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The '!‘raining 'I'e‘bhnical Area of the Aruy ibmrch

Behavio and Social Scieuces (ARI) has actively purs
research in support of the systems engineering.,of training. A ujor fo-’

‘cus of this research'is to develop the fundamental data and techmology :
. necessary to field integrated systems for improving individual job» per- ‘

formance. .Such, systems include Skill Qualification 'l.'esting (sQT), Job -
performance aids. training courses in schools and in the field, for- ,
mance criteria, .and -anageuent “and feedback systems. ;

'rhis report is the,first of several on specific t:opics in the u‘ea
of skill retention; ARI 'hchnical Paper 313 providad & review of the gen-
The long- goal is-to develop a method for predicting '
rate of profic:lency 1 for all types of skills, in response to require-
ments by the Deputy' Chief of s £ for Training of the Army Training and
york: was accouplished tpy ARI personnel
» FY 1979, “Performance-Oriented Individual
§kill Development and Evaluaticdn” f£4r the Training Davelopments Institute,
TRADOC, with the coambined support of the Deputy Chief of Staff for Oper-
ations of the Army,.Europe; the Commander, 7th Army Tr Command, ‘Eu-
rope; the Commander, 21st Replacement, Battalion, Furope the Diregtor
of the Administration School, Fort Jackson, S. c., : '
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/ demonstrated at AIT. (\ N

" Procedure: ) ;.

To evaluate ‘loss of: etrai@t-copy typeWriting skill between Advanced

’ Individue@l. Training (AIT) gra&uation and unit duty and to detemine -the-

effect of refresher training on recovery of proficiency.

. Straight-copy typewrjting perforn'ence of 38 Administrative Special- *
ists, 71L Military Occupational Specialty {MOS), was jeasured three

‘times. first test session occurred- at end-of-course testing pri&¥ to.
‘graduation from AIT. The second test session was conducted prior to the -
start- of unit duty at the 21st Replacement Battalion in Frankfurt, Ger- -
smany. After coppleting the second test session, all soldiers practiced

’ etreight-copy typing for 25 minutes and then performed in the thirad test

session. , . . >
| = E
' .. ’ ' A £ 4 ! .
Findings: . A 4 i
> , S . . ) [ .
© Without precticeJ, average typing speed dropped 128 and errors in-
creased. 86% be graduation and unit dyty. As a result, get typ-
ing proficiency low the hninimum LAIT graduation standard. These %
pertornence de nts oct:urred within 14 days of AIT graduation. No ad-

the intéygval ~between AIT graduatiop and
unit s extended 38 aa Twenty-five minutes of ° prac-
tice reineteted a8y of 1 ing speed and 193 of lost het typing pro-
fici\;‘n-‘g/ Errors, however, were not affected significantly by practice.
Based relearning rate/ it was predicted that approximately 1% hours of

ditiof 1 decremsh

" practigs would beneedgd to return net. typing formance 'to minimum AIT

gr on standards. In additioh, it was prediicted that the higher AIT

end-o course perfomance level would.be regained after 24 houxs of typ- .

ing ‘practice.

o

_Utilization of Pindings: ‘ N

Brief refresheY training before the start of unit duty is sufficient
for Mministrative Specialists to regain straight-copy typing proficiency

e
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Onal, functioning depends on the performance !
Many clerical tasks, from preparation of i
ter Ke ching, require proficienoy in straight-
nsure tention of straight-copy typing.skill,

ate and magnit of typing skill loss during’r e

a -

v ‘EffEthbe organiza
of clerical.personnel.
correspondence to co

1 copy typewriting., To“

., the Afmy mustkkmow‘the

~ periods of no practice, as well as the /Amo t of refresher training -
.néeded to keep typing profic1ency at a desirable level. This research -

| - .examined retention and re1earningrof straighqrcopy typew:izing by Army .

c1erica1 personnel. .
Several investigators have reported that straight-COpy typing pro-

ficiency-is retained over long time intervals of np -practice, and that
relearning is rapid when’ ared to the. rdte of original 1earning
(Fréeman & Abernathy, 1930; Hill, 1934, 1957"H111, Rejall & Thorndike, -
1913; Schroeder, 1934). Conclusions of these Tegegrchers must be ‘consid- .

» ergd tentative ‘because’ (a) materials used to test_retention were not e- .
quated for difficulty, (b) repeated typing of the same materials may have .
inflated rel’arning rates, ‘and (c)" the data were not analyzed statisti-.

" ¢ally. Thus, Army commanders and‘trainers have little specific infor- .
mation to determine how well typing profigiency is retained and how
quickly typing profic;ency can be regained with -refresher training.
:Zg'research reported in this paper was designed to answer these

s

tions. < et . _ . S g - 7
- S : .. . ‘< L
. . . / 3
e _ OBJECTIVES S y
This regearch examined the fol}ow1ng. ) . B ‘.
.' o Loss of straight~copy typewriting proficiency ing the no- f '
practice retention interval occurring between Advanced Indi- -

vidual Training (AIT) gkaduation and the sﬁfrt of unit duty.

e The effect of 25 .minutes’ of practice on recovery of’typewrit- )
ing proficiency lost betueen AIT and unit duty.
. ‘ : ‘

.« ~

~ s ’ ’ '. . . . - B
. PROCEDURES S K -
. . \) - “ of
. Straight-copy typewriting performance of Adminiktrative Special- . o
ists, 71L Military Occupational Specialty (MOS), was tested at three Yo
separate sessions. [Ki 1 shows test design. . first test ses- ‘§>
‘sion_ occurred at end-of-Course testing prior to AIT graduation. The *
'second test session occurred prior to the start of unit duty at E?e‘ N
: P . - 8 :




