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Summary

No widely accepted performance standards or norms exist for realistic
typing tasks, partly because there has been no means of assessing the dif-~
ficulty of the tasks to which the standards could apply. To provide dif-
ficulty indices, various subsets of 8 tasks from a battery of 64 typing
tasks (24 business letters, 24 tables, and 16 manuscripts from draft copy)
were administered to 3,134 typists completing 1 year, 2 years, and more
than 2 years of formal typing training in 137 typing classss of 92 teach-
ers in 21 high schools and 2-year colleges. The mean number of subjects
(Ss) per task was 121; ard, as inferred from vocabulary test scores, Ss
were generally of low ability. The office~task battery means were found
to have satisfactory reljability.

Variations in task components found in a pilot study to lead to differ-
ences in performance were built into the test items; e.g., differences in
length, number of footnotes, number of corrections, type of copy (long-
hand, typed, mixed type and longhand), enclosures, enumerations, number
of columns (1n a table or in a table contained in a letter), type of col-
umn headings, et al., Except for 3 form letters, the remaining 61 items
in the battery were unarranged, reguiring the typist to make decisions
leading to an attractively arranged product, according to established
conventions. Work was scored for speed, number of errors in form or ar-
rangement, and number of uncorrected typographical errors. Canonical cor-
relation analysis was used to predict these three c¢riterda, jointly, from
the various features of the tasks, resulting in 18 equations for predicting
difficulty: 1 for each of the 3 major classes of tasks (letters, tables,
menuscripts) at each of the 3 levels of training (1, 2, and 2+ years) for
each of 2 types of indices (stanines and deciles). The difficulty indices
predicted for the 3 tralning levels were so highly intercorrelated that
the use of 1 equation (per class of task) across levels might be justified.
That is, relative difficulty of tesks was about the ssme for Ss at various
levels of training. Cross-validation applied to a sample of 9 tasks re-
sulted in cross-validity coefficients ranging between .215 and .904 among
the various classes of tasks and training levels and one of .666 across
tasks and levels. The 18 equations permit the estimation of the difficulty
of any business letters, tables, and manuscripts that contain the types of
features and range of variations in these features employed in the test
battery. Their use permits the eventual establishment of perfornance
standards and norms for realistic taskes of known difficulty smong tralnees
and applicants for employment.

Also furnished are decile norms for speed and percentile norms for
the two types of errors on each of the 64 tasks for the low-ability train-
e6s of this study. They provide an initial pool for the eventual estab-
lishment of more broadly based standards on tasks of the kind used here.

Ancillary findings concern relationships be“ween intelligence and typ-
ing proficiency (very 1itile), ordinary copying skills and proficiency at
realistic office-typing tasks (very little), between speed and accuracy
(nesrly none), and between various office-typing tasks (low to moderate).
Among these ancillary findings, the second has the most important implica~
tions for training, namely; the desirablility of reducing the traditional
heavy focus on simple copying skills and of increased and earlier atten-
tion to realistic typing tasks and to the decision processes applicable
to the typing of such tasks. .

8



-1~

Difficulty Indices end Performance Norms
For Office-Typing Tasksl

For tha more than half century that typewriting has been taught on a
large scale in the high schools of this country, its chief objective has
been vocational. Yeti, there exist no brondly based and widely used stand-
ards of terminal training proficiency at ths kinds of tasks engaged in
by employed typists (e.g., correspondence, tables, manuscripts and reports).
In contrast, there are substantial compilations of proficiency scores,
with well-developed and widely used norms, for "straight copy" typing:
the line-for-~1line copying of perfectly printed prose, without error cor-
rection end involving no considerations of arrangement of materials on
the page other than reasonably regular right-hand margins and. sometinmes,
correct word division. Further, straight copy practice and test materials
have been constructed at known difficulty levels, vased on measures of the
characteristics of the copy shown to be correlatad with stroking speed.
Accordingly, it has been possible to measure stiraight copy skills on ma-
terials of known difficulty and to attribute changes in scores to changes
in skill, unconfounded by differences in the difficulty of the materials.

Ths historical focus on straight copy skills appears to be due, in
part, to the assumption that keystroking skill is the mejor component in
proficiency at realistic vocational typing tasks and, in part, to the
absence of indices of difficulty for vocational typing tasks. In recent
years, evidence has been accumulating that stroking skill plays a modest
role in total proficiency at vocational tasks and that skill at such
tasks 1s based largely on factors intrinsic to them and wholly absent
in ordinary ccpying. However, tne development of standards and norms
for vocational typing tasks (to replace the mistaken focus on ordinary
copying skills) requires, as a precondition, some means of specifying
and controlling for the difficulty of such tasks. With indices of voca-
tional typing task difficulty in hand, it will be possible to develop
training norms and standards and to express proficiency at tasks of
specified difficulty. Further, a change in score over time at tasks of
the same difficulty could properly be attributed to a change in skill,
unconfounded by a change in task difficulty. Also, for training pur-
poses, difficulty indices would make possible the grading of praciice
materials according to difficulty during the course of instruection.

Purposes. The need in typewriting training and among employers,
then, is for well-developed standards and norms for proficiency at real-
istic typing tasks. To that end, the principal purpose of the present

1The portion of this study that deals with difficulty indices is
in process of preparation as a doctoral thesis &t Teachers College,
Columbia Univereity, and will contain additional details of procedures
end findings not judged necessary or desirable for inclusion here.

9
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investigation was to establish difficulty indices for three msjor classes
of such tavks, identified in earlier studies as prominent in vocational
and personal typing activities; namely, business correspondence, tables,
and reports or manuscripts from rough draft copy, labeled, hereinafter,
as "office-typing tasks.” A second major purpose was to provide an ini-
tial pool of rormative data as a partial basis for eventual standards for
the tasks used for the development of difficulty indices. Theee data ap-
ply to high school trainees completing one and two years of training and
to community college students with more than two years of formal type-
writing training. The various training levels were used because of the
expectation that task difficulty might vary with differences in amount of
prior training.

Ancillary to the two foregoing major purposes were three minor ones
bearing on the estimation of relationships:

1. Between intelligence (as measured by vocabulsary test scores) and
office-typing task performance--as a potential partiel basis for screening
applicarts for advaiced typing training.

2. Between straight copy and office-typing performance (for speed
and qQuality of work)--as a basis for assessing the contribution to pro-
ficiency at realistic typing tasks of ordinary copying skills and, in
turn, the appronriate extent of focus on copying skills during training.

3. MAmong performsnce scores on the various office-typing tasks--as
an index of the extent of transfer of skills from one type of task to
another.

Related Research

The pertinent related research concerns: (1) Fxisting difficulty
irdAices for typing tasks, (2) Existing information on task proficiency
ard intertask relationships, (3) Intelligence as a predictor of typing
performance, end (4) Identification of the prominent classes of typing
activities. Each of these topics is discussed in turn.

Difficulty Indices

Indices of difficulty have been developed in a number of fields
(e.g., reading, shorthand dictation materials). For typewriting, the
difficulty of ordinery prose materials for use under straight copy con-
ditions has typically been assessed via one or more of three langusge
characteristicst percentage of common words, syllabic intensity (mean
number of spesch syllables per dictionary word), and stroke intensity
(mean rumber of typewriter strokes per dictionary word, including spacing
ard punctuation). Bell (1949), for example, developed a "typewritabilitym®
index leading to a 9-point scale of difficulty. Robinson (1968) esti-
mated the differences in performance {speed and errors) thatv accompanied
differences in each of the three indices.

ERIC
10
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A1 chourh several authorities have pointed to a need for indices of
difficulty for office-typing tasks, the one study that has been conducted
had so mery procedural weaknesses &s to limit it. usefulness.?

The absence of indices of task difficulty as a barrier to the estab-
1lishment of proficiency norms has been msntioned by a number of writers
(Reigner, 1936; Rowe, 1967; Russon, 1966: Tate, 1962), Specifically,
West (1964, p. 79) sugessted that "two major areas for inouiry, as yet
untouched, are (a) indices of difficulty for real-life typing tasks and
(b) accummlation of performance-standard data on office typing tasks,"
and he outlined (West, 1969, pp. 575-7) the general tactics applicable
to the development of indices.

Task Proficiency and Intercorrelations

Availeble data on nroficiency of terminal trainezs at office-typing
tagks are modest in amount, and interpretation of that data points to the
need for difficulty indices. In addition, datae on intertask relationships
reveal the modest role of copying skills in office-typing task proficien-
¢y and identify the need for difficulty indices for each type of office
task, as follows:

Office-Typing Task Proficiency Levels. A review of 22 studies shows
a range of mean gpeeds at business letters from a low of 15 words per

minute (wpm) (Muhich, 1967) to a high of 39 wpm (Martin, 1954). tabie
spesds ranging from 4 wpm (Kerl, 1941) to 27 wpm {Martin, 1954}, and
rough draft .z wscript speeds from 10 wpm (Muhich, 1967) to 26 wpm
(Martin, 1954). Aside from such factors as differences in amount and
kind of training, other features that probably account for the variations
in outcomes are variations in test content and, especially, in test con-
ditions. In some of the studies (e.g., Martin, 195,), tasks ware pre-
arranged, requiring no placement decisions; in others (e.g., Muhich,
1967), th. copy wau unarranged, requiring the exsminee to make placement
decisions. In some studies, errors were to be corrected; in others,
not. Concerning test content, ambigulty exists in attempts to describe
a task as "fairly difficult," "of average difficulty," and s> on. Even
more explicit verbal descriptions--e.g., "Two longhand tebles, including
columnar and main headings: one of three columns, the other of four
columns--but each containing the equivalent of 50 5-stroke words" (West
and Bolanovich, 1963, p. 404)--do not permit sufficiently precise com-
parisons emong tasks.

Intertask Relationships. The error in the conventional focus on
straight copy skills and in the underlying assumption that such skills
play a major role in proficiency at realistic typing tasks is revealed

24180 (1969) disregarded unmailable work, discarded the work of
students who typed at a production rate below 20 wpm, and introduced
serious practice effects by using the same content in each of 16 dif-
ferent test items,

Q
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in the correlational data for these two types of tasks. Simple analysis

of the task requirements should make spparent that straight cupy typing
involves only stroking skills, whereas office or "produciion" typing, as

it is also called, involves additional components wholly absent in ordinary
copying (viz., knowledge of conventions of format, decision-making about
placement of materials on the psge, additional machine manipulation, proof-
reading, error correction). The expectation should therefore te of low

to moderate correlations between straight copy measures and measures of
office-typing proficiency. Past findings support that expectation. In
thirteen studies, several of which are summarized by Muhich (1967), r's
between gross straigh® copy speed and speed (under a number of work con-
ditions) at office-typing tasks ranged between .07 (Jiles, 1957) and .84
(Muhich, 1967), averaging (by z transformation) .6l. Error r's ranged
between .22 (Muhich, 1967) and .35 (West and Bolanovich, 1963). Straight
copy speed is only moderately correlated with production speed, whereas
straight copy accuracy is nearly useless as an index of production accu-
racy. It is spparent that straight copy tralning is not a sufficient prep-
aration for office typing and that straight copy skills are weak indices
of production skills. Direct measures of office-typing proficiency are
needed.

Among office-typing tasks, speed intercorrelations in three studies
reviewed ranged between .34 (West, 1960) and .87 (Muhich, 1967), averaging,
by z transformation, .67; whereas error intercorrelations ranged between
.3, (Muhich, 1967) and .68 (West an Bolanovich, 1963), averaging ..9.
These correlations are not high enough to justify the use of measures of
one task as indices of performance on other office tasks. The various
types of office tasks need to be dealt with individually.

Intelligence ags g Predictor of Typins :oficiency

Intelligence is virtuallty uncorrelated with straight copy proficiency;
the r's for speed in 16 studies, several of which were summarized by Muhich
(1967), ranged from .04 {Eckert, 1960) to .62 (McIntire, 1934), averaging,
by z transformation, ,35; for errors, the r's in 6 studies reviewed, ranged
from .01 {Eckert, 1960) to .31 {White, 1935), averaging .19. The evidence
on relationships between intelligence and production typing pioficiency,
on the other hand, is ambiguous; r's reported in 7 studies ranged from a
low of .02 (Dake, 1935) to a high of .81 {Cook and Appel, 1941), varying
with variations in the test copy, modes of scoring, range of student IQ
scores, and the intelligence measure employed. Additional evidence on the
issue 18 needed as a potential bacis for screening of applicants for ad-
vanced typing training.

Prominent Typing Activiiies

Earlier surveys identify business letters, tables, and reports or
manuscripts from rough draft copy as the three leading classes of non-
trivial typing tasks, b *h vocationally (Batchelor, 1950; Frisch, 1953;
Perkins, Byrd, and Rol:  1968) and, to a slightly lesser extent, in per-
n13n1 typing (Featheringnam, 1965). Another task, form fill-in work, is

ERIC |
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a leading one among "clerical" typists, but is nmitted from the present
investigation because the great variety of forms does not permit con-
structing, for present purposes, one or more forms that could be thought
to be representative cf all forms. The three leading classes of tasks
mentioned previously :re also the leading office-typing tasks in type-
writing textbooks, as shown by Muhich (1967), and by the content of
commercially puvlishzd typewriting achievement and employment tests
{Burcs, 1965).

