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. . . Toee,
r . : . o a

The National Assessment of Educhtional Pro-

‘ject that surveys the educational attainments
'of 9-year-olds, 13-year-olds, 17-year-olds and
adults (ages 26- 35) in 10 learning areas: art;

"/ . rcareer and occupational development, citizen-

shlp, literature, mathematics, music, reading,
-science; social studies and writing, Drfferent
learning areas are assessed every. year, and all

.,.measure changes in educational attainment.

Each assessment is the product of several -

years’ work by a great many educators,

scholars’ and lay persons from all over the

. country. Initially, g
objectives” .for eac
goals that they
'achlevmg in* the cdurse/Gf: their education.
Aff,er ‘careful reviewsy 'these objectives~ are
then given to exercise (1tem) writers, whose
task it is to crdate measurement }ools
appropriate to the ob]ectlves

people’ design

When the exercxses have passed " extensive
reviews by sr'r‘bject-mat,ter specialists,

v
B

.

-~

-

-

~ gress (NAEP)- is ‘an information-gathering pro-

areas ;are periodically reassessed in order ‘to

' measurement experts and" concemed lay
.- people, they are administered to probability

1974)., e,

samples from various age levels. The people
who compnse these samples are chdsen’in
such a way that the results of their assessment’
can  be ge eralized to an entire. natlonal «
population. That is, on the basis of  the.
performance of about 2,500 9- year~olds on a
given exercise, we can, generalize about the
probable performance of all 9-year-olds in the
nation. -

—

Natlonal Assessment also pubhshes a genera.l

- information yearbook that describes all major

_aspects ‘of the Assessment’s’ 'dperation. The

reader who desires more, detarled information °

" about how NAEP defines its groups, prepares _

and scores its exercises, designs its- samples,

ranalyzes the findings and reports its results
should consult the ‘General Information
Yearbook.!

v

lGeneml Informatton Yearbook Report 03/04 G
(Washmgton, DC Govemment’ Pru\t/l‘ng Office,-

ety

e 7/
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e addressmg of envelopes to the. writi
- various kinds of letters and. -essays, . zgt

from that assessment,
- 1969-1 974,
. structure

and ' ‘mechanics . of

2 ) ‘ Asecond report focyses 6n informatioh about -
! éxpressive: writin abrhtles This;’ report
o .focuses on persuas ve and expla’natory wntmg_ .
e thhm t el letter w Sting mode. :

o Pe'r,su v '_t"'g_
| represefit-two bajic aims of discoudse: Ip -
T -/ ‘theory,

¢ is audience. vriented; e
mg is sdbject-matter orjen Yet in the
.practice of writing, these harp ‘dxstmctnonsv

example, persuasive wrltmg Jds audlence
oriented; however, certain per§uas1ve wntmg
taskg demand e:;planatory writing as well. In

" exphclt evidence are important in. orderto
explam as well as to persuade effectlvely

'

, asked to use both persuaslve
skills in writing, letters. covering a wide range
of societal demands and obligations. In this

~

report, thése letters have been divided into
the two broa‘d'ciitegories of social letters. and

LAERY

-~

[

W‘rxtmg Mechamcs 1969 1974: .A Capsule
Descripfion of'Changes in Writing Mechanics, Re-
port 05-W-01, 1969-70 and* 1973-74 Assessments
(Washington, D.C.: Government Prmtmg Office,
1975). . | .

=

973-74' national 'a'ssessment of wntmg
any”- tasks ranging from’ the" '

o rewriting of essays. The first report of results- -,
Writing: Mechamcs%.” _
fdcused upon changés in. the -
‘student’s - .
.compositions over four- arfd five-year periods. -

»/each has' g distinct. fogus persuasive -
‘éanatory writ-

break down. The: goals af any given rhetoncalv_' ¥

: sltuatlon must be viewed along a continuum "V}
upSn. which . various’ purposes aré to' be met: -
and various  devices -are to be used. For

such situatfons, categorical organization and -

—_— | In the writing assessment refmden‘ts. ‘were
d explanatory -

usmess and vochtlonal letters, reﬂectm adl-

ion established: in the’ objectxves deve
forthe 1978-74 writing assessment by many
educators in ‘the ﬁeld of Enghsh and composr-
honz D -\ S e
An assumptlon mherent in these letter wntmg
ta«s\l;;] is that they rPresont atﬁemp to
accomplish - certain goals. If the task is
. fully enough defined, theére are some wntmg 13

- strategles that. will aeepmplish that’ parhc

mbple example, a thank: you‘note fora
' reqmres certain: internal coriventipns, s_uch as
( - saying -thank you,” showmg,appé(:natxon 7and-
-~ naming the gift. Notes that include- these
- things are appropnate those that do-Tiot are
‘x mappropnate,fno’ matter how well wntten
‘Respondents who understand the nature of
" writing a- thank you note will be able to -

o respond appropnately to the task :
Expenenced Enghsh and composntnon teach-
-~ ’‘ers read and categorized the letternwntmg

s found.in thlsgeport They discussed
rationale for each ifem, studied the sconng
- guides developed by the writing consultants

number’ of’ trammg papers t efore théy ¢om-
» .menced the final reading.* Throughout the
process, NAEP staff monitored reliability and
 fine tuned the’ procedure to maximize ef-
- ficiency and minimizg costs. .

. Readers of this report should remember that
these papers were collected under test-like

y  conditions and represent, first-draft writing —

. . . .
! -
2 See Writing Objectives, 1973-74 National Assess-
ment of Writing (Denver, Colo.: .
/. mission of the States, 1972) for a detaifed descrip-
tion~of the ob]ectnves and the procedures involved
in- their development

J

-~

xiii

. and tHé National Assessment staff, and read a

Educ:‘gtnon Com- -

. I', whilé\others™ will fail to reach'it. To &kaﬁ, Y

‘I"

R .
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. o groups' x{mdmduals respond to certam ex- .
R " ercises. groups are’ characterized by age,

N . sex; race, region of the country, leveél “of ' 200 000 apd not 1{luded Jn the h1 h- or -
B _parental education, and si%e and: type of / - . low-metro groups T 7 - S
AL commumty ’I'h&e, groups are deﬁned aafo . o~ T '
Yo lows i ‘ e . Medzum city. Cltles w1th populatlons be-"
T T g : [?‘ , - _tween 25,000 and- 20(},‘000 o
P . SER I - . co. A
: ‘Sex . . . Small places. Com unities. w1th a populatlona
R N o . of less than’ 25, 000" and not in the extyeme-
...+ . Results are presented for males and females. = . rural group o . .

2 . . . ,J B : . - o .
: . - . v
4, . - : =~ A N

R WE . . - o L7 T
b e R_aoe - I e A. EEE Parental Eduoataon // e

Currently. results are reported for blacks and » " Four 'ca NE s-of parental e{u tion are del:‘.
a

e ’ whltes . . ' fined"‘b tional #Assessment. ese cate:
R o .' T .gories ipclude: (1) those whdse parents have
i S " » " e A _ had*no high school education, (Z) those_ who-
;(and ‘Wpe of Commumty (STOC). ' \ have at %east one parent with some’ h&t .
_school Zducﬁ‘tlon (3) those ,who have 'a
o Co?nmumty types are 1dent1f1ed both by the, least one parent who gradiuated from high
e . size of the commumty by the type of school and (4) those who have at least one
employment of ‘the maj0rity "of people in ©~ * parent whg has had some post hlgh school
+ the commumty g \ . educatlon » _
) T R s ’ N

J
‘

H'Jgh metro (hr -socloeconomlc or afﬂuent o -

v
. ur 5 com itiesy. A i
ban and Uburban ommunities). Areas in 3Populahon sizes were determined fronr 1970 Cen-

or around ~gities with a. population greater sus data. Ogcupations -were estimated by sample

o . ST _ Cne T ;..’_

Main big city. Commumt1es w1th1n the c1ty :
11m1ts of.a c1ty with a populatlon over

n 200, 00 "wheke_.a high proportion of .  schools. ‘- , A

|
*

» s . R . g ;‘..‘-_-“ '\ L '
e ~mthm certmrr t1m1.r constmmts The sconng i ”the residents are in professrénal of mpénageri-  J
oo T ‘ériteria used in describing and evaluating the ~  al pos11:1ons’3 o sl T
PR -i',;{}__ipapers take: this factor into. -account. This . - VoL Cael .
.7 o studycassumes, )'mwever, that we Can learn'a - . Low metro (low-socroeconomrc or 1mp9ver-, .
‘ it/deal about persuasive ‘and explanatory ‘ished urban). Areas in or around citi€s with-
. ‘.. 7 wriing, as ‘well as lettet wntmg abilities, /- a population greater than 200,000 where %
, “from such papers e : - .. - high Rroportron ‘of the residents are on wel-
e, IR ‘ St Tr ® ¢ fare or are not regularly employed > ‘S
' ©. Some. of the letter w.n‘tlng exercises were T s v
.~ part of tﬂe} 1969. yntlng %Sessment For' - ‘“Extreme rural Areas w1th a populatlon :
. these  items, /we have data ‘on“changes in let- - 7,7 under_16;000 \where most of the res1dents -
-~ ter writing ablllty over time. . ¢ . are férm  workers.d .+ Toa T
R TR P L~ UnbanN\fri ge Communltles w1th1n
W . ﬂ portmg Varlables _ \‘ - ! ‘métropoljfan area of a city with ® a, a,;,. .
LA S a v - tion greabd _than 2003800 outside the ‘city
T Natlonal ssessﬁ)ent, unhlge most testlng' h“mlts and not.m the high- or low:métrq
S programs .does not report scores for indi- R groups = s )
IR “viduals. Rather, it reports how defmed : L

“a

v
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“ + The country has been 'di\r'id'ed in,to'_four‘ré_.-'
. " giohs "— Northeast, -Southeast, Central .dnd "
' ~West. The statey that are inclided in each re-
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—Tl 4 Writing"\Tec¢hnical Report: Exef_qike Volume,” Re-

port 05-W-20,°1973:74 Asséssment’(Washington,” .

