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FOREWORD

,

,

Tli. Training Technical Area of the Army Retwarch Institute for the
Behavioral and Social Scienc'es (AR1) has actiyely.purstied a program of
research in suppcIrt of 'the syptems engineering'of training. A major
focus ot this research,This to 'Ieyelop the fundamental data and technolo y

. necessary to fi.eld integrated,systems for imp/Tying indiyikdual job

performance. Such.systems indjude Skill Qualigication Testing (SQT), \
job performance aids, training':coUrses in schools and iikthe field,
Terformarice criteria, and manaRement and feedback systems. This report
is one'of a seriee on specific topics in the,area_of skill acquisition
and retention,of selected Chaparral skills and ARI Research Repore1211

il
inyeatigated retention and rel 'rning of typewriting skills. In response
to requirements by the Deputy lief of Staff for Training of the Army
Traintng and Doctrine Command (pADOC), the long-term goal is to develop
methods for`predicting proficiency loss for all types'of skills and for
determining effective training procedures for reducing this loss. The
work was accomplished by ARI personnel under Army Project 2Q162722A71,
FY 1979, "Individual Training Technology" with the combined support/13f
COL R. S. Kubby, Deputy Aaeistant Commandant; LTC J. I. Spencer and Mr'.

H. L. Chipman, Dirkectorate of Evaluation, at the HS Army Engineer

\
School, Fort Belyar,Nirginia.

. 1

1

a ifitove.41...

SEPH NER
echnical Director
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EFFECTS OF REFRESHER'TRA1N1NG,ON JOB-TASK TYPEWRITTNG PERFORMANCE

-

BR4EF

Requirepent:

To determine the effect of refresher traininOon the job-tiisk
typeweiting performance.of Army Administrative Specialists, 71L Military
Occupational Specialty (MOS); to compare the relatibe effectiveness of
twb refresher training methods on job-task typewriting performance; and
to examiiie the relationship between straight-c6py and job-task type- _

writing performance.

Procedure:

Two groups of 15 Administraiive Specialists participated in four
job-task training sesgions designed to enhance the typing of Military

Correspondence. Each grOup used'a different training method. One

method emphasized study; the other method emphasized recall. The study
training method allowed soldiers to consult the Correspondence Manual AR
340-15 While'arranging test materials into the correct modified block
style form'at. Th recall training method required .soldiers to retrieve
format informatiOn.from memory during the arrangementRf test materials.
nder both training'hiethods; soldiers rece1ve4 knowledge of_results

terning bqth speed and accuracy of their typing performance. Straight-
copy typing was measured at each session before the start of job-task
typing training. Prior to the start of each session, soldiers completed
a questionnaire. The general purpose of these questionnaires was_to
provide information on each soldier's'time in MOS and the amount and
kind of'on-the-job typing e ch perf rmed.

fr

Findings:

. Refresher training improved of Administrative Specialists

to type Military Correspoddence. oth th4--study and the'recall training
methods produced approximeitely,a 36 percent increase in format arrangement
speed withput an associated increasegin error. The benefits derived
from job-task typing training occurred regardless of a soldier's time in
MOS or.amount and kind of.typing performed on the job. ktraight-copy
typing performance remained.at an average level of 23 net words per

minute,across sessions. Job-task typing performance could not be pre-
dicted from straight-copy tYping performance.

Utilization of Findinr:
,1

. Refresher training not only provides an opportunity to regain lost

skill-
9
but also provides an opportunity to establish new skill, even on.

4



tasks performed routinely on the job. Consistent and timely use of

knowledge of results contributes to the effectiveness of formal refresher

training. Similar use of knowledge of results in an 6n-the-job environ-

ment also should improve Job-task typing performance, and thereby,

reduce- the need for a formal refresher training program. Supervisors

can adopt Etuch an approach immedlately,without the need to deNelop

special training materials. Knowledge ot.soldiers' straight-cfty typing
skill does not Ibsure accurate prediction 9f their skill at typing lob-

related materials.
a

oti

1

.cfp,
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EFFECTS OF TRAINING ON
JOB-TASK TYPEWRITING PERFORMANCE

INTRODUCTION

Proficient performance in many tlerical tasks depends.on typewriting
skill. This.skill may be measuted in terms of either straight-copy or
job-task typewriting performance. Straight-copy typewriting involves .

copying printed materials without change in form or arrangement (West,
1969, p. 322), and it depends primarily on key-sttoking ability. Job-

task ty ewriting involves more than basic key-stroking. it requirea_OPe
abilityf to make decisions about the form and arrangement of typed Mater-
ials. /These decisions usually inv

;

lve centering, vertical and horizontal
placem'nt, spacing.between element , and setting of margins and line

;
headin a.