The pertinent related research supports the need for standards and
norms for office-typing tasks and for difficulty indices for such tasks
as & basis for interpretable stands.ds and norms. The evidence further
identifies the three prominent classes of office-typing tasks, the need
for dealing with each class individually, and the desirability of col-
lecting additional information on intertask relationships and on intel~
ligence as a predictor of office-typing proficiency.

Procedures

The chief procedures are those applicable to the development of
difficulty indices for three classes of office~typing tasks among typists
at three levels of training (2, 4, and 4« semesters), astimation of the
reliability of the performance scores u ed to develop the indices, and
cross~validation of the obtained diffic lty indices. Collection of a
beginning pool of normative data is also involved. Details are giveu
for (1) Office- typing task variables, (2) Test instruments, (3) Subjects,
(4) Test administration, (5) Test scoring, and (6) Modes of data analysis.

Office~Typing Task Variables

The task variables included in the test battery were identified in a
pilot study that also served to refine test administration procedures.
Within each of the three major classes of tasks, the possible variations
in intraclass components sre quite large in number, and it is neither
practicable nor necessary to deal with all possitle task component com-
binations., To identify those variables that do meke a difference in
performance, a test battery consisting of 8 letters, B tables, and 5
manugeripls was administered to 80 students in 3 typing classes of 2
senlor colleges in New York City. For each class of task, a basic task
was constructed, with each additional task in that class having only one
feature different from the basic version.

Findings from this pilot study identified three variabvles that
contributed notining to difficulty as measured by speed and error dif-
fereates between the basic version and the version with these three
features: vie., in letters, an attention line, a subject line, and a
carbon~copy notation., The remaining task variables, retained for irncor-
poration into the final office-{7ping task battery because they led to
significant performance differences in the pilot study, are:
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Tables: A, Number of columns {2 vs. 3 vs. 4 vs. 5)
B. Column heedings {(with vs, without)
C. GColumn-head complexitf
a. Single va. double line
b. Longer vs. shorter than column

¢, Braced vs. no braced head

length (374 vs. 75 5-stroke words)

Letters: Enclosures {with vs. without)

Listed enumerations (with vs. without)

e = N O

Tebles (with vs. without); if "with," then:

e, With vs. without columi heads

t. Number of columns

¢. Number of column heads shorter than columns

d. Number of words in table (8 to 39 5-stroke
words)

H. Letter form (unarranged letter vs. prearranged
form letter)

I. Length (75 vs. 150 5-stroke words, including table,
if any)

Manuseripts: J. Type of copy (longhand vs. mixed type and longhand}
K. Number of footnotes (0 vs. 1 vs. R)

Number of corrections (C vs. 7 vs. 14)

|

M. Length (75 vs. 150 5-stroke words)

Test Instruments

The test instruments consisted or (1) a 20-word, multipie choice
vocabulary test, used as an estimate of intelligence of subjects (Ss),
(2} a 3-minute stralght copy timed writing, and (3) a battery of 6
office-typing tasks.

Yocabulary Test. Intelligence test scores were not available on all
students’ records, and those recorded arose from a number of different
tests that do not generate directly comparat®= gcores. To provide a uni-
form basis for estimating intellig:.ace, the wU-vord vocabulery test (Form
2) Trom the CAVD scale of Thorndike and others (Buros, 1965) was admin-
istered to all S8s. For two of ‘he fiva forms Miner (1961) reported cor-
relatione (cor ected for attenuation) with the WAIS (Wechsler Adult in-
1ce Sca.e) of .84 and .86.
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Straight Copy Timed Writing. To provide information on the relation-
ship between ordinary stroking skill and proficiency at off:ce-typing
tasks, a 3-minute timing on ordinary prose materials of averasge difficulty
(syllabic intensity of 1,53 and stroke intensity of 6.0) was administered
to all Ss (Appendix B, p. 75). The level of difficulty was selected to
conform with the average for Silverthorn's vocabulary of written business
communication (1955) as reported by West (1968),

Cffice-Typing Task Battery. The office-typing task battery con-
sisted of 24 business letters, 24 tables, and 16 manuscripts. The test
materials were in scme instances composed and in other instances adapted
from a variety of sources. They are shown in Appendix B, pp. 76~124.
Details follow on {a) item construction, (b} assi. nment of task features
to test items, and {c) assembly of test booklets.

(a) Item Construction. Based on Frisch's (1953) finding that the
majority of the stimulus materials of the employed clerical typist were
in longhand or mixed type and longhand, all tables and all letters, ex-
cept for the form letters, were in longhand; manuscripts were wholly in
longhand, in mixed type and longhand, or wholly typewritten. All office-
typing tasks had a stroke intensity of 6.0, the same as the straight
copy timed writing.

(b) Assignment of Task Features to Test Items, The task variables
or features or components are those listed on pege 6. As mandated by the
requirenents of statistical anslyses for difficulty indices (pp. 11-14),
features were agssigned to tasks at random, with results as given in Appen-
dix A, Tables 19-21, pp. 39-41.

(c) Assembly of Test Booklets. Because the entire test battery of
64 tasks could not bs typed by any student in the testing time available
(4-5 days per class), the 64 tasks were distributed into 8 booklets con-
teining 8 tasks per booklet, and each student was given one booklet.
Three different kinds of task "packaging" were used.

In the earliest testing {that of 2-year college students) the 24
tables were randomly assignsd to three booklets, each containing 8 tables.
Each typing class was then randomly divided into thirds, and each third
of the class typed from a different table booklet. To insure independent
work and to randomire practice end fatiguo effects, each set of 8 tables
wvas arranged in two random orders for random distribution within each
third of each class.

It was quickly recognized that the foregoing arrangement of task
booklets sacrificed information on interrelationships among different
classes of tasks and, especially, that the potential for substantial
practice effects was strong. Therefore, for tae remaining testiag of
2-year college students (on lettera and manuscripts) each hooklst
contained both letters and manuscripts.

The bulk of the testing was of high echool trainees. For thenm,
each booklet contained all three classes of tasks, with 8 tasks in each
(i.e., 3 letters, 3 tables, and 2 manuscripts) arranged so that two tasks
of the same kind did not followseensecutively. Eight different sets of
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booklets were arranged in 5+ different orders, prdviding 42 booklets in
all,

Subjects

One group of Ss was used to establish difficulty indices for office-
typing tasks; another group of Ss was used to estimate the reliability of
the office-typing task performance means and to cross-validate the diffi-
culty indices.

Subjects for Difficulty Indices. Three considerations mandated a
substantial number (N) of Ss for the establishment of difficulty indices,
as follows:

1. The need %o represent each of three terminal stages or "levels"
of typing training (2, 4, and 4+ semesters).

2. A large number of tasks required to represent the variety of
intratask difficulty factors and to provide a sufficient statistical base
for developing indices.

3. The provision of an initial pool of scores as & basis for the
eventual establishment of proficiency norms that could be used as a basis
for terminal training standards.

Indices of task difficulty for use in assessing readiness for em-
prloyment are properly based on the performance of students at terminal
stages of training. In the nation's secondary schools, vocational typing
is taken as a l-year course by 70 percent of registrants and as a 2-year
course by most of the remaining registrants (Wright, 1964, 1965). Ac-
cordingly, those completing 2 and 4 semesters of high school training
provided most of the Ss for this investigation. The remaining Ss, rep-
resenting more than /, semesters (4+) of formal typing training, were
drawn from 2-year colleges.

Information on amount of typing training (including the present
course) among 2-year college students was secured from Ss via questionnaire.
Junior high schonl typing was excluded because of the wide variation in
nunber of semesters of such training, in the number of typing class periods
per week, and in the interval between junior high school and current train-
ing. In nontyping courses that include some typing, the percentage of
time devoted to typing was multiplied by the number of semesters in such
courses, and added to the nurber of semesters in actual typewriting courses.
In the 2-year colleges, only Ss with more than 4 semesters of typewriting
were included.

S8s consivted of (a) 1335 2nd-semester students in 52 classes of 36
different teachers in 11 high schools, of (b) 1214 4th-semester students
in 48 classes of 32 different teachers in 12 high schools in New York City,
suburbs of New York, and New Jersey, and of (c) 585 2-year college students
with more than / rnenesters of typing in 37 classes of 29 different teachers
in ?J2-year colleges in New York City, Long Island, end Massachusetts.
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These typing trainees, according to their scores on the intelligence-
related vocabulary test, were generally low~ability students. Thus the
findings of this study apply primerily to low-ability trainees.

Although the total number of Ss tested was thought sufficient to sup-
ply the desired minimum of 150 trainees per task per training level, that
objective was not always achieved. Student absenteeism {on one or more
days of a full week of testing), occasional feilure of test administra-
tors to record item-completion time, students' names missing from test
papers, typewriter mulfunctions, end comparable annoyances led to attri-
tion in the number of usable Ss. Usable Ns per task per level ranged
from a low of 54 to a high of 188, with a mean of 121. Ns are given by
item and by level in Tables 22-2/ in Appendix 4, pp. 42-47.

Subjects for Reliability of Means and Cross-Validation. Test admin-

istration for estimating the reliability of the means for the office
tasks and for cross-validating the difficulty indices was carried out one
Yyear after the testing for the development of difficulty indices. New Ss
were used, consisting of 88 2nd-ssmester students from 3 classes of 3
different teachers in 2 high schools, 94 4th-semester students in 8
classes of 4 different teachers in 3 high schools, and 55 4+-semester
students in 3 classes of 3 different teachers in 2 2-year colleges.

Test Administration

All tests were administered during the last month of the academic
year. On the first dey of testing, all 2-year college students completed
the background questionnaire, and all high school and college students
completed the vocabulary test and the 3-minute straight-copy timed writing
under no-erasing conditions. Students then typed from the booklet con-
taining the eight office tasks, under instructions to proofread all work
and to make corrections before submitting each task as completed. As the
corpleted task was handed in, the cumulative typing time for the day was
recorded. Completion time for each task was obtained by subtracting the
cumulative completion time for that task from the cumulstive completion
time for the next task. If a etudent did r~t complete a task when the
period was over, it was collected and retur:..d to him for completion the
following day. He was allowed to align the paper in hisg typewriter just
as it was on the previous day when the period ended. Timing began when
Z= ennounced their readiness to resume typing. Completion time on these
tasks was determined by subtracting the cumulative time for the last com-
pleted task the previcus dey from the total time for that day and then
adding the time taken on the following day to complete the task.

Detailed instructions to $s were prepared by the investigator, dupli-
cated for distribution to Ss, and read verbatim to Ss by test adminis-
trators.

Test Scoring

Straight-copy verformance was scored for total strokes and for num-
: ber of errors. In reporting results, total strokes were converted to
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gross words per minute (gwpm) by dividing total strokes by 15 (5 strokes
per word times 3 minutes).

Speed on office activities was measured by completion time to the
nearest quarter minute for each task. Quality was measured by the number
of uncorrected typographical errors and the number of form errors. Form
errors are those in placement of materials on the pege (e.g., an off-
center heading, unegual spacing between table columns, et al.) or ones
that violate typewritiing conventions (e.g., more than one blank line be-
tween the inside address and salutation of a letter).

To maximize the reliability of test scoring by the several test scor-
ers, a scoring manusal was developed showing details on computing completion
time and on scoring typographical and form errors. All tasks, both
straight copy and office, were scored twice, by different scorers.

Reliability of the Means

The sheer volume of 64 office tasks precluded direct assessment of
the reliebility of performance scores on each task via conventional test-
retest methods. That is, with an entire week required for initiel admin-
istration of an 8-task booklet to vach S, there was no possibility of
securing the permissinn of school personnel for readministration of the
entire test battery to the same Ss during a second week. Instead, in-
direct evidence for stability of mean scores was secured by readministra-
tion of 9 selected tasks (3 letters, 3 tables, 3 manuscripts) to a new
sample of (38 to 60) comparable examinees at each of the three training
levels.

As it was necessary to select the 9 tasks before analysis of the
original deta had teen completed, there was no basis for combining the 3
criteria of completion time, t'wographical errors, and form errors. There-
fore, the single criterion of completion time was used to rank order the
letters, tables, and manuscripts--based 0.1 a random sample of 25 papers at
each of the 3 training levels for each of the 64 tasks in the initial ad-
ministration. The 9 tasks then consisted of 3 letters, 3 tables, and 3
manuscripts: one of each at approximately the 27th, 50th, and 73rd per-
centile in the rank-ordered lists. The same 9 tasks were identified at
each of the 3 training levels.

Differences in means for the two administrations of the 9 tasks
{initially and one year later) were subjected to t test. Of the 81 t-
tests (3 levels x 3 criterion measures x 9 tasks), nonsignificant ts were
found for 18 speed measures, 17 measures of typographical errors, and 16
measures of form errors. Since measures of different subjects should be
expected to show less agreement than repeated measures of the same sub-
Jects, the finding of fair stability of performsnce means for the tasks
under rather severe conditions suggests that the measures tend to have
acceptable stability for their purposes.