*+ . B.C.: Government Printing Office, forthcoming). ¥
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’The two kinds’ of wrni, . & e
oo tion conform to. differen. .o...entivus and
< s require dlfferent approaches’, ‘

Exercxses 1 (thank you note) and 2 (get well
note) -are persoq‘al in -nature ‘and represent

.informal 'writinrg. The main cril ion £
: Judgmg adequacy of phese letters is the ac
oo curacy ‘of ‘the ipfoymation transmitted and,
v - " - where appropriate, ithe tone and.style of
gommumcatxo Exerclses 3 and 4 are more
tmal, ‘the writers being required to repre-
‘sent someoné or some organization in addi- -
.10’ themselves. Thl8 'kind of writing de-
( igher. levels of explanatory- and per-
) _ ritm g skills ‘and a greater degree of
+ '“correcthest. To write something that

/- represen ypur views' alone is one thing;-to
wnte a piece that represénts a particular so-

s eial up is another: For:these reasons,

_ 9-year-ol ere ‘asked to respond to items

w. 7 of an informal personal nature only, while

. :18-year-olds were asked to write more for-

we o - mal letters. g .

q

" guasive-

e

."(' . Personal Letter Wntlng ‘_: . ,., |

o Althpugh little lett,eﬂ&wntmg of any kmd 1s

. _ have uaually learned simple ‘conventions of
letter writing in school and have written sim-.
" ple-personal notes to friends or relatives.. In
the’ followng two exercises, National Asseds(
ment examines the ability of 9-year-olds to
formulate simple thank you and get well

snotes. o) _ ‘

éXERCISE 1 Writing.a Thal;k_You Note

Think of ;qmothft\g‘that you would like to have
very much. Pretend that you are’ Pat Brown and "

“done by most 9-year-plds, these children ~*

»
ce.4

someone you Know -veéry wa
you. S
Vv

Write the gift you would like to hdve in this box. ' .

e

S A

Tell who gave it to yod in this box. .

v Write a 1etter to-that person saying tkank you and

tollmg why you like%the gift. Sp‘iee is provided ori

-@ﬂhe mxt two pages. \ e s
A e

'I‘h_e thank-you-nbte exercise seeks two basic

kinds of information:” whether 9-year-old
writers successfully expressed appreciation
for a specific gift and whether they invented

ons for liking the gift. The key forms in

" the ctive are “write a letter saying thank

‘you,”’ yvhlch sets up a conventional social-

situation; and ‘‘telling why you like

gift,”. which requirés the respondent to in-
vent appropriate details. Is the child aware
that in a thank you note one.should say
“thank you” or express appreciation in some
othér way? Is the child aware ‘that’ the gift
should be specifically named or at’least de-
sciptively identified-as a way of showing its

value- or -to—distinguish —it- from-other- gifts?- -- o

Additional persuasive details, involving elabo-
ration of redsons for liking the gift or estab-
lishing the personal value of the gift are also
desn'able responses to this exercise.

. -

13 »




"‘ a . FR ' -’/) .
' ' Tf:e letters were placed mto fo
egones

®

o 1.* Notes that ‘did not identify the gift,

dentified gift or were not thank you

°  'notes. These responses were eonsxdered

. ) ¢ e M . -

.=+ Y inadequate. Pwo examples gf notes m

St gonzed in thxs way_are: :
'Dearfr/end '-’“. —

“

e o L tha k yo‘a for the gift! )
a u ) ~Love, '
’ ' ' Suzanne f

- \ . 4 .
! like because | can play with it.
@ . v ¢ A

2. Notes&tha_t were clearly thank you
notes. In these, the gift was named or
clearly identifiable .fr the content of

A
. pression of apprecxatlon, usé or satisfac-

tion. These responses were tonsidered to .

be basxc Some examples mclude

-

464? Granﬂfon

! thank you for that wonderful lemon cake.
o . o N . ‘

-

Love Mgther
Ry

— dere dad,

¢ I

/ Love ‘the ¢ar and jacket next time bring me a base
ball bat and ball

&,-' - 3.

0

Notes in which the item was clearly

ter, and apprecxatxon or satisfaction was

expressed in some detail. These respons-

es were considered competent. Examples
- of these notes include: , .

—

Dear Dad & Ma

(.

_ — e Thank-you for the 5 dollars.. | gave.it to-a-home . .. -

¢ that needed it Thay bough some food and some

general cat- .

showed bare appreciation for an uni-

the letter; and there was‘a mmlmal ex-

identifiable from the context of the let,,

- S 14

“choee for the.baby. It was a lot of help for‘themfr'

" Your truly,
P ~Roy . o

0
T

» ‘Dear Mom ana"ﬁ%’d
Thank you Fa[ the g/ft you gave Jme. / Like it very
' mach/ have b/n' r/d/hg it evry day. '

.en °

< Thank'f/ou' i
Love, X
7 - Sandy

. ' \

4. ‘Notes. that had fully developed
,,?« responses. The supporting details had to
be appropriate, as well as vivid or signi-
ficant. Furthermore, -imaginative reasons .
for gratitude were included: These re-
= sponses were cons;dered excellent F‘Eu‘ :

example o ‘e e b

Dear Dad, ,

), / //ke the go-kart rea//y swell. ¥ //ke it even- though

. it-is really not a go-kart, it is a /awm mowr fixed up
like & go-kart. Thanks for it~But what- | need now* -
is gasoline and pa/nt / need the paint so | can paint
it Red, Blue and a Whité number 43. | want it to
be just like Richard Pettys car. | rite all the guys -
on ft They all say it is super. If | codid get it going
faster. .

5. “Unacceptable” responses included illeg-
ible notes, essays about some other sub-
ject and blank papers. Results for each’
categoty appear in _'I‘aPle 1.

Approximately ‘23% of the 9-year-olds wrote
inadequate thank you notes or notes that
were not categonzable in substantlve terms.
.Among the 77%.who wrote acceptable
" ~notes, the overall quality varied considera-
bly. Girls appear to have more highly devel-
oped skills in this area — 62% of them, tom-
pared to 45% of the boys, could write a
competent thank you at this age. Fewer’
black and low-metro students wrote compe-

_In fact, their ‘percentages of noncategorizable

“

%ent notes-than did students-in-other- -groups:— - e



—

L

S . BN Y
. “ . - TABLE 1. Overall Quality of thq Thnnk Yﬁu Notes, Age9 “/ o _’ !
* Evaluation of _ I R ) _ Percentages o . :
Notes ° , National Males - Females  Blacks Whites High - Low -
: _ g . ' ' " ’ ‘Metro Metro :
‘. o b -~ ‘0 7 \,} T
" Inadequate 15 17+ 14 120 e o130 21
Basic . *22 27* 17t 122 . 22 237 .
C‘ompetent 54 44* . 62 39 - . 58“' ,,\60 A42%
“Excellent Pl 1 2 ! RS AR LI
“Other** ' 11 6% 18* Q‘ J‘ 1\5 .,

;}:ﬁg 8
"Indzca?es significant diffékence frong the nation.

""Include.v no re:pomg, xllegzble or x‘ncomprehen.nble paperx about a dxfferent topzc and I don ’t know

-
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“"pgrqentage. -

o' 2) ‘9-year-olds
following 1nfomiati. s

EXERCISE 2. Writing.a Get Well Note

J etter based on the*

" Pratend that one of your classmates has hurt his_,leg'"
_and will have to stay at home for a fong time. Your

class would like to cheer him up. You have all de—
cided to write him letters.

‘Write a letter to your classmate. Write the kind of

Iettar you think he would be happy to get

The naturé of the directive madejit impos-
sible to de ine a firm standard of accept-
ability. In someé cases, ;a ‘sarcastic or caustic
note might cheer up @ friend as much or
more than & traditional get well note. Since
the nature of the friendship would deter-
mine the tone of the note each student
wrote, only minimal standards of-acceptabili-
ty were established. The ovérall reSponses
were categorized as follows: .
1. Acceptable responses had a letter body,
were readable and on the subject. Exam-
ples include:

Dear Jim,

mast Valentine’s Day. Ill bet | will'send out the

Our class is writing you a letter. Just think its al-
most cards. How igny peaple singhed your cast?

"." day. See you soon.

" How is your /eg? We all miss you & ho

’ Y}wr going to £
friends is giving you.a surprise. | would r@!l yo

‘one think is that where all coming to see

" P.S. My bird says see you soon.

» ~

be feelmg be

-
)

Yéur friend,
Sue o

Dear Steve,

Sb habpy becaus 6ne of your, best
who it was but then itiwouldn‘t be: a surp

play games .a tell jokes /usr like it was, your '

X s
From
Karen

Responses were unacceptable if they
- were unreadable, or were not letters or

were hot on the subject. Some examples -

include: < . '

2.