ST "“,A".d."_"i;- . ,:- ‘A
n n ird test ses ¥ . - L
s -, . sion took el ytes: 4 coq:letion ‘of the secontl "test sessidn. -
oot sl use® this

. Soldiers ' interval to practice str&ight-copy typing v
, . (25'winutes) and to ' (S ninutes) v P TR .
‘v‘. .8 ,'v e .. - ; - . ) { ' . ¢ N .
e B L N
BT T A
~'AIT end of course . - - T o) Arnival at the N -
i ;os‘t:l.ng “ - - ° let Re{la,cement Battalion
* ‘ ‘v ' ) > . p ) O. ‘e .. ' .
A TN : R ¥ ,' e _ S __ ) - -
0 L) - “v'u“ .L/ - _ g v / i --' T / : ... ‘ -t J ‘ .,/: — i _/-
- “Test , - Retgﬁ'ﬁt_ionl. _» Test - " 25 minutds ° *.'Sfminutes.- . ‘Test ¢
Session 1 . Intexval Session 2 ', of. practice of rest /. .Session 3 ‘ /
.. (14’38 dAYS) u“ .. 1" . . . : / , - "' ' . o~ e
) s , . . ‘- . .\ .’Q .. ‘ ] |.‘ P < ‘ ' - ‘ . . - v.
;\-_ . |[ . - . . - . & . / ) . ’ ' ) ..". . “m‘ .
. . L \,c S Rj.gu”re 1. Order"of*ksting . L B VI ‘
- ’ - > C u
) Before the seécond test sessidn; soldiers conpleted a sbort« ques- . ..
.tionnaire in which they .reporfed theé length of- time between AIT grad- ~ =
s vation ‘and arrival.for unit duty and tﬁe amount of typing performed : Froy
) : during t.his interval. o LN T
o, . « ‘ " o - i -‘_ . B . . - . 4 7 L, ". 5/
I h ‘ RESULTS - - . , e e :
[N . * ‘ . ) ' by | ‘
4 . Scoring net:hods used by thé Administration School were. adopted tg. .
5 . evaluate typing. performance at X%l test sessiong. Typing was eValuate

. for speed ;Lr? words per minute (gwpm)], accuracy (errors), and a com- -, T
" ¢ . bined weig g of spéed and acpdracy -[net.words per'minute (nwpm)]. The
* best nwpm score, with corre nding gwpm: -and errors scores, for each gol- .
-dier was s jected to statigtical analyses. B:I.ght:y—f%a percent (38) of
*  the 45 soldiers. questioned had not. typed since AIT, grdduation,. ug/d only .
: - their :ypevriting performances were analyzed.

Rhtention N

. L . .
P c——— v - A- [N

’ Avorago typing perforﬁnce scores related to tho AIT-unit duty re-

v

tention intarval are shown on the left side -of l?igure 2. The be- .
tweén AI'I' and unit duty ranged from 14 to 38 days for individ sol- .
- diers, vith a group avérage of 25 days. The average nwpm typed by * . Lt
soldiers at AIT end-of-course testing was 28.3.", This is 3.3 nwpm above T ",
o the minimum standird for course completion and supports pxevious find- : o~
7 ihgs - (Pink, nopringa:, Wagner, & Showel, 1974).. - Nwpm decreased 27y
: 2 . .
& ~ - " i . 7
, \ 3 |
’ o S
v [ .
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nwps AIT graduation stand-

ard. Gwpm decreased .12¢ and €xrory jines 4 868 over this pesjod., Thus, °,.
. the decrease in nwpm occurring }Otween AIT tion and the start of

uni® duty was caused by a peduction 15 both d ahd accuragy of straight-

oopy t!Phl? "ogfotuna. L ¢ - I . :

. N . - \°
During the first 14 days of RO practice fellowing AIT gyaduation, ™.
ing performaySe deteriorat#d, But did not continue to decrease sgiy-
“Rlfivantly with lomger periods ¢f no practice.. As shown in #igure 3,  *
. o performance mesasure varied syStematically over the 14- to 38-day
reténtiopn. interval. ,, .

- . -

All typing performance decréantg were interpreted as being caused
by the forgetting of typing skill Over the no-practice period between
AIT graduation and arrival at thf 21st Replacement Battalion. The
Tpchnical Supplement discounts other explanations of the data based
upon‘the confgpts of motivation and fatigue.

hhamigg

Average typing scores follo¥ing the short practice session are
shown on the right side of Pigur® 2. when compared to the usual 5- to
7-week duration of AIT, relearnind yas rapid. Reinstatement of 288 \___—
of lost gwpm and 19% of lost nwp# Occurred over the 25-minute practice
period. These percentages transiate into a relearning rate of 1 gwpm
and 14 nwpm per 25 minutes of typing practice. Rrror rate, however,
did not change significantly. AS & regult, the beneficial effect of
practice on nwpm was caused primsrily by recovery of typing speed. On
.the blsis of the relearning rate fOr nwpm, it is predicted that (a)
soldiers will return to the minisUR AT graduation standard of 25 nwpm
with approximately 14 hours of tyPing practice, and (b) soldiers will-
recover their original AIT perforMnce level after approximately 24
hours of practice. *

——— GONCLUS 10Ns

Prior to assuming untt duty, “he straight-copy typing performance -
of Administrative Specialists was Delow the minimum AIT graduation ’
standard. This drop in performanc® occurre@®ithin a l4-day, no- ‘
practice retsntion interval follov¥ing AlT graduation. No additional \
Performance decrements were found Yhen this no-practice interval was
extended from 14 to 38 days. A sidnifjcant amount of lost typing pro-
ficiency was regained after 25 minutes qf straight-copy practice.