A primary goal of the Artily is to improve the job-task typewriting
sperformance of its clerical personnel. However, relatively little
research has been performed on job-task typing (e.g., Showel., 1972)
compared to straight-copy typing (e.g., Hagman, 1979; US Army Admini-
stration Center, 1977). One result is that information is lacking on
current levels of job-rtask typing performance and techniques for pro-
moting it. A second result is that straight-copy typing performance has
been used as an indicator of job-task typing performance. The validity ,

of this.approach can be questioned for two reasons. First, jobLtask

typing speed is usually slower than straight-copy typing speed (West,
1969). Second, as one moves from straight-copy to job-task typing,
there is a-shift in emphasis from key-stroking ability to organizing and
planning abilities (Muhich, 1974). Thus, straight-copy typing perform-

ance can be an inaccurate index of job-task typing performance and
reveals litqe about the organizational skills required f(Yr effective
on-tfie-job eyping performance;

OBJECTIVES

In order to achieve,its goal of improved job-task typing performance,

the Army needs information which is riilated speciflgally to job-task
typing. ,In particular, the Army needs data on (1) current,job-task
typewriting profi,ciency levels of its clerical personnel and (2) effective
training methods for raising job-task typing performance. Inraddition,

more data are required on the utility of straight-,copy typing performance

as an index of job-task typing performance. One objective of this

research was to provide these data.'

-I .
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A stcond objective of, this nesearn was eo test'the hypothesis that

refresher (raining provides opportunities for new learning, even in

tasks performed routinelx on the job. In support of this hypothesis,

West (1969, p..415) states that poor work habits tend to result if

either,speed or accuracy of typing is not given sufficient emphasis. if

'this emphasis is lacking on the job, refresher training, 'idesigned to

provide it, may motivate soldiers to perform better and induce ncw

learning (e.., Alkwell, 1977), If 6ew learning does occur, it should be

In the form of .relatfvely permanent increments in typing skill.

if

APPROACH

The job-task selecteefor training was the typing 'of Army correspond-

ence. Two training methods were evaluated. One emphasized.study; the

other emphasized recall. During study, material to be learned,is pre-

sented to the trainee. Study may involve either watching another person
perform a task or the reading of printed materials. Regardless of form,

study always involves an nttempt to take in or receive information.

During recall, an-attempt is made to retrieve studied material from

memory.

Training typically involves both study and recall segments. For

example, a soldier being trained CO type a Military, Letter might examine

the correct format-depicted in a tiaining manual (study). and then attempt

to type the letter without aid of the manual (recall). The number and

sequential arrangement of study and recall segments can vary depending

upon the training procedure adopted.

Traditionally, learning has been assumed to occur only during.study.

Although the positive effect of recall on learning has been mentioned in

the early.literature (-e.g., Gates, 1917; Raffel, 1934), only recently,

has evidenee been accumulating that recall may not only enhance learning

(e.g., Lachman & Laughery, 1968) but also improve.retention (e.g., Hogan

& KiTtsch, 1970; Thompson, Wenger, & Bartling, 1978). Thus, current

viewpoints implicate both study and recall segments of training as con-

tributors to learning and retention processes.

The beneficial effects of recall have been attAbuted to: <O.
enhanced organization of material in memory resulting from its retrleval

(Rosner, 1970), and (2) development of an efficient learning strategy in

'which mtssed items receive more attefition than those previouslY recalled. .

correctly (Lachman & Laughery, 1968). With much of job-task typing
performance requiring possession of both efficient learning strategies

and organizational skills,,increased emphasis on recall during training

should enhance.typists' ability to meet both requirements. If true,

recall may prove to be more beneficial to,performance than study during

training. The present research was designed to examine this possibility,

-2
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Two groups participated.in four training sessions. The Study group
always had a marival available which provided the format information
necessary for successful completiou of the job task., The Recall group
also had this manual available, but only during sessions 1 and 4.
During Seaslons 2 and 3, the Recall group typed without the manual and,
therefore, had 0 retrieve format inforMat-ion from memoty. Both groups
were permitted.to use 4he manual.during Session A since this is standard
on-the-job procedure.

:

To increase the general benefit derived,from training, several
techniques-recommended by West (1969) were incorporated into boA job-
task-tralning pethods. These techniques included the deliveu of con-
sistedt and timely knowledge of results regarding speed and accuracy of
work, uée of unarranged training materials, and exposure to a variety of
job tasks. 5traight-copy typing performance also was measured to assess
its value as a predictor of job-task typing performance.

)7. Subiects

Seventeen male and thirteen female Administrative Specialists, 71L
Militaxy Occupational Specialty (MOS), from Fort Belvoir, Virginia,
served as -sulpjects. All soldiers were working in their MOS at Skill
Level 1 but differed in their grades and job titles. Table.1 shows the
distribution of soldiers by grade and job-title. Thecpedian time in MOS
for this sample of soldiers was 1,8 months and the range was 69 months.

Table 1
Number of Soldiers from each Grade and Job-title Category

Grade

E2

E3

E4

Job Title

Administrative Clerk 9

'Clerk/Typist 10
File Clerk , 3

Keypunch Operator 1

Mail or Distribution Clerk * 4

Personnel Clerk 2

SIDPERp Clerk 1

Number

6

5

19

3



Design

The 2x4 mixed-treatment design shown in igure 1 was used. The

between.subjects variable was Groups (Study, Recall) and the within-

subject variable was Sessions (1-4). Wteen soldiers were assigned

randomly to each of the two groups with the constraint that sex and

grade-be equated roughly across groups.