Chris hurt :hisk leg and | am going to send him a letter \
to cheer him up and then i am going to give him a gift
to cheer him up and some money to0o.

’

Deer Jim, e

| hope that your cat. get well a gan. 'So he hope she =
did me to. .

Form Willie v ’ ..
to Jim’ '

! wood help hlm and ger'h‘e/b“ and ca/l a Doctor

L4
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Aruitoxt provided by Eic:

-

).“ Other responses inclujed those where " Another Natibnal Asseéssmient exercise that
: ~students wrote something like “I don’t " evaluated- skills in usmg various letter wntmg
know’ or gave no' response at all tp the conventlons is shown in, Ekerc;lse 3.

ekercise. < T S a R

RN ~

‘Table 2 'p'rc')vides the p‘ercentages of students b_/ L _,9(‘/ - .

in each gf the categ ngfiﬁ 1974. The per- : _RICISE 3. Parts of a Letter
centage of students swering acceptably did
not change slgmfican?ly between 1969 and

1974. "The 1974 .national percentage of ac-

Here ate some parts<of a- Ietter erte them on the
blank lines where you thmk they should go: Do

TABLE 3. Specific Aspects of Get Well Note, Age 9

«

'ForM’ChamcterIstics ' ‘ Percentages _
. s National ~ Males  Females = Blacks Whites High “Low
> ’ SO Metro Metro
Acceptable greeting ! 69 65 73 53 74+ g5+ 52
Acceptable closing 51 45+ A 0 - §7+* 69* 26*
‘ncludes letter body ’ 92 91 RE L B+ 95 u7e 81*
Readable : 94 o1 T upr s gas Y s 99 g4+
*Subject-specific S 92 B9 ver T Ty der 99x Bty
All aspects acceptable 44 39x 50+ 24x 50* 63* 20*
. >
“ *Indicates significdnt difference from the nation.
L4 \ "
4
: 3
i 4
oy ’

B

ceptable msponses,,ls hxgh (90%); the differ- N,? T w"tef letter. ) ot
-, ences for boys and gitls are nat partlcularlyv - 267 Main Strest ' Dear Aunt Jane,/
notéworthy, though lthe edge- still gobs to . , o - ,
the girls. Although. thrée out of four black: wlune 23,1973 ‘ « ‘Your newphew,
- ; s f Midlsnd, Ohio 45148 . Albert Clark\.
and__}pwzrgggq - ‘r-olds resporrded accepf :
TY: ox ‘these percentages w. o
)\al levels. P — e - .
Data on spemﬁc formattmg characteristics .
for the get. well notes written in 1974 are , S e ~—
found in Table 3. In general, the percentage o —_— {
" of 9-yéar-olds a(:ceptably using the various ’ : " ~
" formatting techniques declined between . o S S
" 1969 and 1974 in all of the groups. Approx- . v
imately 50% ‘of this age level acceptably for- : i
matted all caspects of the letter in 1969, . . -
compared to 44% in 1974. - ' '
s - Y. . FABLE 2. Ogerall Quality of the Get Well Notes. Age 9
Category Voo Percentages .
' . National  Malfs . Females (Blagks  Whites  High Low
: ./ Metro Metro
Acceptable . 90 g7+ EAL 74+ 93+ 96% 74+
Unacceptable 8 10* A 20 5* 4% 17
““Other** . 2 3 ] e o 0* 9 ®
*Indicates significant difference from the nation.
**Other includes no response and I don 't Icm‘w. - ) - -



This exercise was scored on the basis of the
conventions commonly ‘used”in writing a let-

ter. These include using the date the writ-
‘er’s_street.address; city, state and z1p code at

the top; a greetmg, a closing; and a’ signa-

turés Differences- in the abilities of 9- and
13<year-olds' were rather obvious. A greater

", . percentage of 13-year-olds knew these con-
" ventions in all eases; however, the difference

o

between the percentage of 9- and 13-year-

olds kriowing any given one varied from 10 .

to 29 percentage points, dependmg on the
convention. The greeting lme, of the letter
was the most commonly kKnown at both
ages, ‘while the return address lines posed the
greatest dlfﬁculty Table 4 gives the percent-
ages of 9- and 183-year-olds giving various re-
sponses to each item. |

LN

: < -
i TABLE 4. Conventions in Letter Writing: Percentages of Respondents
, \‘ Properly Usmg Each Convention, Ages 9 and 13 =~ - -~
2 . - . . Accep(able ;‘ Unacceptable - No Response -
( Top line of return - rm Ady ase 5%
address . T80 it - 10 - 1 !
[ < . . . R
=~Middle line of return S 53 7 7 A
, ~ address . . 64 34 2
\ . R v )
Age 9 Bottom line of return . 42 48 9
S Age },143 dddress 66 32 . 2
" ¥ . L] . . . .
] Ageﬁ) Greetingline 84 ) , , 7 ¢
‘ . Age 13 ‘ 96 3 A 2
, Age 9 - Closing line 50 - 26 * . 23
) Age | ] 79 . 14 - ' 6
o v _ ; ' Y . '
Age 9 Signz(tLure lirte T 49 2 25 :
. Age 13 177 15 8 -

\ e -

P
Two forms of t.he return address ;v/fre con-

start or end w1th the date; however, in
either case the street address had to precede
the city, state and zip code.

14

While 55% of thesolder group could use all
six letter conventions properly, this percent-
age dropped to 26% at age 9. A comparison.
of the relative performance of boys and girls
and black and white students shows that the

differences in achievement levels tend to -

either remain constant or increase as the
§tudents get older. For example, the percent-
age of black students at both ages success-
fully completing the exercise was approxi-
mately half @hat of the whites. The relative
difference in the performance of boys and
--girls-varied considerably between ages 9 and-
13. By age 13, the gap in male/female per-
formances had widened appreciably; girls

. .

A

Aruitoxt provided by Eic:

sidered acceptable Students co aelther(/

were doing far better than the boys on this
item. Black students at both age lévels and
students who live in impoverished, urban
communities performed far below the na-
tional levels; and their distance widened. with
age‘ Those in affluent suburban and urban
areas performed above the national: levels.
Table\S illustrates these ﬁoints:

TABLE 5\ Conventions in Letter. Wrmng Percentages
of Respondents Properly Using All
ix Conventions, Ages 9 and 13

v .
) S '‘Age 9 Age 13
. \\
N#tion A Yo 55%
Males 23+ 44+
Females, 20+ 66*
Blacks 14* 27
Whites 18 60*
High nmietro . 34* 67
10* 30*

L.ow metro
-

*Indicates significant L!iﬂk’ren(‘c from the nation.

A3 ]
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Aruitoxt provided by Eic:

- your point of view' and “explam

’

At age 9, the percentage of students success-
fully using all six conventions did not
change significantly between assessments.
However, at age 18, there was a clear im-
provement. Nationally the improvement was
6 percentage points (from 49% to 55%); girls

improved 9 percentage™points and white ..

students improved 8 percentage points. Low-

metro students, on the other hand, declined: s

8 percentage points in a four-year period. . - -

2 ,
—~

Organizatiopal Letter Writing |
In the following two exercises, 13-yeélr\iol_ds
were asked to write persuasive letters about

school situations, taking the point of view of.

a concerned student. Responses were judged
on-how well students _presented and support-
ed their arguments. Exercnse 4 measuxes the
ablhty of. the 13-year-olds to prepare and
support arguments. ,

g 1
A &

EXERCISE 4. A Letter to.the Parents Club

Imagme the Parents’ Clgﬁ of your school is“sponsor-

- ing a Friday evening dance for the ‘eighth grade. -The

dance hours are from 7 p.m. to 9 p.m. Many
students feel this is .not long enough. Pretend that
you are Pat Smith and write a letter to the.Parents’
Club stating your point of view. Explain why you
AGREE or DISAGREE with the idea of ‘§ ‘dance
from 7 p.m. t0 9 p.m. Remember to take only Q\IE
point of view.

s

The key, terms in the directive dre’ “statl g
" whi
requires a persuasive ornentatlon -as’ well ds
the need to define ‘a posmon, and ‘‘many
students feel this is not long enough "’ speei-
fymg the issue. .

g
There were three types of lettcifs. -

1. Letters in which the writer did not take
a clear position, or did not give any
reasons for the position takep.

These resporidents may have taken a

position, but they did not presentc' an argu-

RN

e

change. Still others may present
¢vidence that, because of thej

L :
///'ng to ask you to.lengthen, the dance one
|feel three hours woutd be-more sufficient

‘Déarf Parent's C/'ub
/ l/ke the ldea of Ahe: dance. But don’t you think
what time it shoqu begin and end?
! hope you consider the idea.

Sincerel v.

" Pat Smith

8th .grade Student |

.
Dear Parents’ Club

the students of the eighth grade do not think that
the dance hours from 7 to 9 are long enofe They
think that the hours should Qe /onger because if

~ they come at 8:30 they will only have a half hour

18

6

to- dance, So if you change the hours tb 6 to 10 it
will give them more.time to dance. But on the
other hant! some k/ds cannot stay put unt/// 10 at
night. So make your decision.” - 't _

o Yours truely

the 8th Graders
Letters in which the writer took a clear
.position and gave one unelaborated
reason. These papers showed some evi-
dence of inventing arguments. The writ-
er took a position and offered minimum

the hours are .tp‘ear/}? Why not let the kids decide .