Thus, brief refresher training befOre the start of unit duty is suf-
ficient for Administrative SpecialisSts to regain strajght-copy typing

proficiency.
/3 .
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AVERAGE PERFORMAMNCE SCORE

#- .
30
98-
20-
13-
10- |
y ORS¢ —
s- (]
.° ! ‘ a - L T
SESSION 1 SESSIoN 2 SESSION 3 SESSION 3
T T T UNIT DUTY  AFTER PRACTICE
TESTING SESSIONS

Pigure 1. Average typing performance scores cbtained at testing session.
ﬂ Sessions 1 and 2 vere separated by an awiragy of 23 days; Sessions
!

2 and ) were separated by 25 minutes of typin§ practice.
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TYPEWRITING: RETENTION AND ’

~ ' Retention of typewriting proficiency acquired during AIT was meas-

ured after.the no-practice rstention interv@l between graduation and

the start af unit duty. After retention testing, the felearning o£/W-
_ swriting skill was examined. Performance was measured ih terms of gwpm

(speed) , errors (accuracy) i and nvpm (a ination spee an8 accu—
racy). The following sections describe ‘research ‘hethodology and sta-
tistical mnalyses. : - ) .
0' : «’ } ‘ . .
| 4 "/ »werEOD
Subjects v
. f .

,’  Thirty-eight Administrative Spécialists, 71L MOS, who graduated from
AIT at Port Jackson, S.l., in September and October 1978 participated in
r research projecty They were assigned ‘to the U.S. Army Europe
SAREUR) and were routed through the 21st Replacement Battalion, Frank-

furt, Germany.
N ‘ ' Y

*  Procedurs ‘ P

Testing was done at three separate sessions. The first session oc-
curred at end-of-course testing conducted by Administration School per-
sonnel prior to AIT graduation. These scores were used as the baseline
against which subsequent typing performance was compared. The second
and third sessions were conducted by Army Research Institute (ARI) per-

. sonnel at the 21lst Replacgement Battalion. The time interval between Ses-
sions 1 and 2 ranged from 14 to 38 days for individual soldiers, with a
group average of 25 days. Immesdiately. after Session’ 2, all soldiers typed
for 25 minutes on preselected practice exercises, rested for 5 minutes,
and then typed in Session 3.

A S-minute warmup typing exercise preceded Sessions 2 and 3; a 10-
minute warmup exercise preceded Session 1. The w exercises allowed
soldiers to become accustomsd to their typewriters d to determine if
the machines were functioning properly. The warmup riod also helped to
reinstate temporal tural adjustments required ¥Qr typing.

Typing mrﬂ; scored in terms of speed and accuracy. Typ-
ing speed was determined by using the formula for gwpm (Appendix A). Br-
rors were scored when words were misspelled; when words and punctuation
marks were cmisted Oor incorrectly inserted; when the spacing between lines
was different from the test copy; and when a letter was struck over,

erased, or X-ed over (Appendix B). Only the performance on test materials
was scored.
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){/ - - each sess was W-qu minutes. ’ Researcherg, used stopwatches\
' 'to measure all intervals. . )\ N , -
) . , )
. [}
Test Matsrials _ \/ . : e

Two Mets of test materials were used. One set of tests was pre-
pPared by the U.S. Army Adjutant General School at Fort Benjamin Harrison,
Ind. It included a wammup typing exercise and two tests (Appendix D).

One test was labeled CC, and the other test was labeled DD. The second
test was developed at ARI, Alexandria, Va.; the two tests in this set
were labeled AA and BB (Appendix E). A sufficient amount of test mate-
rial was prepared to avoid ‘repetition of any part of a test during the
sessions. This was done to prevent possible practice effects caused by
starting again at the beginning of the test, copy before the test 'inter-
val had elapsed (West, 196‘9, p. 527).. . . - N

Bacause of the rgla‘ti.ouuhip between test difficulty and typing
‘ speed (Robinson, 1967}, the difficulty level of the four tests was equated.

Difficulty level was defined in terms of stroke intensity (avérage number
of typewriter strokes per dicdtionary word, i >luding interword space) and
syllabic intensity (average number of speech \syllables per dictionary
word). Table 1 shows the spécific valueg for difficulty level of written
business communication (Mest, 1969). With tests equated for difficulty,
differences in typing test performance caAn be attributed to variables of

interest, i.e., retention and relearning. . -
[ 4

"Table 1

Stroke Intensity and Syllabic Intensity for
Typewriting Tests

-

Test Stroke intensity Syllabic intensity
cc 5.95 1.67
o 6.19 & 1.68
AA 6.10 1.65
BB 6.18 1.63 ,
- _
4 [ \/




. . . k ' \
sold;crn yoed nnua .typev*itars at all test sessions. 'rhe type- S
writers were identical to those used at AIT in u&e and’ model (Olivetti
llodo,l nea 98 and gton Model 94),,. ‘The typewriters were preset for

cinq and a 1-inch left margin. Since typing was word-for-word’
« and r r-1ine, tha righ .unrgin was eet Off the paper and was not used.

. 'l‘ho m Jor was set for 5-8sp pqragraph indenta.tiOn.

’ -
‘
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Soldiers completed % tionnaire (Appendix F) before participating
in ssion 2 that provided infyrmation on Iength of the AIT-unit ty
. retention interval for each soldier and the amoynt of typing each sol
performed during this time. On}y data from sol lexrs who ¢id not type be-
twegn AIT and unit duty were! an lyzed.