A second measurs of the stability of the means was secured by cor-
relating the means of the criterion scores on the first administration
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of the tasks with those on the second administration. The 9 obtained
correlations (3 levels x 3 criteria) were all significantly 1ifferent
from zero at the .0l level and ranged from .77 (semester 4+ for typo-
graphical errors) to .98 (semester 4 for completion time), with a mean,
using z-transformation, of .93. These correlations also suggest an
acceptable level of stability of the means for their purposes in this
study.

Data Analyses

Data analyses, as described in more detall below, pertain to (1)
the development of difficulty indices and their validation and cross
validation, (2) the furnishing of normative performance data on each of
the €/ tasks, as an initial basis for eventual performance norms, and
(3) estimation of performance intercorrelations. All tests of signifi-
cance used a minimum probability level of .C5.

Difficulty Indices. Office-task difficulty is measured by speed
and accuracy of performance: here, by completion time, form errors, and
uncorrected typographical errors, Speed and errors are presumably a
function of, are predicted by, the characteristics of the task (as given
on page 6). There are, here, multiple predictors of multiple criteria,
to which canonical correlation analysis is applicable. A canonical cor-
relation ranges between O and +1 and measures the relationship between
the predictors, taken together, and the criterion measures, tasken togeth-
er.

In this investigation, the end products of canonical analysis are:

a. Potentially, 27 canonical equations--3 levels of training x 3
classes of tasks x 3 criterion measures (each equation gives emphasis to
a different criterion)--for predicting the difficulty of a task within a
given class at a given level of training.

b, A difficulty index (in stanine and in decile form) for each of
the 64 tasks in the test battery,

The steps in canonical analysis, after expressing all raw performance
scorea and predictor values in gz-score form (Mean = 0, SD = 1), as man-
dated by the requirements of canoniceal correlation snalysis, msy be out-
lined as follows:

1. Analysis of means for each of three criterion variables (comple-
tion time, form errors, typographical errors), for each of 6/ tasks, by
class of task (letter, table, manuscript), by level (2, 4, 44 semesters
of prior t-aining), using the values of the task characteristics ( Tables
19-21, pp. 39-41) as predictors, provided:

a, The canonical correlation for each root (1 root for each cri-

terion variable), emphasizing each criterion in turn in such a manner as
to maximize the correlation
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b. Canonical weights {analogous to Beta weights)} for each pre-
dictor and criterion variable, which, in turn, leads to canonical equa-
tions

c. Chi-square tests of the significance of each Rc (canonical
correlation)

d. Numerous correlation matrices

An example may be helpful in further explaining point la, listed in-
mediately above. Each root emphasizes a different criterion, but does not
discount the other criteria. For example, the first root might choose
completion time io emphasize (because it provides the highest canonical
correlation). Then the other two criteria are given welghts. For the
second root, form errors may be emphasized because they have the second
highest correlation, and the other two criteria are now given weights.

In each case, there is a canonical weight for each of the criteria for
each of the three roots.

2. The useful equations (Step lb, above) are those whose roots are
associated with the statisticelly significant canonical correlations.
The first two roots were found to be statistically significant in most of
the analyses (see p. 17). Thus, for each of the 64 tasks, the obtained
canonical weights (from lb above) were then applied to the z-values of the
predictor variables and to the g-values of the means of the criterion
variables. For each of the canonical equations associated with the first
two roots in each analysis, the composite value of the predictors is on
one side of the equals sign and the composite value of the criteria is on
the other side. In order to maximize the prediction, the composite values
of the predictor variables were multiplied by the square of the canonical
correlation (Roz).

3, "Validating" (in the sense of verifying the computational pro-
cesses leading to the canonical equations and composite scores of Step 2)
involved correlation of the obtained scores with those predicted by the
canonical equations. The resulting correlations should match the canonical
correlations.

4. Summation of the composito predictor scores (for each statistical-
ly significant root) follows from the fact that each root emphasizes a
different aspect of difficulty and from the findings, in the present in-
stance, that {a) not all roots were significant and that (b) there was
more than one significant root (in fact, two) for each class of task at
each level of training. The 18 composite predictor scores (2 signifi-
cant roots x 3 classes of tasks x 3 levels of training) yielded 9 summed
composite predictor scores (3 classes of tasks x 3 levels of training).

5. Validation of the summed composite scores used multiple regression
analysis, resulting in a multiple correlation between the predietor vari-
ables and the summed predicted scores.

The steps outlined thus far identify weights for the variables that
O rise from the performance scores of examinees and are such as to maxi-
Eﬂ%Jﬂ:ize the correlations between predictors and ecriteria. Therefore:
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6. The results were cross-validated against the obtaired scores of
an independent sample of examinees: those involved in the estimate of
the reliability of the means (see p. 10). That is, the scores predicted
from the canonical equations arising from initial testing were correlated
with the obtained scores on the nine tasks involved in reliability test-
ing: by level, by class of task, aid across levels and tasks,

Ideally, cross-validation of the difficulty indices should involve
administration of a new tes: battery to comparable examinees and the
correlating of the obtained scores with scores predicted from the present
canonical equations. In the absence of that mode of cross-validation,
the propriety of extrapolation of the present findings to new office tasks
should be judged as tentative. On the other hand, given the task charac-
teristics employed as predictors in the present investigation, new tasks
incorporating the same characteristics would differ from the present tasks
only in their vocabulary. For example, the examinee's table-typing behav-
ior in centering the colurn heading River over Mississippi differs in no
wise from his behavior in centering, in some other table, the column
heading State over California. A collection letter to Mr. Jones that
lists two enclosures calls for the same responses by the examinee as a
sales letter to Mr. Smith that lists a number of enclosures, It seems
logically apparent that it is the format features of office tasks, not
their vocabulary, that mekes a difference. Accordingly, there would
appear to be 1little risk in applying the findings of the present inves-
tigation to any letters, tables, and manuscripts--provided they do not
contain features absent from the tesks of the present study. In fact,
such differences in findings as might occur would more likely be due
to differences among examinees than to differences in the vocabulary or
tasks. However, confirming the expectation of the applicability of
present findings to new tasks and new examinees is a matter for future
investigation.

7. A check was carried out against the possibility of the spuriously
high canonical correlations that can result because canonical processes
assign large weight to highly correlated variables, with other varistles
weighted so as to maximize the relationship. For that purpose, cross-
correlation matrices were obtained and examined.

8. For uece as indices of task difficulty, the summed predicted
scores (Step 4, above) were converted into “wo types of ecores:
(a) deciles and (b) stanines (Mean = 5, SD : 2), recorded to the next
higher whole number in instances of obtained ducimal values.

9. The statistical procedures outlinea in steps 1-8, above, require
the conversion of raw scores into z-scores, and then several additional
steps before the difficulty index, as expressed by either deziles or
stanines, can be obtained. To permit future investigators and users to
assign difficulty indices directly from the raw score values of the
task varisbles--as an alternative to the several steps outlined above--
multiple regression equations were derived,using the obtained difficulty
indices for each of the tasks {(from Step 85 as criterion scores. The
raw score values of the task characteristics (Tables 19-21, pp. 39-41)
were used as predictors., The resulting equations permit direct prediction,
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and multiple correlations provide estimates of the accuracy of those pre-
dictions, Multiple regression analysis was performed by level, by class
of task, for each of the two types of indices (deciles and stanines).

Performance Norms, As an initial basis for ev~ntual standards for
office-typing tasks, distributions of selected percentile values were
computed for each criterion variable, for each of the 64 tasks, by level,
with the criterion scores expressed in raw score form.

Performance Intercorrelations. To estimate relationships between
intelligence and typing performsnce, vocabulary test scores (by level of
training) were correlated with speed and errors in straight copy typing
and with completion time, uncorrected typographical errors, and form
errors in each of the 64 typing tasks, within class of task. Relation-
ships between straight-copy and office-task performances were estimated
by correlating copying speed with office-task completion time, Correlations
between etralght-copy speed and the two types of office-task errcrs and
between straight-copy errors and office-task errors were not computed
because the variables have no logical relationship, thus rendering cor-
relations meaningless. Intercorrelations among office tasks {64 x 64
matrices) were computed for each of tlie three criterion varigbles, by
level of training; and, for each of the 64 tasks, speed was correlated
with each of the two types of errors, by level. In all instances, the
average correlation was taken as the median of the distribution of r's
(Garrett, 1949).

fesults and Discussion

Descriptive data includs mean scores and standard devietions {SDs)
for each of the 3 training levels for (a) vocabulary test scores, {b)
straight-copy speed end errors, and (c) completion time, uncorrected
typographical errors, end form errors on each of the 64 office-typing
tasks. Analytical data pertain to (d) difficulty indices, (e} perfor-
mance norms, and (f) performance intercorrelations. The tabular displays
of major findingse and end products of this investigation are in the bedy
of the report; finer details and interim data are shown in appendix tables.

Means and Standard Deviations of Performance Scores

Means end SDs (by level) on the vocalulury test, the straight copy
timed writing, and each of the 64 office-typing tasks are reported.

The yocabulary test, administered &s an estimate of intelligence, has
a maximum possible score of 20. kindings are displayed in Table 1, page 15.
For Ss in Semesters 2 and 4 the mean szore was at epproximately the ninth
grade level; for 2-year college Ss, at the twelfth grade level. The items in
the vocab.lary test sre scaled in diffitulty order, i.e., a student who is
unable to respond correctly to item number 9 is unlikely to know any of
the words between 10 and 20, except for correct guesseas. The typical high
school typist lmows that downcast means sad, buv does not know that averaege
m%ans ordinary. The typical 2-year college typist knows that asty means
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ruling family, but does not know that sexton means janitor. The decrease
from Semester 2 to Semester 4 scores may be explained by the fact that

. the brighter students were stencgraphic majors who took only cne year of
typewriting, while the 2-year students were less bright general clerical
majors.

Table 1
Vocabulary Test Means and Standard Deviaticns
(By Level)
Level Mental
{Semester) N Mean SD Age*
2 1326 8.55 2,90 14-3
4 1209 7.97 2.56 13-10
A¥ 585 11,79 2.39 1lo-6

*Mental Age equivalents for the means
(in years and months) are given by Minsr
(1961) .

The straight copy means and SDs are displayed in Table 2.

Table 2
Stralght-Copy Means and Standard Deviations
For Speed and Errors¥®

(By Level)
Gross Words
Level N Per Minute Errors
(Semester)

Mean Sh Mean Sh
2 - 1326 33.66 13,65 8.08 5.16
4 1195 38.55 4.3 8.65 6.52
44 581 54.68 21.96 6.20 5.86

*3-minute timed writing.

The data of Table 2 show that students in Semesters 2 and 4 averaged
about 2.8 errors per minute (epm), while Semester 4+ students aversged
2,1 epm., The high school mean speeds (34 and 39 wpm) were below the
40-wpn minimum standard for many Civil Service positions,

The of fice-iyping task means, for each of the &4 tasks (Appendix A,
"Tables 22-24, pp. 42—47;, were the values used in the development of the
Q difficulty indices. They are summarized across class of task in Table

]EIQJ!:‘ 3, p. 16,
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Table 3
Office-Typing Task Means
{By and Across Class of Task; By Level)

Completion
Classazg Task Mean Time Typographical Form
Semeste N (quarter Errors Errors
ster minutes)
24 Letters
2 109 58.66 4.31 6.27
4 117 52.33 3.22 5.18
4t 116 36.42 1.01 2.62
24 Tables
2 109 53.25 2.12 6.19
4 124 49 02 1.70 5.50
4t 156 33.91 0.64 3.50
1€ Manuscripts
2 103 53.20 .31 7.96
4 130 50.74 3.26 7.30
Lt 120 33.23 1.05 2.91
Acroas 64 Tasks
2 107 55.04 3.58 6.81
4 124 50.70 2.73 5.99
44 131 34.52 0.90 3.01

Across tasks, the second year of typing training adds 8% to speed
and reduces uncorrected typogrephical errors by 24% and form errors by
12%, as compared to Semester 2 Ss. For example, tasks that require, on
tha average, 14-15 minutes to complete, are compieted ia only 3/4 to
1-1/2 fewer minutes with a second year of training. Errors, on the other
hend, are reduced by about 1/4 to 1/6. Additional training and selection,
(i.e., Semester 4+ Ss compared to Semester 4 Ss) add 32% to speed and
reducs uncorrected typcgraphical errors by 67% and form errors by 50%.

The wide range of the means in Table 3 demonstrates the need for
identifying the specific level of difficulty of any office-typing task.
So do the differences in student performance for different tasks of the
same length. Also apparent are differences in psrformance following
differences in amount of previous typewriting training. These various
findings are congruent with expectations, and support the need for the
current investigation and the pertinence of its procedures tn its pur-

poses.

For canonical correlation analysis, the subjects are not the indi-
vidual students btut, rather, the tasks. Thus, the mean scores for each
task became the values for each "subject," 1,e., for each task.
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Difficulty Indices

The several steps outlined in the procedures section were followed
to dovelop the difficulty indices for each of the 64 tasks for each of
the three training levels. The numbered paragraphs below match the num-
bering of the "procedures" paragraphs (pp. 11-14). The results of inter-
mediate steps in analysis are summarily characterized and detailed find-
ings &are shown only for the major end products of the analysis.

