used tapes, 

overheads or neither. 

Tapes used Overheads used Neither 

8 10 7 

In an article by Aubrey Holderness, one motivational game men¬ 

tioned was football. Each side had a captain with the ball being 

advanced according to the number of errorless sentences typed by each 

individual. The side reaching the goal line first was the winner. This 

game usually took the entire period although other games he mentioned 

were much shorter. Car racing was one. He suggested using about three 

minutes of each period for about two weeks to establish the winners. 

(Holderness, 1965:1) 

Composition at the typewriter was a motivational device mentioned 

by Lloyd W. Bartholorae. Two suggested items were to give the students 

a choice on writing about any career they wished or to compose a paper 

on "How to Find a Job". (Bartholome, Utah State U. Booklet) 

Haggblade suggested a composition excercise, employing a series 

of ten questions. The student was to use a complete sentence for every 

answer and the time allowed was limited. Two examples: By what name 

was William F. Cody generally known? What event made the Wright 
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Brothers famous? (Haggblade, 1966:lecture notes) 

Some of the researcher's motivational devices included the 

dictation of poems and sayings. The student typed the material in 

rough draft form, then in final form with erasure corrections. The 

final copy was handed in for bonus points to improve his grade. Manu¬ 

script typing from magazines of the student's choice, was also done, 

(discretion was used, however, to avoid girly magazines, etc.) 

Dictated questions similar to Haggblade's were also used. 

An instructor's enthusiasm and liking for the teaching of typing 

was important in motivating students. One of the questions in the 

survey was whether the instructor liked to teach typing better than 

any other subject. Eight replied "yes", eleven "no", three said "the 

same as the others", and one "yes" to Typing I but not to advance 

typing. 

Standards 

This third section included typical standards used by national 

leaders in the typewriting field and also some of the requirements of 

business for entry level employment as it pertained to typing skills. 

The standards required by business were obtained from several surveys 

that have been made in the past involving a large number of businesses. 

Several sections of the United States were included so the statistics 

would be reliable. 

A comparison was made by means of several tables to show how much 
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in line or out of line Montana business e-lucators were in setting 

standards for typing skills when these standards were listed with those 

of national business education leaders and with those of a large 

number of United States businesses. 

The standards of the 23 Montana high school instructors varied 

considerably, especially in the speed requirements on straight copy 

for a certain grade. The speed requirement for an "A" grade, for 

example, ranged from a low of 40 gwam with a two error maximum per 

minute to a high of 60 gwam with one error per minute. Most of the 

timings were three to five minutes in length and the standards given 

above were for the final speed grade for first year typing. 

The average of 20 instructors for an "A" grade was 49 gwam with 

an error tolerance of 1.04 per minute. The other threci instructors 

used the net system with errors subtracted from the speed. 

The standards recommended by four national business education 

leaders varied, ranging from 45 gwam to 61 gwam for an '’A" at the end 

of one year. The average for an "A" grade on a 5 minute timing was 

52 gwam with an error tolerance of one error per minute. Anorher 

leader, L. J. West, mentioned, however, that the error allowance for 

the first year should be two errors per minute and that any more rigid 

standards would be unrealistic. His opinion was based on studies made 

over the years involving many thousands of students. (West, 1973:31) 

The following table was to show the recommended standards of 
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four national business leaders for arriving at a grade at the end of 

the second semester. This was compared with the average standards of 

the surveyed Montana instructors. The standards of Montana instructors 

averaged slightly lower. 

Table VI. Standards of national leaders and Montana instructors. 

Average standards recommended 

by four national business 

leaders at end of second 

semester. 

Average standards recommended by 
21 Montana typing instructors at 

end of second semester. (Speed 

to nearest whole number). 

Grade 

(5 minute 
timing) 

Speed 

(Errors/ 

minute) 

Accuracy Grade 

(5 minute 

timing) 

Speed 

(Errors/ 

minute) 

Accuracy 

A 52 IX A 49 1.04 

B 45 IX B 43 1.04 

C 39 IX C 34 1.04 

D 34 IX D 27 1.04 

The standards for production work also varied considerably for 

the Montana educators surveyed. The following standards were used by 

the 23 instructors for an 'A1 grade in production work at the end of 

the first year of typing. 