(& Design

/ A-2 x 3 mixed-treatment t’actorial design was ed. 'rl'?e within-
I subjecb'vari le was-sessions, and the between-subjgct variable was order
of test materials. In this design, all soldiers pa cipated in each of -
] - thé three test sessions, Half were tested under OrdeA 1l and the other
half under Order 2. Table 2 depicts the specific test materials adminis-
tered under the two orders for each testing session.

ol -
SR :
»”
’ 'rable 2
Order of Test Haterials Used Across
Testing Sessions
s \
— // 2 Testing session
Order Session 1 Session 2 ‘ f Session 3
1 ) CC/DD AA/BB . : CcC/DD” _
-2 ©Cc/DD cc/DpD AA/BB . s.a
| , | ot
. i‘ﬁ'

. RESULTS AND DISCUSSION
'l'heedependent variables of gwpm, errors, and nwpm were calculated
for individual soldiers within each of the six experimental conditions.
These six conditions were formed originally by the factorial combination

of three test sessions and two presentation or gj\materials. Based
/
8 -~
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- g upon scérihq --thodi'm;l by ther Administration Sc;hgol at Sessjon 1, /
/ eacly soldier‘'s best nwpm scores and associated gwpm and error sco -
‘wéXe selected from the two tests,faken at each session.l Analys:r of
-variance were performed on these gcores. Typewrisdng performancy was L .-
.analyzed only fof the 84 percent (3§) qf the soldlers qﬁea.tio'nec'ly ‘-
. had not typ#d since AIT graduition. o ' -

-

, oo o
&\ Retention ) . e : .
Both gwpm and decreased and errors increased bebween AIT and

\

of sessions for nwpm, F(2, 72) = S5.07; gwpm, F(2, 72) = 31.29; and
-errors, F(2, 72) = 15.02; with p < .05/in all cases. Based upon this

/ si‘.qnific.ant main effect, individ-ﬁal‘ comparisons were performed using

. . unit ddty. This conclusion is supported by a significant main effect u

the -least squared difference (LSD). test (Carmer & Swanson, 1973). The .
-+ rejection region for all individual comparisons was .Q5. Significant
< decreases in nwps, LSD(72) = 7.63, and gwph, LSD(72) =- 3.82, occurred
}‘ . during the retention interval, whereas significant increases in error,
v LSD172) = 3.58, occurred duging ‘this same period. Thus, the decrease
/\,, in nwpm occurringf§between AW graduation and the ‘start. of unit duty
was caused by reduction in both typiny speed and accuracy.

o ' rr:;)utions were calculated between Session 1 and Session 2 .dif-
ferehce scdres for each dependenty variable and the rétention inter-
val®length associated with each soldier. .All corhla,tions were nonsig-
nificant, p > .05. These statistical results, plus visual inspection
of the plotted data shown in Figure 3, support the conclusjon that
typing performance was unrelated to the length of the.retention inter- °
vals for which data were collected in the present research oject. g
It appears that all reter®ton/losfes occurred during the first 2 weeks ®

N of no practice, as suggested/by Freeman and Abernathy (1930), and that

/ no systematic performance chjanges were associated with added increases
in the AIT-unit duty retention int.o‘rval. ~ .t

To examine .the reliability of the data, test-retest and alternate- -
form reliability coefficients were calculated for test scores ohtained
at Sessions 1 and 2. All reliability coeffitients were significant, -

. as shown in Table 3, and were simiY to those reported previously by
West (1969, P- 296). Thus, test scores were not susceptible to random
variations in the conditions of soldiers or in the t'esting environment
that occurred between test Sessions 1 and 2. N N

>

(S

‘_4‘ ' lhltﬁouqh students at AIT were tested on 2 separate days, only the
best scores from the two tests taken on the first day were used in the
data analysis. "o N

Y
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ce Josses oc-
: 83t Replacement
ot at their optimal level
K. To examine this possi-- .
At the 21st Raplacemnt .
»d with the\scores of the ‘
eir arri al This compaAr-

Différences in fatigue might e AP
curring between Sessions 1 and 2. ~Sold
talion-may have been too tired tg pe
"— bocauu of fatigue caused by overseas £x
-'bility, scores from the 25 soldiars ;
§Pattalion after: {night's sleep were" doug
13 soldiers who wWere tested on the:dlay ¢
ison rewdaled no significant differcnoa betyreen groups on typing speed
or accuracy, p > .05. If fatigue were affecting all gsoldiers, one
might. oxpoct scores at Session 3 to be lower’ ‘thas Mhose at Session 2
because of the occurrence of a fatigquing 25-minute typing period be-
: tween these two Sessions. This was not the case (analyses are reported .
below). ~ . K ‘

It might. also be.ggest_ad that a higher -otivatiiona} level at -

end-of-course testing than‘'at the 21st Repla t.Battalion may \
hav‘ caused the obtained differences .in typing perf ce. Although 4
— few researchers would deny the mlationship between potivation and
performance, the specific form of this relationship is important to
consider before suggesting motivation as a casual variable. As stated
in the Yerkes-Dodson Law (Yerkes & Dodson, 1908), the relationship
between moti tion and perfornanca is not monotonic. Therefore, per-
formance unde 1gh motivation (pos sibly oxperi‘ nced at AIT) may not
be superior to rformance under low moptivation (possibly experie
at the 21st Repl nt Battalion). 1In fact, the possibility of
formance actually being better at low rather than high motivational

r- -

’ levels increases for difficult tasks such as typewriti " Therefore,
until more is known about (a) the level of motivation o soldiers‘at .
- different testing locations, and (b) the exact relationship between
'\' motivation level and typewriting performance, it is better not to rely
10 39 ‘!\ -
- T R V) >




, upon motiyation as ’a_.ca'a,ual ariable in this re‘he'arch.j Thus, the -mzat '
. appropridte explanation is that decrements in typing performance were
caused by retention losses resulting “from lack qf ,typing practice be-~