Eit

Materialg

Two parallel sets of training materials were developed for both job-

task and straight-copy typing. These sets were bound separately into

booklets labeled either Form A or Form B.

Job-Task.Booklets. Job-task booklets (Appendix A) contained test

materials for the Militaty Letter, Memorandum, Indorsement, and Disposi-

cion Form. For each category of correspondence, test materials consisted

of a test copy and an information copy. Test coges were arranged in

the.same format as the correspondence lesson materials contained in the

Self-Evaluation Test Segment of Resource Workbooks prepared by the US_

Army Institute of Administration and were representative of standard

military correspondence. Thus, the test copy contained`the material to

be typed but did'noi display it in the block style

format. Instead, individual elements of co sPondence (e.g., 'date,

reference symbol, etc.) were placed on the right, half of the test copy,

and the labels identifying each element were placed on the left half.

The information copy displayed the test copy material in the correct

format.. 'A

Straight-copy Booklets. .Straight-copy booklets (App ndix B) con-

.
tained a 5-minute warmup exercise and two 5-minute typi g tests. The

two tests contained in Form A were prei:pared by the US,Army Adjutant

General School. Admin istration School officials used these tests for

eftdMpf-course testing when this research was conducted. Scientists at

the US Army Research Institute for the Behavioral and Social Sciences

(ARI) developed the two tests ih Form B for use in an earlier research

project (Hagman, 1979).
1

Because of the re1ationshi0 between test difficulty and typing speed

(Robinson, 1967), tests in each Form we're equated for difficulty.

Difficulty level was defined in term of stroke intensity (average

number of typewriter strokes per d13>1onary word, including interword

space) and syllabic intensity (av age number of speech syllables per

dictionary word). The average val es of stroke and syllabic.iptensity

for each test Form are listed in Table 2. These values represent the

average difficulty level of written business communicarion (West, 1969).

.401)



GROUPS SESSIONS

Study

Recall

1 2 3 4

Tests Straight-copy Straight-copy Straight-copy Straighri-copy

Job-task Job-task , Job-task Job-t

(with AR) (With AR) (with AR) ALIO(wit '

/

Tests Strai t-cop Straight-copy , Straight-qOpy Strldht-cop)',

Job- sk Job-task Job-task / Jobt ask

(wikh AR) (without AR) (without AR); .AR)

r-

1

Figure 1. 'Experimental design.,

1 6
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Table 2 ,

.4

I)

/ Stroke Intensity and Syllabic Intensity for S4raight-copy Typewriting

Contained in Each TraininForm

Form Stroke Intensity Syllabic' Intensity

A 6.07

B 6.14 1.64

..).

1

As, shown in Table 3, two orders of Form presentation were used

across sessions. Eight soldiers from the Study and Recall greiapie
tested using Order 1, while seven solaiers,in each group'were tested

using Order 2.

Table 3
Order of Form Presentation Across Sessions

Order Sessions

14.,
1 2 3 te.k

A B B A

2 ,--- B A A

Apparatus ..

\
.

Typing was performed on IBM Sblectric II typewriters.
,

Standard 'stop

latches were used to measure typing speed to the nearest seeond.

Questionnaires

Soldiers completed a questionnaire prior to the start of each session.

1The purpose of th0 SeAsion 1 questionnaire was.to provide information an
the demographic chllaracteristics of the soldiers tested and the amount

-
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and kind of typing eachlsrformed on the ob. Questionnaires distributed
during Sessions 2, 3, and 4 were designed to provide information on the
soldiers' intersession-Vping experiences. Tle -questionnaires appear in

Appendix C.

Procedure

E/ch soldier participated in,four successive training sessions.
Sessions lasLed approximately one hour and were separated by an average
of seven days. Two to six soldiers were trained at one time, and this
training consisted of stra,ight-a-copy testing, 5 minutes rest, and then

job-tasktesting.

Straight-copy testing. Soldiers were instructed to'type the warmup
exerclse and the tests word for word and line for line. They also were
instructed not to correct their errors while typing.- The experimenter
used a countdown procedure to begin each test and the word "stop" t0^-end
each test.

Job-task testing. During job-ta0( testing, soldiers received the
relevant job-task test booklet and a copy of Army Rqgulation (AR) 340-
15. Soldiers mere instructed'to arrane each test 601py into the correct 14
modified block style format as specifira in the AR. .Ibey were also

reminded nett to correct their errors,while typing.

Soldiers were tested on all aspects'of job-task typing, including
inserting the paper, setting the margins and tabulatbr, key-stroking,
and th"planning and placeMent of individual elements of correspondence.
Upon completion of each test, soldiers raised their hands and the
i)experimenter recorded their completion times to tbe nearest second.
Soldiers then compared their'typed version of the test copy with the
information copy located on the next page of the test booklet. The

information copy was included.to qpdvide soldiers with immediate and
precise knowledge of results about the quality of their work. Upon
completing this comparison, soldiers signaled the experimenter and began
typing the next test. At the end of each session, soldiers were given
knowledge df results regarding their individual and composite task
typing times.

