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) . .~  service to the academic community, as well a& to the business.and
. - 1ndustr1al clientele of the University, is & most important function
of our School of Buszness. This volume represents such a valuablb e
. service to the many Typewriting and 90catlonal Office Education ) 1
|
1
\

N . teachers and students ‘in the State of Tennessee and elsewhere.
b oLt NG
) ] Dr. Ivey Chance (Asszstant Professor of Buszness Education) and
Dr. Jerry Whitt (Professor of Accounting and Information Systems) have
éombined their talents o produce this interesting volume, PERFORMANCE
TESTS FOR. TYEEWRITING AND VOE TEACHERS‘POR MEASURING VARIOUS ACHIEVEMENT
. LEVEL§ It is designed to be of assistance to teachers and. students
) both on the secondary and the collegiate scenes. The tests contained
. s nereln hdvé.beén designed and developed to aid the teacher in the T ‘f?"

-determ;nation of the real achievement level of students in typewriting. 'f\
. . T It is Jhoped that the volume w111‘be extrentely helpful as the students '
. shqy cont;nnea progress in typewrzting from Level l through Level 4. .
" . K a : -

Business Educatzon in all of its facegs is an 1ntegral part of ‘the

totaj educational procedure of the School’ of Business, which prepares

thie student _along many lines for the acceptance of worthwhile positions

in business “firms throughout the country. The Business and Economic
. Research ‘Center is proud to have the opportunity to present this
. Monograph #9 to the academic community, because Typewriting and ,

Vocazlonal'offlce Educatlon\teacherS'and students are engaged in a ’ ’ J
. process: designed, to enﬁance the-.real’ output and the viability of }
business establlshments everywhere. - . /

1 . .
. - H -~ ‘ 3 :
I ' . E |
. >’ : .

- * Comments and suggestzons abodt thls volume are welccmed by

- .Dr. Chance and Dr. Whitt and should be communicated to them in the <1
. School of Bus;ness at M;ddle Tennessee State Un1Vers1ty, Murfreesboro,

\
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.. *  Enclosed irf this publication is_a set’of tests that have ‘
been developed té assist the typewriting teachér in determining . .  °
» * - -

the achievement level of typewriting students. , The standards. =7

by which these tests ware deieloped-can be found in a state .}l‘

L (. . v . . . s P e ‘;
. curriculym guide for Temnessee Vocatipnal Office Education ) .
‘. - . B L~ . '.\ .. ‘ e ot PR ’
teachers (5). The levels of minimum typewriting performance, . ,
‘ . - ’ Py ' . - . g -

-

A

as described in the CurriculuﬂfCuide are repeated on the page: .

- _precedlng each set of tests, should you not have avallable a _7'

copy “of the Currlculum Gu1de. These standards represent mlnlmum ) .

P' s

performance standards for ;ob entry %o various ta‘k categorles

- de&crlbed in the Curn;culum Gu1de S - '

. —\m 5. N ~ . .-
« 3 - P .

o . Development of theJ*ests 1nvolved two test1ng program% B -

with approx1mately 2,00 students in over 40 secondary schools

fland*tolleges:”*These‘testSWarerasffbllows:~ :ﬂi'h*i;*rg’“ e L P

-

.~ Level 1:- (1) .Timed Writing L?} Let?erf {31‘Tabulationf4

LeveY 2:- (lj Timed Writing (thLetter (3) TabUIétion: L \'7’
T . (4) ‘Manuscript , : NS

> ! - e e s O S .

L e o SRR
N Level 3: (l) Timed ertlng (2) Letter (3) Tabulatlon .
() Manuscript ‘ c e e N

L. - . . ot )
. . N . p-

. Level 4:, 11) Timed. ertlng gz) Letter 1(3) Tabulatlon .

. . (4)'Manuscr1pt. (5) Typlng NUmbers in Conbext

*

. Alternate forms of Each level of. tests ,were developed in )
, - ¢

) order that prétests and postests could be proV1dea or that

second testing o{/ap/indlwldual for any rea§on would\be

v P .. v

. available.. ) "t : ' N . o

N
N




\ v ."- ) ) o]
} * . - 2 -
i ' DO L
5 - . ' . Car Toms s s a "
’ Data are a}po provided "in this booklet: on the statistical
r : . ) .
% treatment of the'tests. 0f particular interest are the data P
% é{ '
ghowing thé scores made by students in the various exercises, .
. which~uill'enab1e the teacher to compare the'performance of )
. ’ , -}u-rv‘
students on @ state- w1de b351s. The standards used for scoring
timed wrltlngs,'lettersr tablesy—and manuscripts are also .
provided. ‘ o
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N . _ “» ¢ ‘. ¢ '
. , (1) ~ .- : N u.l 3 \‘
i ‘ -’ * ’ [ . : . ',
" " 'MINIMUM PERFORMANCE STANDARDS: FOR LEVEL I \
~. . ‘ A ’ \' . .
. . - A ) ) * 4
. Jimed Writings : . ' . )
i o - o * . ~ L. .
- . ‘Type straight printed copy of reasonable difficulty .
for 3 minutes at a speed of 25 words per'minute - T
_ With no more than 3 errors. T, . ) v
. - l . & }
+
» « »
Letters ’ .. ' . .
—— -_ . { N . i - L 1 N
Arrapge and type common'letter styles., —— T .
Tabulatien ) ~ I ST,
’ Arrange and type commoa tahulated fépdris. T Cr
¢ 'Manuscripts--Reports ; ’ ' " ,

’
.

.

Not fesgéd at this level. - - :
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This man was born: in Boston in 1809. The parents were both. of the

stage, they toured all the states. When he was only a f_ew years old, his

R}

'v folks dlea‘l A friend by the name of John -Allen took him in’ and raised —hime .
well. He was sent ‘to the best schools in the land Wh_at'rwas “his name? " 7 -
His nage was Poe! ' o - ’

. = As, a wrlter of short stories Poe had no equal in the land. He is

. 3 .
” N

. -
-
»

) sa1d° f:o have Been the first one to write what we know now as the detectlve

" " : i * \ AN
story., It was pure art the way he worked up the plots and the way he wrote

\ .
m such a clear way the scenes of gloom, horror, and terror. -

N “« . l
24 N

: Poe had a very sad h.fe apd he died at the young age of forty. Wh:Lle

His debts

e man th h4a -ralsed him aehld not help hJ.m pay them

-

B Qe
-)\_‘v. e

ald he would no'tf, evez: hé’l‘p"?oe agazn‘.* Thp story of Poe s -

“r-.\:‘ -~

twenty yeaz:s is onevof the saddest of gmy ,great man. in our

LS

,._. I ,-. .\-.l“ v

~-

. »

;. To Poe, poems were music, and there was no podm that was not song. .

-Efven the folk who heard hJ.m re,'eite his works said his voice was like a song.

ra * . ~ - - - ’ . ]
e . - .

The poem most loved by those who came‘ to hear him was the ;SJem,about 'the_.
;a\r.e.n."“', . oo - .- ) L.
. -:rSQBae—may,pot know i\; But _Poe was mar:_:ied'. i!ifs‘wife_ died “two yeax.’s. )
be.for: he di;l #is own death camé ffom dnnkmg too much. Some'):elle\;e that
. 4o PR ,'._." ,('_ IR v
y PE)e could,not or may not have béen able to wr:.te‘. suchpoems had not he llved ‘
.the sad life that he lived. | :"‘.? ‘“ o o :;k‘_«:f ,\‘ \;‘_'-‘.‘ "‘ > ;

,103 -

‘
as !

207 -

| 236,

N " Level 1:-Pimed Writing

129 -

144

. 158

173 .

! B tee

188 -

-203

221

250
s «

251,

265

i <
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Directions: Type the following tsonal*»éttet, using any accveptable

. ] letter style with ébptopt “té'ﬁunctuation. (10 minutes)
- IR S .
™ . (1) 60-space line ?jgfﬁf“‘ o ) o ’
* T . . {2). Space dowm. 13 times frém top of paga to begin typing
// o, - the return address and date . ,
ﬁ . . e (35 Space down & times from date to salutation -
‘ . .~ (4) single space body of lettet T - ¥
Lo . T T e ' .(5) Space down twice after each patagtaph .
B, - *(6) Space down twice ftom body to complimentary close’
3 -~ - - . . .
¢+ - "1917 Radcliff Drive PO : ; .
© -* , Knoxville, TN .37912 ° . 7~ . )
. (Cuttent Déte) B ' Lo o

. ’
‘e

Dear Betty¢ The party at yout house on Saturday night was ‘'a real

success. We certainly had a wonderful time. . (Paragraph) When we
. " returned home, we found the ftont door wide open and our dog Toby

. was outside having a fine time. So, it looks ,like Saturday night

. turned out -fine for all. (Paragtaph) We "just wanted you 'to know
* how much we enjoyed your dinner and all the good fellowship that
) , came with it., You must 1et us take our turn by having everyone. ...
I - over here . soon--maybe in O tober;(for a‘HﬁIqueenﬁPatty.tﬂMake a. ’
) " 7, note on your calenddr. Sincerely,

<@ *’\
I

~

Con
ERIC ; ' ’ a :
d - ~ o b ) .
:
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Directions: (i) Centet,ﬁofizqﬁtally ﬁhe longest-line in bod}'

. . s -
(2) Center;vertiéally on full sheet of paper -

.
. t
. :

- ' 3) _Hand.in when completengyou.are through _
i - - 7 ;\

. % (10 ninutes) - )
o ) \ \ .- v ..‘ , . ) » 4
» ‘ " .. . - TENNESSEE CITIES - -7
~ . .. \ ) -
) ' T

. ' Dayton
Y‘_ . BN

- -« :’ ’ . *{‘:‘ ’ . g ) ‘ 4
: ¢ .. 3 Lake City’ : N .
- * - - . v * . - .\ . - ,
R BN Bristol . .
R 2 . . R [N
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. e kS . P

' - . Franklin -
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of the sea

."The name oflthe stat¢ in.which he was born was Maine.

before ‘one

- .- .« . /p‘. »
name of this great man? His name was~L0ngfe11dh.