W (-:Snon Sessions 1 and 2. & o
[ -, . .
" - Belearning’ . S I L”
. o L -
' Practice time between Session 2 and Session 3 invcroased\boﬂt gwpm _
and nwpm. A significant increase was found for nwpm, LSD(72) = 1.49,
and gwpm, LSD(72) = 1.08, whereas errors remained statistically unchanged.
Thus, the beneficial efféct §f practice‘on nwpm can be attributed prima-
rily to a recovery of typing speed. - =

The slopes of the functions relating practice and performance were
> calculated. These slopes were used to predict the amount of) practice
needed for soldiers to regain lost typing proficfency. With a slope of
1.08 for gwpm, it was predicted that soldiers will nee imately 2
hours of straight-copy practice to regain tybing speed n3trated at
. AIT end-of-course testing. The slope of 1.45 for nwpm sup] 8 two pre-
dictions. Pirst.asoldiers will need approximtef? 1% hours of practice
to return to the hinimum typing standard of 25 nwpm required for AIT
graduation. Second, soldiers will regain th# actual. nwpm levels recorded
at AIT end-of-course testing after approximately 24 hours of typing -

practice. L

. [y . . -
\ . These prpdictions must be considered approximate“for two reasons.
‘Pirst, they e based on a linear relearning model that may not be com-

pletely accura Second, they 40 hot take Lntb;‘account* any relearning
that may have Mw Session .2 teating. | - .

&
Materials >
¢ Materials used at each testing session were found to be of equal
difficulty. This was indicated by the lack of either a main effect of
Order, or an Order x Session interaction for al} three dependent varia-
bles. Thus, changes in typing performance across sessions were not
‘caused by changes in the difficulty of test materials.
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Scoring Pormulas

.

, FORMULAS FOR GWPM AND NWERN

Yoo

GWPM = Total Mumber.of Typing Strokes/S
'  Nember of Minutes in Test )

-

r

. -'_ulfn-api{'anmns"\
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Rules for ut‘w’ T .

', RULES FOR- SCORING ERRORS ~ . )

A. Only one error will be ckax
actual errors are made . in
: kinds of errord which will be couhed: .

1.

1% 7.

8.r An erasure will be an error.

. . ,. . . " 0
rged to each word regardless of how many
'word. , The following list describes the

A misspelling will e an errdr.

An omission will be an error. The omission of an entire 1ine
or more, or part of a sgntence (two or more words) , will also
be an erxrror. < Pl »

A qubtitutiéh or insertion will be an\érror.

A punctuation mark dmitted or incorrectly copied will be an
error unless it follows a word in which an error has been made.

1f only part of a capf’al letter is typed, count one error;
however, if the whole“letter is visible as % unit, even though
not propegly in the Qine, no error is counted.v

Any variation from the capiéalilation in the text of the test

will be an error.
r 4

) .
A btrikeover will be an error. ,

9. An X-ed out word or word fragmenf“will be an qrrbt.

10.

11.

12.

13.

\

A transposition will be an error. ‘

If a fragment (any length) is typed twice, count the entire re-
peated fragment as only one error. In addition, count any er-
rors made within the repeated fradment as one error. Words im

’ (’]the'rapoitod fragment will not be counted in the word count.

BEach failure to return the carriage to the left matgin,for the
start of the next line will be an error unless due to equipment
malfunction.

Each failure to double, space bet(:;n lines will be counted as

an error. Single spacing and triple spacing between lines will
be counted as errors. Only one error per line will be charged
for this type of error.

17
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: ‘ S v “l !ﬂnt :lw-iut e g Wu kdy too ligm:ly, it\not
L monoxitthuuu letter is v:l.libh.p
..J

: 2.:. rdlmeotypovo:dfoxvordanﬂum tor line will not azult v
:in any'error. = . -~ |
3. .Any ‘arror vhich occurs in a J.ut incoqleu votd vill be -
igngmd. | . S o &
“'x'nf- : i TR N
SO 4., Incorrect splcinq viu not be connud as an error because’ of
o - typewriter nltunction- : - \
. ) i 67 !
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. o 7 -
*Have each Qart}cipant complete .th quespionnaire_before starting test .
session 2 (T2). j’ . Co. v - ‘
» . . ’ . -
l . v \' . \

Purpose: The‘%resent séudy is designed to examine two aspects of .
straight-copy typewriting performance: ’, - : <9f—\\
X - ‘ 3

1. The forgetting of gtrai§:t-co§y typing performa;ce that occuré
S . between AIT graduation dnd the start -of unit dute. .

2.' The relative permaheﬁée of the demonstrated forgetting, 1.e.;. N
how much practice is needed to regain lost typing proficiency. .
General Procedure: The general proce we will be followingfthrohgh-
" out the session will consist 0f three ase,: ' :

o Phase 1. Two S5-minute straight-copy typing tests preceded by a 5-
‘minute warmup exercise.