1. The canonical correlation analysis provided all of the data de-
scribed earlier (p. 11, point 1). The canonical correlations for the
first two roots were statistically significant at at least the .05 level,
except for Semester 4+ Letters and Semester 4+ Tables, both of which had
correlations that were significent only for the first root. Correlations
for the first root ranged from a low of .941 to a high of .977; for the
second root they ranged from .701 to .972. These results mandated the
use of the first two roots in the analyses. Each emphasizes a different
criterion and Jescribes a relationship with the predictor variables that
is statistically significant.

2. The procedures given in Step 2 (p. 12) were carried out,

3. The validation process confirmed the accuracy of the original
computations. That is, the correlations of the obtained with the pre-
dicted scores matched the canonical corrulations.

4. The composite predictor #cores for each of the two roots .or
each analysis were summed. As each root reflects an emphasis on a dif-
ferent critesion variable, to provide a prediction of over-all difficulty
it was necessary to sum the composite predictor scores for both of the
significant canonical correlations. For example, the first root might
emphasize completion time, and on that basis the task might be very dif-
ficult. The second root might emphasize form eriors, and, on that basis,
the task might be very simple., By summing the predicted scores for both
roots, the task would be predicted to be of average difficulty. C= the
other hand, if the task were very difficult on both criteria, the summed
predictor score would indicate that the overall difficulty level was also
high. The higher the rnumber, -fter adding the two composite scores, the
more difficult the task is predicted to be; the lower the number, the
easier the task is predicted to be. Because this process takes all ihree
criterion measures into account, it is possible that one task can be
typed more quickly than a second task and still be more difficult because
of the greater number of form and uncorrected typograpbicel errors. The pre-
dicted rank order of task difficulty may not be the same as the actual
rank order bacause the obtained canonical correlations were less than 1
and therefore do not predict perfectly.

5. It was next necegsary to estimate the validity of summing the
composite predictor scores for the first two roots. This was accomplighed
by using multiple regression analysis to examine how well the summed pre-
dicted score can be predicted by the predictor variables. The resulting
multiple correlations renged from .920 to 1.000. This analysis supports
the use of the summed composite scores for estimating the difficulty
levels of the tasks.

-
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6. For cross-validation, the task means (obtained from the second
administration of the 9 test instruments usedi in establishing the reli-
ability of the means) were transformed, using the g-scores of the first
adninistration., After substituting these z-scores in the canonical eque-
tions for the first two roots, the two composite criterion scores for each
task were summed and correlated with the summed composite predictur scores.
The resulting cross-validity coefficients are shcwn in Table 4.

Table 4
Crcss-Validity Coefficients Using Nine Tasks 2
(By Level, By Class, and Across Level and Class)

Variable Coefficlient

By Level (Semester)

2 R 895**

4 .Q02#x

L¥ 215
By Class of Task

Letters 796 %

Tables L597H

Manuscripts R AL
Across Level and Class L 6bGHR

®N for Across Level and Class iz 27 (9
Tasks x 3 Levels).

¥*p < ,05, *p < 01,

Of the 7 cross-validity coefficients shown in Table 4, all were sig-
nificantly different from zero at the .0l level, except for Semester 4+
Ss (nonsignificant) and for tables (significant at the ,05 level)., Be-
cause of the low cross-validity coefficient for Semester }+ §s, the cross-
validity coefficients by class of task and across level and class of task
wore further depressed. The 6 significant coefficients indicate that the
obtained canonical correlations predict student performance significantly
at Semesters 2 and 4 for each class of tasks and across levels and class
of task.

7. Examination of the predictor-criterion intercorrelations reveals
that there are rather high intercorrelations (highest correlation in each
matrix ranging from .72 to .91). Although this does create spuriously
high canonical correlations {i.e., the canonical correlation is inflated
because of the high intercorrelations), canonical snalysis takea into ac-
count tho complex nature of the variables that account for difficulty and is
mandated by the need to provide weights that could combine the criterion
variables or components of porformance, rather than merely explain the
relationship between the two sets of variables. Thus, the high inter-
correlations do not invalidate the use of the canoniecal equations for

[]{jkzir purposes.
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8. As described in the procedures ctection, the summed composite nre-
dicted scores were standardized into stanines and deciles, The resulting
stanines and deciles are the difficulty indices for each of the office-
typing tasks. These indices are shown in Tables 5-7.

Table 5
Stanine and Decile Values for Each of 24 Letters
(In Rank Order By Level)

Semsster 2 Semester 4 Semester 44
Number Stenine Decile | Number Stanine Decile| Number Stanine Decile
17 3 1l 9 3 1 16 3 1
8 3 1l 17 3 1 8 3 1
9 3 2 7 3 2 17 3 2
16 3 2 8 3 2 24 3 2
7 3 3 10 3 3 7 3 3
2 3 3 2 4 3 9 3 3
10 4 3 16 4 3 4 4 3
12 A 4 21 4 4 23 4 4
13 4 4 12 4 4 5 4 4
21 4 5 13 5 5 1 5 5
17 5 5 19 5 5 18 5 5
5 6 6 18 6 6 21 6 6
23 6 6 5 6 6 10 6 6
18 6 6 1 6 6 19 6 6
4 6 7 23 6 7 20 6 7
1 6 7 15 7 7 2 7 7
22 7 8 4 7 8 13 7 8
15 7 8 22 7 8 12 7 8
20 7 8 3 7 8 11 7 8
11 7 9 20 7 9 22 7 9
14 8 9 11 8 9 15 8 9
2 8 10 2 8 10 3 8 10
3 9 10 14 8 10 6 9 10
6 9 10 6 9 10 14 9 10
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Table 6
Stanine and Decile Values for Each of 24 Tables
(In Rank Order By Level)

Semester 2 Semester 4 Semester 4+
Number Stanine Dscile| Number Stanine Decile| Number Stanine Decile
10 3 1 23 3 1 11 3 1
11 3 1 R4 3 1 10 3 1
7 3 2 21 3 2 7 3 2
19 3 2 7 3 2 12 3 3
16 3 3 19 3 3 p 3 3
12 3 3 10 3 3 16 3 3
23 3 3 16 3 3 19 4 3
21 3 4 12 4 4 21 A 4
2 4 4 8 5 4 8 4 4
8 4 5 2 5 5 23 4 5
24 4 5 11 5 5 24, 5 5
1 7 [ 14 6 6 17 6 6
17 7 6 6 7 6 1 6 6
9 7 6 18 7 6 9 7 6
13 7 7 1 7 7 20 7 7
3 7 7 9 7 7 13 7 7
20 5 8 22 7 8 2 7 8
4 7 9 4 7 8 4 7 8
6 7 9 13 7 8 22 7 8
22 7 9 3 7 9 15 7 9
14 7 9 5 7 9 18 8 9
5 8 10 15 8 10 5 8 10
18 8 10 20 8 10 6 8 10
15 8 10 17 8 10 14 8 10

28
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Teble 7
Stanine and Decile Values for Each of 16 Manuscipts
(In Rank Order By Level)

Semester 2 Semester 4 Semester 4+
Number Stanine Decile | Number Steanine Decile |Number Stanine Decile
15 2 1 10 3 1 14 3 1
10 3 2 15 3 2 10 3 2
13 3 2 14 3 2 15 3 2
8 A 3 13 3 3 13 4 3
14 4 4 8 3 4 6 4 4
9 5 4 12 6 4 12 5 4
12 5 5 9 6 5 8 5 5
4 5 6 6 6 6 16 5 6
5 6 6 5 6 6 7 6 6
16 6 7 7 6 7 9 6 7
6 6 7 16 6 7 1 6 7
1 6 8 4 6 8 5 6 8
7 7 9 1 6 9 4 7 9
11 8 9 11 8 9 11 8 9
2 9 10 3 9 10 3 9 10
3 9 10 2 9 10 2 9 10

The stanine difficulty indices show few at middle difficulty (Stanine
5) with many at the extremes (Stanine 3 and 7-9). This distribution indi-
cates that the tasks used represent the extremes of difficulty (low and
high) rather than a normal distribution of difficulty.

It was originally anticipated that the relative difficult; of tasks
might vary with emount of training; hence the computing and reporting of
difficulty indices for each of the training levels separately (in Tables
5-7). However, the alternative hypothesis-.that relative difficulty does
not vary with amount of training--would, if true, permit the use of one
set of difficulty indices applicable to all levels of tralning. To check
on that alternative hypothesis, for each of the three levels of training,
the two difficulty indices (stanine and decile) for each task were added.
(Summing the two indices provided a more stable, and thus more reliable,
measure of difficulty than would each index separately.) Then product-
moment correlations were computed botween the various training levels,
with results as shown in Table 8, p. 22.

As shown in Table 8, the relative difficulty of tha 24 letters among
Semester-2 typists was virtually identical to the relative difficulty of
those setters among Semester-4 typists (r = .96). For letters, it would
appear that little imprecision would result if the same difficulty indices
were used for both 2nd- and 4th-semester typists (presumably those for
Semester 2, since most typists take one year of training). Ccrrelations
for letters between Semesters 2 and 4+ and between 4 and 4+ ave somewhat
lower (,77 and .71). Whether these correlations are considsred high enough to

29
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Justify one set of indices across all three training levels is an arbi-
trary decision.

Table 8
Correlations for Sum of Difficulty Indices Between Training Levels®
(By Class of Task)

Letters Tables Manuscripts

Semester _ - E—— _
4 4¥ 4 4+ 4 L+

2 .9¢ 77 .84 .97 95 .83

4 .71 A .93

®N for Letters and Tables is 24; for Manuscripts, 16, All

correlations are significantly different from zero at the ,01
level,

Concerning tables, Table 8 shows almost identical difficulty of the
24 tables for Semester 2 and 4+ Ss (r = ,97). Although the correlations
for tables batween Semesters 2 and 4 and between 4 and 4+ are lower (.84
and .74), a single set of difficulty indices might still be justified.

Concerning manuscripts, Table 8 showt a high r for Semester 2 and 4
typists (.95) and Semesters 4 and 4+ typlsie (.93) suggesting that a sin-
gle set of difficulty indices might be sufficient, In addition, although
somewhat lower, the correlation between semesters 2 and 4+ (.835 might
Juetify the use of a single set of indices.

In summary, there is nothing to prevent the use of separate indices
for each of the three levels of training. However, if egreement between
training levels is judged to be sufficiently high las measured by the
correlations of Table 8), simplicity and economy are served by the use
of a single set of indices across all training levels.

9. To enable the classroom teacher, and others, to make a direct
prediction of the difficulty level of a particular task, multiple regres-
sion analysis was carried out using the difficulty index of the task as
the criterion and the raw score values of the task characteristics as the
predictor variables. The resulting multiple correlations and Beta weights
are displayed in Tables 9-11 on pp. 23-25.

Examination of the Beta weights {Tables 9-11) permits identifying
those task characteristics that contribute most to difficulty. For let-
ters: increased letter length and e table in the letter meke for high
difficulty; on the other hand, listed enumerations and the length of ihe
table (if there is one) contribute almost nothing to difficulty. For
tables: length (i.e., number of words) and number of columns have large
effects on dificulty; the other table variables have relatively 1little
effect. For manuscripts: nunber of footnotes is influential; number of
corrections is not, Some slight veriations to these gensrslizations exist
n tredning ievels and depeading on whether stanines or deciles are

i
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Table 10
Multiple Correlations and Beta Weights for Table Task Characteristics
and Difficulty Indices
(By Level, By Type of Index; df = 17)

Beta Welghta'

Index Semester R® Constant
Xy X2 X4 X, X5 X

Stanine 2 .995 1.95 -+ .55 Al -.25]-.17]-.20] 3.83
Stanine 4 .992 4.72 ,01|-1.23| .07|-.17|-.3€]|3.53
Stanine bt .992 1.23 .70 53| -.19]-.07 | .54]3.35
Decile 2 .985 2,66 2,03 1.31|-.67|=-.41|-.11] 4.46
Decile 4 .988 6.26 = .50|-2.04| .48]-.63]-.69]15.11
Decile L+ +990 -1.78 1.56 STV =25 =14 ) L75) 4.0

8311 miltiple correlations are statistically different from zero
et the ,001 level,

bThe variables ares

x1 = Number of Columns X4 = Number of Column Headings
Headi Shorter than the Column
X, = Colum Headings X_ = Braceda Head

X3 = Number of Single-Line

Column Headings X6 = Length of Table

. An example follows to illustrate the use of the data of Tables 9-11.
First, the task characteristics must be expressed in terms of their pre-
dictor values, as given in Tables 19-21. For example, a manuscript of
75 words uses the value O; one of 150 words uses the value 1. Assume &
handwritten manuscript of 75 words with 1 footnote and 7 corrections and
that a difficulty index for this task in stanine form for Semester 2 is
desired. The values to be inserted in the equation are: O for handwrit-
ten, 1 for the footunotes, 1 for the corrections, and O for the length.
From Row 1 of Table 11 for Semester 2 stanines, the constant is 2.23, and
the difficulty index is:

2.23 - .39(0) + 2.38(1) + .12(1) + .90(0) = 4.73

As an obtained difficulty index between whole numbers is always expressed
to the next higher whole number, the 4.73 would be expressed as 5. In
decile form for the same manuscript (Row 4 of Table 11 for Semester 2
deciles), the index would be:

1.30 - .95(0) + 2.91(1) + .16(1) + 2.19{0) = 4.37 = 5

A chief 1imiting feature in the application of the difficulty equa-
tions of this study to other tasks is the restriction, in this study, to
two task lengths (75 or 150 words for letters and manuscripts, 74 or 75
eeds for tables). Whether linear interpolation for other task lengths

ERIC
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is permissible (e.g., a multiplier of 4 for a letter of 113 words--half-
way between 75 and 150 words) 1s not known and is a matter for future
investigation.