As shown in Figure 1, the Recall and Study groups experienced the
same procedure dUring Sessions 1 and 4. The main difference between
these groups was in theoWay each used the AR during Sessions 2 and 3.
Soldiexs in the Study group opened the AR and used it for reference
while arranging the test copy into the proper format. 1 They always were
free to consult the-AR, and therefore did not have to rilmit format
information to memory. The Recall group attempted to arrange test

-

1Soldiers reported this to be the standard on-the-job typing procedure.

7
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copies without using the AR. As a *rv,ault, format inform natio had to be
C.iii,fretrieved from memory while typing. After, typing t ch test, soldiers in

the Recall group/were allowed to cheek the AR as we 1 as ille inCorma ion

copy in,the test booklets. Typing time and AR checkin% tiMe were

<re'corded tor each rost typed by the Re all group. Thege two times were

added and the resulting completion time scores compared twithe completion

time scores resulting from the concUrrent typing and AR checking performed

by the Study group.

RESULTS AND DISCUSSION

Job-task Typewritin Performance

Job-task typing, performance MIS evaluated for speed and accuracy.

Task completion tIme was used as the measure for speed, while both

format and content errors were used to measure accuracy. Errors were

scored using a procedure similar to that used by end-of-course testing

personnel at the Administration school. Each element of correspondence,

.e.g., date, body, etc., was e4amined for format And content errors.

Format errors consisted of: (1) incorrect horizontal or vertical place--

ment of all or part of an elementl (2) Incorrect punctuation, (3)

addition of extra-task folmat material, and (4) omission of format

material. The specific guidelines on format arradgement contained in AR

340-15 were used to scoreformat errors. Content errors consisted of

ifacorrect key stroking and reflected straight-copy typewriting accuracy

on job-task materials.

Separate analyses of variance were performed on speed and accuracy

scores for tiOth individual and dombined test typing. These analyses

revealed that: (1) training ilOproved job-task typing time; (2) both

training methods produced thisrImprovement; and (3) the improvement was

not offset by a concomitant increase in either format or content errors.

Speed. As shown in Figtil 2, the average total amount of time takeh

. to complete all fogr tasks decreased for both groups across the four

training seSsions. These decreases amounted to 37.8%'for,the Study

group anq 35.1% for the Recalr Aroup and were responsible for aIig,
nificant' main effect of Sessions, F (3, 84).),69.49. This main effect

also was significant for the individual tests of Military Letter, F (3,

84) = 32.07, Memorandum, F (3, 84) = 8.61, and Disposifton'Form, F (3,

84) = 37.08. No other significant effects were found. Thus, 4rainlng

reduced job-task typing -timAlc but Oe magnitude of thes'e eereases was

not a function of the specific training method used.

Accuracy. As shown in-Figure 3, combined test format

errors remained,essedtially constant across sessions for b

Additional analysis of individual eest performance.reveale

2T e re ection region eqUalled .05 in all cases.

9
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the .main effect's of Groups and Sessions were si iiicant for fo{mat

errors committed in Memorandum typing. The Grou s effect revealed that

the Recall group was inferior to the Study group,.F(1.28) =-= 1.91 and the

Sessions eff,ect revealed that both group* increased their errors over

sess Fions, (3, 84) - 4.24. These two effects were not consistel) t witOr
.

the accuracy comparisons performed on both'the comb.ined test 'error: data %

of Fisbre 3 and oi the error dhta from the other Individual tests, i.e.,

Military letter, Indorsement.and Disposition Form. Thus, in general,

neither the.study nor the recall method ot training produ(44.1 an ob rvahle -

decrease in the number of format or content errors committed over sessiont4.

As West (1969, p. 415) kas suggested, it is likely that format accuracY

would have benefitted more had it been given added emphasis during '

trainIng.

The lack of an observed performance change in number oi errors may

have been the result of an -6ver emphasis on speed. Test instructions

stressed both speed and accuracy. However, the competitiv% atmamphere

associated with group testing and the knowledge of results regarding
.

speed given after each session may have induced soldiers to force speed

at the expense of accuracy. If no learning had oCcurred*during training,

this emphasis on speed would have caused a typical speed-acCuracy ttrade

off wi an increase in format errors. This did not occur, therefore,

it ears likely that format learning was sufficient to offset these
-

..

expected errors but not sufficient,to yield an observable increase in

accuracy across Sessions. Content errors, on the other hand, probably

remained constant over sessions because insufficient training time' was
.

given to have an appreciable impact on straight-copy typing. As indicated

earlier, content errors result from incorrect key-stroking and feflect

straight-copy typewriting accuracy on job-task materials..