Hls life from the very start movedton stralght llnes.

ol
<

v, .

[N .,

] . Lot
4, . - . .

T In an old square house that was made,out of wood and sat on the edge R

¢
- . -a

was born one o£ the most famous oﬁ\aiiﬂfur Amerlcan.wrlters. ..
“ - ‘5

. - . '

He was born two yéars
other great“man of the land, by ‘the name of Poe.. What was the,

-

-

,He came from'a

~ *

family that/}1Ved in d good home ‘and one in which there never had to be
P .. L]

’ othergﬁggs

— .vx
the*thlngs

]

concern from where the next meal would came.

S .

] -
- . e -
> 7

This poet went to school with

who at” a young age were,thlnklng more of verse maklng than of all

*»
-

that boys should love to do at such an age.‘\\\w:

" . N ;

// v

After school he\travelled OVer the.seas to see, “the many thlngs and

#

-

places he woyld write apdﬁ:

¢ a teaoher.ahd:taught for morelthan twenty f%ars.

. e .
e -

the rest of h1s life. He came back to_school as

. ~ . ,

He qult at a young age to .

x -
&

) spend the rest of his'life wrltlng and to v151t with h1s many fr1ends.

-He wag twice married.

- overseasitd stady.

o

5.
His first wife died while they were on & trip.
- " -

— - »

He was married to his next mife for 19 years. 1In fact, L

-9 ’

she was put to rest on the day that would have marked their nineteenth year.
’s

He was so saddened by her death that fot years he could not wrlte-—and no

. L
v §

one could:dare speak of his wife.’ : S

Thls

»

.

- i

maﬁ was one'of the g/eats of all our wrlters. He took what he saw

( / : -

or, heard or read and yxofé his own works., He qute out of what he learned

JLevel 1--Timéd Writing (Alternate Item)
: -ing '
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Level 1--Letters (Alternate Item)

'z‘ype the following personal letter, using any, acceptable ‘

& .

Y > letter _style wrth appropriate punctuatmn. 410 ‘minutesy.’
- (1) 60-space line margin R - .
. o - “2) . Space down 13 times’ frod top of page to beg:.n typing
] oL '. "}‘; _ the returh address and date L
. P ," ' (3) sPace down 8 times fropm d?te to salutation “
. . LT .. . ('4')‘ Mgp_a_cebody og letter b, ;', e
'.:, o - (5) Space down/ twice after each paragraph ‘ 1' '
' (6) §EESE ‘ twice from bddy to compllment :

1917 Wade 8oulevard .
NaShvxIle, Tennessee §7258 ‘ T * . .
(Current Date) S .. s . - e

. . A
L ’ . o . .

Dear Kathy, We certalnlx enjoyed havxng you and Rlchard over. fb:
dinner the other night. (Paragra 1) our.new geighbors had a
. ,‘ wonderful tlme,,and it seemed everyone else .diq,’ too.\ The chlldren
Tt really had a greatﬁtlme playind . ‘with our cat, %1dn‘t they? It was  _
- hard to telJ, who had th® most fun; thé cat has been sleep:.ng all day

Lo ', today-- (Paraqraph) Marilyn and’I are planning to gg to the lake 1n
T, . two weeks Maybe you two would.llke to ¢ome .along. Thrnk about it . -
- and call us a few days 1n advance if you-can COme along.w1th us. >~
N -~
3 < . . R .- I
Ll . v - : j: S T > *
' . p L . .
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’» . B “ : o > - et

) - Directions: (].S 'Centet: hbr.izzontally the longe:st line in imdy_
e * VD ' . .. ., _ N

’ - (2) Céenter vertically on full sheet of paper -
) ' | @ ‘iignd dn vhen completed--you are 'i:jlrough

.

e (4) (10 minutes) . . .
‘ ' l ‘ “.‘ - s . o ‘
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., - .t . MINIMUM PERFORMANCE STANDARDS FOR LEVEL II
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' Timed Writings :

.

_ 'Type<stiaight printed copy of'reaSonable'difficulty
. Jfor 5 minutes at a speed of 40 words- per minute ;
- ©°_ with ho more than 3 errars. .

. 77 7 Letters ’ . : -, ot

-Produce’ a mailable letter of ave%ége'length (no
. sspecial 1lines), witb one carbon copy and an
i " ., ,addressed envelope 1in no more thdn -10 minutes. -

[

L TabGilation . o

Arrange and type common tabulated reports.
e "Manuscripégft;jports . . ot
. { : ‘ .
Produce corrected or error free.manuscript copy of

200 words from plain typewritten fopy in no'more
than 10 piputes: .- '///; .
(3 . /<’/’ ‘ ] .

‘
[
|

)
’
.

¢
.
-
14
!
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. ’ - ’ R S : £.11 | I
e , s R y . Presd
vt » R ¥ . . L Sy
e ° . . . ; s . 2 X L
-!. e,."\; T ) ) p - / - - 4 ’ - ' .
.7 . B ~Level 7--Tiged Writing &
PR A : eoa T .
. ,. * . N .
] & . s i A I ] . ;ﬁ .(‘ . w w.
[ & _). ~ . IRE 4 = A . .
. N . v £ ' 3 - > d. * -
" . ‘ e . N v
» y ~ '\4’
. - - . * . o N x . .
.o ¢ . — " . L T v .f..', .
The school hous@: The school house stood near tHe center of the .
. - (. ’ v,
district at the forks of four xoads, 80 nea zhe usual track of vag%ns t.bat v -28
N s : ot - : . "\ ‘v
é a Ip:ge stone was set’ up at the end of the house to keep it f'rom injury. ’ 43 . .
& > ‘ / ¥ §
! Except in the dry seagon the ground was wet, and the soil by no means'firm . 58 .
b : —pee o gt e ol =y o
i ‘ The’ .8pot was purposely exposed to the bleak ¥inds of winter, Aor were there ' 73 .
% : i
¢ any shade trees to keep the children from the hor. rays of the sumer s sun, . 78‘8 4
. .o - o) o -
, 3 Sy '
. as ;ney were cut down mar_xy years ago. Neither was ther® any such thing 'as 102 -
: e s - . : <. B ’ ‘ .
an oythouse of any kind,.not even a wood shed. e | 112 !
" A Y
' The size of the houge way 22 ‘by 20 feet.. From the floor to the top 1t 126
¢ .« .4 * ., - <+ ’ - & ’ ’
. was seven feet tall. The chimney and "front door took up" about.fourjeet' at 141 | ———
~ . - ' . . o, - e
. _one end,.leairing the room itself 18 by 20 feet. Around the sides of the _roon s15§ : )
o “were, b;g desks placed 80 thar. when the pupils were sitcing at them t\heir L1711 " .
faces were to the teacher and their backs to the wall. Pldced o the sidea 186 .
'c_;f the desks near the teacher were stools for the sm‘all ones. The teacher s 201
5 + des .chair took up the center. On this desk were. placed a rod,or i 215-.__ _f._ﬁ 3 {”
¢ " AN / t
. ferule; sometimes both. These, with bodks, wri'tings, inkstands, ru],ers PR 229 ¢ / -
. \\ ‘ ) . - . , .~ N A = -/'.
. and plummets, with a fire shovel, and a pair of tongs (often broken), were 7/ 264%°, =
K - ‘ . N > . vl T
* - C e R
-the dain furniture. LA _— 248~ % i
. . - \ . e < )
- N - \ t o N . “ ! " » e P
The room was wagmed. by a large and” deep fire place. So Large was, it,-z,. 262
. - e ‘. Wt . e . -~
and_so good in waraing the room otherwise, that there had been’ seen about 275 |
. one-eight‘;x of a cord of go wood bdraipg in it at a time. . In bad vcathez: 292 - .
P . L ~
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. . . L ; . . Level 2--ﬂ$tters A
- i
- - s T "\ ) . “~ . D .
z ".r 5 . ) ; . , !v . H Q.
- .:a - ,: ’ e * -
Directions; Type the following letter ,making one carbon and add;essing
e tt—_ jaP et et st

. . an envelope. You may ude any acceptable letter style,

with appropriate punctuation style. - Assume that ¢1)-you
' . . : ~ are using letterhead paper’and "(2) the eave envelope has the
i ) ( return address preprinted so that onlz‘the'adaress need -
be typed. - (10 minutes), -

< . -
. /. 4 R ’

“

' > . wt

1~ . ' I~
. .