Phase 2. 25 minutes of straight-copy typing practice plus a 5-
‘minute rest period. . .
.
'PhAse 3. Two S-minute straight-copy typing tests preceded by a 5-
v minute warmup exercis%Lﬂ/) ' .

a

-
*

Typewriters: Your typewriters have been prepared in advance such that
" l. The tab is set for a' 5-space indentation, C
2. .The carriage throw is set for double spacing,

R The right margin is set off the pAper to the right because Yt
will not be needed, . ,

4. The left margin is set at lotspaces.

PHASE 1 INSTRUCTIONS

The test materials that you will be using during the session are
contained in the booklet that I will now distribute. Before opening the
booklet, please listen to the following description of the contents of
the Phase 1 section and the procedure that you will be asked to follow
while typing from it. N

19
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‘ Marmup ourciu : . -
2. mecutintypiuqmtchbchduandas OCand '
DD dspending uppn the form of the test booklet t you
- received. .~ e
7 ’ i
Procsdure: - T N

ty;;c S, -timus on the warmup exercise.
tests with each test being S min-

To L.gg : . ' -
] [}
th insert two pieces of paper. Drop dmm paper and prepare\¥
to start typing fhe warmup exercise. Once I have given you the start com-
mand, continué to type word for word and line for line until I give you
the command to stop. At that tims, stop typing and wait for further in-
structions. Do not turn the test booklet page to the tests until in-
structed. The warmup exsrcise will not scored, but is merely 1nt.en<hd
tobqaun for you to become accustomed to the typewriter.

Are th.n nny qu-tions? f

If not, turn to the warmup exsrcise. When I say go, begin typing as fast
and as accurately as you can. Do not forget to type word for word and line
for line.

 Ready/Set/Go
S miny of typing

Stop B , %
Before turning to the first test on the next page of your test book-
let, phm move your paper and place the warmup sheet face down on the
left side ¢f youw:typewriter. Then, insert another sheet of paper together
with your oriqimlybackinq sheet and drop down the paper and prepare to
§ type test CC or AA (depending upon the form that you have received).

: While. typing the test, capitalize, punctuau, and paragraph exactly
# @s shown in the test booklet copy. Do all typing line for line by throw-
ing the carriage upon completing each line of the test copy. You will re-
ceive S minutes to type. If you complete the first page, insert a new :
sheet of paper and go on to the second page of the test. If you complete
both pages of the test before the 5-minute time period has elapsed, simply
‘ another sheet of paper and start typing from the beginning of the
fixet page of the test. Continue typing until you are told to stop. Be-
€&use your score on the test will be judged on both speed and accuracy,

- 20
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to

type without correcting them. : If you realise that you have répeated
a line,

part of ttnpmingonthatlimnndboqintypiuqonthomxteor-
rect . )
Are there any questions? . -,
Ready/8e¢/Go

-~ - -
- &

Please remove your typed test sheet from the typewriter and place it face
dowm on top of the warmup t. Insert a new, sheet of paper along with
your original backing sheet. The same{ustructions and procedure used

torﬁnmviouustwiuapplytoth.uxtuot. On the new sheet of

md:opdovnandpupantotypowhonlgiwyouﬂuuqul Now turn
to test DD or B3 (dspending upon the form you have).

~

Are there any questions?
Ready/Set/Go o

‘ 5 minutes of typing

¥
Stop
thrmﬂntypodultl)notandplhitt dovnontopoftho
previous test sheet. Insert a new sheet of paper and drop down and pre-
pare to type the practice exsrcises of Phase 2.
PHASE 2 INSTRUCTIONS ’ .

Phase 2 will last a total of 25 minutes and will consist of practice
typing from the 8 exercises contained in your test booklet, e.df, #1 is
“The Problem of Accidents.” During the next 25 minutes I would like you
all to start typing with Olmdqoutnuyonmmtilxuynop
If you complete all 8 émsrcises before the stop signal, simply begin typ-,»
ing again on emsrcise #1. Type word for word and line for line as on the
previous matsrials. You will be on your own ng the ssession, so you
will have to insert your own paper when nece . When doing so, please
stack it face down in the previpusly established pile. Your performance
in these practice exercises will not be scored, however, please continue
to type from them for the entire 25-minute period. As before, do not
correct errors but simply continue typing.

v e
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You may now rest for 5 minutes before starting Phase 3 of the test session.

3 INSTRUCTIONS

# Phase 3 .uuf.tnetAl were identical to thése read for Phase 1.
< / -
f \ -
4
\

-

\l

, o 0
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TYPING TESTB CC llD'DD PLUS WARMUP EXERCISE ’
’ Warm-up Exercise e

* The postal number that we type so neatly on labels and envelopes
emerged from the Zoning Improvement Pla t the Post Office started

in the spring of 1963 as a way to speed delivery of the mail. The fi;e
figures in the number are a special code that lets mail ;; sorted much 3
more quickly ind accurately. The plai caughi og at once, and business
firms throﬁghou; the nation put —codes on their mailing lists.

Therq are two phases, one concerned with bulk mail and another
;hat hnn@do with individual cardl’pgd/envelopes. Although t'ypists
are involved only in the necond.kind. they should know that ZIP numbers
do not apply to letters alone.

fhe bulk mail, like magazines and circulars, has to be placed in
bags, one for each loca pos;af zone to which the mail s to go. The
mailers like tﬁ:ﬂgl‘n for, once they adjust the*& mailing lists, it 1s'v
easy to bag what ;hey-are mailing, and the bags start on their way
without any delay.

Hand}ing a ningle card or envelope 1§ different. Such pieces must
be sort in the Post Office. If cards and envelopes have the full
postal zbne.nu-ber in precisely the right place, the sorting can be *
done ‘ten tinen/an fast by a scanning machine as it ever could be by
human eye and hand.

What is the proper place? It is after the state name, preceded by
some b;:nk space. How much apacL? The scanner requires not less than a
sixth nor more than a half inch of space. The postal department stresses

that the code be not less than two nor more than six spaces away from

the state.

INSERT NEW PAPER AND BEGIN TYPING WITH THE WORDS, "The postal number...."

23 ’
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o = Typing Test CC

Ty | | - | - -

K Military leadership is the ‘art of influencing and directing
men in such a Uny as to obtain their confidence, respect, and
loyal cooperation in order to fulfill the -1csion. A leader is
a person who influences and directs others.