. pers démonstrated inimal acknowledg
ment of the elements of argumentation:
. syntactlcal cues (i:e., connéctives such as
. . ‘since,” “because, e if,” “but,” “so”)
1 are often indicative of this acknowledg-
ment Examples mclude

~

Dear Paren ts Club ’

/ fée/ that your Friday evening dance should be
~ longer . Qan twohours. All the kids iny age feel that
they sould have more time to talk ‘and discuss
. th/ngs with their, fr/ends without having to worry
about school and mak/ng it to’class on time and
other stuff like that | would grately appreciate it if

you would bring this up.at yodr next meeting. "
: R
S
“y Sincerely.
Pat Smith .
‘o to the parents club - . .

/ d/sagrae with the Dance from 7 to 9 beacase when
your at a dance time gobs by so fast and seems Iike
your on/y there foi a little wile only when your
having fun and when you gb to danses you usually
have fun.

~Beacase it is exciting when youfjat a dance-at least i
think so and that is my point of view.

1

From Pat Smith

| : Cnd

Dear Parent Club,

! think the dance time is hot long enough. | think it
should be at least 7:00 to 10:00 because most of
the Kids like to dance, arrd we all en/oy it So-/ \
think it should be a longer time.

' Thlank you
Pat Smith

-Competent. letters. inr‘which the writer

presented -two or more arguments, or

- one that was elaborated upon. The writ- \
. . N

-

Aruitoxt provided by Eic:

-

19

Sixty-one percent of the 13-year-olds showed .

* ~ . i
7./
er took a position ad gave éeveral bits
of evidence or argu jents to substantiate
it. These papers psented reasons for /
agreement or dl_greement with the = /

plan; such reasonr’- were supported or_ =/
elaborated with de ils or evidence that
.were concrete and, becxfnc Some papers
showed a specxf:c' awareness of the need
‘to have more timé/‘to partxc;pate fully in
thte typical actifities of & dance (i.e.,

« {fby the time gyou buy your ti¢kets, —
;ﬁhng up your codt and eat’ or “by the- .
@tlme shy people [or kids without dates
I tan begin danci g,” etc.). An examp

is type of quter'#;

' - 0 T \ ‘_‘
I would Ijke to thark you‘ior giving the dance for

thé e/ghth grade students. ! disagree onthe time ' ‘
schedule. It should last about 60 min, /onger As . o
you know most students need to get their pa

" ~consent and to ask. them for transportation to the'

“.would have about the sa

dance, Th/s way the studen'ts who would arrive later . L
time as the early J g

arrivers. Also, most students fhink since this is a = /
Friday and sthere ‘is no schogf the next day, they : !'
could stay longer. | would appreciate if the Parents’ S

Club would ge

together and try to_consider these
changes. . c
" b

Thank you
Pat Smith .

The responses'of students who gave,incompre-
hehsible or illegible replies, misunderstood the
task, said I don’t know or did not respond at oL
all are shown in the “other” cafegory (Table

6).

competence m succeSSfully presenting and .
supporting a point ew, An additional 23%

of this age level could at least clearly express a

point of view and thereby show some evi-

dence of the skill. As the data show, a much

greater percentage of the girls (67%) exhibited
competence-in this skill-thanof boys (54%).~ — =
The performance level in low-SES (socioeco-

nomic status) urban areas was only 5 per-



I I K a X : e
- ! / . ‘ ] ) 3
TABLE 6. Letter to/ the Parents’ Club: Percentages of 13-Year-Olds in Each Scoring Category
. . ! F. 's . “ ) i : ;“
Category : ’_ Yy Percentages
B National /Males Females * _ Blacks Whites High Low
. - : .  Metro  Metro
- U‘ﬁclear and unelaborated pgsition . 12 14* 10* - 20* 11* 7* 15
Clear but unelaborated posifion 23 26* 19% ~ 23 23 23 21
Persuasive arguments and/qr - . .
-elaboration’of position 54*  67* .46*. 64+ 69* 56
.Other 5/ 6* . 3¢ 1% 2+

*Indicates sxgmftcant difference from the natxon/

1* -8

B

3

/

~

Foints below. the national level. Black
perforrnance on the other hand, was 15
ponpts below the nation as a whole.

P
- PN
pZs

-

Lo~

L,

In’ Exercise 5, 13-year-olds are expected to
_ use reasoned and systematxc methods of per-
suaslon to, defend a proposmon. ) .

‘EXERCISE 5 A Letter to the Pnncipal
\J
lmhgme tit your principal askad for suggestlons
about how to make thmgs better in your school.
Tne a letter to your principal telling him just ONE

‘you think should be changed, how to bring"

about- the change and how the school will be im-
‘proved by it. Space is provided below and on the
next thrée pages. Sign your letter “Chris Johnson.”

" 333 West Street
Loden, Ohio 99999
o September 5, 1973
Mark Hopkins, Principal
Martin Intermediate School
Loden, Ohio 99999

¢

arh W

!

The key terms in the directive are ‘“‘one
v thing you think should be changed, ho

bring about chag\ges ahd how the school\will
d . be improved by it.” Taken together these
' ' terms indicate how the persuasion should be
carried out. A s stemat*g approach. to the
letter involves:. (1) the \;entification of a

problem that needs to be ‘solved; (2) a pro-
posal of a way to sglve the'problem; and (3)
arguments and evidence to gemonstrate that

s .
»
[

the papers_that were

bereficial. Therefore, the qualities of
weighed as evidence of

the ‘proposed solutlir: is fqa&BIéf“ﬁr“aEf' ical

systemamc persuasion incjuded focus on one
" issue and appropnateness of development.
Tone and format were not considered im-
~ portant criteria of a well-developed paper.
The letters were evaluated and placed in the
. following four categones

L7

Lettérs in” Wthh the wnter dld not’

1.9
' ”Tdenhfy a.problem or gave no evidence
©  that the problem could be solved or:was
worth solvmg Examples include:
7 " T . ) @
* Dear Sir, .

! think that our school _could\gg;i{:proved by a
soda machine ih the lunchroom. A big machine
should be instald in the furnade to prevent.so much
dust in the air. The would prevent a lot of of colds .
and viraces in the building. We should have more
parties. We only have a christmas party and a last
day of school party. Since us kids are so smart and
have so much work to do we deserve a Iittle more.
pleasure in our school days. | think also that sex ed-
“ucation ishould be taught also. | my self am in the
7th grade and I've never been taught sexa
My schbol is very good school and theres really
nothing to be changed. The teachers care. At least
- some do. And we learn alot.

Sincerly yours,
Chris Johnson.
?

Dear Mr. Principal,

I' think that the clothing system should be changed.

socks. Girls shouldn’t be able to wear tight pants or
dresses to short or where,you can see something

el

T school.

" "Boys shouldn’t be able to wear short pants without



) -

. ©
v whe.n they bend ovet. The Teachers shouldn’t be

- able to do these things either, but the k/nds of.
clothes that are schpdl issue. * . !

-
. . . -

' _ . Chris Johnson

"Letters in which the writer identified a

. problem and explained EITHER how to
solve the problem OR.
would ke im ;
Examples iriclude:

Dear Mr. Hopkins,

! believe if there were more school activities the stu-
dents would enjoy schoo/. . o

More sports, expeditions, projects, M/ngs to keep us
.. Interested in school classes.

a ‘4_!.“ \

i(\geffs-eé»‘borind. X

/f the teachers wou/d let the students do Mf ¥

o~ ' some sort Mey might enfoy classes more.

) . »

Please take m y ideal /'n to qo‘nsidera tion.

«

Co ' ‘ Yours truly, .
' Chris Johnson -

LA A
[

_ Dear Mr. Hopkins, S, ) )

pe

o
! think you ‘should abolish the rule about mandatory -
art and music. It is unfair to expect students who are
against taking these sub/ects The money gained from

" smaller music and art programs could be used for a
larger science lab. These few students who like MeSe
.sgb;ec ts could take Mem on an optional ba/sfs

Sincerel K yours,

F
- 3. Letters in which the writer 1dent1 d a
_problem, explained how to solve the
., problem and told how the change wou}d
benefit the school. For example:

Dear sir

I think we should have the teachers coming to our

rooms,instade of use going to there classes and mak--.

ing noise not going to our classes or _geting lost in
- the hales of the school and that was all the studerrt

ERIC | .

PAruntext provided by enic [

wont get tired and concentrat on the sub/ects that
_they are sopo!e to have. next. and they would take

« care of there rooms clean the descks keep the walls

ean and not fill up there desck with papers that
hey don’t need and throw buble gum all over the
place. and the sehoo/ won’t have to by more furni-
ture and have mony left to by h? fore a better

n : 1 " .

A"'Yo‘ur truly _
* Chris Johnson. | ,

Dear Mr. Hopk/ns

in regard to your (equest to the {tudents about the
changes the school should make, | feel that only one
change is necessary. ’

a

.~ The fact Is, ﬂns schoo/ ch//dren "have no say at all

fhoo/ would be much better

-~ -1

. .
The Way we sou/d do th/s is tirst to have cand/-

N o P% '\'"f abogt(the activities yo/ng on .at our schiodl to repre-
e Sure Iearn/'ng is why we ceme to school, but'af times . the school.childrens’ ideas ind arguments, the

da tes for four off/ces President, - Vice-Presidend, .

Secreta?"y and Treasurer. After doing this, you

shou/d have the candidates stage an e/e'ct1on cam-
paign of some sor; Th/s is usually done by mak/ngi

posters buttons, eto Then’ set e/ect/on date. On

the votes, and have the Gouhcil put into effect right

away. I’'m sure the schqol would benifit greatly.