. (Current Date)

International Travei Agency, 3413 Odkdale Avenue,

Memphis, TN 37423 Gentlemen My wife,gnd'f are planning a vacation

in Europe beginning August 1. Wauld you provide.us-with travel costs
and other inﬁormation for sueh a trip? (P) We would like to Visit
*Iréland (3 days), Germany 4 days); Bngland (1, week), France v) weeks)a..
This schedule gives us one month abroad though my vacation period )
. - is six weeks long.. You, may, therefore, use up, to one additional *
week for travel bétween points. (P) We would like to p1an part . '~
of the trip to be taken By automqbile;’ therefore, would you also '  m
figure the rental.of a smaIl car, sych as ‘the Volkeswagen? (P) May ..
we hear from you soon? Yours truly J. Fred Harper President (Your ,' ’
Initials) / .

" RN
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b el T it L b S T b - ~ b f-o- S -’_-"“- LTt e e T e "‘Qj“
™ .. Directions: Center horizontally and,’ vertically on a full sheet of : ot
b“ . " ~e-  papex the- fallnwing problem. Erase and correct aIl o e
g . < typin,‘g errors. Use doublé” spacing. Leave 10, spaces . foo -
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v - i N .
i f / ) ) , , Level 2--Manuscript
\]

0 - .

Directions: (1) Type the fpllowing article in.manuscript form,
] ~ nsing a 60—space line (Pica) or a 7Q-space line
. o (Elite) ot
+ (2) <vLeave 2 top margin of 1 1/2" Qn first page; LI
. on other\pages, »
PN P
— f e e
.. .’ ) ; ’ )
© THE HARVEST . - . |

A person who should take a knife and begin to slash his flesh’ until
the blood began to run from it would be shat up in an ihsane asylum,
but we are all the time cutting our mental selves with’ the edged ]
thought—tools——hatred revenge, anger——and yet we think Wwe are sane
and normal, Every thought is a seed from which-grows a‘mental plant

. and the same a's itself.\ If there is a vernom in the seed thought-

plant, there will be venonq ‘in the fruit which will poieon the life,
which will stop our happiness and success. If you sell yourself

to’ your desires, you must expect the hakrvest to be the same, A man
who' sells himself to a selfish 1life, a 1ife of, taking and neverV
giving, must pnot complain if there are thistles and thorns in"his
harvest. (P) Li?e is just.to us._ It gives us what we pay for.

The truth s, many of us ask fér things and wé are nét willing to
pay the price, and, of course, we receive only as we pdy, for Nature
keeps & cash store. She gives us all we pay for; we cannot take
away a thing if we do\not pay the price.

et




c ' 4 \ia:\ Level 2--Timed Writing iAltern'
. . E K . . -, , . 4 .'? .
The windows weze five im allf of twelve panes'eech.. They were placed |
s6 low in tne walleﬁae torgive full thance te_the pnpile'to see each
travefller as ne passed--and to ﬁe seen. .The floor and ceiling were level,

’ * . Py
. .

and the walls were dobbed. , ) )

B The schoQl was seldom closed for a day or two; however, the teacher
.- - ) A e . -

and pupils were sometimes compelled to cut or saw wood to stop the closing

~

i of the sSnSSES~LEEe‘yood‘y§§ left in the road near the house, so that it >,
often was bd;ied in the snow, or wet with raip. . Thé fires were.to be , |
. started.abqué;haif an hour before the time qf;starting the'sphoel.. When l
' eomeone fe;lgﬁft; build a fire, it would be‘ye}y'cold all the wey to néon:

On the other:nand, sometimeé,the,warmth of,a big fifedmade it just as bad.

o

Sometlmes toob pupzls were annoyed by smoke. . o ¢ '

.

The w1nter schoql opened about tbg flrst week of December, and co\tlnued

’ ) . I3

for LZ to 16 weeks. The summer texrm started about the first ‘of May. ?hé

s

-

-

"length Of summer terms was three or four months. Later the time was

-

stretched to 20 weeks. .. i ;f T o

2 S . . Y- .o
The teacheié Googd moral character, and a master of the main subjects
] . N . “ R .

was‘required, Most of them, both males and femalesJ were from szxteen to

- »
~ -

elghteen years of age, and a few, over twenty-one : - -

13 - .
v

Until w1ﬁh1n a few yeats, no stud}es have been allowed in the day -
- - SR -
. séhqol but spe*LGg, reading, and writing. Math>was taught by a few

teachers, one.or two times in a week, but, in spite of the most determined

-
Y

oppositian‘math is now allowed in the day school.
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R L LN * . ' bevel 2~-lLetters (AYternate Item) - .
‘e .'k‘ !’ o ) T e -." :~~— .
. ' yvv . .. - N .,.h‘ ,\ . . . .
.. Diéeggrons; Type the followzng letter, making one carbon and addressxng
UL . B » , an envelope, . You pay use any acceptable letter style, _
§c . with appfoprlate punctuation’ Style.. Assume that (1) you .
- . _are using letterhead paper and (2) thé envelope has the. )
'3 ~etrcexnead
» §. . regurn pregrznted s6 that only the address need be typed.,,;
o 0 (10 mlnutes) , - ~ ,
LN > -F ’i*‘ ) N - Tt ) ~ 0. * S : '
. L N 0 e Qt’ T T, e
. ) (Current,Date) Mr. J. Fred Harper, 2413 Elm Street, Memphls, TN 37336 f ‘,'
Dear Mr. Harper Thank you for giving Intérnational the duty to’ lan ‘
. your, trip abroad. We have arranged the trip in such a way that’

\ will have more than a week to rest ag home before returning to your
< «work. (P) The plan enclosed g1ves -you full details, of the trrp. Y
. August 3-5, Ireland; August 6-13,.Eng1and ‘Bugust 15-18, Germany; - .
’ August 20-September 2, France; Sepﬁémber 3, home. The days skipped
are set,as;de for travel. - (P) .Because this is your firs% trip over,
we wantéd your trlp by. car to'be easy. The big car shown in the
. schedule is yours at no éxtra cost. (P) May you have a’ good 'trip.

. S;ncerely yours HaI'E Rob1ns, Travel Agent (your injitials)
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) ievel 2--Tabulation (Alternait:.e Itemy - .
= c rl;— - — e . ) . 'O 1 . ;1 t T A 4 ‘ R ’ ,,‘:(T
Ty, Directions: Center horizontally and vertically on a full sheet of*

- - " paper the following problem. Erase and &orrect all -
\ typing errors, Use double spacing. Leave .0 spaces’ —
) between c¢olugpns. Hand in when completed. (10 minutes) \ i \
[ / s P
e ‘ - \'\ ' e \\ i
~ .\\”
TOWNS TO VISIT IN GEORGIA .o
. ' . .*(by Month) ‘ P )
: X - P \, .
— N . . ’ . "
- Augusta -~ Nov ‘t:()er ,‘
N Thompsoh . December N _
L] ) - °
, : b Washington Februar . Iy
N : : o g
' Atlanta November  “ - e e
- - ' Toccoa . _ February AN -
' . = .. 4 .
R Clayton October ' ! . R
; N N D%Eon coa .. '
. ) £ . Savannah o X .
- . . {
. s . -,  Waycross T \ o T
. e ] - . -
. Lakeland September— ’
; ] ‘\‘ o’
- * i
¢ N t
- T ¢ L
. s A,
s ~ s
,. - € . "‘ [
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. Leve}.2-<Manuscript, (Alternate Item) L.
L RO - / i
T _:" "‘:\‘\*‘:\“‘ '::: T _.ql-"/ + -":: ‘ :‘f. & - j‘—'T-".T
, Direc.tions. (1) Type.the fol‘lowing article in manuscript: form, -~ .
. ° ‘ U using a '60-space- lihe (Picar or a 70-space line L
v ~e /' M 1°, EliCE) e - -
. o PR (2) " Leave a top gmrgin of 1 emd 1/2“ en first: pag‘e';’ ' o - :
' ' B L TP . 1Ab on. Other pages . . “ T £ ’{‘,.;'- -_’., e .-..,“"
. - y oL SCN ’ L T ST
I e S [ SRR RPN R .
-3 e , (3) LeaVe a bottem margin . of 1"‘ e PR Lo e
. . N L SO B L] Y
(4) .10 miputea)*: g . oI e R L
« - e Pl il ""-4,.-,'.'::‘—. ¥ , Sy T ‘0 T e ) o]
‘e w - oe, , - . . P PR e 4 . ‘w "‘
N . o i I R4 e .. ‘.._ /'.- ~ e - - ~,, - 4‘, ’ l
. B | PR oL s e.x Byt e ‘»
- ) - N . .
) SN , - THE' :BEST> 1S° NEVER TOO GOOD . CE ol <
“ - . T . e ~Tiz, .
. ‘ - .:‘ - . e et ’_?‘ ‘--“t\f . T : _“ e -\'H’ -
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- . fresh eggs and’ dold storagé eggs vary in price, it is true, but’ at. L
i
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N - - L oews _'f/ ’ . . . l ) 5 ) ' E
TimedHWritings : ’/,/”' o - . -
Gn- Type stralght.prlnted ‘or handwritten copy of. moderate
o alff1culty for 5 minutes at a speed of 40 words per
. mrnuterylth no ‘moré than 3 errors. . .
_”\{\" . -.-v:, . ‘.:" .. ‘e t, N ’
- ' . . ' ¢ .
+ . Letters - ~'p . N~ 77 - : o
e T . . 8 Lo . ) - N . .
N : Produce é/pallable busrness letter of . average length ) e ]
. . .. f(no special lines), with one carbon copy and an . .o
- - . addressed enwegope from handwritten copy in 10 o
] .. minutés.” . N . y °
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-\"-l\-' o T — -y
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.colum S (6 10 Letter characters per 11ne), 10 RS
. :line r qolumn,.ln 10. minutes. .
) * = .l.‘ ..‘_. .l’ .“I. ‘..'.«:‘ ’, -T:,
e Manuscriptsu-Reportsl' . o : ’
wo e e Y e B M »
e _ Produce double spaCe, corrected or error free, report
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. “Crip's Kihdling, Wagon No. 1."