Table 11
Multiple Correlations and Beta Weights for Manuseript Task Characteristics
end Difficulty Indices
(By Level, By Type of Index; df = 11)

Beta Weightsb

Index Semester R® Constant
Xy X, X3 | X,
Stuudne 2 .991 2.23 - .39 | 2.38 .12 .90
Stanine 4 .99 3.05 -.101{ 2.8 | .01 .03
Stanine Lt .979 3.17 -1.03 | 2.71 A1 |- .79
Decile 2 978 1.30 - .95 1 2.91 .16 2.19
Decile 4 975 2.36 -2.27 3.77 14 .55
Decile Lt .983 2.70 =1.66 | 4.59 | .15 | -2.02

a1 multiple correlations are statistically different from zero at
the .001 level.

bThe variables are: Xl = Type of Copy X, = Number of
X2 = Number of Footnotes Corrections
X4 = Length of
Manuscript

Performence Norms

Frequency distributions for each of the three criteria (by task and
by level) were prepared, and percentiles were computed (Appendix A, Tables
25-51, pp. 48-7,). These percentiles provide an initial pool of values
for the eventual determination of standards on each of the three criteria
for each of the 6/ tasks. Example: A Semester-2 student completes let-
ter #2 in 60 quarter minutes (15 minutes). Column 2 of Table 25 (p. 48)
shows 60 lying between 58 and 64 quarter minutes, representing, raspec-
tively, the 6th and 5th deciles. The student's performance thus lies
between the 50th and 60th percentiles. Assuming 3 typographieal errors
on that task, Table 34 (p. 57) shows that performance to be at the 64th
percentile; 64 percent of' the Semester-2 typists in this investigation
made more than 3 typographical errors.

33 .
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Performaace Iantercorrelations

Several series of intercorrelations were computed. In all cases,
because of the skewed distributions, as reflected by the standard devi-
ations in Tables 22-24, pp. 42-47, eand because of restriction of range,
the correlations are scmewhat depressed.

Vocabulary end Straight-Copy Performance. Table 12 displays the
Pearson product-moment correlation coefficients between the vocabulary

scores and straight-copy speed and errors.

Table 12
Vocabulary and Straight-Copy Intercorrelations
(By Level) '
Level . Straight-Copy
(Semester) Speed Errors
2 1317 «103%* .005
4 1190 .088xx* -, 116%*
xS 581 . 306%% « 101 %%
A1l Levels® 3088 ,268% -.010

8correlations for "all levels" determined
by z-transformation.

*¥p ¢ 01,

The correlations across training levels range from .09 to .31 for
speed and from ~.12 to .10 for errors. Most of them differ significently
from zero because of the large Ns on which they are based. Their absolute
size shows, in corroboration of much earlier evidence, that simple copying
skills at the typewriter are largely independent of intelligence (as in-
ferred from vocabulary). Training in copying skills should be (as it is)
aveilable to all persons, and no consequential differences in proficiency
should be expected to result from differences in intelligence of trainees.

Vocabulary and Office-Typing Task Intercorrelations. The range of
r's and the median r's between vocabulary scores and each of the three
eriteria of office-typing proficiency are shown in Table 13. Although
r's were computed by lavel, differences were go small as to be of no
practicel or theoretical consequence. Accordingly, Table 13 displays
the obtained r's across levels, by class of tusk, and across levels and
tasks.

ERIC
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Table 13 a.b
Vocabulary and Office-Typing Task Intercorrelations™?
(Across Levels; By and Across Class)

Range Median®
Variable —_— _—
From To r N
Letters
Completion Time -.322 .121 -.05 118
Typo. Errors -.338 117 -.09 113
Form Errors -.279 .239 -.09 114
Tables
Completion Time -.331 .122 -.07 148
Typo. Errors -.345 .101 -.11 114
Form Errors -, 501 075 -, 21% 110
Manuscripts
Completion Time -, 271 .06, -.09 129
Typo. Errors -.329 171 -.10 104
Form Errors ~417 .048 -.18% 96
Across Tasks
Completion Time -.322 122 -.07 125
Typo. Errors -.338 A7 -.10 110
Form Errors -, 501 239 -.16% 107

aSigns of the correlations were considered in
stating the range and the median correlations.

bThe negative sign is an artifact of the measures
used. As completion time and errors decrease, the
vocabulary score increases (improves). Thus, negative
correlations indicate that brighter students are
speedier and more accurate office-task typists.

°Median I 18 the average, by z-transformation, of
the median r's for each training level. Statistical
significance of the r's is impossible to determine
accurately because of variation in Ns. The N shown is
the average of the Ns for the median r's for each
training level.

*p ¢,05,

The correlation coefficients of Table 13 range between -.50 (for
form errors in tables) and .24 (for form errors in letters). Across
tasks, the median r for form errors (~,16) is higher than those for
speed and typographical errors (-.07, -.10)--in accordance with logi-
cal expectations, since placement decisions reflect mental, not manipula-
tive, procecces.

Jo
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At the same time, the obtained r's are lower than those of .50 to .60
found in some earlier studies and they are low in an absolute sense. For
the low-ability Ss of this investigation,; there appears to be little rela-

- tionshlp between intelligence and office-typing proficiency.

There are several possible explanations for the low r's. One factor
is the restri:tion in range of the closely bunched vocabulary test scores.
In addition, in complex tasks individual differences increase with prac-
tice (Anastasi, 1934; Perl, 1934). Many of the tasks used gc beyond any-
thing included in the prior treining of the high school and perhaps 2-year
college Ss; they are low-ability Ss subjected to modest typing curricula.
Thus, for many tasks, the amount of previous practice was zero or nsar-
zero. The result 1s restriction of range in the typing scores, as well as
in the vocabulary scores. The restriction in both variables depresses
the obtained r's. In contrast, the earlier studies showing moderate r's
mainly used simpler tasks--ones typically incorporated into earlier train-
ing; also, earlier Ss no doubt were more heterogeneous with respect to
intelligence. Thus, in earlier studies, both variables had wide ranges.

The highly skewed distributions of typographical and form errors on
the office tasks, as shown by the size of the standard deviations in re-
lation to the means, is another contributor to the depressed correlations
of the present investigation.

The correlations between intelligence and office-typing proficiency
of some earlier studies (.50 to .60) that used heterogeneous Ss and test
tasks of a type adequately practiced in the earlier training of Ss suggest
that low-ability trainees ought not to be encouraged to undertake training
beyond the level of clerk-typist. The obtained correlations of the pres-
ent investigation, because of the extreme restriction of range that under-
lies them, probably should not be taken as contradicting the inference for
training from the findings of earlier striies.

Strajght-Copy Speed with Office Tasy Completion Time. The range and
median rt's between straight-copy speed and completi: time on the office
tasks are shown in Table 14, p. 29.

The obtained correlations of Table 1 range between ~.49 (for letters)
and .12 (for tables}. Again, negative signs are an artifact of the mea~
sures used and represent stralght-copy speed related to office-task speed.

The median r's per class of task and ecross tasks {-.17, -.,18, -,20
and -.18) are in the anticipated direction, but they are so low in an
absolute sense as to suggest that office-task proficiency depends much
more on matters relating to the placement of materials on the psge than
on keystroking speed, as measured in straigit-copy tests. On the other
hard, earlier stuaies (Muhich, 1967; West, 1960; West & Bolenovich, 1963)
obtained r's between straight-copy speed and speed al office-tasks of ,75,
.48, and ,70. It seems probable that the differences between the firding:
of the present investigation and earlier ones lie mostly in differences
in the amount of earlier practice given to tasks of the kxinds used. In
these earlier studies (mostly of high-ability, senior college typists),
nﬂn&pnte earlier training on the types of tasks used in the testing pro-

ERIC '
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vided good mastery over matters of layout of materials on ths page, per-
mitting the role of sheer stroking speed to manifest itself. In the pre-
sent investigation, all but the simplest test tasks were novel ones to
the low-ability Ss who were used. Most of their test time necessarily
was devoted to decision-making on matters of layout.

Table 14
Correlations between
Straight-Copy Speed and 0ffice~-Typing Completion Time®
(Across Levels; By and Across Tasks)

Range Medianb
Class of Task
From To r N
Lettars - 486 -, 007 -.17 90
Tables - 416 117 ~.18% 115
Manuscrapts -.430 .110 -, 20% a8
Across Tasks -.486 117 -.18% 101

aSigns of the correlations were considered in
stating the range end the median correlations.

bMedian r is the average, by z-transformation, of
the median r's for each training level, Statistical
significence of the r's is impossible to determine
accurately because of variation in Hs. The N shown is
the average of the Ns for the median r's for each
training level.

%p <.C5.

If these hypotheses are tenable ones, a summary inference about
office-task proficiency and training for such proficiency would be:
Stroking speed as measured by straight-copy tests contributes to office-
task speed only after reasonable mastery over matters of placement of
materials on the page has teen established. Accordingly, training in
matters of placement has first priority. The preeminence of placement
factors over keystroking factors applies, as well, to the high-ability
83 of Muhich's study (1967), ip which decision-making was found to play
an increasingly larger role in office-task proficiency (in relation to
that of strcking skills) as amount of training increased. The trivial
role of stroking speed among the low-ability Ss of the present investi-
gation reinforces the conclusions that the traditional heavy focus on
stroking speed is mistsken and that the heart of office-tasck proficiency
is decision meking about matters of placement. Only when planning pro-
cesses have “een mastered does stroking speed play a nontrivial role in
proficiency at realistic typing tasks.

Intertask Correlations. Correlations were computed for all possible
pairs among the 64 office tasks, with widely varying Ns for the various
pairs. For those palis for which N was at least 10, the p was computed
for completinn time, typographical errors, and form errors; statistical
eignificance was based on the medien r and the mean N. Differences emong
levals were found to be few and small in size, Accordingly, findinge are
presented across levels in Tables 15-17. sy
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The median intercorrelations for completion time are displayed in
Table 15. Ns (footnoted) are the average number of Ss for the cor:relations
used,

Table 15 a
Median Intercorrelations for Office-Task Speed
{Across Levels)

Class of Task

Clagss of Task
Letters Tables Manuscripts

Letters ol .19 . R26%
Tables .19 L RQ%%
Manuseripts . 32%

8The mean Ns from left to right for the
"Letters" row were 37, 43, 41; for "Tables,"
51, 64; for "Manuseripts,” 36.

*p <,05. *#%p <01,

The data of Table 15 make apparent that both intratask and intertask
relationships are modest in size. There is about as much difference be-
tween some letters and other letters as there is between letters and manu-
scripts. Although there was a wlde range of r's for the possible pairs
among the 64 tasks, the moderate median r's of Table 15 show thet transfer
of skills within and between classes of tasks is modest--so that explicit
training and practice must be devoted to the various features of various
tasks. Substantially the same inferences for training apply to typo-

raphical and to form - vrors, as 18 evident from the data of Tables 16
%below) and 17 (p. 31). Again, Ns are the average number of Ss for the
correlations used.

Table 16
Median Intercorrelations a
For 0ffice-Task Uncorrected Typographical Errors
{Across Levels)

Class of Task

Class of Task
Letters Tables Manuscripts

Letters 33% . 29% 25
Tables L26% JL1EE
Manusciipts J38%x

“The mean Ns from left to right for the
"Tatters" row were 37, 43, 41; for "Tables,” 51,
64; for "Manuseripts," 36,

*p <.05. ¥*p < ,01.
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Table 17 a
Median Intercorrelations for Office-Task Form Errors
(Across Levels)

Class of Task

Class of Task
Letters Tables Manuscripts

Letters . 39%# W24 -.01
Tables A 3L RE
Manuscripts JHLER

aThe mean Ns from left to right for the "Let-
ters" row were 37, 43, 41; for "Tablaes," 51, 64;
for "Msnuscripts," 36.

**p < -01-

The intratask and intertask correlations of Tables 15-17 imply only
mederate transfer of skills among tasks. However, the correlations might
reflect the conventionel training practice of treating each type of task
as unique, It is conceivable that higher correlations would result were
attention focussed on those processes that are common across tasks; that
is, were there to be deliberate '"teaching for transfer,"--deliberate
peinting to the commonalities among task processes.