Use of the AR at Session 4 may'have'precluded the expected job-,task

typing benefits resulting from emphasizing recall during testing. With

the AR present during testing, it was unnecessary for soldiers to retrieve

format information from memory. As a result, they mayshave returtied to

their usual on-the-job typing method which involved dependence on the

AR. Although a better test Of the two training methods would have

involved removing the AR for both groups at Session 4, this is not the

.way-typing is-done on the job. Therefore, the resultsrwould not have

related to actual on-the-job typing procedures. Data obtained using the

present design can be interpreted as supporting the conclusion that

emphasizing recall in a job situation where soldiers rely on performance

aids is not superior to emphasizing study.

Straight-copy Typewriting Performance

Straight-copy typing was scored in terms of speed (gross words per

minute (GWPM)), accuracy (errors), and a combined weighting of speed and

accuracy (net words per minute (NWPM)). Scoring methods used by the

10
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Administration School were adopted to score straight-copy typing per-.

formance. The formulas for GWPM and NWPM are shown in Appendix p; the

rures used to evaluate errors are listed in Appendix E. Separate analyses

of variance were performed on the average GWPM, NWPM, and erroe scores .

obtained from the two straight-copy tests taken at each session.

Speed. AB shown in Figure 4, the average GWPM of each group increased

across sessions. These increases produced a significant main effect of

Sessions, F (3, 84) 24.22. No other significant effects were found,

indicating that typing speed did not differ across groups and that the

magnitude of this benefit did not differ between groups across the four

training sessions.

Accuracy. Figure 5 shows the average number of straight-copy errors

committed by each group over sessions. The main effect of Sessions was.

significant, F (3, 84) = 7.17, revealing that errors generally increased

aelloss sessions. The magnitude of this increase varied betwen groups

and contributed to a significant Groups x Sessions.interaction, F (3,

-84) 3.19. Individual comparisons using the least squared difference

(LSD) method (Carmer & Swanson, 1973), revealed that the Recall group's°

63% increase in error between Session 1 and Session 4 was significant,

LSD(84) 7.03, but ihatthe Study group's '21% increase in error was
; A

not.

Nee Pe5formance. Figure 6 'shows the average NWPM typed by each

grO0bover sessions. Analysis of these data revealed no significant

effects. Titus, the increase in speed observed across sessioqs_was

offsq by a decrease in accuracy. As,a result, no changes ih net

perfoirmance were found.. Soldiers typed an average. of 23 NWPM. This is

above the-minimum standard of AO NWPM in effect whenmost of thiese

soldiers graduated from AIT. However, it is below the current minimum '

Art graduation standard of 25.NWPM.

Correlational Data

Questionnaire responses. It is possible that the obtained improve-

ments in typing speed were the resnit'of typing correspondence between

sessions rather than during the sessidni themselves. To exAmine this

possibility, the relationship between -soldier's reported amounts of

intersession typing and their session to session increases in typing

speed were examined using Spearman Rank-Order Correlational Analyses.,

As shawn in Table 4, the correlation between these two variables was- -

signiPicant eatay in training. ThiS indicates that-soldiers who typed

infrequently between Sessions 1 and 2 benefitted mare from'training than

those-who typed frequently. However, this relatiOnship failed to appear

at later sessions. This lack of a consistent relationship between these

two variables 'supports-the interpretation that training, and nott'on-the-

. job typing, was responsible for the observed increakes in typing speed.

12
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Table 4
Correlations Between Amount of On-the-job Tyiving and Ipereases in Job-

,

Task. Typing Speed.Occurring Between Successive Sessions

*p =. .05

Sessions Correlation Coefficients

1 and 2 .43*

2 and 3 .25

3 and 4 .03

-,r

The improved job-task typing performance was the result of session

to session increases in'the ability of soldiers to arrange tegt,mater-

ials. This improvement was`not a function of increased key-stroking
ability'for net straight-copy typing.performance didinot improve over

sessions.

Another correlational analysis revealed that increased job-task

typing speed was not related to time in MOS, r = .06. THis result is

particularly compelling because 87% of the soldiers tested were typing

at least some correspondence while on the job. Thtis, the benefits of

job-task typing training extended to experienced as well as inexperi-

enced Administrative Specialists.

6 Speed-error Relationships. Table5 reveals the intercorrelations

,for speed and accuracy of straight-copy and -job-task typing at each

'training session'. Although there was a consistent tendency for'lower
job-task typing times to be related to higher straight-copy typing
speeds (Row 1); this relationship was nonsignificant at all sessions.

However, one would expect the relationship between straight-copy and

job-task typing _speed to increase with the task length. As reported

preyiously (Muhich, 1974), no relationship was found between speed and

jerrors in straight-copy typing (Row 5). Job-task speed and errors were

also not related with the.exception:of the speed-content error rela-

tionship at Session 4. Although nonsignificant, the relationship_
between job-task speed and format errors decreased over sessions while

the relationship beetween job-task speed and content errOrs increased

from Session 2 to Session 4. These trends couldbe interpreted As

suggesting that as job-task training progresses, the contribution of

format errors to job-task typing speed decreases while the contributionWof content errors to job-task typing sp d increases. The reTohship
between straight-copy errors and job-ta k content errors.was significant'

16 28
rN



at 3 of the 4 trairiing sessicifts (Row 2). This relationship was expected
because job-task content errors were straight-copy errors committed in
the context of job-task typing. Significant correlations were found
between 4traight-copy and format errors at Sessions 2 and 3 (Row 3).
Perhaps disallowing Recall group soldiers to use AR 340-15 during these
sesstons in some way was responsible for the obtained significance. Of

more interest was the significant relationship between job-task format

and content errors at all sessions (Row.4). It appears that within the.
context of job-task typing, soldiers who are accurate at typintg content
also are accurate at typing format.