’

@.

. . . .0 . .
Crip wobbled when he walked, and mos{ people who didn't know him thought’

he was drunk. But he never. drank It was just that he had weak legs. From
the waist up there wasn't a stronger mdh‘in all Rutherford County. .

Crip worked for Mr., Green Sawyer at the Rsilvay Express COmpgny, . ;.
loading and unloading the express wagon<that Qé: all the trains. When he

1
spread his legs apart and put a heavy crate on‘his shoulders you wouldn

N . -a . .

The weight seemed to steady him

know there was anything wroﬂg with Him.

- - 2

I don't remember when Crip started working for the Express,Company, bqt_
I do remember when he had to quit. It was in the late 20's that Mr. Sawyer \
decided he had to move along with ;he times, B0 he got rid of the horse and

\. .

Agagon and bought a truck.

Crip, of couxse, had never learned to drive.

t of coal fir

-

_ﬁeople still used a
to go into business for

him get started by giving tim a jennet a

-~

- Crip named,the jennet Mr. Sawyer. .

.

On the

i

i&ﬂg’iindling wood. Mr, Sawyer helped

es Jﬂ those days, and Crip decided

nd second hand spring wa§on,
On one side. of, the wagon" he painted

LI ‘\

other side he peinted "Crip s

Kindling, Wagon No. 2." Crip said that maHe it look like' he had/a f;eet.

Business was good. Then one night

-

“the shed where Crip kept the jennet.”

and wagon buyned up. He managed to get the wagon dut, but the jennet
. . . = ~» \
_wouldn't move. Mr. Crip got a new jenpnet, though, and named him Mr. Sawyer o
4 ’ . - - -
No. 2. . - i '
. 1 t- R 3
\] ’ . \'v . Iy
ll ¢
1 . " . c" . . -
: 25 .

171
186

199
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Directions: Type the following letter, maklng one carbon and address\gg« . oA
an. enveloge‘ You may use. any acceptable letter style,.. ;‘ T A

with appropriate punctuation style Assume that (1) you
are using plain bond paper, and (2) the Envelope is plain,
) requiring the typing of both the~ return address and address
< ~p10¢m1nutes) . . : LT
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. . , ' Bevel 3-~Tabuldtion
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Directions: Center horizontally and vertically on a £011 sheet of ',
- s ., paper the following problem. Erase ‘and Jcorrect all ’
- R ' ! . - ty®ing errors. Use double spacing. ‘Hand in-when - -
. completed. (10 minutes) . .-

COMMON “WORD LIST - -

.

Aruitoxt provided by Eic:
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Directions: (1) Type the following article inm mat';uscrin.t form, -
. o using-a 60-space line (Pica) or a 7.0-3paee line . t .
) . Y & (Elite) . N
. . . .
‘ N (‘.2) Leave a top margin of 1 172" on-ffrst page, 1" P .
- ’ » .on other \pages . i 7 '
: ) . (3) - T:eave a Rottom, margin of 1" ‘. .
.. . -t : - * . . , ) \ \\4
’ © . (4) Correct all -erro\s. ’ ;
) PR ‘ ) - . . : . ) :
~ . . Y . .
-, () (10 minutes) » R ‘;\ . . L
- . V. \. . . > -
. - N . -
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” ? As I am writing this there are men from all parts of- the worId -
.. who are flying through:he ait in france for the cdp which ‘ :
. typifies the highesc ruund of the}(adder in the art of aviat:io?a, S
. IR and under conditions which make ‘it almost certain that accié-ents _
. s o widl haiapen .whichwiil lead to fhe iossof life or iimb*_ AL -, :
’ 0_ \h‘. : ! ° 4 > .. ’
- the f irsc -glance one is tempted to- ask why they; are doing i, - .' b
: : ¢ i’ ) . - SN .
. and if the (j&me is wéll vorth the candle. Were the winning - :
s T L :‘;‘ \ . N Y S fm Ve . N ST oa . R
' - "‘uf’ theé cup the sole objecc “in view the atiswer would be that ) .
IR .7 it-is no‘t but suc & not the c‘ase' the pr'he i:n itsalf Lo T o
S «. " not‘and can never be ‘equdl in va-lue go a single human life, \Z/_-\ .
Tt but it s the ﬁﬁng that° th& cup® sc‘ands'for which really " R
S et counts. The cime is gt &and‘ wiren man will conquer the are . Do
. . . “/» T Ten "v, -
LR ‘ as. he had alréady cunﬁzér_ed the lind’ and ‘the % and ever},v - ‘
i LIRS N % - X .- '-
T e M o b L
SR N contest 1ﬂ<e {he 'npresentonly sewea t.o bring the "victory one .
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. step n;,arer,' and the worth of but~a.:sin.g1e step in the progress
/ . )

of the world is so:neth&ng too vast to be set down 1n figu%es

. - -~ - -

7.
: or even to be coun:ed in human lives. It not- seldom happens,

. ) . « - 'y -

° taking of it may-lead to fields go broad in iéxtént_that, one

/ - . too, that such a step 18'.ieally a leap in the dark, and:_: the
1

. couid’ not @agiﬁe them it exist before the step was taken -

.and_the curtain bf the fnture\thrown aside. The winnir'xg of

.w

a prize a8’ smalI as-a grain of ,mstard seed may lead to

oo ' rewards 80 great ‘that their weight will Mthe Very .

N e - . N

I e fbundations‘ of— -the globe, .
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- ' We do not know which oigthe many roads to decay Crete chose; perhaps.
N >

she took tha:x all. Her once g‘reat fields of cypress and cedar vanishe&'

- today C\-p-thirds of the land are a stony waste, incapable of holding the

eold rains. Perhaps there too, as in most faining cultures. control of the

. . number W people went too far, .and the birth rate left to the failures.
Pei'haps./a; wealth and luxury increased, th® pursuit of the pleasores

sapped the will of the race, and slowed its will to live or to defend -*

I's . - - -

itself; a nation is born stoic and dieg epicurean. Majbe the fall a_f Egypt

R after the death-of its king upset Creto-Egyptian trade ‘and‘ t':ook away the. .7

\

wealth required trade, and markets for her industries;~ like modern England

+ - she ‘was very dependent on the control of the seas. Perhaps war aaong her

3
Nzr .
. .. . . own destroyed the land' 8 manhood, and left it unprepared £or a war. Perhaps
LT an eartixquake shook great buildings into ruins. or a big '-ar vfthin avenged
. N ix\ a yearvof terror all the weight of the many years. + ° ~

“And yet‘Che signs of Egyptiawr culture in Crete are in every age. The

,,» "

o

two cultures are at-first so much alike thar. some thinlc a wave of ‘Egthfan

‘I

- people to Crete must have occurred_. Let as t’hink that in its racial biztf\

the Cretan culture was Qf Asia, in many af its érts Egypt-ian: i essenge
- » . . ‘

and total it was one of a kind. , . , .. .

I3
vt
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T . Level 3--Letters (Alternate Item)
; o ors R Al s

DlrectlonS* Type the. £3¥I5’1ng letter, ‘making one carbon and addressing
an, envelogg You‘may use any acceptable letter style, with
.appropriate punctuatiOn ‘style. ;assume<that.il) you, are -

using plain bond paper., and (2) the\envelope 4s plain,
requiring the typzng of both the return address and address

- -
.
-4

-
T

-

<N

(10 mxnutes?

\iie.x&xilp(lu;u41043£—€r400£> QQGhﬁﬁ} dA)UtﬁuL77Qﬁ Caﬂ5vrvaz
.LL)QJtJR;L{L‘UtJ%)‘7\Aaff713cy ¢2§ Shrao .