« from this. - ,
ﬂiYours truly,
\Chr/s Johnson

4. Letters in Wthh the writer systematically
" identified a problem, explained a prob-
lem, explained how to solve the problem,
told how the change would beneﬁt the
school. Examples mclude

*
Mr. Hopkins,
. .
There are many prob/ems in our school-and | know
that you,- Me principal are-trying your best to make
this a good, safe school for the children as well as
the teachers. ¥n extremely important problem is
Q
. @
9 ,
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> o 1)

cutting, or unexplained absence of a student. L-:very' "y

day in the halls there’ kids running around an

their fre\ perioth 4 s/ng the system ’
sweep” but it just has not_been working. | think
that 7/123 penalty for cutting. shou/d be made harsher
on: the kids. As of now if you “are caught in clean
sweep your -parents should be called and told to
.come to the school and talk with the childs
qu1dance counu/er This would benef/t the whole
schoo/ because these students cou/d not disrupt the
c/asses anymore, and the students cou/d learn what
is taught to them. .

] - Thank you,
o~ - ., Chris Johnson
L T o

. DearA Mr Hopkijns,

! think one wnportant problem in this scheol is
the lack of reledency in the courses offered here.

/ean ’

" sfbepless
. of the A

For example, am | going to spend one year worry- '

inf over whether or hot 2x = 12? Count how many
s | will spend worry/ng about 5 causes

Qo/u tion. .
3 5, 1] .

*° . Do .

" In order to change this prob/em new ' textbooks . Wl//

RN B R

*

probably be needeu O{ course anyone who wang,,/\

to could study. the'same books we read now. The

. most- basic-changes would be that teachers could

attempt to make ,things sound halfway interesting.

_ Thist'school by more: student awareness .woul have

" more student activity. By better linking of past'&_

current prob/ems we couwld undersiand how to dea/

- with current prablems., v

I'd 3

. e Yours truly,
P Chris" Johnson .

—
. 2 '

ther»iii“espbnses"inclu:iéd'those that ‘weré il-

‘legible or mcomprehenmble, letters that mis-

understood the fask or cases in which no re.

Many " thing we ledrn hﬁfé’, we will ‘never use again. sponse was given (Table 7). (;! i
TABLE 7, Letter to the Principal: Percentages of 13-Year-Olds in Each Scoring Category /
Category . . Percentages- . .
Nitional Males Females Blacks - . Whites High Low
’ <, Metro Metro
Neither define nor defend a change . 26 30+ 23% &« 42% . 3e 19* 38+
Identified problem, reasonipg ’ ) : Yo :
undeveloped 40 40+ 38" 32+ - 40 7 36 29
Define and defend a change ’ 27 24+ 31+ 14* 30* 34 7 22
Systematically defme and'defend a - .
change . ! - . .4 2+ o 1* . 5¢°° 9* 1*
Other ’ 3 4 10*

*Inditates significant difference from the nation.

R

2 N 2 1*

-

IR 5 R

. Less than one- out of three 13-year-olds (31%)

could define and logically develop arguments

‘to defend a change in their school. Most of

the responses (66%) either lacked any devel-

reasoning or did not propose a change or
ify a problem. The percentage of stu-

ERIC

Aruitoxt provided by Eic

10

. the letter to the

dents (81%) that wrote competent lel}érs to
the principal was much lower than the per-
centage (61%) that wrote competent letters to
the parents’ club (Exercise 4). However, since
rincipal demanded higher
level skills, the reslilts might be expected.

- L

L

.



L Q‘ BUSINESSA‘NDVbCATIONAL LETTERS -

'

e . .
The writing exergjses found in this section are

~ business or vocati

nal in nature. Business and
vocational letters are easily recognizable.
They generally adhere most. closely to conven-
tional forms and are directed o a specified
audience. Their p pose is to, fac1l
business anp pro essional concerndPof the
writer. This writing is generally impersonal in
. tone and public or pnvate in nature, depend-

" ingion cu‘cumstances Standard" examples of

SO . CHAPTER2

the

this - wntmg are the ‘business letter and em- e

ployment applications. While 9- and 13-year-
olds are not often expécted to do writing of
this sort, they donéed to on occasion. On, the
" other hand, 17-year-olds and -young adults are
often called upon to do Wntmg of
‘In ‘the following four exercises,
Assessment surveyed tasks ranging from\basic
requests for a product, to complaints abqut
merchandise and a request to correct it,
. complicated ]Ob application letters

Business Letters

* “'The first two examples are simple, e,xpluna-

_ to do is send for it! !

tory letters; the job applications involve both
_explanatory and persuasive elements. Nine-
year-olds were asked to complete the fol-
lowing exercise. -

N

EXERCISE 6. Buffalo- -Bill-Kite Request Letter

Here is an adveitissment from a magazlno Pretend
that you are mterestgﬂﬁm thekite that is being adver-
tised. You want to get'gne right away. All4ou have

v
@

. Iute

—— -_Wrno—u%on—!mor—xof{hoapmpopplamn&order—a—*—

11

S addresrcntyﬁnd gtate

23,

&

GIANT(”H)BUFFALO KITE - .
i?eady-}o assembje .

ving and wooden supports included

.EREE" FOR THE A;KING

\\/RITE For Yours TODAY

Send your name Eaddrcss Jo
Buffal Bilt Mu;eum i

‘er. To do so they needed to incorporate the

following aspects of a request into t.heu' letter

1. Request the product wanted (klte)

2. Write to the proper destmatlon (Buffalo_

Bill. Museum)

3. Provide their.ndme and address in com-
plete form. 'go allow the product to be
shipped: (This mcluded full name, street

a



>

> s )
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Table 8 glves the percentages for the natlon
and Aarious - other groups as well in both
assessment years. : . .

o

T AgLE 8. Percentages of 9-Year-Olds
o Successfully Ordenng a Kite

. /‘;, An
' " 1969 1974
Natien” - . 17+ 14
Males IR 13* ‘ 10"
Jemales . 20* 18*
. Blacks = ° .y . jo* L - 6*
) , Whites . S 18* 16*
. High metro - 19 20*
vt Low metro 4* 3%

*Indicates significant difference from théxpation.
- . ; ]

’ ‘ ? \ 4 e ) '.

. As the data in Table 8 show, few 9-year olds
yin any of the groups could integrate all the
tasks necessary "to order the kite. Some suc-
cessful examples of those who could include:

s . . 7

* Dear Buffalo Bill Museur,

s would like you to send me one Giant Buffalo. Kite. |
dm -glad this does not cost any*money. | think . you
should put more offers out like this ope.

-y . =

My name is

\ o John Jay and | live
PR 8537 April Ave
~ Park Minn.

Dear buffalo bill museum

! would like one of your Giant Buffalo Kites | usually

send a'Way' for your kites often, its usally very windy

out here so | make usé of mother natures wind. I like

’ also /ike the outdoors, because you can run and run

' for miles with pal kite right behind 'you. My name
and addre.s is.

Shelly Lion.

39 Heater AVE.,
. - Hartford Connec'ticut
<" 60606
——- - ——-A wide variety of letters were considéred-un..—
acceptable.  In some cases {he omissions were
N A . |
. N
. \ .t
‘ i
‘ S i a . -
\. N ! v .. . .
EMC & R - ; R
R S S RN

.,3‘

Q“’

°

' aspects of this exercise.

-pect of the request lette

performance of boy?‘and

) . . . ‘

. :
. . . . . . {
. AN . . :

. . ) o
minor, such as leaving out a’last name or -« -
street mumber; other responses made little
sense at all. Some examf,})les showmg the range N
of unacceptable lette ollow . LTy

] : - '
Windy Road . . B}
Richmond, VA ‘ L o

10507 . , e, T~

. Dear.Sirs." # o “ ) 4
Please. send me your free affer an & Giant Butfulo .
kite, s ¢ A ‘ SR

oo * | t‘ ’ ' s E -
- Your truly . - Y .

: L © Paula \E R RN g ;\}_)

Min Brawn R No 4 Caller Lane Wash/ngtan ’, .
City 31767, s ‘

Buffelo il Museum . . e

Aele®u,
;.

" tan a girl, /zwant a girl buffe/o tbday And / want a

good one.”And please ma/I Yis ‘soon, | went dwo of -

them for me and my sister. . o,

" .
il

The pictur i//ke and its time to fly a kite. because its’ . ‘
free." | like wooden hand/e because i like buffafa

~_does it go high. _ ’ o
Bryan Scott e
- Central Street
o > Rackford ///inafs

Larry Wrang RD/Nape/esNew York to Buffa/a Bill 1
Museum How much does it cast IS it gar/nted .