One instructor based the ’A' on a curve. Six required 20 to 25 

n-pram, one required 15 nwam (mailable), and one had a standard of 8 

to 10 n-pram. Another instructor required 33 warn with a 10 error 

maximum for 30 minutes. Four mailable letters per week out of all 

letters done was the standard set by one instructor, while another 

allowed a maximum of one error per letter with a time limit of ten 

minutes. One teacher insisted on mailability but the rate of speed 

required for a certain grade varied with the difficulty of the material. 
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No more than two errors on each problem was required for an 'A' by 

one instructor. Another required an 'A' on all papers, mailable work 

being required, (either perfect or with proper corrections) Bonus 

work was also required by that instructor for a top grade. One 

instructor surveyed used a point system and daily grades to determine 

the fAt grade. Ten points was the maximum given for a problem, with 

one point being deducted for each two errors. One required 4 to 5 

mailable letters in a 50 minute period, while another had no set num¬ 

ber of papers for a top grade. Only one instructor used strictly 

straight copy to determine an 'A' grade. Four instructors did not 

answer to the question of grading production work. 

The definition of vocational competency or what entry-level skill 

was required of a beginning typist in office work varied considerably 

among those answering the questionnaire. The 23 Montana typing instruc¬ 

tors' definitions ranged from 40 to 65 warn and the required accuracy 

ranged from two to five errors on a 5 minute timing on straight copy 

material. 

The following were the definitions of vocational competency for 

a beginning typist as given by four leaders in business education: 

40 warn without error for 5 minutes, 50 warn for 5 minutes with one 

error, 60 warn for 5 minutes with two errors, 50 warn for 10 minutes 

with five errors. The following table listed the 3 -groups definitions 

of vocational competency Montana instructors apparently needed to raise 
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their accuracy standards 

The late Dr. Rowe commented that typing instructors should strive 

to have their students achieve 50 w.a.m. for 10 minutes with no more 

than one error for every two minutes. He did not feel, however, that 

this could be accomplished in one year of instruction as the develop¬ 

ment of typewriting skill was a maturation process. He also mentioned 

that students should be able to type production material at about 90 to 

95 percent of straight copy rates, and that they should be trained to 

arrange material such as letters, manuscripts, rough drafts, and tabu¬ 

lated reports. All of these should be typed at rapid and mailable 

rates of speed. Numbers should be typed at the rate of 30 nwam. 

(Rowe, 1962:8) 

Dr. Wanous mentioned that skill building should be based on 

g-pram but grading should be based on n-pram. Also, adequate practice 

should be given before any grading. Office typing ability measurement 

should be based on the number of problems acceptably completed with 

errors satisfactorily erased and corrected. (Wanous, 1966:52) 

A. C. Lloyd’s definition of vocational competency was 50 warn for 

5 minutes with no more than one error on the timing. Nothing less, 

he commented, was really "vocational”. Forty warn without error on a 

5 minute would also be the equivalent. He mentioned that 60 warn with 

three errors was actually 24 warn as there would be three minutes of 

erasing and two minutes of typing, assuming there was an original with 
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two carbon copies. He also mentioned that it would take the average 

typist 3% to 4 semesters to reach this level of competency. (Lloyd, 

1964:5) 

Standards of Selected Businesses Throughout the United States as 

Compared with the Standards of the Surveyed Montana Typing Instructors 

A survey of over 200 businesses in the Wisconsin area was made 

to determine a grading scale set up by Phillip L. Cocker. From the 

results of the survey he arrived at the scale below: 

A - 61 to 65 gwam 
B - 55 to 60 gwam 

C - 50 to 54 gwam 

C - 45 to 49 gwam 

For entry level skills 20 percent of the firms required 61 to 

65 gwam, 25 percent expected 50 to 54 gwam, and 11 percent accepted 

40 to 49 gwam. One error a minute or less was the usual accuracy 

requirement. (Cocker, 1972:16) 

A survey of the Fresno, California area gave the following 

requirements for entry level skill in typing: five employment agen*- 

cies' requirements ranged from 45 nwam on a 5 minute timing to 50 nwam 

with 4 errors on a 5 minute timing to 55 gwam with maximum of 3 errors 

on a ten minute timing. A Pennsylvania survey was made of 252 firms 

in the spring of 1972. The survey revealed speed requirements ranging 

from zero through 80 Warn. The majority of personnel managers required 

46 through 60 warn. Any student typing 60 warn met the requirements of 

93 percent of the surveyed businesses* 
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The Administration Management Society suggested an entry level 

skill of 45 warn on a ten minute timing with a 5 error maximum. They 

also suggested that this standard be increased through the years. 

As was mentioned previously the 23 Montana typing instructors’ 

definition of entry level skills or vocational competency ranged from 

40 to 65 gwam with control ranging from two to five errors for 5 min¬ 

utes . 

On the question of which of the following five minute rates would 

be the best timing (40/0, 50/2, 60/3), the Montana instructors answered 

as follows: three indicated that 40 gwpm with no errors was best. 