Office-Task Speed-Error Intercorrelations. For each of the &4 tasks,
completion time was correlated with uncorrected typographical errors and
form errors, Findings are displayed in Table 18, below.

Tabie 18 a
Speed-Error Intercorrelations for Office Tasks
(Across Levels)

Range Medianb
Variable
From To r N

Letters

Typo. Errors -.272 .358 -.02 135

Form Errors -,204 327 -,02 128
Tables

Typo. Errors -.,218 188 -.01 139

Form Errors -.281 278 .06 126
Manuscripts

Typo. Errors -.215 232 02 118

Form Errors ~-.246 369 .05 11/
Across Tasks

Typo. Errors - 272 358 .00 131

Form Erroxs -.281 369 .03 123

eSigns of the correlations were considered
in stating the range and the median correlations.

bMedia.n I is the average of the median r's :}S)
for each training level., Tha N shown is the
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Negative correlations in Table 18 mean that as the task took longer
to complete, errors were reduced; the typist who is careful about the
arrangement of his work and who proofreads it to identify stroking errors
to be corrected needs more time for the task., Positive correlations meean
that time and errors go together; the faster typlsts are the more accurate
ones. Both types of performances (i.e., positive and negative correlations)
are evident in the two middle columns of Table 18. The median r's of the
right-hand column of Table 18, however, do not differ significantly from
zero. Typists at all speeds are found at all error levels and vary in
their readiness to proofread and to correct correctible misstrokes. For
these low-ability Ss, faster speeds do not go with higher quality work.
Speed end quality of office-task work are based on different underlving
variables and require separate attenticn in training.

Surmary of Correlationgl Data, The inferences from the data of
Tables 12-18, considered in the light of earlier research findings, are:

1. Because straight-copy skills are unrelated to intelligence,
training for low-level copying tasks can be provided to all stu-—
dents, regardless of intelligence.

2. Because of restriction of range partly attributable to the nov-
elty of many of the test tasks, the low correlations betwsen
intelligence (i.,e., vocabulary) and office-task proficiency of
the present investigation should probably not be taken to contra-
dict the inference from the moderate correlations found in earlier
studies of heterogeneous Ss who had adequate prior training on
tasks like the test tasks. Low-ability students, without special
treining, may be unable to carry out the more complex typing tasks.

3, Stroking speed, as measured in straight-copr tests, contributes
moderately to speed at office tasks only after good mastery over
matters of placement of materials on the page has been established.
Even then, decision-making plays a larger role than manipulative
skills and suggests that the conventional focus on stroking skills
is mistaken and shnuld be replaced by greater attention to the
placement features of realistic typing tasks.

4. Modest intercorrelations smong various types of office tasks at
varying levels of complexity show that there is 1little transfer
of skills across tasks. Deliberate teaching for transfer might
increase the correlations, At the ssme time, intrinsic Qiffer-
ences between tasks are sufficient to require deliberate in-
structional attention to the particular featurss of particular
tasks.

5. Among trainees in this and earlier studies, speed and quality of
work were uncorrelated and, inferentially, are based on different
underlying varisbles. The two features of performance require
se; arate instructional attention.
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Conclusions and Recommendations

The present investigation provides equations {a) for unaking valid
estimates of the difficulty of three wajor classes of office-typing tasks
{business letters, tables, manuscripts from draft copy) for trainees com-
pleting 1, 2, and 2+ years of formal typing instruction end (b) for con-~
structing typing tasks at specified lavels of difficulty, based on the
internal features of the tasks.

The difficulty indices (in stanine and decile form) resulting from
the equations permit the eventual establishment of standards and norms for
trainees and job applicants--on tasks of krown difficulty. To that end,
the present investigation also provides decile norms for speed and percen-
tile norms for each of two major classes of arrors {(form errors and uncor-
rected typographical errors) on each of the 64 tasks of the present bat-
tery. These norms apply to the low-ability trainees of this study and
provide an initial basis for the establishment of more broadly based norms.

Although separate equations are provided ror each of the three train-
ing levels (1, 2, and 2+ years), the predicted szores among levels are so
highly intercorrelated that there appears to be 1little risk in using one
set of equations across all three training levels-—presumably those for
typists completing the one year of training that applies to 70 percent of
all trainees in this country.

Among the various task features, inspection of the obtained Beta
weights identifies those features that do and do not contribute appreci-
ably to difficulty. For business letters, increased length and a table
in the letter make for high difficulty; on the other hand, 1listed enume-
rations and the length of the table (if any; contribute 1little to diffi-
culty. For tables, length (number of words) end number of columns have
large effects; the other table variables (e.g., type of column headings)
have relatively 1little effect. For maruscripts, number »f footnotes is
Jnfluential; number of corrections is not.

Correlational data on intelligence in relation to typing proficiency
suppert the standard practice of offering beginning typewriting to all per-
sons, but leave uncertain the propriety of offering advanced instruction
to low-ability trainees. Although deliberate teaching for transfer might
increase relationships in scores among office-typing tasks, the low to mod-
erate correlations found here suggest the need to offer specific training
in particular typing tasks. Finally, and most important, lov relationships
between straight copy and office-typing proficiency are in accord with ear-
lier studies and confirm the dasirability of reducing the conventiona heavy
focus on ordinary stroking skills and of increased and earlier attention to
realistic office-typing tasks and to the decision processes spplicable to
the layout of such tasks on the page.

Recommendations

1, Two chief limitations of the present study are {a) the usje of
only two task lengths: 75- and 150-word letters and maniscripts and 374-
and 75-word tables; and (b) indices and performance norms based moatly on
low-ability treinees whose prior training was largely confined to simple
tasks, not including the more difficult ones of ths present investigation.

N
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Accordingly, it would be desirable to investigate the effects on difficulty
of & larger variety of task lengths as applied to heterogeneous students
(i.e., wider range of ability) whose prior training included tasks at
varying levels of difficulty. Performance norms for heterogeneous stu-
dents are also desirable.

2, Il it is possible to gain access to a sufficiently large sample
of employed typists and to enlist their cooperation, Recommendation No.
1 is applicable to such typists also.

3. Replicatin of the present investigation, using the present tasks
applied to a new zample of examinees, and also to employed typists, would
assist in establishing the generalizability of the present findings.

4. The extent to which the more difficult typing tasks meke demands
or. intelligence is as yet uncertain. Investigations using samples of
students whose range of intelligence and typing performance scores is not
restricted could determine whether it is desirable to screen out less
apt students from advenced typewriting training. [However, improved in-
structional methods and materlals specifically geared to students of low
ability might reduce the intellsctual demands of advanced typing tasksJ

4, Although not to be encouraged, many teachers evaluate only qual-
ity, not speed, of performance at office-typing tasks. To assist such
teachers, canonical anelysis using two criterion measures (form errors
and uncorrected typographical errors) would be helpful.

6. Testing for significant differences in performance scores fol-
lowing various amounts of training would reveal the returns from addi-
tional treining. If the absolute differences (between first- and second-
year high school typists) are as modest as those of the present investi-
gation, reexauination of the typing curriculum and methodology weuld be
indicated.

7. Other types of tasks (e.g., forms, invoices) and other task fea-
tures (e.g., incidence of numbers and special characters in the test tasks)
could be investigated,

Additionel recommendations relate to the methodology of canonical
correlation anslysis, as follows:

8. Because the particular canonical weights are a function of the
particular components included in esach test item, cross-validation of the
present indices, using new tasks and a new sample of examinees, is desirable
in order to confirm the relative weights contained in the present canonical
equations. Such a cross-validation should again assign variables at random
to the test items.

G. Study of the effects of various criteria for eliminating predictor
variabl 2s from canonicel analysis might be undertaken. A stepwlse analysis
of canonical weights might show that variables could be eliminated without
seriously affecting the predictive ability of the canonical equations.

Thig recomnendation is supported by the high individual predictor-criterion
lzl{l(:orrelations of the present study.

IText Provided by ERIC
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Table 19 1
Task Variations in Business Letters

Variable Number#

Letter
Namber 4 2 3 4 5 6 7 8 9
1 1 0 0] 0 0 0 (0]0] 0 1
2 1 0 1l 1l 3 0 28 0 1
3 1 1 1 0 4 0 <9 0 1
2 o 0o o0 o0 O o 00 1 1
5 0 1 0 0 0 0 00 0 1
6 0 0 1l 1l 4 2 39 0 1
7 1l 0 0 0 0 0 00 0 0
8 g 0 0 0] O 0 00 0 0
9 1 1 0 0 0 0 00 0 0
10 1 0 1 0 2 0 08 0 0
11 0 -0 1l 0 2 0 21 0 1
12 1 0 1 1 2 2 17 0 0
13 0 0 1 1l 3 2 22 0 0
1, 0] 0 1 i 3 3 31 0 1
15 i 0 1 0 2 0 11 0 1
16 0 0 0 0 0 0 00 1 0
17 0 1 C 0 0 0 00 0 0
18 1l 1 0 0 0 0 00 0 1
19 1 0 1l 1l 3 1l 22 0 0
20 0 1 1 1l 3 0 18 0 1
21 0 0 1l 0 3 0 19 0 4]
22 0 1l 1l 0 2 4] 17 0 1
23 0 0 0 0 0 0 00 0 1
bIA 1 0 0 0 0 0 00 1l 0
#1: Enclosures (1 = with, ¢ = without)
2: Listed Enumerations {1 = with, O = without)
3: Table (1 = witk, 0 = without)
4: Column Heads (1 = with, 0 = without)
5: Number of Columns
6: Number of Columm Heads Shorter than Columns
7: Number of Words in Table
8: Letter Form (1 = prearranged, O = unarranged)
9: Letter Length (1 = 150 words, O = 75 words)
1

To illustrate the reading of these tables (19-21): in
table 19, a "1" in column 1 means that the letter has an
enclosure, A "1" in column 9 would mean that the lettoer has
150 words, It is also apparent from these tables that some
columns are dependent on preceding columns. For example, the
presence of & "O" in column 3, indicating that the letter
does not contaln a table, automatically requires a "O" in
each of the following colums pertaining to the character-
istics of the table contained within the letter.

&7
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Table 20
Task Variations in Tables

Variable Number*

Table
Number 1 2 3 4 5 6
1l 2 1l 1 2 0 1l
2 3 0 0 0 0 0
3 3 1 2 0 1l 1
4 4 1l 3 2 0 1
5 5 1 5 0 0] 1
6 5 1l 5 3 1l 1
7 2 1l 0 2 0 0
8 4 0 0 0 0 0
9 3 1l 2 2 0 1l
10 2 1l 1l 2 0 0
11 2 0 0 0 0 0
12 3 1l 3 0 0 0
13 4 1l 4 2 0 1l
14 5 1 4 4 1 1
15 4 0 0 0 0 1l
16 3 1l 2 2 0 0
17 2 0 0 0 0 1l
18 4 1l 1l 2 0 1l
19 3 1l 3 1l 1l 0
20 3 0 0 0 0 1l
21 3 1l 2 1 1l 0
22 4 1 3 2 0 1
23 5 1l 5 5 0 0
24 A 1 1 1 1 0
*]1: Number of Columns
2: Column Headings (1 = with, 0 = without)
3: Number of Single-Line Column Headings
4: Number of Column Headings Shorter than
the Col-umn
5: Braced Head (1 = with, O = without)
6: Length of Table (1 = 75 wordg, 0 = 373

words)

48



Table 21
Task Variations in Manuseripts

Variable Number#

Manuseript

Number 1 2 3 4
1 0 1 o7 1

2 0 2 07 1

3 1l 2 14 1l

A 0 1 o7 0

5 1 1 14 0]

6 1 1l 07 1

7 1l 1l 14 1l

8 0 0] 14 0

9 1 1l 07 0

10 1l 0 07 0
11 1 2 07 1l
12 1 1 00 1l
13 0 0 07 0
1 1 0 14 1l
15 0 0] 00 0
16 0 1 00 1

*1: Type of Copy (1 = mixed type
‘ and longhand, O = handwrit-
ten)
2: Number of Footnotes
3: Number of Corrections
43 Length of Manuseript (1 = 150
words, 0 = 75 words)

43
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Table 22
Means and Standard Deviations of Semester-2 Students
On Each of 64 Production Tasks