~ An officer maintains close personal contact with ;;)y a few

individuals. He must depend upon these individuals to ngke his
will known and to carry but his purposes. The succ;ss of a unit
depends u;on.thé leader's capacity to promote desirable relation-
‘hipc between himsgelf, the.unit, and the individual members of
the unit. Such conditions will result in highly no;\vated
individuals, working as a team, with mutual confidence and

»

ﬁﬁrccpect.

¢

A lefder must know that his own character has an important
influence on his subordinates. If he demonstrates high moral
principles and integrity, these qualities will influence other
people. A person who has ;ntured %n our society usually has |
acquired spiritual and norai values which not only st;engthen
the individual's character but also provide him with a source of
inner strength and stability hurigg times of crisis. Man's need
to live up to the accepted spiritu;l and moral code of his
society will help'him to overcome fear. It wiil help provide
.couragc to face difficult issues in his daily life or to fight

well in combat.

S

INSERT NEW PAPER AND BEGIN TYPING THE NEXT PAGE. v

¥
&
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Typing Test CC Q;ontinned) - : - __;

.

1

The leader's religious fifg, vhich serves as ‘a buikuaik.in
his own life when he is confrontd wit% difficult challenges, is
. a vitally 1;porta;q factor in prqéucing s;able qualifies in

other men. 'If he thoroughly understands and exhibits moral and
spiritual valuesy he will be prepared to lead his own meh even in
this nuclear era in which men will have to face the danger of
tremendous déstru;tive forces. ,
A good leader, by control of his voice qhd ge?turea, can
have a firm and stegdying influence over thpse around him, - ,
especially in combat. Few things ;an steadj the morale of
troops more than the realizatjon that their leader, with full
knowledge of the difficulties of a situation, neither looks nor
acts worried as perhaps he has a right to do.
Knowledge of other men's behavior a;d of the reasons for
this behavior is necessary for le;derahip. Fbr example, certain
! coqditionl must be met if an individual's pattern of beha:lor is
to be socially acceptable ﬁpa satisfying té himself. LTheae ‘ Ve
conditions, or roots of behavior, may be called basic human ‘
uéédn. Th; desire for group aﬁpro@al is one of the strongest
urge; of man. He will put forth great effort to win this

L4

approval. - ) ‘
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‘ iyping ttat‘DD
Befotc.a aélect!bn o£ training a?tivitiea can be nade, _
deciaion ‘st be raacud as to the i-ediate aisaig of a ~

particular nnit. Hoeda differ with the type of troops involved

"their age, their phyaical condition, stage of training and e

local factors. The administration 6f a suitable program of

ttaininglia not dependent upon elaooratg facilitiea. Many of the

activities reqnire no apecial apparatua or facilities. However,
the availability of equip-ent will have some effect upon the
plamning of the progran. '

The terrain and th@ type of climate of an area gosern the

selection of the courses for the training progr!i In regions

’ where changgn~of climate are frequent, inclement weather

‘schedules have to be planned{ The availability of suitable

local terrain for the various courses and games always has to
be considered in working out a training program and schedule.
| The‘traininé’%rogran, to be adequate, must insure the

conditioning-of 81l personnel. Improvement of muscle tone,

"atrength, and nuscular endurance is eaaential The program .

shouldiba vell balanced and 'should provide Opportunity for

conditioning, variety, recreation, and the developnent of skills

in addition to fostering deairable individual and team traits.
Conditioning driii:; grass drills, and guerrilla ‘tactics

ahould be included in the program, but to a limited extent.

INYERT NEW PAPER AND BEGIN TYPING THE NEXT BAGE.
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_od!!icicntly strenuous. Football is an excellent game for well—

-

Thesé oczivitieo ptovido:a uut-np for the oports and ganes and,

1n addition, resch muscle gToupe vhich may not be used .
in the athletic programs. | o Coy

The athletic octivitieo uoed ahould be of the nost vigorous
type Such sports as ooccer, booketball, and other similar
‘KAmes are recollen&ed.' Games such as ooftball and volleyball
ohould not be uoed during the toughening and slow-ilprovenent

stages of the phyoical training program. bécause they are not

couditiohed men, but does not lend itseIf to use duriog the

on~duty program becaduse it requires a large amount of equipnent.
The foot narch may be used as part of phyoical conditiog}ng..

Obviously, foot care 13 egssential to foot marching. The foog is

deisgned to cushion the body against the shock of walking. The

heel and ball of the foot\{\\ thz ankle have little padding.

p
The foot's blood vessels are close to the surface and are easily

co-preloed by tight socks or shoes. . ' .

Prevention Of foot trouble is the best first aid for feet.  *

The Soldier gan prevent many minor foot ailments by personal

core.. Blisters are caused by friction. Therefore, #f the cause

can be controlled, the blistef may be pf?ﬁpnted.
-

rd

-~ L]
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!!PIHG TESTS AA AND B FIUB WARMUP EXERCISE

. N Hhrl-up Exercise ‘
A Tbe postal nunber that ve type so neatly on labels and envelopes
elerged fro- the Zoning Ilprova-ent Plan that the Post Office started
’in the spring of 1963 as a way to speed delivety of the mail. The five
figprc; in the nunber are a special code that lets mail be sorted‘much
.-' more quickly and accuratély e plan caught on at once, and business
firms throughqg}\the nation put the codes on their mailing lists.
" There are two phases, one concerned with bulk mail- and another
s ' that has to do with individual cards and envelopes. Altﬂ;;;h typists
are- involved only in the second kind, they shoulé know that ZIP numbérs
do not apply to letters alone.
The bulk mail, like magazines and circsiars, hasrto be blaced in
bags, one for each local postal zone to which the mail is to go. The
< n*ilera like thé plan~for, oncé they adiu . theif mailing lists, it is
'edsy to bag what they are mailing, and the bags start on their way
without guy delay. - .lﬁt V .
' Hgndling a single card or envelope is different. Su?h pieces must

be sorted‘in the Post Office. If cards and envelopes have the full

postal t?ne number in precisely the right plqge, the sorting can be

Ve . ’
done ten times as fast by a scanning‘i!ahige as it every could be by

human eye and hand.