Five said that 50 gwpm with two errors was best. Fifteen chose 60 gwpm 

with three errors as the better timing. Two business education leaders 

previously stated that 40/0 was equal to 50/1 or 60/2. Errors beyond 

this reduced the net speed considerably. 

The question pertaining to proofreading being an important part 

of, a typist’s grade was answered 100 percent uyes" by all the instruc¬ 

tors as was the question that asked if following directions was one of 

the most important office traits that a graduate could possess. 

Proofreading and following directions were two important items 

stressed by national business education leaders and by businesses. 

The subject of cheating on timed writings was covered briefly on 

the questionnaire. Ten instructors allow the students to use erasable 

paper when taking timings but thirteen did not. 
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Another problem on timings was when the student began the second 

timing of the day from where he left off on the first one. This would 

give the student far more speed and a better grade than he was entitled 

to. Ten of the instructors usually remedied this situation by having 

the student take a new sheet of paper for each timing. One used dif¬ 

ferent colors of paper for various timings while another picked out 

various pages in the text at random. One instructor gave two different 

tests in one period and had the student hand in both, regardless of 

errors. One checked all timings carefully and compared the rates with 

previous timings, while another had the students record each speed 

under the timing before starting another. Three teachers had the 

students leave extra space between the timings and watched carefully 

to be sure this was done. One mentioned that the student must have 

had proof of their timing but did not indicate what the proof was. 

Three instructors said that this was hardly ever a problem and did not 

offer any suggestions. 

No material could be found on the above subject that was covered 

by national business leaders but the researcher felt that it was 

still worth mentioning in considering the topic of standards. 

Several business education leaders mentioned that a survey of 

businesses should be taken by business teachers to determine what 

standards are required of entry-level office workers in a particular 

area. Whether or not a survey was taken was on the questionnaire. 



- 50 - 

Four Montana instructors indicated that a survey had been taken 

in their area while seventeen indicated that they had no knowledge of 

one being taken. Two instructors did not reply to this question. 

The four instructors giving "yes" qnswers, were asked what the 

minimum level of competency was for speed and accuracy for an entry 

level typist being employed for the first time. The first mentioned 

that the standards varied, the second said 60 gwam or better with 5 

or less errors on a 5 minute timing, the third listed 60 to 65 gwam 

with 1 to 2 errors on a 5 minute, and the fourth did not list the 

standards. 

The following table shows the surveys made in 21 Montana com¬ 

munities. This was certainly an area that should be given for the 

study by Montana educators. 

Table VIII. Montana community typing surveys. - 

Montana communities where 

a survey has been made of 

typing skills required by Montana communities where 

businessmen. no survey has been made No reply 

4 17 2 

Erasing was included in the area of standards. One question 

asked was how early in the year it was taught. Fourteen instructors 

taught erasing during the first semester while nine covered the sub¬ 

ject during the second semester. 
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Business education leaders agreed that it should be taught as 

early as possible, preferably in the first semester. 

Another area of standards pertained to whether or not a school 

offered second year typing. Business education leaders agreed that a 

second year of typing was needed for the average student to reach a 

vocationally competent skill at the typewriter. 

All but two of the Montana typing instructors agreed on the 

necessity of a second year of typing for vocational skill. Fifteen 

indicated that their school did offer second year typing while eight 

offered only one year. 

The prerequisite for taking Typing II was another question 

asked. Seven schools had no prerequisite, seven required the student 

to pass Typing I, five required a 'C* or better in Typing I, two re¬ 

quired 35 warn or better in Typing I, and one required 25 warn or better 

after the first year. 

On the subject of how a grade in typing was arrived at, fifteen 

instructors indicated that they set definite standards in advance that 

must be reached for a certain grade. Three said that they graded on 

the curve, while five instructors used a combination of definite 

standards and a curve. 

Authorities in the field were in agreement that definite stand¬ 

ards were best as long as they were set carefully and were not too 

easy or too difficult to reach. 
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The following table showed how many instructors in Montana set 

standards in advance. The majority were in agreement with the leaders 

in the business education field. 

Table IX. Comparison of grading systems for production work.  

Standards set in advance Grading on curve Both 

15 3 5 

Business education leaders were in agreement that the most accu¬ 

rate measurement of skill for a typist was mailable copy within a time 

limit. On the question of whether or not timings were given where the 

student had to erase, eleven Montana instructors indicated that they 

did give such timings and twelve did not. 

Several business leaders thought that the use of speed charts 

was good. Most of them suggested using numbers, however, instead of 

names. One authority said that speed charts should never be used. 

Nineteen Montana instructors used speed charts. Twelve of them 

used the names of the pupils, five used numbers, and two used both 

names and numbers. Two instructors did not use charts and two gave 

no reply to the question. 