Completion Time Typographical Form Errors

Task N (1/4 minutes) Errors
Number
Mean SD Mesn SD Mean Ssh
Letter
1 142 59.94 26,36 5.09 4.79 4 .20 2.2
3 72 76.57 33.16 7.1 5.98 9.64 4,07
4 159 62.42 29.85 5.58 5.29 3.6, 2,25
5 85 66.09 35.55 4,67 L34 5.00 2,61
6 63 85.98 33.92 7.22 5.82 11.71 4.16
7 174 46.46 21.69 411 3.38 3.93 2.36
8 156 40.01 2.,62 2.17 2.65 3.88 2.12
9 113 38.20 18.39 2.30 2.1 4.60 2.27
10 123 44,11 16.87 3.61 3.53 5.18 2.49
11 113 68,26 26,3/ 6.28 6,16 5.06 2.7
12 126 52.52 25.34 2.52 2.42 7.36 2.52
13 100 51.94 22.49 2.65 2.70 8.13 3.06
14 95 71.38 24,.82 5.24 3.94 9.06 3.82
15 98 73.07 29.49 5.6/ 412 5.08 2.40
16 178 43.03 24,42 1.87 2.34 3.36 2.03
17 124 46.11 22.30 2.39 2.75 5.44 2.57
18 81 59.94 30.95 4.02 4.05 4.59 2.57
19 102 55.40 22.96 3.06 2.96 9.47 3.88
20 104 74.05 28.60 3.73 4.1l 8.70 3.37
21 98 49.17 24,.63 2.43 2.60 5.96 2,62
22 80 66.46 26.31 5.71 5.59 7.85 2,71
23 9 60.89 33.25 6.0% 5.53 4Rl 2.20
24 69 46.16 27.36 3.07 3.23 5.35 2.55
Table
1 90 56.94 22.35 2.38 2.57 5.17 2.35
2 96 38.55 21.00 1.31 1.59 3.43 1.96
3 108 61.71 26,07 2.1 3.22 6.51 2.45
4 125 64.96 28.60 3.43 3.1 8.08 3.27
5 14 65.74 30.65 2.45 2.83 6.38 3.13
6 96 70.24 36.09 3.24 3.43 11.34 5.27
7 110 49.33 32.31 0.87 1.20 4.49 2.13
8 99 45.42 27.85 1.47 1.90 5.59 2.18
9 108 58,56 25.95 2.80 3.07 7.25 2.61
10 118 35,26 17.05 0.70 1.32 4,77 1.77
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Completion Time Typogrephical

Form Errors

Task N (1/4 minutes) Errors
Number
Mean SD Mean SD Mean sh
Table
11 125 36.72 20.05 2.14 2.99 2.00 1.47
12 136 40,31 18,61 0.83 1.11 4.49 2.15
13 91 62,62 23,60 1.97 2.73 7.97 3.11
14 94 69.38 28.15 2.81 3.49 9.16 3.78
15 115 53.45 24,06 3.25 3.66 3.69 2,65
16 130 52.35 28,87 2.03 1.76 6.30 2.75
17 139 44,77 18,29 1.94 2.87 2.27 1.38
18 20 65.16 29.80 2.68 3.14 9.59 3.60
19 102 44,92 24.69 0.79 1.34 6.43 2.46
20 146 51,99 20.75 3.30 3.69 2.58 1.78
21 75 46,69 23.36 1.96 1.53 6.47 2.63
22 137 62,36 26,6/ 3.51 4,.05 7.91 3.47
23 111 43.69 23.09 1.14 1.38 6.00 3.35
24 98 56.84 24,53 1.20 1,62 10,76 3.32
Manuseript

1 81 59.37 28.49 5.64 4.55 9.83 2.85
2 54 57 44 18.36 5.54 6.17 10,02 3.72
3 81 60.58 25,67 5.83 5.19 12,11 4.40
4 91 38.00 19.70 3.19 2.76 9.29 3.12
5 67 45.94 R2.47 3.52 2.80 9.01 3.75
6 51 56.14 20,67 4,67 3.50 7.14 2.80
7 78 59-78 ?10-44 6-09 5-09 10!40 4-44
8 149 48.89 22,40 3,76 3.07 5.40 2.56
9 126 50.95 26.85 2.24 2.07 9.56 3.10
10 131 43.26 20,65 2.96 3.24 4,20 2.11
11 71 60.32 26,32 6.35 5.26 10.06 4.20
12 129 56.86 25,64 .88 4.57 7.86 3.11
13 161 46.34 22,06 1.96 2,63 5.50 3.65
14 117 67.30  2,.68 4.56 5,06 4,63  3.38
15 139 39.19 20,90 2.02 2.82 3.04 1.70
16 129 60.87 33.34 5.69 5.23 9.38 2,39

ol



Table 23
Means and Standard Deviations of Semester-4 Students
On Eech of 64 Prcduction Tasks

Completion Time Typographical Form Errors

Task N {1/4 minutes) Errors

Number —_—
Mean SD Mean SD Mean SD

Letter
1 138 50.68 19.34 3.52 3.50 3.29 1.91
2 82 64.83 22.83 5.15 4.75 6.95 3.36
3 101 62.58 4,34 5.53 5.61 7.14 3.39
4 167 55.76 20.73 3.79 3.32 3.00 1,92
5 98 50.83 20.41 3.84 bLobh 4.01 3.09
6 81 79.49 35.79 6.00 4.68 8.72 4.33
7 151 43.93 25,46 3.19 2.70 344 1.92
8 155 38.30 17.49 2,26 6.67 3.52 1.88
9 110 35.15 15.01 1.81 1.80 4.35 2.63
10 114 40.25 18.76 2.90 .42 425 2.10
11 101 60.78 24.75 3.57 4.13 4.05 2,38
12 111 47.23 24.06 2.01 2.12 7.09 8.23
13 106 49.03 19.39 2.31 2.23 8.12 7.69
14 78 67.19 28.13 3.38 3.24 6.51 3.30
15 87 60.60 24.84 4.49 3.99 4.17 1.86
16 182 40.08 19.18 1.27 1.80 2.8, 1.67
17 132 40.78 18,32 2.20 .47 4.55 2.53
18 86 49,98 21.42 3.10 3.25 3.62 2.28
19 115 52.90 25.70 2.18 .25 7.19 3.07
20 111 65.41 26,38 2.81 3,18 7.21 3.23
21 106 L1.44 17.91 2.04 2.76 5.87 VA
22 92 61.62 26,55 4.01 3.43 6.76 2,65
23 156 54.77 22.79 3.55 3.19 3.46 2 20
24 139 42,22 17.68 2.41 4.80 4.23 2..2

Table
1 114 48.68 23.48 1.34 2.06 5.25 2.54,
2 107 35.38 15.62 1.12 1.91 3.25 1.77
3 130 55.98 22,91 1.75 2.02 5.47 2.15
4 140 62.94 28.47 2.14 2.98 6.81 3.08
5 103 54.14 22.67 1.56 2.19 5.38 2.95
6 111 66.59 29,57 2.69 4.98 9.49 4.95
7 127 40.20 19.85 0.63 1.12 4.08 2.31
8 115 39.66 21,17 1.28 3.88 5.12 2.3
9 107 57.7 25,28 1.75 1.12 6.48 3.00
10 123 34.43 24.79 0.73 156 4.4l 2.00

t




Table 23 (Continued)

-4, 5=

Completion Time Typographieal
Task N {1/4 minutes) Errors Form Errors
Number
Mean SD Mean SD Mean SD
Table

11 149 29.84 11.77 2.26 7.76 2.3 4,06
12 145 38.46 19.71 1.09 7.50 3.91 2.38
13 101 58.34 26.59 2.25 6.26 7.26 3.95
14 116 62,68 27.80 1.68 2.88 7.71 3.49
15 128 52.97 22.20 3.48 0.39 3.1 3.88
16 142 45.47 22.71 1.85 2.31 6.23 5.58
17 154 45.71 22.80 1.60 2.55 .44 1.33
18 99 63.17 4,22 1.99 2.28 8.18 3.15
19 113 43.17 23.45 0.47 0.74 5.55 2.28
20 151 4,8.83 20.46 2.73 3.15 2.55 1.30
21 109 43.20 20.74 2.55 8.12 6.23 3.17
22 141 56.94 22.47 2.66 4.97 6.73 5.83
23 143 39.50 18.90 0.71 1.25 5.16 3.42
pIA 106 51.37 22.71 0.54 1.14 8.81 3.55

Manuseript

1 122 59.89 25.24 4.52 3.34 9.47 3.54

2 94 53.57 21.31 4.72 4.40 9.44 4.08

3 101 62.27 23.23 4.51 3.95 10,78 4.6/

4 106 35.6/ 14.46 2.72 2.45 8.18 3.34

5 92 47.86 24.86 3.02 3.26 8.54 3.21

6 98 50.63 21.58 4.20 3.53 7.57 3.25

7 100 60,83 23.21 4.14 3.2 9.09 Lol

8 166 45.39 21.04 2.69 2.62 446 1.88

9 139 39.58 18.94 1.99 1.95 8.27 3.25
10 165 41,58 18.39 2.27 1.94 3.69 2.02
11 88 58.03 19.61 4.65 4.27 9.14 3.93
12 152 54.51 23.57 3.49 4,08 7.76 6.73
13 188 49.49 23,91 1.19 1.73 4.58 3.41
14 142 59.62 22.44 2.60 2.57 3.96 4.81
15 164 40.04 19.98 1.50 1.80 2.95 1.62
16 159 52. 22.68 3.87 3.99 8.87 3.11

03
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Table 24
Means and Standard Deviations of Semester~/+ Students
On Each of 64 Production Tasks
Completion Time Typographical
Task N (1/4 minutes) Errors Forn Errors

Number
Mean SD Mean SD Mean SD

Letter
1 101 32.50 9.66 0.89 1.21 1.07 1.09
2 73 46,74 15.97 1.26 1.90 2,92 2.01
3 79 46,02 14.61 1.42 1.36 2,60 1.76
4 104 35.15 12.20 1.16 1.41 1.00 0.98
5 107 34.37 12.21 0.2 0.83 T 44 443
6 88 58.24 20.56 1.17 1,37 3.59 2.63
7 95 25.78 9.43 1.08 1.40 1.79 1.03
8 119 23.35 11.51 0.86 1.08 1.71 1.03
9 100 24,68 15.26 0.59 0.91 2,57 3.11
10 121 30.82 26.06 1.46 1.5, 2.86 5.23
11 116 42,72 24.86 1.23 1.66 1,72 3.04
12 113 35.90 21.91 0.93 1.35 3.97 5.36
13 129 42,40 23.10 1.17 1.73 4.88 5.68
14 131 47.26 15.62 1.46 1.92 3.41 6.10
15 126 37.75 13.20 1.48 1.66 1.36 1.09
16 127 23.3L 9.86 0.54 1.15 1.5 1.17
17 134 27.52 12.91 0.93 2.02 1.90 1.39
18 143 37.26 19.31 0.98 1.68 1.50 1.41
19 124 38,22 13.68 0.71 1.19 3.75 1.93
20 132 4747 18.30 0.78 0,98 3.21 2.26
21 121 32,07 13.62 0.77 1.13 2,98 1.48
22 140 42.06 13.73 1.31 1.78 2.98 1.66
23 141 32,67 12.00 1.09 1.57 1.09 0.93
24, 112 29,70 24.25 0.81 1.61 2.03 1.52

Table
1 153 30.85 7.81 0.78 1.21 3,03 1.82
2 154 20,71 8.6, 0.48 0.88 2,07 1.52
3 166 42.32 13.47 0.98 1.12 3.52 1.90
4 172 46,26 17.27 1.16 1.23 4.88 2.35
5 143 37,62 11.14 0.66 1.01 3.16 2.3
6 144 49.99 18.89 0.74 1.02 T.24 7.11
7 153 28.90 11.28 0.28 0.96 2,65 2.66
8 153 27.,:2° 12.17 0.32 0.67 3.82 2,26
9 157 34.38 13.67 0.65 1.29 4,09 2,36
10 156 23.30 9.30 0.26 (.88 3.10 1.39




Table 24 {Continued)
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Completion T§ .& Typographical

Forn Errors

Task N (1/4 minutes) Errors
Number -
Mean SD Mean sSh Mean sh
Table
11 169 22.00 9.28 0.34 0.95 1.22 1.19
12 170 27.19 10.22 0.16 0.47 .34 1.68
13 161 38.41 13,96 0.45 0.82 4.75 2.99
14 166 46.29 1¢.65 0.63 1.20 5.38 2.87
15 153 37.22 13,26 1.10 1,90 1.78 1.55
16 150 29,78 11.27 1.03 0.97 3.41 2.39
17 151 27.05 9.45 0.46 0.92 1.57 1,02
18 151 42.50 15.46 0,62 1,00 5.14 2,50
19 155 31.21 12,37 0.25 0.55 3.77 1.86
20 160 35.84 19.17 1.16 1.56 1.72 1.14
21 152 25.52 9.33 1.06 1.74 3.63 1.81
22 157 40.85 14.00 1.15 2.50 3.89 2.22
23 155 30,76 12.78 0.51 4.03 2.85 2,00
24 155 37.95 14.68 0.16 0.50 5.87 2,69
Manusgcript

1 111 35.95 10.42 1.55 1.69 3.01 1.81
2 91 40.27 13,51 1.37 1.82 4.16 6.31
3 136 Y TA 12.01 1.16 1.6, AR VA 2.95
4 107 25.25 8.57 0.94 1.17 3.37 1.77
5 138 30.90 12.35 1.53 7.65 3.52 2.51
6 107 38.75 19.33 1.42 1.33 3.59 1.98
7 120 37.50 12.35 1.29 1.61 3.59 2.36
8 134 32.59 13.79 0.73 0.91 2,46 1.60
9 128 23.55 9.56 0.80 0.86 2.73 2,06
10 139 26,07 9.49 1.29 2.79 1.70 1.52
11 120 39.63 13,34 1.26 1.23 3.14 2.06
12 130 32.59 13.59 0.98 1.49 2,92 2.13
13 113 26,70 11,93 0.21 0.49 1.88 1.37
14 112 41.58 15.96 0.72 1,21 1,60 1.70
15 133 22,34 11.50 0.39 0.65 1,70 1.24
16 94 33.72 8,48 1,22 1,47 3.06 1.76
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Straight Jopy Timcd Writing

Although he has been dead mors thun a quarter of a century and did
most of his major work more than fifty years ago, even now the world's
best known iuventor is without doubt Thomss Alva Edison. It is to him
that we attribute the microphone, the phonograph, the electric light
and lighting systems, the motion picture camera, and many otheur
inventions of great benefit to menkind that we take for granted today.
Edison had very little formal educatlion, but he early demonstrated a
genius for tinkering and a passion for experiment. He had, as well,
tremendous petience, the compulsion to work for hours on end without
sleep until a problem was‘solved, a unique talent for leeding and
inspiring other men, a strong interest in practical benefits for
mankind, end the good judgment to ecploy as helpers tralned scientists,
withcut whose special !mowledge many of his inventions would never have
seen the light of day.