Although few of the 9-year-olds could inte-
grate all the tasks needed to write a letter and
obtain the kite, the percentages able to com:
plete parts of the task varied considerably. Ta-
ble 9 shows the percentages of 9-year-olds in,
1974 able to successfully complete Rgrticula’r " -

v

A closen examination of th data found ‘in
Table 9 reveals ah interesting pattern in the
itls. A greater per-
centage of girls successfull ansWered each as-
There is approxi- ’
mately a IO—percentage-p int spread between
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 this pat m held as well 18% of the girlsand - - [+ . T o 1 .
.'10% of the boys successful]y integrated all the, =~ . ° o~ KLIPPO PENCIL COMPANY :
tasks nicegsary to order thie:kite. ‘The most . 1040 Clarign.Street , B N
. 4 . "noticeable change in performance betWeen - ' Thén on, lowa 50301 .- , T
1969 add 1974 involved usé of a zip code. . P ‘ :
The pe’rcentage -of students using a zip code oo DEAR CUSTOMER ".. . ) )
increased 5 points between the assessmients. ' . C .- ’ )
Students are beconting more fam)’har_mth its "We are happv to flll your order Did you } - [
use. ... ., o T that KLIPPO sells more. persghaliz o
0 .- % 7| than any other mail-orderc mpany? Thanks
- ’ [ E e makmg KLIIPPOthe countyy’s BEST! Y -
- ABLE 9 Percentages of 9. Year-Olds Acceptably. : o : . N v -
A mplefmg Various Aspects of Knte'ﬂeqﬁest g i' We'll be haPDY to serve you 898"‘ ' . y .
. A 4 ‘ . ot > ’ kel . .
.- Aspect N~ ' IPCI';!;I;GBCSI‘; d ©, ¢ . [s/Sam Wharton &, -
Lo . tiona . . N - ' \ 4
S . . Nation mes o remaes. .ol - PRODUCTS MANAGER .=
"Request_ for kite ) 78 C 73 . 84* -~ o > - , H , - ot |
‘ Destination oo 45 ~39* 50 ¢ Y . L - - ;
LA ."Return name / 54 ... 49* .7 59% e ’ R cee
, Return street . L : o L
o © .. address . 52 4 48*,, L. 56" Three o{xt of four l&a{ar-olds» (75%) request- _
7‘,_ . Return city . 35, 31 7 40, ~.ed c}:an%e in the penc1ls based on the mistake -~ .
" Retumnstate 34 e .38:_.:-.‘. _ - that'had been made. Seventy percent of the .
e ‘Return zip.code = o 30 -,.. ~boys at this age did- 80y compared to 79%.of
Greeting ] 38 31* 45* A .
Closing * - L - (L the girls. Table 10 gives the percentages gor
C : L - va.noud’other grq,ups as well v oy
*Indicates signiftcant di_f'/_’erence fror?r‘z the nation. ' : o 4 S L ) o
. n /,, ’ N v - .
h \ ) ; . T .. - TABLE 10, thpo-Pencd Exerc:se Percentages of
, Thirteen-year-olds were_asked. to respond to '13-Year-Olds Giving Acceptable Respbnses
Y the following exercise. ~ - "
. . - : ! Percentagey
. ' o . Nation o . S £
, a Males - ' 7_Q:"
. 'EXERCISE 7. Klippo-Company Request Letter ° Females . . 79*
) _ ’ ' Blacks f 52*
Ned Nelson, who lives at 17 Palmetto Street in Lamp- Whites . ©.0 40 o 80:
rey, Florida 33000, ordered one hundred special pen- S’g‘:" m:t"g . . 2;
.cils from the Klippo Company for-his father’s birth- ) <OW metr , .
day. The pencils- were supposed to have Fred Nelson *Indicates significant difference from ihe "‘i’i""-h
- .. the name of Ned'’s father, stamped on them. , " ‘ : \ ’ o -
. . ? . . -
L Ned got the Pel'c'l‘ through the mail on September Both acceptable and unacceptable responses
15, 1971, thres: wheks before-his father's birthday.  were further.categorized to differeritiate be-
When he ‘unwrapped the package, however, he found tween levels O¥fespohses. Acceptable_lett_ers
that the pencils had béen stamped __e.sL_N_o.lzo__bv had to inckude: (1) a statement of the prob-
i rmstako 7 , ' lem, (2) a given or.implied directive and (3) ,
' * the. correct spelling.. There were four catego- :
The lefter you see below came’ with the pencils, Ned - ww&m@mmmeumthmenmmmm_*
B decided to write to Mr. Wharton right away and try |' * time requirements. 'L‘hese were: S
to get tho pencils stampegd eorrecﬂy erte Ned’s let- ’ _ 4
ter to Mr Whmon o . e 1. * A specific time requxrement-gsuch as.three
. . .‘ ) , . ) 7 ", i . -
'

. A N . ’ | .
- - o Lo e L .25
M) . . . . « y N »
(Y . T @ s oo ot o .
" . R B . . d - ] "
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~ S 4. c
. weeks, or October A5, was given.
& , 2. A spe01ﬁc ‘time pressure su’ch as ‘ my fa-'. ,
e ther S blrthday” was glven :
3. 'A general tlme pressure such as “please
: hurry or “rush” was given. o
T m_..4.,, No mentlon of *tlme requu'ement was
: ﬁﬁw*‘ . g1Ven NN -—. R -

%ciﬁc Tirpg,‘gequirement '

o Dear Mr. Wharton, .

A-,- . - .., " .' -

Examples of each of &hese mclude

. s - i . s o

4
‘
-

- .
N

The péncils | received from your corypany vyere mis-
pr/nted / asked for 'the name Frgd. Nelson to be on

- Sincerely, .
Ned Nelson S

Mr. Wharton,

A 1

PRSI 3 o
! ordered 1 hundred: pencils from you asking to pL)t
on them Fred Nelson, But instead you-put Fed Nel-
son on them. ! understand your mlsta/ce and | am not
real. rhad, but my Fathers Birthday is in 3 weeks
from date of this letter, and | need them as soon. as
possible. could you have them ready in three weeks
or less. | will thank you very kindly if you could, If

““not | still would like them.’| thank for the time and

RIC -

Arunext provided by eric [FRSNEIRS

E

trouble you will have gone through.

)
Yours truley,

Ned Nelson
t ¢
Specific Time Pressure e :
» Dear Mr I/Vhaf"tanjd ’ - ¥ .'_'v“',.;;..:}/ﬂ ;

I would like to inform you that whe/n 1 recéived your
pencils they had Fed Nelson. l-know this was a mis-
take'but | woukd like' to- tell you because some people
m;ght consider this bad bussmess

\t‘y B

"It sou/a' a/so /o$ you some coustamers W///QI /ust
’ thought I“wmﬂd /nform yoy. Also would you_please

» L

send me a new order with Fred. Ne/son Please. dv :

them rlght away ‘my fathers bu‘shday is com/ng up

<ai
)

Thank—i/'ou-'" L. . -
. Ned Nelson -~ * :

N

DearK/lpp@ enC”‘COmpany Ty .‘ A e

| got the pencils ypu'sen trse. but i‘hefe Was a,m/stake
* "“Fed Netson”’ fam sendlﬁg this batk to you p/ease
correct them and hurry sendzng them: back bécause
my “fathers birthday is comlng up and 1 want the

penc:/s by then. & o
_.Ned')Ne/_son
s General Time Pressure ...
. Ned Nelson . ‘ o ..

17 Palmetto Street _ .
Lamprey, Florida 33000 .. '

" Dear Mr. Wharton : .

.

/ ordered 100 ﬁ‘encﬂs from you. They wete ‘suposed

- 7" to Have Fred: Neoson on them but they had Fed Nel-

son. Pléase send the right ones. / WI// send back the
rong ories. Please hurry, ™ , :
~ - ) ‘ .
. - .Thank you
o * Ned Nelsan t

No Time Reqyi;;nent

" Prodycts Manager”™
K /ippo Pencil Company
- 1 Rave %dered 100 of your pencil which | wanted on

St Fred Nelfson for my father. ‘But when | rece/ved
thesg ,benc:/ the

ir
CR
A

(.

a

BDear Slr

spétied Fr on, o
R s

vggu/d aprec/ate if [ could send the penc:/s back and

""x ha the{u corrected. Thank you. R
N I L ‘ T
o

; v ‘ 1’ . -
! . ’ ey Ai : ‘:

o thie . wordmg 1nstea,d of ”Fred Ne/son” they put. Ry

r{gne was spelled wrong. it was -



' Siﬁcefe/y'Ybura' s
‘ » Ned Ne/san o

l‘]nacceptable rephes were categon%ed on the,
- basis of the groupmgs shown inTable 11 In -

- general, responses were. conmdered unaccept-— .