What is the proper place? It is after- the state name, preceded by

[ 4

some blank space. How much space? The scanner requires not less than a
sixth nor more than a haif inch of space. The postal department stresses
that the code be not less than two nor more than siﬁ‘spacesvauay from

the state.

INSERT NEW PAPER AND g&m TYPING WITH THE WORDS, "The postal number.....
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The re.eareh dealing wvith decline in mental abilities as

a result of “has of ten prodﬂagd contradictory results.

Thus, 1n sone etudiee, definite and pronounced declines are -
found, Uhereaa in other ettdiee these decliale, ik any, -afe
elight. When the‘resulto ‘'of many studies are conbined,.they;
show a gradual decline in aeilityz Hoeever; whet ehis average
&eéline represents is really a nixtu}e of two populations--fﬁe .
,.\erly'ubo are relatively sfabie-:ln their abillties and those
| - uho'dee;ihe abruptly and seriously in their abilities.
Aithough a'lot of reeearch hes'been done on 1nte111geqce,
a number of -ethodolegical problems are gb-e across by some
. who afre concermed with the relaiioeehip of mental abili:z and
age. What should he used as the eri%erion of mental abiiity?
'Tgpically, some form of intelligence test is ueed,eand the
performance of groups ofiigd persons 1s'ee-pafed with groups of
younger persons. This procedure has several probleme'withlit.
IntelligenEe tests were not designed to be used with old persons;
in most cases, they were designed and tested with young subjects.
There ere other measurement problems. Jones has discussedl

S e
’_’:gpe of the other considerations involved in testing mental

e

measurements of older pereonsQ

INSERT NEW PAPER AND BEGIN TYPING THE NEXT PAGE.
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| Often, t?ot. used to {egsure. overall -ental ability will

contain cubtests that stress &ifferent ab:liities. ' Thus, in

- 1s considerable evidence to indicate that there is a corf#tant

29

-

so.e cases, verbal abil:lty may be critical, vhereas on other
45?

lubtelﬁa. cpeed of performance may be inportant. Often. the’

result of the test is given as one score, which ¢ombines ‘the

various subtests..: We hive_ glready-pdihfed out that a decline

’

“4n .peed of {erfomnge is found in older persons, and there

decline in performance in these types of subtests as a function
of ‘age. However, evidence for deline on verbal tests is much

less clear; some atudies show even a rise in ‘performance with

[
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Typing Test B6 <

‘ - . . C e I TEAE S
E;perilentl~concezoed»with hearins loosvinduced.by noise -
?:'r ’ preeent'tﬁe re.eercher iith'oOle‘problels. Records'of induetry
Y can be exalined'to determine the-approiinate exposure to o~
quoound of persons who have since discovered that(tbey have a _:
hearing ;ole. This serves as a rough guide of the effect of”
some perticular sound level on hearing loss. Eowever,_soc? ,
factore e|'the.frequency or frequencies of the sound, digﬁance ] | [
frc- the source, age of the worket,-end a nunber-of iﬁdeﬁénh-' T
) eot verinblee‘ney have contributed to the»dg;erveo'hearioéf |
loss. The controlled laboratory experiment will- reveal which . = —_—

) variables are aost suspect, but nothing caj:ddpl‘gisb ;he 13. : v

exposure the worker might have received. e advantage of
- laboratory resolto.il the‘certeinty of the results; specific'
.anteeedent eound levels can be related to obaerved hearing .

losses. with this certainty comes the problem of induced

hearing loss itself. No experimenter wouild approach the situa- o L

..
7

tion with the intention of damaging eomeonee_hearingj\bﬂoﬁan
subjects might be exposed to noise .ﬁa the etfecte observed,

but ethics require that the experiment be stoppeﬂsif e'decrenent
is observed. As a resolt, there is no.certainty that higﬁerf
noise Ievels would continue to danege'hearing;‘perheps thee #°
noise had already done the greatest aqohnt of_oamege possible.

v «
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heering lou. ' i . L M

. o 'l.'o ucertnin tlle l:ll:l.te of non:l.njur:l.oue uposure to 1ntenae

eounde. en:lnle are oftu neqd. There 1e no d:lrect general-
1utiou tro- the mi-l etyl:lee to hunne but there are not

- major. cbengee betveen induced hearing yne 1n animleﬁwith
' % :.epecific noise condition.- end those observed in men exposed

w:l.thou. 3 mtegt to ﬁlf(e a hearing loee, to the'.eame sound.
Reg'erélug.,of theld'ifficilltiee encountered. 1n research in '

the area of noise-induced heering loss, tbere 1s 1ittle question '

. thlt it doee teke plece. At one time the: concern vas pri-‘

-rily vith 1nduetru1 no:[ee end noise in. certain other
occupetim, but more’ tecently, vith the hard-rock groupe, it

eppeere that there may be a whole generation w:lth noise-induced

.

ne
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Social Seigurity. Number _

. I.ocation ot AI'!.' '

".l'oday‘s’ Date Month ' __ Day ‘ Year -

Date .of AIT Graduation Month v—-’y Year

Bava you porf.omd any typing since AIT graduation?
(circle one) .Yes. No .
If yes, hcu ‘much? - hours
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