As an outstanding figure in the whole history of science and
invention up to pow, Edison stands halfway between the craftsmen of
the early nineteenth century and the theoreticai scientist of our time.
Our scientific knowledge has increased so greatly in recent yoars that
no one without speclial training could expsct to make major contributions
of the sort Eiison could attain in his time. It was, by the way, Edison
who originated the stateuent, "Genius is ninety-nine per cent

- perapiration and one per cent inspiration.n
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Deat
l‘hnk you for your letter of

Tour contract ¥No. fs being givea every coosider-
stion; however, no definitc deciefon will Le reached
mxch bofore August 2, Fourtaen bide were subaitted
fot this fob; therefors, you will understend vhy ft
will teke us €0 long to vesch & final decision.

The bide for this project ere handled by Mr. Cartwright,
who witl notify you es soon 88 & final decleion has
besn wade.

e hope the informatton contaioed fn this reply will
ssatat Jou. Lf we mmy be of further help, please
lat us knov st once.

Tours very teuly,

J. 1. Davideon
Purchasing Agent
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Geotleass:
This £s the second letter we have written

you regarding your delingeent acetuat, which
smouats to § and vas dua on the

Pleass give this sccoust your immediate
atteation se that we cen close your belance
os sur Tecerds.

VYery truly youss,

R. D. West
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Yamisordpt #1 Instruotionst Segin 1% inches from the top, using a 1} inch
1aft side margin, and & 1mngm #3de margin,

aé:%_,% Offes Crtontitsr Change.
A i tle dagyof tle Al-flokiosd offis wloe ot g
S fosndirtle fookbagts it o Ll didk, gurstid oo dif, ool
Wx;ﬂd /wn/énf,vb&z‘ ptatssic frAle byasrdlince. He
WWM@% wwtotar o gitens sAidd v Lo st
Jopi e o ey e A L.
e, ot il off il o -
WWM s p o g
Th “nito-tibrs’ —ﬂwg%ﬁu dogar —
St dissppaossdl, plocsd e Aoser, by the et ffmile
acnipive wwle e mocr indispensollidetly fusirsssrran.
P ;.% Y mw, Hidlmglion i the Offis Nk,

ML:& } Wr 1966 ), P ¥6.
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Mamusoript §2 Instructiona: Begin 1} inches from the top, using a 1} inch
lert side margin, and a 1 inoh right aide margin,

O > Rl Juda

L spsctinesy s e Uritid bt B passad. .
WM%W Ahilil foinin. 1966
Can 28t 2o e n e anetoge, i 20 ppurs.™ This oo
18- north, incrsace over e ﬁaﬁwg 68 g apats,

Longuity niss smanggttlons. Wbl mans
W&Mn/m P Well de hovtetroughfunds /o ll
Ao 57—5\—»47 e ind fo ooy sppsic ot et
ﬁ(d/ma?/ aniee T Well Lo St indbsile it provit ftuolon.
DTl oty ot A ity st ansioe

WLZMM 199 Cronnind G, (%%4
and o, be.), p 899,

2974, Bursace »éémmj@_r the B

(Weakingtsns: PO, /m) pe2.
ERIC
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Manusoript §3 Instmotionss Begin 1% inches froa the top, using a 1} inoh
m lsft side margin and a § inoh right side mrgin,
——

C—3> gffect of Dictation Machines on Job Requirements

'l‘ho&:u of dictation machines is bound to affect the work done by #a’ 2

typists, T¥h1le some people believe that any good typdst can J:‘uus’:uua,\u
Cawn o

machine trarsoriptionl)others feel that a trained person dees®shéibetter

ol ?ﬁmmirg out a mailable plece of work on the firrt try requires seversl 66;’3’
&4: understanding the meaning of the oopy, :uhot.ing margine that W'
result in attractive Placement of the material on the page, and, of course,

typing iocunu'-ly ant: ‘

13, Ry Les, Training for Typists (Detroits Mark Typing Co., 1960),
Pe 7o
gopues

2348+ Tay, Machipe Trangoription (Chicagos Bower Dictatien Co., 1962),
P 3

13
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Manuscript $4 Instructions: Bogi.n 1% inches from the top, using a 1} inch
left side margin, and & 1 inch right side margin,

FROPER SERTING <&
CroR OFFICE WORKERS

W#WWWM;“‘
NIXS o come. 4 dovtrals WMM /174’
o odjuctible te Ficleof o) and 1 0l by Moyt

of}ﬂ{a,am’bé’ﬂ?/ ?M&MMWJM LOrrvonan.

TR 77/ Wk é#l_.g/_(%:ﬂuaw#—

G /?47),9 /.

131



-124-

mseript $5 Instructionss Begin 14 inches from the top, using a 14 inch

'I left side margin, and a 1 inch right side margin,
Perserverance for Salas Sugcess
m'" {/7 {000 (ompenise
'f h A swvey of, Ciens?of overy type revealed that salesmen who give in

f

8n/one who hangs on longer than his opponent," . ..

g?p‘y essily du mot aucoud.i "rhu supports the M’ t "Vicboi ry Lo
3
7€

‘@’E’munmom "Salesmen Who Win,” Sales Rosesrch Quarterly 18:
122.123, Decenber, 1950,

o
d&f“?”
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Mamsoript {6 Instructions: Begin 1} inches from the top, u1sing & 1} inch

left side margin, and a 1 inch right side margin,

w1
Wn(l‘;f/y ———3> 50CIAL SECURITY TAXES

tioelal Security taxes are relatively new on the American scens,
Isgislation was initially introduced in 1936 and went into on
Jamuay 1, 1937+ A nurber of amendments since that time bave brought
under its coverage a large segmsnt of the population.

Zn the beginning af 1% o1d age and survivors' insurance tax was
levied oa the first $3,000 of income,! This emount was matched by an
equal contribution by the employer, Today, the tax rate has risen to

b bf on the first $6,600 of income for both exployer,
)
with wdditional ircreases already phrnd.

A

Iarthur D, Madison, ma_%gweer&m_:m
(Bomwn Harrison Publtshlng Coasy ) P B3
1 ik At oty onp.
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Mermsoript §7 Instructions: Begin 1% inches from the top, using a 14 inch
loft side mergin, and & 1 inch right side margin,

- Jorer
undviedts ‘)m Parce) Post is of t\rotyp‘f:

%%“‘) While most people kow about the former, few are aware of the

method of bandling fordfign parcel post, unless he happens to be a
v M - mven:‘;ﬂ’wm. all parcels mst carry the notstien 1&"‘1’1“, Nadl® and
bear the nams and address of the sender, international parcels muat
W 8lso include a customs tag, which can be obtained, from the postmaster,!

Y,

—

Foreign packages should be handled only by’\pos 1 e 8, a8
eune’Tates and conditions frequently changs. A pesksse for a
foreign destination should never be placed duet’in a letter box.

u;Mn of Intermationa) Mail (Washington: GPO, 1968),
P .

1o bt
- 4 PV

e 131
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Marusoript §8 Instruotions: Center this copy both nruo;l'l\y and horisontally,
You will have to @ unu nduneo how much

m%w /«‘W%W‘Mﬁbﬁﬁ
Doudle spore —> X
wm
Tl P S
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Yamusoript §9 Instruetions: Begin 14 inches from the top, using a 14 inch
: left side margin, and a { inch right side mergin,

/&U &fdz—> Vacation Celender

Department heads are requesied to submit to the personncl manager
by June 1 a scheduls mm for all employees under their
anponhinn.% in sarlisr years, older uployua 4&\.,!;"0 first
choice of vacation dates .1 New oaplgywus-gcz’i day for each month,

1Ses Personne) Fotice, No. 5, February 10, 1968,

O
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Marmsoript §10 Instyuctions: Center this copy both vertically and horizontally,
You will bave to estimate in advancs how much
space you will need, and place it on the page

aoccordingly,
WL—-> To ALl Branches
[ 21/

Details on cur mnll.m will be sent to you by July 20,
The new line will be advertitad nationally during the week befors
Labor Day.q- All remaining summer goods are to be advertised in

” abet{ocal papers in an effort to clean them out by mid-August.

—>
SPAY T “huss offioe 15 to be tnformed gy, by vire, of M

atill on hand, stariing on July 5.

Sales Hanager,

Yarusopivt #1 tyustions: Begin 1 inches from the te~, using » 1} inch
1Ine l hgitnugowgin.udl‘lm;hwtamomm.

w 6rw\‘“> Computer Files

The use of high-spsed filing systens end oorpaters '.Iww
retideval of personnel info.watian raises meny W.’qum on
invusion of Mmcy.q’ There 1s & tendsncy to collect more information
becuuse of easy storege, Mch of this information, however, is
not essential for qunt{?mmmm. Secomdly, as & person usually
hes no idea of what s £1led, he hes wo self-defenice sgainst false
inQOmetion.l Finally, with mychine inter-shange of informtion,
acoyss to records by illsgal tapping 1s a serious pmbh-.z

——

£, Lanhan, "EDP in the Personnel Departmnt,” Pergopnel,
MarcheApril, 1967, pv 22,

2), P, Westin, Privacy and Freedom (Kew York: Atheneua Press,
1967), po 161,

t
2 \b
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Yamsoript #12 Instructions: Begin 1} inches from the top, usirg a 1} inch
left sidc mergin, and a 1 inch right side margin,

THE MECCA OF THE WORLD

Peopls of all naticns have been attrected to Pards, meking it
the unorownsd capitsl of the world., Fortunately, tvo mejor wars have left
her virtually unharmad, and she remains & oity of besuty ard culture,

Paris was originally callsd Lutetia by the Gallic Tribe of Parisiil
amd came into historic prowminence shortly besfore the birth of Christ.

The Romans bocame interested in the clty and corquered it during the
first century A, D, In tho third centwy, barbarians took control of
the oity from the disintegreting Roman Bupire. It wa: at this time that
the city’s name was changed to Parls.

Lincirev T, Jasksen, Tje Criine of Paris (New York: Tands
Publishing Ce,, 396‘0). Pr €o

8 198
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Yerasopipt #1) Instryotiong: Center thls both vertically and bo
. rmmlh":oz.suuuhmmo

et |
Srace —>
Mot Glly
ww%«t—m»m% oot g 4l

s oo e apply f o sl Ll rly el
cailains

o
Wit Siliplos callo cun e “collt"if thopraon-
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b 1 Center this sopv both vertiocally and borisontally.

You will have to ertimste in advance how muoch

. space you will need, and place it on the page
MJ&FL accordingly,

Modern Telephone Servioces
mm&ummm
Keep your office open 24 hours a day, Mmmmm
ansvers your telephone ard, if degfied, records messages left in your

T e

q}mmm oomnhnooof.xhnlim They come ir many
beautiful colors to blolﬂ with your furnishings,

frgpe

Spelosrphones

senailin ”“’:3’
A “l.lmpbom ploks up your volce from fest avay, Your
hmdsmrmw.ndmmummviwntmuu

the "*'l

Call Director
W} Mﬁm—mm connect you with other extension phones.

You can hold some calls while answering others, signal other phones,
and talk in oonferende to a rumber of other phomes,

140
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CREDIT PonicY
ol Bl + & st frindid o
prirsigle af iy matinirs pualty and wrice o
Baoie 2o thia da Meorsed o Kieping o e costt
of colloclios. Thufas, we bove cask dealinge witd |
Aigh rnsddit palinga, T anboms cosd it b oifinded for

7 dag elling Aisftoaf e gonda
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Vamgopipt #16 Instruotiona: Deglr 1} inches from the top, using & 1} incb
loft side margin, ard a I.i.nchrightl.dugin

oo Qg
Ve ttsana o e pepid st f e srpnis frinn
ofp utinsss Sards i can botine v tlort ftiree ot
Miinguiy G roms 2he propistialp ord. pattsnalis. The
coporalion Ao a«/pfd’/mw;mﬁbiaﬂ,. Mreesiva it
AN . oppliclin Fotle o gorvinmint, Though

mc) p: 37
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