Jhe stféccat«o—m
neloacd . (P) D wuas Fhe WM

«knl

tftbb&;

‘f’j%

QL ormits Aua&ﬁbrvwﬂ#b~vw4z SAL

76L/uaii
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~r~=4b2¢ K&él‘ﬂlbrﬂtay-44)04420L Lihe ;ia‘J%uz& L~ eAL . \:%f,oo
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Directions: Cent er horlzontally'and vext;cally on a full sheet of
L N " ‘ paper the,followlng probiem. Erase and "correct all
— 4 . typing errors. Use“double $pac1ng Hand ig when -~

N completed. (10 mlnutes; . o

T POPULAR \WORDS
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L. Directions:

@

(2)

3)

(4)-
(5)°

- Leve)l’ 3--Manuscript (Alternate Item) ]

s [

. s - .
- . N * - P

Type the following article in manuscript form, .
using a 6D-sp¢ce line’ (Pica) or a 70-space line
(Elite) .

Leave a top margin of 1 1/2% on first page' 1" on
other pages % -
Leave a bottom margin of 1" | A o

Correct all errors o . ' .

(10 minutes) . . ~

.~ - . % -
b ~ ? ~ . Q»r -~ o

. Faith-4n mm/el; SR ,
- B ) . s /‘ /.._.G—-— N .
» ' - — T

: +#
A few years Aagg, man vrote a book He had neyer wvrittenone .
- . ~N 7
', before, so far ag I know, but he be;ieved that he hsd a s;ory .

e . to tell-it was loc‘kemu_b_rain and he wsnted to d&g

T
£id of it - so he wrote it out and sent At \t'o a' publisher . -

. ~and sat down to await ,c,'ne result. He did not hsve,”to wait . = .
. »’ ’ e *

- ver-y,_, ‘fong for his copy came“back wit‘hout loss of ime and

. with it the usual printed £orm vith dgfinks to the- aut‘hor for -

But the man

.y ™

. . " gending and an apology for n_ot using the matter .
had faith in himsgl'fnsohe;hiné we all must @sve 1f we hope to

~. . . A . -.
win—-énd iae also had fai‘th in the work he had doné. He k\)o):: .

e "the s?;ory of Bruce and the spider and was willing to try agsix‘l D

- L w ! ':D

‘_, and"at 1ssv-: he did, Tkt length the boq

)4 r)““‘ 3'[ é'tv:u{._

Aé/s:./«e

*”
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. printed and copies sent to t‘he ctitico, as is the custom, and . -

these later deéided; honeatly enough, that there waﬁ’ nct much

to praise in the story, cae a.\story and that whet the‘ce waa . .-

N o« [N .

' in the way of rapi/ t in it wag weak and crudely put together, ‘ Lo
P ) .

Ea " but--and in that "but" they showed their right to ?be called , -

- critice—that theg?aw in the book a spark of genius vhich -

- 4,. hd

might be fanned into quite a blaze nh the end.. A, short time

u"’.

. . ‘&ftemrd the autbor died and before it had become knowp that

- he had won"one of the big prizes in literature. . ' . . .

. . . .
v H - B . PR




. * ... . MINIMUM PERFORMANCE STANDARDS FOR LEVEL IV '

- , - Timed Writings - ‘ .o

) &-‘:\T§p¢ straight printed or handwritten copy bf’a&éfﬁgé
. difficulty for S minutes-at a speed of 40 words per -

’

oo .‘minute with no more than 2 errors.

.

i -'-' PECIEN R . ,
.. o Lgtters . . Q\\\-

\ ~ . i .
oo a Produce a mailable business letter of average length
4.7 _ (no special lines), with one carbon copy and an ‘-

R addressed envelope from handwritten copy in 10
. . - minutes. - . .
oL 7. ’ :
“v . Tabulation
2 L g ‘ .
- 'Plan and type from Handwrf?te@ copy a table of four.
T ' columns ~{6 to 10,lettex-characters per 1line), 10 .
" e “iliﬁes per column, in<}10 minutes. .

B : Type'numberé.fn tabulat or context form at a rate of
100 figures pewn minute for 3 minutes with no errors.

) E * - -"—- O ) "‘ l.i" -. ) ,—‘:
¥+ . &~ Manuscripts--Reports - ’

R .. N N Lo . ‘; /‘ i ,." “w . R . . .
TR - - Produce..double;spaced, corrected or error free, report
. ..« copy of approximately 300 wopds from corrected or .-

SO " 7 handwritten draft im 13 minutes. '
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> o Level 4--Timed Writing
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It seems the police have fallen into. a way of thinking that is common 14
in a modern industrial society: If a job 't Be dome by a.:ﬁaW.‘ 28

. can't be done.

~

T g - 3N . .

.
H ¢

. This may ¥e a good princ':igle in fa/rming, construction work, and other 1. 45

such -jobs. But good police work still means pounding the st.ree‘ts looking 60
for -witnessesl, asking the_ richt c;xestions, and a i;ood supply of what some ’ 74
like to call the "work ethic.” . g .‘\\_r o ;. ; T a0
No doubt there are stxllmmlmuhn&w&e for “ 92

s, - . .

work. But 1t seems too many llke to. r1de around in their cars,looklngQ\- . 106
for the obvious instead of under:-aking the ser.ious drgg'rng_necessary to , 1;20
turn up hard clues. : ,‘- ’ - "' LR ‘. g ‘. y '| S 124°
No doubt .this has added to the. grow:.ng f.:.ght between the- courts and - 1:38

the pol:.ce over the number of\ conv:.ctlons obtamed in, court ’ . 150
The. land' 'S counts and la”s still requ:.re that people get on ..the - :_'L',; _:1:6'2_
stand ‘and testify tol their knowledg-e of a crime. It 1s ls.ttle wonder that ) 17? \
'so many cases v;h.:ch have b,een‘prepared on the basz.s of ie tests énd . . 191

N . . g
S e = — . - w - - —. - P - - N - - e =

T

electronlc surve111ance--w1thout hard facts--are found. wantlng in the courts. . 206 .

~
x

The quallty Qf daw enforcement is n5t llkely to rnlprove until the =3 - '{2:20
* nation's pollc,e forces are staffed w1th more dedlcated officers \,Jho «g-zant - ./235:'
to work and the cltlzenr:y “shows a dés:.rento -pay good men enough fo"r the . \ P ,24‘5
wor}i‘ they are expected\to do. . ‘, . ’ e ‘1','\ - R ; l:. W-’," 255;_-':.’_“
The pepple should be willlng to pay the price for good law enfo:;cement; .- 269c .

-« » 1~

a - ' N Tt = N ] K

the man who wants td bé .a .pollceman mus‘t‘x_ceally want to be one. ’ . < ‘ . 282
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Direc't'ions:' Use any accepta.b'le letter st.y.l»e, w;th agp:opr.la‘te pnnct.uat:on

. ) style. 'Iype an envelope ahd carbon Gopy... But’ dates”’ ‘and. timbs .

' o (paragraph 2} in tabular form. “These 'instructions aré incom-
: Leter-certam decisians for typing fh:.s letter approprmtely i

: = et are left- to you. (10, minutes) .-

‘.._4, . G ,\

>
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s Level 4--Tabulation
ctlons._ Use h full sheet of paper for typing the follow1ng problem )
#n acceptable form.* Erase and correct all typing errors.
“‘“‘Useudopbleggpaeing Hand in when completed. (10 minmites) -

V@E CONFERE NCES
(/q7<f

.
ERIC " ..
o o enc | . -
-~ Y
\\‘ [ )
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. American Vocatiohal Journal IV (September, 1965), 20. oo

lCalfrey c. hﬁalhoun, "Vocational Technical and[)dult Educa— LT
tion Research for 1967," Journal of Business Education, XLiI (February, )
-1967), 218. T s ..
: R R - /v' ) & . i
2 james Bryant Conant, The American High School Today (New York: R
McGraw-Hili Book Company, Inc., 1959), p. 123.. . . .
3 !

- ., h - 34
v .
~ J "“2 _./. .
- -~ Level -4--Manuscript
e g
. b .
L ‘-
Directions: (1) Assume that 7he manuscript is to be Bound on the f’\- )
. left side of paper V2 _ 4 o
(2) ' Leave a top margin of 1 1/2" on fi?st page 1" ' V/,r’f
on other pages . . Yy
. . ) o
(3) Leave a bottom margin of 1" - ., .~ .
. v} - e
. s+ (&) Type footmotes at the bottom of “each page . , ///_
: . SR AR
+ (5) (10 minutes) ' . .
Vocational Subjects Offered in High Schools by Patty Glover Campbell ~
- . . LIEY . .I -
. )

An official with the United’ Stites Department of Education states that
one way the magnitude of the,job vocational educators are facing can .
besgomprehended is by examining the ®reat number of. potential young . e
pe;§}e%§or whom Federal assistance psﬁhrims are planned. He believes - ° S
that ce only 20 percent of high school students: willvactually

compldte a four-year college program, the remainder, about 10.4 million’

studedts (in 1965), could benefit from vocational education. This
numbel\ can be expected to‘be around 13.6 million. by 1985.1 (@) ’
James 2\ Conant, in The Américan High Sechool Today, states that voca- = ° 1
tional education, an integral part of the whole program of %&ucation,
requires aptitude not possesszd by students at the lowest academic
level.? () A noted business educator, Elvin.s. Eyster, 'says that
there 1s a tendency for career preparation for technical positionb

in business to move out and. up from the high -8¢hool, .and. out and L
down from colleges and universities. He feéels that Junior colleges, R
community colleges, business colleges, dnd colleges that offer one-

and two-year business programs will increasingly train students in ' .
high—level technical business courses.