One of the questions pertained to what percent of the students 

were able to reach the vocationally competent skill that Alan Lloyd 

defined as 50 gwam with no more than 1 error on a 5 minute timing. 



- 53 - 

The following percentages were obtained from the return received 

on that question: 

Percent of students 

reaching 50/1 for 5 minutes 

50 

50 to 50 

50 

Number of schools 

1 
1 
1 - (one error per minute 

allowed so reply is 

not applicable) 
30 1 
25 to 30 1 
25 1 

20 1 

18 1 
15 2 
12^ 1 
10 to 20 1 

10 3 
5 1 

3 1 
2 1 

1 2 
Very few, if any 1 

None 1 

No reply 1 

Another question pertained to how many Montana instructors felt 

that two errors a minute was about the average accuracy for first year 

students on a five minute timing. Twelve instructors indicated that 

they felt this was average, while eleven indicated that it was not. 

The latter group listed average errors as being from three to six 

errors per minute for first year typists. 

Gross speed with an error maximum was considered by most author¬ 

ities as the best method of calculating speed or straight copy timings. 
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The chart given below indicates that most of the surveyed instructors 

agreed with this. 

Table X. Teachers using gross speed compared with those using net 
speed. 

Gross speed with error limit 

(including 5 using this plus 

error cutoff) 

Net speed with 

errors subtracted 

Number 20 3 

Percent to. 

nearest whole 

number - 87 13 

Another chart that proved of interest was the last one given 

below showing the maximum speed attained by first year typing students 

of the 20 replying instructors. 

Table XI. Highest speeds attained by first year typing students 

(3 or 5 minute timings). 

Number Gwam Length Degree of accuracy 

5 x max (110 gwam) 

100 plus 

90 to 99 

2 

0 

118 and 110 5’ 95% accuracy (118 gwam) 

80 to 89 2 87 3' 1 error on timing 

70 to 79 2 72 5’ 5 error cutoff 

60 to 69 14 69 5’ 5 error maximum 

As was mentioned previously by L. J. West, studies over the years 

involving many thousands of students showed that average accuracy for 

5 minute timings throughout the first year of training two errors per 

minute. He mentioned that error standards more rigorous than this 

were unrealistic. Even if they were achieved, they would probably be 

at an unacceptable cost to gross speed. 
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The three basic areas covered in this chapter included techniques 

and methods, motivational devices, standards of business education 

leaders and United States businesses compared with Montana high school 

typing instructors. 

It was hoped that the preceding material might be of use to all 

typing instructors in Montana who desired the information. The study 

was made to give some guidelines to assist typing instructors in 

arriving at reasonably accurate standards. It was also designed to 

help in improving methods of instruction that would possibly enable 

teachers to turn out more competent typists. 



CHAPTER V 

SUMMARY 

The objective of this paper was to determine the techniques, 

methods, and standards used by selected Montana typing instructors. 

The information was then compared with the literature given by national 

business education leaders and with the requirements for entry level 

skills of a wide sampling of businesses throughout the United States. 

The comparison was made to determine if the surveyed typing instructors' 

methods and standards were in line with the thinking and practices of 

the latter two groups. The standards of businesses were obtained from 

articles that included surveys of several sections of the United States 

so the statistics should be reliable. 

From the findings of the Montana survey and the literature, 

guidelines were established with the hope that they could be of use 

to Montana business instructors and to others who might desire the 

information that was found in the field of typewriting. 

The main goal of this paper was to evaluate the typewriting 

instructional programs in the larger high schools of Montana to see 

how closely the programs were to those .suggested by leading business 

educators and also to sec how closely the standards were to the entry- 

level requirements for typists as established by surveyed United States 

businesses. 

The study covered several areas in the teaching of typewriting. 

These included the three basic approaches of technique, speed, and 
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accuracy. Also covered were motivation, production or straight copy 

emphasis, standards for skill and grading, and the definition of 

vocational competency pertaining to typing skill. Experts included in 

the study agreed that the technique approach was the superior method 

in teaching typewriting. Only three Montana instructors emphasized 

this method, although sixteen used this method in combination with 

speed and accuracy emphasis. 

Individualized instruction was mentioned as being essential at 

times but was not necessary in improving skill except at higher levels. 

Most Montana teachers agreed that it was worthwhile at times. 

Adjustable chairs, tables, or both were considered essential 

equipment by business education leaders but four Montana typing teachers 

had neither. The correct height of the typewriter was a vital factor 

according to two experts. 

Business education leaders included in the study were in agree¬ 

ment that the most effective way to read the copy for maximum accuracy 

was on the letter level. This method was suggested for those having 

difficulty with accuracy. When accuracy improved sufficiently, then 

the student could use a combination of the letter level, syllable 

level, and word level. Only eight Montana instructors used the letter 

level when the student had accuracy problems. 