“able if they did not ‘meet all the general ye-

quirements discussed above — or were illegi-
s

ble, mcomprehensnble or. nonsensnc'al

s SR . ’\

/” R

TABLE 1. Kflppo-Pencd Exerclse Percentages of

. Unlcceptable Responsés in’Each Cltegory, Age 13

The greatest percentage. of unacceptable re-

. 8ponses

'

RS
‘e

rovided no time requn‘ement at all.
Whenr time was mentioned, the. referencé was
genenally to ‘a specific time - - réquirement,

Appro:i;.atel.y cM:d cf the acceptab'le re-

Approximately one out of four acceptable re”

sponses fell -into_ thxs category, a shght 1m-

of them mentlonmg ‘specific time ° requlre-_

‘ments c_ompa_red to'199@; of the boys.--

=

: o o
. Employment Application Letters

address are: Does the writer understand Athe
need ‘to demonstrate ‘interest in the job and
provide data on hlgher qualifications? Can the

C““o'y Percentages * 7 Writing a t of application for a job in-
 Incotrect directive given L .2 + . volves a wide range of skills. Most important
. No directive given o 1 - dre the .use of persuasive-writing techniques -
i No name correction . "9 and an awareness of standard com;entlons ofa.
? Wrong name given v T S routine busmess letter, The job "application
No mention of mistake given - f 2 ~exercises that follow evaluate the ability of
.ll'l;gr:‘lsai:,‘,ﬂig:;a mprehensible, . A .. 17-year-olds and young adults in these two ’
- i don’t know R ) s e vbasnc areas. e :
No response _ -0 Lo -
N . o ’ '.Among the questions that these exercises

Sponses either did not. mention the" cerrect writer articulate his or her past work experi- =¥
, spelling .of the name_or simply did not make ences and. make them speclflcally and-clearly .. °
sense._Three percent, of the J3-year-olds con- ~  relevant to the job being sought? Is'the writer o
" fused the name of the son (Ned) with that of . aware of the need to identify himself and the -
. . the father (Fred) and asked that the penclls o specific purpose for writing? Are references ' »
+ be restamped Ned: Nelson. e mcluded" Is an mtemew requested" : ‘
e g . e N
- Iahle,lszovldés the. percéntages of students’ . ... Seventeen-yea:mlds were- agked- to- ;:omplete—w i

- responses in each of the four acceptable cate-
. gorles A : L

k3

.the following ekerclse

v
e .
-

~

'l"ABLF 12, Klippo-Pencil Exerc"ise:/l’e'rcen(ages of Acceptable Respcnses in Each Catcgory, Age 13

“Category - - ; t Percentages oy : o
- , : ® ° + _ National ‘Males’ Females Blacks Whites  High Low
; ‘ PR © . . Metro. Metro -
N Specific time requirement _ 23 19%. 28* 14* ') 26 . 32% N 18
‘= .., Specific time pressure o9 42- 11 - T 10, 11 w12
o General time pressure - 4, -4 3 . 2% 4% 5 - 4
s No txme rkquuement . i 37 ©37 %7 25*, 40* © .33 30*
A *Indlcares srgmﬁcant dlfference from the nation. ,' ’
| " . 27 |
b \ :
- ° 3 N 4 B )
, 15 S ,
(, A / ) . v ’ ! ) )
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* EXERCISE 8, Summer Job Application

SUMMER ONLY
Need two hlgh school students to work in Iurga
Write John Fried, Box 26078, New . York |
| Times, New York, New York 1003% ’

. - A
_ Chris Jones lives et 3800 Larch Street in New York,
New York 10004, Chris has fi nished the junior year
at Truman High' Schoof “ndshas been looking for a
. summer job. Chris spotted this advertisement in the

New- York ‘Times and has decided to apply for the .

- job. Write'Chris’ letter of application to Mr. Fried.

" The essential information needed to write this

letter included: the level of education the ap-’

. plicant had completed the job he“'?ﬁ! she was

- applying for and a way the applicant could be

contacted. Sixteen percent of the 17-year-clds -

+ nationwide included all three items of

. essential information in their letters. Table 13

.shows the percentages for selected groups as
‘well.

£

O

t' . [ . . ® ;aq.B ) * ’ ’ 3 '
TABLE 13, Essennaﬁob Application ¥
T lnformauon Age 17

dothmg store. $85 week, July and August. o

formatlon or pro\nde some detall that may or
“may not be helpful. All details should be,in
some, way, appropnate to persuade the reader
that, in this case, he is. smcerely interested m
- the job and, more 1mportant that he is speci-
~ fically quahﬁed by experience, training or-
personal attributes to effectively carry out the
duties of the 5job he is applymg for. The de- .
- tails- pf the. letter should be so appropriate -~ -
that he will be granted -an interview or even

“s-~the job-becstuse-his letter-wag more-persuasive - - ——-—

than the others recelved by the employer
Therefore, detarls ‘that are. extraneous, irrele- -
-vant or incoherent  may detract- from the per-
suasive effect of the paper; even-more harmful-

-- are those details that malign or misrepresent y
the job, the employer: or the writer, or which = /
_ demonstrate the writer’s lack of awareness of
‘the demands of the rhetorical s1tuatron and - .
the audlence T /0

. Some papers, mcludmg those that mcluded
the essential .job application - m}oi'matlon .
. demonstrated varying degrees- of success in. - -
controlling and focusing the detmls they m-

) vented for the task ' ¥

The data that are found in Table 14 evaluate' I
the writer’s ability to control his material s0 - .
that what is included only supports the per~ -
- suasive”intent of the application by focusing

. » on those details that fre appropnate to estab- o

.- Percentages ...
Natron e v 16 " =
e g — .,M.ales et e e e A - ,....12‘,‘.,_1““ N
: Females _ . T Vo2l
Blacks - ' ' to8%
~Whites * . 18*
.. -High metgo s 17
Low metro 11*

*Indicdtes significant differénce from the nation.

A

B ) e
° 1

c ngmflcant aspect of persuaswe wrltmg is-’

. the -ability . of “'the ' writer - to. choose from.

- among the details avaﬂable to or mvented by

- him those - which best’ accomphsh the persua- - -

sive intent of the partlcular writing task.- It

*_goes beyond bemg able to supply essentlal in- - "'.

= T'ABLE’I# Job- Appiicnﬁbn‘lnfor:nahon l"ercents'ge's‘-_-'- e E

Jishing h1s fitness for the Job

N . - . . . N B .
/ ) ] SN

.of. Resl’ondents Giving Essentials and Job-Related: -
Chancten.sum. Age17 A

. .
:Category : Percentages
Essentials + one ' 10

_ Essentials + two

~ Therefore, detarls that detract from the po- | .
~ tential value or warth of the applicant to the | -
employer or in’ some way denigrate the em-
_ ployer or the.position are harmful to the fina
purpose of the letter. Details that establis
the candldate 5 need: for the job rather th

LR



- ..
< (
“his qualifications may not be harmful but will
have little persuasive value. However, if, in
“addition to establishing his quahﬁcatlons for
- the job through detailing his past work ex-

penence, training or other special quahfica-
-tions, the applicant includes personal, bio-

L]

Table .16 provic_i_es information on the per-
centages of respondents who used convéntion-

" al formatting techniques in composing their - *

letters. Although the past rigidity of specified

* forms for the writing of business letters is be- ;

graphrcal or -autobiographical details that do”
in some way lend added weight to his potens-

* tial value or worth, he is demonstrating quite

) —sophisticated awareness.of the rhetorical task.....

and control" of. appropriate telated details.
Competence is indicated by thq degree to
- which-all invented detail .is appropriate to the
* - persuasive intent of the writing task. The job
_r-application letters have been divided into ba-
sic ¢
degrees of ‘competence. These include those

- who gave the essentials and one job-related-

characteristic and those who. gave the essen-

tials and two job-related characteristics. The

: percentages of students
gones is shown in Table 14,

<
13

" No 17 -year- -olds wrote approprraiely -

formatted letters containing the essentials-
. plus'two oy 'more strongly persuasive personal
" educational or work- expenence facts.

Many more respondgnts gave some detarled
mformatron about’ these characteristics than

are found in Table 14; however, -the informa-

tion was not du‘ectly relevant to the ]Ob appll-
catlon :

-
&

- More detalled 1nformatron on the percentages

_of 17-year-olds that gave_.information about
their education and training, work experience
and personal qualities is found in ‘Table 15.

"~ * The data- show what percentage of .re-

: spondents gave at least one type of informa-
tion within each of the three categories.

TABLE 15. Detalls of lnformatron Found in_

Summer Job Apphcatron. Age 17 | .
‘Categdry Percentages
Education and traifiing mn
Work experience 20
Personal qualities 33
_How to contact for interview 65
Would appear for interview 17

ories in order: to. distinguish varying

>

each. of- these cate- K

e

* . taken from the ad. Most of the students could =~

17

All six- conventions

ture. However, only. 6% of the. students-cor-'

" Both 17-year-olds and young adults were .

coming more flexible, there is still enoughum- i
versal demand for convention to- ‘make the
‘awareness of it 1mportant

“«

".(."

- TARLE 16. Summer Job Application: Percentages of
17-Year-Olds Using Conventronal K
Formatting Techmques )

Category ) e . Percentages
Grves proper‘return address v , 29
Gives any date in’correct form - - 14 .
Gives complete and accurate inside
address 20
Provides greeting 93
Provides closing 85
Provides signature 86

8

e levels- of response in the various format

~ categories were mixed, but they suggest

th -
few 17-year-olds know how to put‘togetheré’ Yl _
proper business letter. Twenty-nine percent L

this age level could give a proper return ad- |
dress ( including the address, city and state), . &
and 20% could provide a proper inside address -

provide a proper greeting, closing.and’ srgna- :

rectly provided all six parts of t-he fonpat;fo'_
a business letter. :

Vo
° -

asked to apply for one of the jobs shown in . . .
the exercise that follows. ,
, ' 7

" EXERCISE 9. Full-Time Job Application

Below are three ads from the Help Wanted section of
a newspaper. Read all three ads and choose which job
you would like best if you had to apply for one of
them. (

29



9 and ﬂllng desirable but not nec-
fy. must have 1 yr. high scnoojmath
M -be able .t0: gat ‘along: with ‘pecple.
.50/hr. to “start. Start now. ' Good
9rk|ng conditions. . Write to ACE
ompany, P. O, -B8ox xoo, Columbla,
[Texas. 94082. . )

-Holp Wanted-

SALESPERSON: some experience de-
sirable but not necessary, must be will-
CO | Ing to learn and be able to.get along with

now. Write to ACE Shoostou, P. O.
Box 100, Columbla, Texas 94082,

-Help Wanted-

T . .| APPRENTICE. MECHANIC: some ex-
R . ~.1 perlence working on cars desirable but
s not necassary, must be willing to learn
and be able’ to get along with people,
$2.50/hr, to start. Job begins. now,
Write” ACE Garage, P.” O. Box 100,
Columbla, Texas 94082. ’

-

U'niiké\ the sﬁmmer‘ job application (Exerclse "
8), the ads are. somewhat specific and suggest T

.that persuasive. detail3 about education, work

' T = and personal quallficatxons shguld be defimte-'f‘ A

- ly mcluded lp the reBponse

. shown in Table 17

" Table 18 prowdes general data about the type_

of mformatlon that Lboth 17-yearrolds and

pecple. . $2.50/hr. to start. Job begins | 3

g.i -j;h pxev*ous exercxse, the -
d'on'h; ;dumber. o_f d;ffer-e -

'characté "sﬂtlcs beyond the ‘essential ones are -

“TABLE 17. Full-Tnme Job Applxcltxon Percentages
of Respondents Giving Essentialsand .- —— - .
Job Rehted Chancteristics. Ages 17 and Adult

Agel7 Adults .