-

s

» -

4 A as - -

Elvin S. Eyster, "Educ&tion,for Business and Office Careers,"'

» . -~

- 1
. . N S,




. ' . & - - Level 4--Typing Numbers in

-
1 - A

; o s . . R v e i
‘ Directions: (1) Do not start--Your teacher will signal to start
. e ; *(2) Space d.own 16 single ‘spaces from top of the paper

. 3) Sgt: 1efc marg:[n ‘at 13 for Pica, 22 for Elite

oo (8) .Set tab st:ops--Pica._ 32, 47 66
. . - Elite: 41 56 75

© (5) Do not, erase--if you make an error, start over on
new sheet:

. — ce g
Y 6 minutes) ' . . E

extension = 92.62° - ‘- allew © 29.83
- fynd® . '57..84 - - - " forwarded 95,61

N 4 . . - P - )
- ., satisfied . - 63.15 .. 'history ) 57.32
. front ; 46,89 . referred 49,67
o e begin , -  81.86 ¢ gemester . - 19,53
tt accach&pg © 13,49 ' chest . 97.18

.79.47 '_ ‘ court:‘ . 12.84
. 26.78 . pleasant 58.66

Y w32l o0 relative 64.35
- 68.32-  : .. "single. .. .  92.85

17.34 " - galebmen . . 64.35
~—70.86 ° finish - 27.93
v ey

T session
48,16 ) -drrange ’ 132,24

.‘. N whose .
.7 96,03 °© . _ -copperate .- 27 .45

- . 'allowance

v

o interest:g .79.35 .- armed 23.40
S0 .cause " . ¢+ 68.97 - cohbumer 59.78
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. DAY X
.‘ Y ~ .\' .
;N B .& -
e -
e x - - B} -
T . In every great crisis of violence or ,comption in‘out gteat land,...: | 13 <
—— v e ' ' T e
aauybeods either to, turn away from it -in ‘cynicism or blme it on the Y B
e ~ ) . ‘. LA
noral decline of the land ag a.whole, .It is an old habit i.n ‘our’ 1and. o 41 e
., - St . - ’ R - -
ae We either forget or l;leed' T LT e ’ 46 EN
\ . ot t . S
T . - Seill, at the stagt, of a net; school yeat, whin wen Hashington is Ttheae 8
- . just gettiug the first sveep of cool clear autuzn air, one asks if v& ) « 73 Y
.. s “ .= < M .( D *',’ .
, .~ could not have a lot more. honeat discussion in our land ot how al], these- - 8T . -
. - . Nt —_ .\‘ . . B
g \strange things happened, and what, if anything, they nea.n in our vﬂ,ues . :‘/ 102
" e Rl . g . S NN
and ideas. O e - f S I {212
* . - v .' ’ : ) . . ‘- s
. . 'rhis vag the big queation. And the maiu ques,tion was wby 8o many R
- . people £e1t isolated, po:lntless. and even helpless, and whether it was e 131 )
- :;‘ e . Y
.- possible or. useful. to. plan ways of talking, not ou‘ly sbout legislation to, 145- "“""“*:"
. e void ‘Violence' and »corruption, but “about, the mo:als and values, and the “ \ . 16.0',‘._ .
N Lo Sen H ’ T e o XN “‘:’,}{::{:‘ .
/ philosophical underpinnings qf the ‘whole thing. . T Lo Il 169 .
. - e Al b .
o, L o
e T , - The sad 'thing is that all this sincere and éa(eful s’tudy o‘bbour .. < . 1182 ="
. T b;oblemsﬁcvlofes not éw; to lead 7anywhere:’_7‘l'he people are 1e£t with'the . 7 -11-73'6_-"';7'_._‘"?‘“
N - M RN s
4pqliticians and the reporters an& the editorial writers and the thoughtful ZlI: -
. . “"j;:*
feople ht foundation meetings--uho do the best they can but in the end\do Ve 225
3 b - ° e . . » ) ) ) ) ﬁ‘
notreally aqsuer the questions theg- raise. < o L. 234
C. e . Nhile thn American peeple today do not believe in the old va¥s, and \ 27 -
"sare confused by all this vague debate, they believe in believing in the ) * 261':
¥ ‘u R N . . -~ » . Al
old values’and yes:mfor some better vdy to escape from’ the isolation and ." 276 o
* - L -
- . importen_ce that tyoubles "their lives~. . .o c SR 283
- " . R . ) K ) ° . " » Nl
- Sar -
; ~ - L] . ~
. - K R . N Py ‘e hd * ¢ *
“ N - [ -~ 2
' - : . B P -~ I e . ‘—;.
- . . s
. ‘l . . . . - : - ~
»q s ’ . . “ N
\)4 e 4 1 ’ Y. * .
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T

TN - tion style. Type an envéloge,and carbén ropy.. Put sdate's‘

S are incompletes~-certain decisions for typisig this letter

- DA . - L. . . B
'~.' - Tt . ~T T '\_;:’ SRR e it . ; P . o i
L . : - %, - Level 4--Letters’ (Alternate Item) - _
* o . —~ . o - . . . ' A - .. - POEENT I
i ' ~ ‘ [ R B .- i w D . R -

~

‘Directicns: Use any accépi:éblg" létler style, ‘with appropriate punctua~-

. and nhames (paragraph 2) in.fabular form. Thede instructions -

~- _ ,appropriatelytare 3bft to you (10 minuteg) - -

" S .. :,2 '//f_ "‘:’ = ’ ‘.
e Qs L. Sogas ,Opinislent , Qtbarntin) hlusinories .
3 &WM,W)W 37335 M"»«Y}«&%, S

.




‘Level 4--Tabulatign (Alternate Item)
'Diréétlc;xi’s.  Use a full sheet of papef for typing the following * ) .
~ - prohlem in acceptable form. Erase and correct all . -
.- - - typd .errors. Use double spacing. Leave§ spaces -.. .
be' een columns. Hand 1n wRken completea (10 ﬁ'nlnutes)

AREA _CHOOL CONFERENCES
- . (14774)
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- 4 . . * ¥ Ve .
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. * - . N Lo NN o < .
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Pirections: £ Assuiie thst the manuseript is to* be bound on -the
N left side of paper i

r - P

N
-~ v

(2) Leave a top margim of l l/2" ou first page,. 1 on

‘ . ~othet pages ° : , , \
' ) ) (3) Leave a bottom margin of IRy e . \
¢ . ‘. (4) Tj.rpe‘ .footn;ptes at ‘the bottom of the ée‘a .. ’ N .
) ) A
e . (5) ,(10 minutes) ": ‘ ;e "" e .' Y ‘,(‘
.- - .‘ ‘-/‘g,»/’;'g:_\ :'..‘“.' | ‘ z-;.’?’ L
- ' ! - i . . e®

Vocational Subjects Offered in High Scheols by Patty Gl_g_:»(er Campbell

. , _0ffice education. & type of voeat'ional educstison, enrolls ‘more high .
school students than all other. types. of vocstriomsl education ccvmbined
. . ! The pre agation of 'stenogrsphers,.ty‘pists-, .and clerdcal workers is.
. 7. vocatio "education. The largest percEntage of studéhts’ who are. 7 ..
. preparing for office work ,is to be’ foundt in high schools. Thé United -~
States Department of Labor has estimsted that by 1974, 12.8 qillion .
Americans will be working in this occupation group.l (P) . Edward A.
. Krug, in The ‘Secondary School curricnlum,. states that an impartant .
- part of human achiévement in skill and knqwledg’e ip transmitted by
the .business field. This field is, important in intel.lectual content
and is indispensable fn human affairs. - Thé Jplace cf usin(ss .educs-'-
tion in vocational prepsfation, he feefs, is. asaured .*(P)  Today's * °
. cultute, with its increased demands on youné people, 'nas,produced a ‘
e - _large aumber of téenagers'Who do not keep pace witrh the regular
; schodl program. Some schools ‘are apparently trying to offer, thef
o traditiornal courses and the newer courses ag well. As nesrly 50
percent of the student body, may end up as dropouts) the masse produc- .
. . tion program of education may not be reaching all students. Therefore,
. some educators apparently feel that publie education shoul try to DR
- ' deve,lop 8;1& offer’ progrsms to meet* the needs o*f a1l you‘th 2 A

. . AT P
. . .., - ’ B . . .
.. . o DY (- .« - . N . .t

-

1.4

~

J‘Bernm:d A *'Shilt, "Office Education,.A Partr(er in Vocational N

‘ Educsti«o'n,” American Vocational. Journsl XL (March/ 1965), 21.*° B
‘ ) 2’Edward ‘A Krug, The Secondary School Curﬂiculum (New York. ..
' Rarper and Brothers, 1960), P 46'1'. e \ R .

v ' 3Eu&ene P, Whitney, MA Program for Students with Special Needs,
.o The Jouraal of Businesgs Educatibn, Xprii (October, 1967), 6. -




Level 4-Typ:.ng Nmnbers 1n Context (Alternate;ltem)

.
. “ .
. 3

. . "

-

-

. Directions: (1} Do not star.t—Your teacher will sd.gna.l to §tart >

>

N (2) Space dqwn 16 single -spaces frcm top of ,the paper
3) _'Set- left ma'rgin at .13 for Pica, 22 for ‘Blite.