All education leaders included in the study were in agreement 

that only speed or accuracy should be emphasized at one time. Yet 
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only 11 out of 23 Montana instructors did this, while another 11 con¬ 

centrated on both at the same time. One did not reply. 

Typing charts used for motivating speed progress had pro and 

con advocates. Some education leaders felt that they had value while 

at least two said the charts should never be used, the opinion being 

that most students do not like to be compared. At least 19 of the 

Montana teachers used these charts. 

Individual student progress charts were a motivational device 

that most experts seemed to recommend. With this type of chart, the 

student only competed with himself and only he had knowledge of what 

his progress vas. 

Variety, praise, and enthusiasm were listed by three Montana 

teachers as important motivating devices. These were also mentioned 

by several national business education leaders as being effective. 

The speed standards suggested by four national business leaders 

(see Table I) was higher than the average of 21 Montana typing instruc 

tors. Also, the suggested accuracy standard was higher than that of 

the Montana teschers. 

The definition of vocational competency was reasonably close 

when comparing Montana teachers with the requirements of businesses 

and the suggested standards of business education leaders. 

Alan Lloyd's definition of acceptable standards for a business 

office was considered worth rex>eating: 
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"Fifty words a minute without more than one error during a five 

minute timing is vocational competence and anything less should 

not be considered. The top heavy cost of an error is often 
overlooked by most typing instructors." 

The top heavy cost of an error has often been overlooked by 

most typing instructors. He mentioned that 60 gwam with 3 errors is 

actually the equivalent of 24 net words a minute when three minutes 

out of the five would be spent in erasing if there were an original 

copy and two carbons. (Lloyd, 1964:5) 

According to the late Dr. John Rowe, 40/0 would be an equal 

rate of skill to 50/1 and 60/2. (Rowe, 1962:8). 

Fifteen Montana instructors thought that 60/3 was a better 

timing and an indication of greater typing skill that 40/0 on a 5 

minute timing. 

Very few of the surveyed Montana typing teachers were able to 

have a large percentage of their students achieve vocational competency 

on straight copy material in one year. If reliable answers were given, 

some instructors achieved rather amazing results. 

While business education leaders mentioned two years of training 

for the average student to reach 50/1 for five minutes, two Montana 

instructors indicated that 40 to 50 percent of their students were 

achieving this skill in one year. Some instructors had few, if any, 

students who achieved this level. 



- 60 - 

CONCLUSIONS 

The listed items given below were the basic conclusions this 

researcher arrived at from his findings, assuming that the question¬ 

naires received were accurate and reliable. 

1. Speed and accuracy should be worked on separately, not at the 

same time. The instructor should occasionally have the students check 

only accuracy, while the instructor figures the speed later. 

2. Although completely individualized instruction is apparently 

not necessary for most classes, occasional use of it can produce 

startling results in the skill of a typist, regardless of his mental 

ability. Students with I.Q.*s below average can still type at 100 warn 

when the proper individualized instruction is given. 

3. Instructors should endeavor to produce good rapport and a 

positive mental attitude in each student. Students should not be com¬ 

pared with each other on typing charts unless the chart is anonymously 

set up by numbers instead of names. If progress charts are used in 

the right way, they are a powerful incentive to student progress. 

4. A vital item for students reaching high levels of achievement 

was the ability of the instructor to motivate them with a deep desire 

to improve so they would put for the necessary effort. 

5. Teacher direction, encouragement and demonstration were also 

vitally important. Student understanding of the purpose of each prac¬ 

tice was also vital. 
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6. Emphasis on proper techniques rather than speed or accuracy 

was the most essential item in the early stages of typing instruction. 

7. The purpose of each practice should always be carefully 

defined. Most students tend to type at their top speed otherwise, 

with a sacrifice of accuracy and techniques. 

8. Net words a minute timings with a 10 word a minute penalty 

should not be used. 

9. If possible, the slope of the keyboard should always be 

exactly the same angle as the forearms. The wrong angle has caused 

errors even for world champion typists. 

10. Heavy desks, use of overheads, tapes, and motivational 

games all contribute to achieving better results in the classroom. 

11. Standards of businessmen, classroom instructors, and 

national business education leaders seem to vary considerably, especi¬ 

ally between the first two groups. National business education 

leaders' standards were very close but the other groups had a wide 

range of standards within the groups and in comparison with the others 

12. More stress should be placed on accuracy and just how 

costly a typing error is to a business. 

13. More emphasis is needed on business letter composition and 

rough draft typing. 