CONCLUSIONS

Reftesher training not only,provides an opportunity to establish-
.

lost skill, bu,t also provides an opportunity.to establish new learning, -

even among tasks performed routinely on the job. In the present research,
refresher training improved the ability of Administrative Specialists,
71L MOS, to type routine Military Correspondence. This improvement was
demonstrated primarily in the form of increased format arrangement speed
without an associated increase in error.

One possible reason for this improved job-task typing performance is
that refresher training provided consistent and timely knowledge of
results regarding typing speed and accuracy. Constgkent and timely use
of knowledge of results is perhaps the fundamental-dffferelice between.
formal training and on-the-job experience. Presumably, if immediate and
consistent knowledge of results were given to soldiers while on the job,
improved job-task typing would result. Supervisors could adopt this
approach immediately using actual job-tasks rather than specially
developed training matetials. Knowledge of typing results courd be
Provided by current supervisory personnel and an appropriate-job-,task
manual, such as AR 340-15. The benefits of refresher training e?ctended
to experienced and inexperienced typists within Skill Level L. thus,

formal-job-task typing training or a similarly structUred on-the-job
environment could be of general benefit to Administrative Specialists.

Straight-copy typing speed was not related to job-task typing speed.
As a result, knawledge of soldiers' straight-copy typing ability does

. not reveal necessarily their ability to type job tasks. This conclusion
will apply more to the short job-task used.in the present research which
emphasizes format arrangement rather than key-stroking.

P
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Table 5

Rows

Intercorrelations for Speed and Errors
and Job-Task Typing for Individual.Training

Variables

in Straig4t-Copy

1

Sessions

Sessions

2 2. I'

1 Straight-Copy Speed and Job-Task Speed 1

_

-.13 -.17 -.13

2 Straight-Copy Errors and Job-Task Content r .32 .41* ..0*

Errors

.;

3 Straight-Copy Errors and Joti-Task Format .25 40* .42*

Errors.
,

4 Job-Task Format and Job-Task Content Errors .67* .62* .58*
1

5 Straight-Copy Speed and Errors .02 -.02
.

,-,.05

Job-Task Speed and Format Errors .36 .19 .16

7 Job-Task Speeld and Content Errors .35 .28 .31

* 12 .05, two-tailed

1

3 0

4_
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LETTERHEAD:

CURRENT DATE:

SUSPENSE DATE:

REFERENCE SYMBOL:

SUBJECT:

'ADDRESS:

AUTHORITY LINE:

SIGNED BY:

APPENDIX 'A

1

JOB-TASK BOOKLET

FORM A

Military Letter

DEPARTMENT OF-THE ARM
Headquarters, 9th Infantry Division

( lort Lewis, WA 98433

14"January 1976

S-19 January 1976

AFZH-FE

Wood Fuel for Heating

Comnender, 1st Signal Group, 9th Infantry
Division, Fort Lewis, WA 98433

FOR THE COMMANDER

WILLIAM E. JOHNSON, COL, AGC, Adjutant General

INCLOSURE: 1 Incl as

leBODY:

1. There is a supply of green oak and pine on hand in the wood yard near
the Southern Pacific Railroad yard. There are also large quantities of dry
blocks and scrap 1,umbet:-...Aplap of the area is inclosed to Wp- you ItTate

the yard. 2. In'order to conserve.the supply of dry wood, your organ. .

ization will accept.50 percent of the wood requirements in the form of
,green oak and pine and 50 percent in the form of dry wood, consisti4 61
the blocks and scrap lumber. 3. Remove the wood frdm the present site .

without delay.

21
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DEPARTMENT OF THE ARMY
Headquarters, 9th Infantry Division

- Fort Levi., WA 98433

AFZ.115FE

SUBJECTt Wood Fuel for ftating

Commander
lst Signal Group,:9th Infantry Division

Fort Lewis, WA 98433

(s)

8-19 January 1976

14 January 1976

1. There in a supply of green oak and pine on hand in the wood yard neir-

the Southern Pacific Railroad yard. There Are 'also large quantities of-dry

blocks and serap lumber. A map of the area is inclosed to help you locate

. the yard.

a)
2. In ord r to conserv the supply of dry wood, your organization will

accept ercent of od requirements in the form of green oak and

and 50 percent in the form of dry wood,- consisting of the blocks and acre

lumber.

3. Remo4e the wood from the present site without delay.

a
FOR THE CONHANDER:

,*

1 Incl WILLIAM E. JOHNSON

88 COL, MGC
Adjutant General



LETTERHEAD:

Memoran4um

OZENIEet.