Category
Essentialg+on¢ . ' 1% 2% - S

Essentials +two =~ 2 5

-

" TABLE 18. Percentages of 17-Year-Olds'and Adults
Giving Various Types of Information on .

Full-Time Job Applications
‘ lnfonnauon " Agel7 Adult_a
*
Correctly gives JOb descrip- C ’ L
- % tion : ©18% 82%
Describes qualifications P82 . 81
Provides references ) : 9 . 14
Shows willingness to inter— ’ )
: R -E 26
Provides proper way to con- L ' o ST .
o taet - 36 ¥ 42
Asks for mor f,orm}anon 8 .4
Gives reasopfto consider * _ T
-application - - : 10" .. -7
* Gives personal behaVnor o '
related tojob . . : 65 49
- young adults isiclided in theif jefters. A
. T . Lol T . 39 .

.More speCific'infot"rnéti'On on the various ways
_people described ‘the qualifications of the ap- -
-phcant are found i in Table 19 '

Three categones of quahficatlons were given
most often at both age levels: (1) special relat-

- m«c «cc« LS X

e thg, (2) experience at the specific job

'and (3) behavioral traits relevant to the job.
* . Not_'surprisingly, the young adults wrote

about job experience more often than the
17-year-ofds The 17-year-olds wrote about
special training and behavioral traits more
often than the adults. These data indicate that
many of the responses were specific and pro- ™ -.
vided relevant information to the prospective
'employeré' yet only 36% of the 17-year-olds

and 42%,0f-the young adults provided a pro- -

per- way to be contacted (Table 18), and only .
between 5 and 10% included all the essential .
.mformatlon in then' application.

30"
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TABLE 19. Percentanes of 17-Year. Olds andeults . than 17-year-olds corret t.ly formatted the .. '
..Giving Various Qualificstions on Full-Time-— — letter"ﬁnrteemtcem ﬂi’e‘?ﬁ‘tfng“*dﬁlﬁ”’“f*—”‘
v . Job "(ppuc'tw“ ... .. and 8%"of the 17-year-olds were able to cor- '
'Qmm;cmom - . .;' e 17 . Adults ' rectly ‘l’ormat all the aspectx ofa busmess let-
: S e
1. EDUCATION AND TRAINING PR ‘ e Lo
Gives level of school - S o Although the choxce of ]Ob that respondents .
. Gives gle::gl related , B% 7 17% . lected should not have affected the results, - :
. o traml:g ' 44, - .30 .. - the data National Assessment collected about
«  Gives general statement of . o © ./ the -selection process does provide 'some in--
B education - L2 2 - sights into the perceptions people ' haye of
. . o I R _+ their roles within our society. Table 21 dis-
B, - 2. EXP ERIENCE . ) : plays data on the percentages of males,and fe- .
. Gives specific duties on : h .
" previous job 3 7 - males selectm ach of the three ads
Gives experience at spe- : ' T . .
’ Lot cific job . .- 46 . 58 . : . — - - . .
: : ~ Gives general statement of . . -
) . P TABLE 21, Percgntages of Males and Femnles B A
, .ex?ettence e 16 1 ’ Se ctmg Each Ad ° o
~* . 3, PERSONAL QUALITIES ¢ g e :
, " . "Gives facts relevant to c ; ~Job ' A“ 17 Ad“h L
ob A , 13 s . . ) - Percentages . - l’ercentag_e%. SR N
.Gives behavioral traxts . ., , : o Males Females Males Fem pi Co
levant tojob . - : y T
o G'ii:sv;:ne;,’f:ies ot - 65. 49 Officehelper 16 70 - 14 64 |
' - - relevant tojob - 3 "8 Salesperson - 24 26 '31 o 3
) " N ' - ‘ - T - Apprentice e -8
- —= ' mechanic. . 59_ 4, 54 s
The level of - knowledge that respondents = SN S e .
showed in formatting the apphcatlon letters 18 '
"~ shown in Table 20 . / o : As Table 21 mdxcates, sex~lmked stereptypes e
\ S p‘ about jobs are prevalent both among 17-year-r
old§ and young adults. o o
f . TABLE20.Percentages of 17-Year-Olds and Adults . ° ' , |
! B r Successfully Formatting the Full-Txme A R ! e e
/ . i Job Applléatlons ) '-. I ' S e
- S . . . - K . 4 LI ES - i
' Iy ! e . (QfA( "wmt(‘\‘«t(“(f';td\( iy «Jt
Retum address 20% . 24%: , Coote .-
Date - : .32 40 » T o g’ ,
Inside address - 33 39 L S » s
Appropriate greeting 92 88 . T .
Appropriate closing ' 85 | -82 ‘ ‘ ’ .
Signature 85 . 85 ' -
All the above . 8 13 , i

(Y

‘ ’ ‘As was the case in Exercise 8 (refer to Table

- 16), relatively few respondents at elther age . _
i . " . level used the correct format for a,busmess . -
i letter. However, a greater percentage ot a,gults - o

B i r L R
, KN .' 3 1 v - w i o a.




o CHAPTER 3

“ - . _h

. Whlle 1t is dlfﬁcult to form generahzatlons

' based on limited mformatlon, the patterns re-

a veai?ed-m ‘the data presénted in this report sup-

- port the following observations akiout the per-

. suasive- and explanatory-letter wntmg skllls
of youhg Amencans

1. Whlle more than three out of four 9—year-

. ters such as-a sunple “thank you” or *‘get

well” note, the®ovérall quality of these re-

sponses did vary considerably. Only 14%

_ 7. of the 9+ ear-olds successfully wrote a
F,_busmess request that required simple exa

' planatory skills. By age. 13, however,
three-fourths of the respondents ‘accept-
ably wrote such. a letter. It would appefir

. " that .these® slmple explanatory-writing.

skills -are developed sometime between
. theagesof9 nd13. .

The data Nat1 nal Assessment has eollect-.

[ ed m'wntmg bears out the fact that per-
< * suasive- wntmg skills are complex and.dif-
" ficult .to’ master. - Thirteen-year-olds

‘showed varying degrees of per -
R T shasive-writing skills in the letfers wntten Lo
e parents’ club and the school princi- -

o . )'-. to
- <+ ' pal en respondents were expected
o only to ‘present and support a-point of

" ¥ view, well over-half (59%) could do so

competently; when atked to go beyond.

this and construct appropriate and effec-

%

-the various . components not many in-

cluded them jn combination. No more: ..
than 16% of these. respondents and in".

oasgnvpmous

. " - . -olds could. write-acceptable personal let-

tive arguments as well, only 30% at age _
13 were succegsful. The percentages of re- -
.~ .spondents able to use persuasive kills Jn-,
' _writing letters. of application were: low:
- both -for ages 17 and young adults, Al-
though a ‘high. percent included each of .

#

most cases fewer, could mcorporate the
. . # essential elements of a job application in- | \
to their letters. Even fewer invented or \
used more than one job-related personal .
charactenstlc to enhance ‘the application,
letter and thereby make the- dppllcation S
“ more _persuasive. ' C

1
L4

3.. The various conventlons of letter wntmg
give yourng Amencans of all ages trouble.
Only slightly more”than halt (55%) of the
-13-year-olds and ‘about one-fourth of the
9- year-olds know the common format of -
a friendly letter. The - conventlons of

' busmess-letter writing proved difficult as
-‘well: among 17-year-olds and young

+ adults. Approximately 1 respondent in

© 10.(8% at age 17 and 13% at adult) could
successfully format a letter of apphcatlon
for a Job ' h

4. As in other areag of wntmg, young wo-
' men "have more, hlghly developed. letter -
- writing skills than do . young men in all
the. areas measured. Blgck and low-SES
(socloeconomlc _status) . urban_ students ' .
cons1stently perform below the national L
average on these eXerclses, while students
in affluent urban and suburban communi-
txes are above average ‘

&y
- 5 ‘A few of thé letter wntmg tasks found in'.
this. réport measured changes in perform-
ance between 1969 and 1974. Although -
declines were' more prevalent than im- "
provements it would be difficult to make
‘any conclusive statements _based on so
few. 1tems Based on the ‘measures we
have 9-year-old performance appeared to - . .
"\decline sslightly; 13-year-olds showed
s‘hght unprovement

% US. GOVERN?&NT PRINTING OFFICE: 1976—778-253/108

21