14. Much more emphasis should be placed on production typing 

rather than on straight copy work. 
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15. Students should usually work under some type of pressure, 

even at the beginning of the course. 

16. After the first 3 to 4 months of typing, most speed rates 

should be figured on production material, not straight copy. 

17. The letter level of typing, though the slowest method, 

produces the most accurate results. 

18. Grading scales varied considerably among high school instruc¬ 

tors compared at random throughout the U.S. Business education leaders 

were close on their standards but higher than most secondary instruc¬ 

tors. There was a wide range of standards in business and government. 

19. Montana business instructors are doing a fine job in the 

classroom. 

20. Most of the typing instructors seemed to be doing an adequate 

job in many areas although there certainly seemed to be room for 

improvement in several areas if the business departments in the high 

schools of Montana were to meet the suggested standards of leaders in 

the field of business education and the standards of business in 

general. 
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RECOMMENDATIONS 

A closer look should be given by typing instructors to the tech¬ 

nique method when teaching first year students. How to read the copy 

could be included under techniques and seemed to be an area that 

needed more careful attention by several typing instructors. 

Production typing definitely needed more emphasis as only 9 out 

of 23 instructors emphasized this phase of typing. All of the busi¬ 

ness leaders included in the study were in agreement that this area 

needed much more emphasis than straight copy work. 

Most of the essential business forms were emphasized properly by 

Montana typing teachers but two areas definitely needed more emphasis. 

These included typing from rough draft material and the composition of 

business letters. Business and education leaders both indicated that 

these were two important areas that were often ignored by typing 

instructors. The typing of numbers and tabulation were also items 

that needed more emphasis, according to this researcherfs findings. 

The proper emphasis on speed and accuracy was another area that some 

Montana teachers have not looked into sufficiently. 

Standards was another area that needed more careful attention by 

Montana educators. The difference in the standards required for an 'A' 

grade was astounding when the 23 typing instructors in Montana were com¬ 

pared. The speed standard for the top grade ranged from a low of 40 gwam 
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two error maximum per minute for a 3 to 5 minute timing, a high of 60 

gwam with one error per minute on the same length timing. This was 

the final standard at the end of one year of typing. 

An fA’ grade in one school could mean a ’B' or a 'O’ in another 

school. The situation would be very confusing to potential employers 

of typists hired just after graduation from high school. 

A closer look at end-of-the-year standards in both speed and 

accuracy would be desirable for Montana typing teachers when establish¬ 

ing grading scales. Most of the surveyed instructors apparently had 

the wrong impression of how costly an error is in a business office. 

Only four schools surveyed in Montana have apparently conducted 

a survey of their business community. This researcher would suggest 

that survey be taken in all areas of Montana. 

The use of overhead projectors and tapes was an area mentioned 

previously that should bear further investigation by those who did not 

use. either item. Whether they actually have improved the final skill 

of a typist has been debatable but the saving of an instructor’s time, 

plus the motivational value of the equipment, could hardly be denied. 

Especially in large classes, the value of tapes and projectors in sav¬ 

ing an instructor’s time and energy has been proven. Use of the equip¬ 

ment for individualized instruction and for makeup work has also been 

proven to be of value. 
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Motivation was another area that could be looked into more 

clearly. The instructor's enthusiasm and interest in the student were 

essential items for motivation that were mentioned by several education 

leaders. Though 'fun and games' has undoubtedly been overdone in some 

schools, they have had their value when used occasionally by sustaining 

student interest in the subject and by preventing boredom. 

Several interesting motivational ideas were included in the 

previous chapter by both Montana business teachers and by national 

leaders in the field. While some certainly had merit, others could be 

questionable as to their value in skill building or in motivating the 

student. 

This researcher felt that competition devices were good if they 

did not embarrass the student. Bonus or extra credit typing was men¬ 

tioned and this has often worked well for this researcher in sustaining 

student interest, especially on Fridays or before holidays. Giving a 

day off from typing to the student for being up to date and passing 

was a motivation device mentioned by one instructor. The item was 

questioned by this researcher as the skill that the student could 

otherwise achieve by the end of the year would very possibly be 

decreased. 

This researcher has used speed charts with mixed emotions. At 

times he has used names on the charts, at other times numbers were 

used. By using names some students were motivated into trying harder 
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to keep from being the lowest in speed rating. However, it probably 

did embarrass others so he recently started assigning numbers to the 

students instead of posting their names. Perhaps a combination of the 

two methods would even be better, listing the names of the faster 

students and numbering the slower typists. 

. Another suggestion by this researcher to typing instructors 

would be to try to improve the percentage of students reaching the 

vocationally competent level, and to encourage a second year of typing 

for those with reasonable ability and desire who have not reached the 

vocational level in one year. 