DEPARTMENT OF THE ARMY
Office of the Chief of Information

Washington, D.C. 20310

CWFICE REFERENCE SYMBOL: DAIO-PI-B

TODAY'S DATE: . 15 November 1976

ADDRESS: ARI, DCSPER

SUBJECT: ADY Committee Meeting

SIGNATURE BLOCK: MATTHEW R. CHAPMAN, LTC, AGC, ADY, Director -,----,

AUTHORITY LINE: FOR THE CHIEF OF INFORMATION

INCLOSURE: 1 Incl as

BODY:

1. The proposed meeting of the ADY Committee has been postponed from
Mbnday\to.Tueaday. The meeting will be held in ADY Committee Meeting
Room. 2. The agenda for the meetIng is inclosed.

23
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DEPARTMENT OF THE ARMY
Office of the Chief of Information

Washington, D.C. 20310

(3D

bAIO-PI-B 15. November 1976

err-

(3)
MEMORANDUM FOR: ARI

DtSPER

(i)
SUBJECT: ADY Committee Meeting

(a)

1. The proposed meeting of the ADY Committee has been postponed from

Monday to Tuesday. The meeting will be held in ADY Committee Meeting

Room(ii

2. The- agenda for the Meeting is inaosed;

(f)
FOR THE'CHIEF OF I RMATION

1 Incl MAtTHEW R. CHAPMANk

as LTC, AGC
ADY Dtrector

35
24



Indorsement

SUSPENSE DATE: S-19 Jan 77

CURRENT DATE: 8 Jan 77

DATE OF ORIGINAL LETTER: 1 Jan 77

REFERENCE SYMBOL: ABPT

INDORSEMENT NUMBER: 3d Ind

SUBJECT:, Army Correspondence Course

PREPARING AGENCY: Headquarters, US Army Field Artillery
Center, Fort Sill, Oklahoma 73503

ADDRESS: Commander, 100th Supply and Service
Battalion, Fort Sill, Oklahoma 73503

SIGNED BY:

AUTHORITY LINE:

INCLOSURES:

BODY:

daq

ALBERT G. CAMPBELL, MAJ, AGC, Asst AG

FOR THE COMMANDER

1 Incl as .

4-

1. The information requested by your battalion is inclosed. 2.. The
correspondence course will be of'benefit to all.

1..
41.

25
3 6



ABPT (1 Jan 77) 3d Ind ,

SUBJECT: Army'Correspondence Course
(L)

Headquarters, US Army Field Artillery
8 Jan 77

S - 1 9t 77

Center, Fort Sill, Oklahoma 73503

TO: Commander, 100th Supply and Service Battalion, Fort Sill,

OkToma 73503

1. The information requested

CE>
2. The correspondence course

-FOR THE COMMANDER:

AS

1

by your

will be

battalibn is inaosed.

of benefit to all.

26

ALBERT G. CAMPBELL
MAJ, AGC
Asst AG

84,



Disposition Form

'REFERENCE SYMBOL: FORSCOM
N

sa
DATE: 15 July 77

SUSPENSE DA '11(
. S-30 July 77

WRITER: CPT Cramer, phone 3241

TYPIST: PFC Paul Wilson

THRU: ( TRADOC
.0

TO: ARI
-

FROM: AC

SUBJECT: -Miliiary Personnel Officer Clas

4

SIGNED BY: A. W. ogsoTo, LTC, AGC, Adjutant General

INCLOSURES:

BODY:

1 Inc1 as

1. Classes for Military Personnel officers will begin A 3 Aug 77.

These classes will be conducted by the Personnel Management Branch.
Enrollment is limited to 25 students. 2. At inclosureflis additional
infoimation about the course.

. 27
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DISPOSITION FORM
For uo of hl Iwo+, ess AR 340-15; th popenem iponcy ls Th Adiuton Gnerel's Of live.

S-10 July 77

/100401,000MIDESWWKX

FORSCOOr Military Personnel Officer Class

XV THRU wireic 4nom AG

TO

DATE 15 July 77 COAT I

CPT Cramer/pw/3241

1. Classes for Military Pereonnel officers will begin on 3 Aug 77. These classes
will be conducted by the Personnel Management Branch. Enrollment is limited to 25
students.

(i)

2. At inclosure 1 is additional information about the course.

1 Ind A. W. DESDTO

88 LTC, AGC
Adjutant General

MM.

28

I.
4..

1 IMO Sa 24A PM RIIPLACI01 00 Ina, VINTON SUMMAR OF WHICH WILL si
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- LETTERHEAD:

Nonmilitary Letter

DEPARTMENT OF THE ARMY
Headquarters, 25th Artillery Brigade

Fort Sill, Oklahoma 73503

REFERENCE SYMBOL: AFPS-CAA

DATE: 12 April 1977

ADDRESS:

SALUTATION:

COMPLIMNETARY CLOSE:,

SIGNED BY:

BODY:"

Colonel James 3. Reese', USA; 47th Ordnance
Group, APO New York 09046

Dear Colonel Reese:

Sincerely,

G. D. WALKER, COL, FC, Commanding

Welcome to Fort Sill, Oklahoma. I was pleased to learn of your assignment

to 25th Artillery Brigade.