(4) Set tab stops-—Pica. 32, 47, 66 .
Elite. 41, 56, 75 ° ‘e .

L

. (5) Do not erase—-if you maké an error, sgart dver on °
new sheet N . - .

7 (6) (3 pinutes)

B b -
. ma*rketing 23:75. . Lhands ™ 49'..9% .
+  face ' ig.82— - .professpr 56.81
, { i B ' . ) ..
" submitted . 65.91 " " maximun 31.48
¢ . . error . - 74,967 , " pr’B\rides L .26.29
hotel - 4719 ° V. actually- 35.86
concerned . 59.62 .. *, phone ) 21.47

. - *
- - - -
. v

‘selected 17.98 . prove” 49.53 - .
refer - . '52..4‘9 . whatever © 86,27 ‘

"7 chbcked .. -68.3L ' .. gccident . '// 14.73

- 'inventory PR 49. 56 L ’infom . 52.89 TR TR
g petmic - 0 32.75° pres:n/tgd K B
« * .. privilege . -54.36 72 - soyr 37.92 .
sbeing © . ' 68.41c , Americam, 91.03 ‘
s " medical 53.87 - toward - 67,24

funds « 24.06 Y .process . ,779.86
specified #8.95 warehéuse ~ . 20.34

~ b4 - =» N »
. “
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4; . - STATISTICAL ANALYSIS OF TESTS
.- o ) . . Crlterla for Scorlng ST '

, . - . N S ey e
- -~ - A - - a -

Related literature and Tesearch was rev1ewed in order to

. . establ;sh cr1ter1a for scoring the performance tests. Several

-fesearch studies and, in partlcular a book by West (21) were

‘_used in the establlshment of the scor1ng cr1ter1a. Eurthermore, 3

- oL ~

{analyses were made of secondary school and,college textbooks
‘and_manuaig in typewriting; secretarial handbooks; curriculum
guides; vafious typewriting tests_(including commercially

g ' pnblished tests}, tests preoared bf business educat%on depart-

“ments of selected colleges -and universities, and certified

- . . -~ - -

_pnofessional tests. This data aided in identifying and
. classifying errors.

. Errors were c1a551f1ed as (1) ma]or errors, (2) 1nter-

.-

mediate errors, and (3) minor, eryors-. Major errors were
’deflned as errorse that would requ1re the complete retyping. of
7 ¢ . - . c ., . . ~ .

) ‘the test item; intermediate errors were defined as errors
that could be corrected w;thout retyplng the-1tem and m1nor

. - 2. H ¥

. 'etror.s were defined as errors in whlch the ty'plst would not
. TEORS RS 2
—be reqbired to- correct on~retype the 1tem. Secondary school

- : teachers and coIlége,professorstevaluated the varlous errors ..

R L R . « - \
N

-1dent1f1ed in an outline:. Lt

Errors 1dent1§1ed were a1$o presented to these profe5510na1
. vy, '
peopie in orger’ to determlne the welght that’ YEE}d be g1ven to,

v

a.spec1f1crerror DlsagrgemEnt resulted among evaluators about .

. - -
) . . .
..

o 1

. the welght that sﬁould be a551gned to a partlcular errOr. For

Racd
- . .
v, o . . e

o - -
-,
. " * N v ¢
e . . . PR S . ettt Aoy - o
* e st : ‘ . . <. R G- ~'\%. Tt
D < * N -3 4 ' - . ¥
, e~ LN ohe . . 4
. LN . ¢ SN - 4L -
[Aruivon provided oy ric [ - -t . R S . - e . >
. . e VY . - ‘ .. we N ~

. -
.

’
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.
c . Lo, L.
3 - ° R
AN . .

- ‘l - . i
. example, the weight of a "strike over" error according te- some "

evaluatorsd,was considered'a major error. Other evaluatars,
. - ~ . \ -
. however, felt that such . errors were intermediate errors because '

LA . - -
- R B

such errors COuld‘be corrected wrfhout the-nece551ty of‘retyplng -

the 1tem Some svaluators preﬁef to, GQnSlder certa1n errors ;.,,

. as maJor errors wh1le the‘typlst is st1Il in the learnlng -t

- <. e N Tw

. . stage 1n order to el1m1nate such errot-maklng before the typlst .

. ie e

1s employed The errors présented 1n.Table I were counted as

_\j“\”. uncorrectable, correctable, or m1nor. Th19 po&&cy relates-to g o

-~

the offlce 51tuat1on since’ one of the purpdses of the voca-

. ".'~ e T . ,\.:. e L.
. " tional off1ce educat1on pnpgrams 15 to. slmulate' e real v
office in the classroom s :f- “; . ..:""'- - . s? 2: K
- \ L ..- b & o / ‘.: 2 .
\umer1cal values were a581gned to. “tHe weaght 1ésszf1catlons 1;{"
© e " AN '-_, N LT ;\z
- ERY

- as fOllOWS (l) maJor errors, 3 poanSS, (7) JntermedLate erro*rs~h i

. . - B »
N G

2 po1nts, and (3) m1nor errors, 1 p01nt.; Thb dec1310n to éss1gn

- £ -
. . ?

these,weaghts was based on several we1ght1ng systéms suggested .i;:_;

by West {Zl), whose recommendat1ons were based on extens1ve " »»:'

o
1]

,

.h,IESea?ch Sc Qres on_ the performance tests nvpresent the number .

of points suhtracted for errors as opposed to. the ‘usual system

- . . . L | ;

of subtract1ng po1nts from a max1mum score. .-

' h." ' Teachérs may w1sh to adopt the same grading plan as used

Te

*. in the research for developlng these tests. It must be p01nted -

v. 2

out that be&ause the tests had to provlde stat;stlcally N

SN .sxgnlflcant dlfferenCes between the' résults Yor the var1ouSz S

» 3 . . .

. le»els, _the resultlng Scores do no%'necessar11y relate to

the State Gu1de standards.' For example, the gulde does not - a

.

quantlfy the max1mum number of errors permlsslble for a le;;er.

. . < . . K}

. R Y » . PR - d . ‘ . N ’
» ' - ..
\ . “ . .
' R . . <. ..




£

Rather, it states ‘that. the letter must be'"mallable. ."For 5"

el L~ -

measurlng purposes, of cqurse, suzh standards had tO’be .

.

w1thln a test 1tem. l}e 901nt yalue of each type 6¥ error is

e

v pornt values are presented in Tabie vi. -

- - ‘e . .
- *

) A Recommended Scorzng,Plan T

" A variation which, would more closely correlate to the

. r

-7 -curr;culum guide® would be to adbpt the gradlng plan to the

totai test 1tem rather than 1nd¢01dual errors w1th1n test

. . -
>

L]

~

o could be glven.a total of 3‘p01nts 1f ;t is mallable, 2 po1nts

-

et A “ - '- » . "';{
. ’ there;be an error in the item that 1s_uncorrectab1e. $
A Foruexample, if a test item ;such-as a-letter,,tablé oz~
’ ”.-.:'(

manuscrzpt coﬁtalns an €xroT which 15 uncorrectable,.that

:.._.‘_,“‘ \ ..

(3
- - « .

-

- ~
- -
- - - P —e— Ta e e

errors in a test 1tem would result 'in a-score of 2 p01nts for

v
‘ - N »

that 1tem.. And.of counse, an_ 1tem conta1n1ng only minor

SN .

L quantlfled.‘ Thus, the scores were based upon ‘the total errors‘,

4' presented in Table,l, and the statlstlcal results u51ng these'

R . -
- ’ - rooet

items. Using this scoring plan, a test.item (such as a-léttépa Lf:’

test 1tem WGuld recelve«a score of 1. 'One or more correctable.'

- 1f there are errors that can be corrected and 1 po1nt should .