Other recommendations for improving the instruction of type¬ 

writing in Montana were considered by this researcher and included the 

following: teach erasing earlier; teach other areas of business educa 

tion if typing has not been the favorite subject of the business 

instructor; never allow erasable paper when giving straight copy tim¬ 

ings; set definite deadlines or time allowances on most production; 

stress accuracy toward the end of the year. (Two errors a minute and 

preferably fewer should be the error allowance.) 

A final condensation of the recommended areas that seemed to 

need improvement in the surveyed schools of Montana were listed by 

this researcher as follows: 

1. Concentration of technique approach at beginning of typing 

course. 
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2. More careful consideration of grading standards concerning 

speed, accuracy, and production work. 

3. Attempt to achieve vocational competency within a year or 

two years at the maximum. 

4. Survey of at least the immediate business area to determine 

what standards are required by business for entry level typists. 

5. More emphasis on production work rather than straight copy 

material. 

6. Teach erasing earlier in the year. 

7. Encourage second year typing to be added to the curriculum. 

8. More emphasis on business letter composition, tabulation, 

number typing, rough draft, following directions, good grooming, 

proofreading, getting along with people, and keeping business infor¬ 

mation confidential. 

9. Emphasize the importance of working under pressure by insist¬ 

ing on a minimum quantity of mailable work within a given amount of time. 

10. More use of the most effective motivational devices. 

11. Proper use of motivational speed charts. 

12. Individualized instruction, when necessary. 

13. Enthusiasm, encouragement of the individual student, and 

rapport with the student. 

14. Teach typing only if it is an enjoyable subject to the 

instructor. 
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15. Use of overhead projector and tapes when feasible. 

16. Stricter control on straight copy timings and production 

material to be sure that the student is really achieving what the 

grade indicates. 

17. Set definite standards in advance (some work can be graded 

on the curve) but be sure that the standards are not virtually impos¬ 

sible to reach for a top grade nor so easy that a large percentage of 

the students can achieve a top grade so that it does not have much 

meaning. 

18. Be sure to have either adjustable chairs or tables (prefer¬ 

ably both) in the typing room. 

19. More electric machines could possibly be of benefit in some 

classrooms. 

20. A more careful study on what the real value of speed in 

typing is compared with accuracy. 

21. Stress the importance of the cost of an error in a business 

office. 

22. Stress that there is no such thing as a letter or other 

production work being 90 or 95 percent accurate in a business office. 

The work should either be 100 percent correct or it should not be 

acceptable at all. (Either mailable or unmailable—no credit should 

be given for work that is unmailable.) 
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It was the sincere hope of this researcher that the findings 

will be of assistance not only to business teachers in Montana but 

also to any other business teacher who might be interested in tech¬ 

niques of teaching typewriting, standards, and motivation. Certainly 

much work could be done in the future in all of these areas to improve 

instruction in the field of typewriting. Also, much could be done to 

insure that the standards of business education might more closely 

correlate with the standards required by businessmen for entry level 

skills of beginning office workers. 
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APPENDIX A 

Spring, 

To: Business Education Department Chairmen in Selected Montana 

Secondary Schools 

From: Vernon H. Field, Fergus High School, Lewistown, Montana, 

59457 

Subject: Survey of Teaching Methods and Standards in Typewriting in 
the 36 Largest Secondary Schools in Montana 

This questionnaire is designed to assist you as well as to provide me 
with the necessary data needed to complete my professional paper at 
Montana State University. The title of my study is "A Comparison of 
Methods and Standards for Vocational Competency in Typewriting". 

The results of the data I receive from these questionnaires will be 
compared with opinions and suggestions of national leaders in the 
field of business education and with employment standards of businesses 

throughout the United States. 

All names of schools and instructors will be kept strictly confidential, 
so please do not feel apprehensive about answering any of the quetions 

given. By using this approach, I am hoping that the questions will be 
answered as accurately as possible so the summary of the survey findings 
will be meaningful pnd helpful to those of you who desire the information. 

The data you furiiish should make a worthwhile contribution to the 
teaching of typewriting and should give you a valuable reference to use 
as a comparison pf the methods and standards employed by some of the 
typing instructors in Montana. 

If you would like a summary of the findings, please fill out the form 
below and return it with the completed questionnaire. I'm hoping for 
a one hundred percenf return. Your cooperation will be appreciated. 

If you are interested in receiving a summary of the findings of this 
survey, please fill in the information below and return to: 

Vernon H. Field 
Business Department 
Fergus High School 
Lewistown, Montana 59457 

Street Address or Box Number 

State 

Name Title 

School 

City Zip 
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APPENDIX B 

QUESTIONNAIRE 

SURVEYING TEACHING METHODS OF TYPING IN MONTANA’S 

THIRTY-SIX LARGEST HIGH SCHOOLS 

1. What teaching techniques or methods do you emphasize in teaching 

first year typing? 