. -

- -

. errors (as shown. in Table 1) would 'be giv en a value of 3 po1nts. ’ .;
’ Thus, at semester s end, a student wh has dan aveuage\score .
- of 2.0 or greate?/would meet the éurri\ulum.cuide standards.
> 'forherronf' -7 o | . - -
. - - ;- .
. P .
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‘. ‘:"Comparison of’Each-Testhevel With Its Alternate

Accordlng to Ferguson. (7), in comp_rlng eqﬁnvalent

tests, some criteria of parallel;sm 1s requlxed . Test. i

- - BRI

- 7 ..content,_test.items, 1nstructlons_for glging tests Shouidr' _
be similar. "lhe‘parallel'forms should éave‘approximately )
egual means and standard deviations.'" The t test provided ..
.both comparabilfty'of paralleldem byfcongidering both *the 3

means and standard dev1atlons and also answering the ques-

1

tion as to whether the te/}éfdlffered between performance - "

levels. ThlS second consideration, d1fference %y performance ..

¥
.

levels, is dlscussed in the next sectlon.

. [

Table II presents the means and Table III shows the

- A\l -~

compar;sons of the mean scores of the alternate test forms |

L - ',6 " .‘x - -
fﬁ; each of the four performance-levels——The mean scores -

. of the two 51m11ar test forms for Level 1 tests were compared

by T1med Wr1t1ng speed scores, by the number of Errors

made on the Aimed urltlng, by* Letter scores, by Tabulatlon

.
> ‘e . -

_ ‘scores,wand by Manuscrlp' scores." This” same, procedure was. . . 0 . _

Cad

o followed f8r Level 2, Level 3, and Level 4 tests. A

- e !

- comparlson of - the mean scores throughout the four test .

levels resulted in no s1gn1f1cant differences between o '

similar test items at the 10 percent level. The criterion

-, <o . . ' 7

-“.established. for, similarity.of test itéms on alterhate

-forms was, therefore, met with all test items. , :

- .

*

3
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TABLE 11

MEANCCORESBYLEVELANDFORM |

' Timed L. ’ ’ - S
Level Form Writing Errors Letters* Tabulation* Manuscript*
I a 30,47 8.62 . 10.67 4.33 ‘
" b 30.73. 8.50  11.66 ° 4.79

I

(o]

HI

o'

33.97

34.67

'53.14

-43.90 -
45.40

8.90

9.67

©9.32
9.34

10.38

52.64
29.70

?
41.13

45.37

47.:36
49.95

. 11.53 .

-11.51

9.82

11.81

¢ 16.2%
18.79

1

28.53
30.28

31.52

.. 36.95 -

52.94
55.42

" a
B

s

43.33 10.69

* These scores represent the average number of errors per item as
weighted by points as described in Table I. This table should not
be used to compare the results from level to level as these values
" doé not represent how a given student would perfonn at a different
level. : -

~

Ivey Chance. ''The Development of Typewriting Tests for

Méasuring Student Achievement at Various. Performance

Levels." Unpublished doctoral dlssertatlon, The University
,of Tennessee, Knoxville.

Source:




. X g P
. / ‘ '/"
. . T . !
\ -~ S+ TABLE III 3
' \ ' . . COMPARISON OF MEANS OF ALTERMATE FORMS® .
A - % . (I
: Level . . i ‘.
S and S Test Itemsb’ .
) *  Form ™ - E. L T M
la-1b 08 .06 .35 .31, -
2a-2b. " .17 .59 .67 .01 .40
o | 3a-3% - .3% .02 .83  1.33° 1,34
' l4a-gp - 03 22 .39, .94 .36
. : l«
&t values--t value must be L 64 for 51gmf1cance
of .10 level. . ¢ ¢

bm Timed ertmg, E, <Eriors; L, Letters,
T, Tabulatlon, M, Manuscrlpt .
Source: Ivey Chance: - "The Development of
- : Typewrltmg Tests'- for Measurmg Student Achievement
- at Various Performance Levels." Unpublished doctoral
dissertation, The Un_lver51ty of Tennessee, Knoxville.
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Comparison of ‘Each' Test Form With the Next Higher» Level

. . ' -> ST . )

. . Table IV shows the comparison of mean 5cores of the

. ‘ . N . ‘.
.gyardous test items, by levels. The purpose of such a com-,
- . .o 7‘ - . - ~ - . . .
) parrson was, to determine if the items in the two perfdtmance
tests were discriminating between test levels.® Students

) "
taklng Level 1 tests were "also admlnlstered Level 2 tests,

.

~

and students taklng Level 1 alternateitests were also

administered Level 2 a1ternate tests. This procedure.was
foliowed with the other levels.of tests. -
An analysis of the data in Table@IV shows that no

51gn1f1cant dlfferences were found in the\comparlson of mean

. scores of the Timed Wr1t1ng speed soores ,0T for the Error

. scoreggag any of the four test levels. The .comparison of

-

‘. the @an scores, however, by level for -Letter scores, B
Tabulation scores, and Manuscript scores yielded significant
differences throughout the four test levels. %The cr1ter10n

was not met, therefore, for T1med ertlng and Errors, ‘

-

-

e ho#ever; the cri&erion—was met for Letters, Tabulation;iand"x

. ] \ - -
i :Qanuscrlpt . Co ’
-V -

) " n.
b The only measured- var1ab1e from level to level .on the’
stralght;copy tests was syllablc.lnten51ty. As can be seen

-

t 9 -
. - . . - ‘. . o b
‘ in Table V, syllabic intensity was p?ogressxvely higher as
the test level increased.'-IntuitiveTy, it would seem that
Ry )
the measures/pf stralght copy typlng—-speed and error rate--

-~

. must be more of a functlon of the student s level of technlque
. . N

'development and perhaps vocabuldry than ofsyllablelnxen51ty




. ‘-~ TABLE IV.

* COMPARISON OF MEANS BY LEVELS?

Form*® ' ¢

and Lo~ - <. ' Test Items? - K
Level W E -~ L. .. T M
T 1a-2a 11 1.01 4.0  5.8°¢ - -
-+1b-2b - .02 .80 4.31¢  s5.67¢ -
22 % . 458 1.3¢ 4.3  4,87¢ . 3.87C
“B-% . . .40 .70 4,82¢ 6.14¢ 4.38%
) '
d3a-4a 39. .77 3.5  6.01¢  5.20%
%-4b ... .21 122 2,65 -5.81¢ 4,31
dsa-4a ; -/ .40 . .90 4.3  4.15¢ 4
4.67¢

B4 : - .23 - 1.55  3.08° 5.26°

B 7,
"
: { -
.
.
:

t values

-

b]‘w Tlmed Writing; E, Errors; L, Letters T, Tabulatlon, - .
M, Manuscrlpt

CSignificant at the 'S percent level.

dSemester 4- and VOE tested separately ‘ \

Sourcé: Ivey Chance. "The Development of Typewntmh )
‘Tests for Mea%;;lng Student Achievement at
. Various Perfotmance L¥vels." Unpublished
doctoral dissertation, The Unlver51ty of
’l'ennessee Knoxville.
v

8~

.86




. . . ! ”

P

, , As ‘can be seen from tHe‘test items,'tﬁere were many variables
from level to level for the 1etter, tabulatlon and manuscrlpt

tasks. Complex1ty was added to the directions which were to

L4 «

_be followed as welr‘as the actual tasks‘;a'be accompllshed

|
¥

TABLE %
SYLLABIC INTENSITY BY LEVEL

m ' S T RANGE. | .
S . c1.00-1.15 . :
2 1.1s-1.25 )

' o 1.25-1.35
. 4C 1.3s-i.4_5_ ]

Percentage and Cumulative PerCentage Scores -

»
-

r

Table VI shows. the percentage and cunmulative percentage

scores for the six categor}es of the performance test, Where

possible' the variabie'being measured (wprds per minute,

errors, etc } is d1V1ded into Increments WhICh will correspond

to the thresholds as. presented in the state currlculum ide.

n
~, ]

_For example, the cumulatlye percentage figure for the 21-2§
' . < ‘ ,-’
increment of Timed Writings using‘form la was 26.270. Twenty-

LY

flve words per m1nute is the minimum threshold for Level 1
students and-26.2 percent failed to meet- this standard
. Obviously; 7%.4 percent did meet the standard. Uslng form

2a, 80.4 percent of the students falled to meet the forty-.

hor& per minute standard whereas, as could be expected only

’ ~

10,8 percent were.unsuccessful on’ form=4a .

-




Y
R L)

-
. . .
. v . . Y

The results,of .the Errdrs test were-dismaP'aﬁd may hold . ... * ‘=«

1m§11catrons for the manner in which typewrltlng is taught.

Uslng form’ la, onlx 187 3 percent of the Level 1 students S 1:
- - -
could meet-the state currlculum gurde criteria~df‘three o o *'ii

- errors or 1ess. As the level is increased, moreeyer, the
percentage pa551ng‘theostandard decreased Only 7 percent ) . .

ef those taklng £qrm 4a passed the state curr1cu1um gulde

standard of two eTrToTrS OT less. ’ . R

.
L3

o T, The Letters, Tabulation, and Manuscrlgt categorles were .

graded in accordance'with .the scor1ng scheme descr1bed . . 'L'

earller. The reSults of the Number Typing tests were not

compiled as a part of the or1g1na1 research underlylng this

" report. The Number Typing portlon of the test was performed .

. ' by the Level 4 students, however, and thse resultlng data

is 1nc1uded «in Table VI for your rnformatlon..

- “a-

t 1)

L)
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