Speed approach Accuracy approach ^Technique approach 
  Other  (explain if last is checked) 

2. What standards do you require of your typing students by the end of 

the second semester for an "A,:, "B", "CM, or "D" grade" (don't 

include production work) Speed (indicate gross, net, correct WPM, 

error cut-off or whatever system you use) 

Speed system A  B  C  D   

Other system A  B  C   D  

Accuracy required (example: maximum number of errors per minute 
or penalty for errors or whatever method is used) 

3. What standard do you require of your typing students by the end of 

the second semester for an "A" grade for production work? Explain, 

(example: how many mailable letters are required in a certain 

amount of time, how many invoices, or whatever method is used) 

4. To satisfy most businesses for entry level employment as a typist, 

what would be your definition of vocational competency in terms of 

straight copy timings for 5 minutes? 

Speed  Accuracy   

5. Has any survey ever been taken in your community or area to deter¬ 

mine what standards businessmen require of entry level typists? 

  (if yes, explain) 

6. If answer to //5 is yes, what do most businessmen consider to be the 

minimum level of competency for speed and accuracy for an entry 

level typist being employed for the first time? If answer to #5 is 

no, leave blank. 
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7. Which do you emphasize most in a first year typing course? 
Production typing   Straight copy typing    

8. How early in the year do you teach erasing? (which semester or 
quarter) 

9. Does your school offer second year typing? 

10. Do you feel that a second year of typing is necessary for most 

students to achieve vocational competency? Yes  No  

(explain) 

11. Do you have a prerequisite for anyone taking Typing II? Explain 

skill or standard required if Typing II is offered in your school. 

12. What are.the main business forms that you stress in teaching 

production typing? List at least 3. 

13. Do you give timed writings where the student has to erase each 

time he makes an error? 

14. Do you use the error-cut-off system in grading timed writings? 

15. What motivational devices have you found to be most effective in 

sustaining student enthusiasm and interest? (explain at least 

1 or 2) 

16. How often do you use these motivational devices? 

17. If you use a speed chart to compare the rates of all of your 

typing students, do you use their names or assign numbers? 

18. Is it possible for you to give much individualized instruction in 

first year typing in your school? 

19. Do you feel that individualized instruction is worthwhile even 

though time might not permit you to utilize this method often? 

20. Do you enjoy teaching typing more than any other business subject? 

21. Do you use an overhead projector in your typing classes? 

22. Are tapes used to assist you in your typing classes? 

If tapes are used, are they designed to accompany the text or did 
you originate them? 

23. 
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24. Do you feel that overhead projectors and tapes improve the teach¬ 
ing of typing and the final skill attained by the student? 

Explain. 

25. Do you allow students to use erasable typing paper for straight 

copy timings where erasing is not allowed? 

26. When giving more than one timing during the same period, how do 

you prevent students from starting where they left off on the 

first timing so they end up with far more words per minute than 

they are entitled to? 

27. What was the highest speed (3 or 5 minute timing) attained by the 

end of the last school year by your best first year typing 

student? Give accuracy also. (you may also give the fastest 

first year student you ever had, if you wish) 

28. Do you grade on the curve or do you set definite standards in 

advance that the student must reach to receive a certain grade? 

29. Do you time or set deadlines on most production work, or are the 
students allowed to turn in the work at their leisure? 

30. Do you have adjustable tables, chairs, or both in your typing 

room? 

31. Approximately what percent of your typewriters are electric? 

32. For students who have trouble with accuracy, do you have them 

read the copy letter by letter, or do you have them read the 

word in syllables or as a whole? 

33. Do you stress speed and accuracy at the same time or do you work 

on each individually? 

34. Do you feel that following instruction is one of the most impor¬ 

tant office traits a graduate could possess? Explain, if 

necessary. 

35. Do your students do a lot of typing from rough draft copy? 

36. Is proofreading an important part of your grading system? 
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37. On a straight copy 5 minute gross timing, circle the score that 
you feel would be the best rate by the end of the first year of 

typing. 

40 GWPM with no errors: _5() GWPM with 2^ errors: j30 GWPM with 

_3 errors 

38. By the end of the first year of typing, approximately what percent 

of your students consistently reach a straight copy rate of at 

least 50 GWPM with not more than 1 error during the entire 5 min¬ 

ute timing? 

39. Throughout the first year of typing, do you feel that 2 errors 

per minute would be about the average accuracy for your students 

on 5 minute timings? (if no, indicate approximately what is the 

average accuracy) 
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