COL Harry Owens, my Deputy Commanding Officer, will be your sponsor. He'll

contact you in the near future.

I look forward to meeting you and your wife. Have a safe journe/hand,

again, welcome to 25th Artillery Brigade.

1

LI

4 0

29
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DEPARTMENt OF THE ARMY
Headquarters, 25th Artillery Brigade

Fort Sill Oklahoma 73503

AFFS-6AA .

6-)

Colonel James J. Reese,' USA
47th Ordnance Group
APO New York 09046

tl

12 April 1976

A

Dear Colonel Reese:

(i,
Welcome to".Fort Sill, Oklahoma. I was pleased to learn of your assignment

to 25*Artillery,Brigade.

COL Harry Owens, my Deputy Commanding Officer, will,be your sponsor. He'll

contat)you in the near future.

I look forward to meeting you and your wife. Have a ertfe journey and,

again, weldome to 25th Artillery Brigade.

Sincerely,

e'

G. D. WALKER
COL, FC
Commanding

30 .
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LETTERHEAD:

CURRENT DATE:

SUSPENSE DATE:

REFERENCE SYMBOL:

SUBJECT:

ADDRESS:

AUTHORITY LINE:

SIGNED BY:
kl

JOB-TASK BOOKLET

FORM B

Military Letter

DEPARTMENT OF THE ARMY
Headquarters, 6th Infantry Division

Fort Jones, Georgia 30312

10 October 1975

S-25 October 1975

HFEF-ZA

Line of Duty Invesiigation,

Commander, 4th Infantry Division, Fort
Oheefenohee, Georgia 30314

FOR THE COMMANDEi

REGINALD A. GARDNER, COL, AGC, Adjutant General

INCLOSURES: 1 Incl as

BODY:

1. The attached Form 188 pertaining to PFC John A. Jones, formerly of the

62nd Medical Group, is forwarded,for inclusion with the line of duty

inveafigation. This process should be considered normal and an example

of standard prOcedure. 2. Current regulations require that line of duty . .

investigations be submitted two days after the injury. In thiq case, the

injury was a broken bone in the wrist. 3. Reasons for the delay in ihe
submission of this,line of,Auty investigation will be explained by the
indorsement td this letter.

4.

31
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*DEPARTMENT OF THE ARMY

Headquarters, 6th Infantry Division
,Fort Jones, Georgia 30312

HFEF-ZA

SUBJECT: Line of Duty Investigation

Commander
4th Infantry Division
Fort.Oheefenohee, Georgia 30314

(f)
S-25 October 1975

CO
10 October 1975

1. The attached Form 188 pertaining to PFC John A. Jones, forterly of the
62nd Medical Group, is forwarded for inclusion with the line of duty
investigation. This procedure should be cOnsidered normil and nn example .

of stn5dard procedure.

2. Current regulationlrequire that line of duty investigations be .

submitted two days after the injury. In this case, the injury was a
broken bone in the wrist.a
,3. Reasons for the delay in the submission ofAthis line of duty investiga-
tion ill be exylained by Elle indorsement to this letter.

FOR THE COMMANDER

4

,

REGINALD A. GARDNER
COL, AGC
Adjutant General

4 3 s
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LETTERHEAD:

REFERENCE SYMBOL:

DATE:

ADDRESS:

SUBJECT:

'SIGNATURE BLOCK:

AUTHORITY LINE:

INCLOSURES:

BODY:

1

Memorandum

-4 0

DEPARTMENT OF THE ARMY
Army Corps of Engineers

Fort Benning, Georgia 36104

DAEN-AS-C

8 April 1976

-CATB, A4TS

TDY Lecture Session

R. D. GRAVES
COlt,;Inf

Training Coordinator

FOR THE VIEF OF ENGINEERS

1 Incl. as

1. As of this date, twenty-five people are planning to attend your

lecture.. Please have a sufficient quantity of adjunct 'materials available

for those who attend. 2. A Map of the post is inclosed.

/

33 '44



DEPARTMENT OF THE ARMY
Army Corps of Enginees

Fort Benning, Georgia 36104

DAEN-AS-C ficApril 1976

MEMORANDUM FOR: CATB
ARTS

SUBJECT: TDY Lecture Session

4.)

1. As of thii date, twentr-five people are planning to attend your
lecture. Please have a sufficient quantity of adjunct materials available
for those who attend.

2. A map of the post is inclosed.

FOR THE CHIEF OF ENGINEERS

1 Incl R. D. GRAVES
as COL, Inf

Training Coordinator

I
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SUSPENSE DATE:

CURRENT DATE:

DATE OF ORIGINAL REQUEST:

REFERENCE SYMBOL:

INDORSEMENT NUMBER:

SUBJECT:

PREPARING AGENCY:

ADDRESS:

SIGNED BY:

AUTHORITY LINE:

TNCLOSURES:

BODY:

Indorsement

S-25 Aug 76

19 Jul 76

12 Jul 76

ATZR

2nd Ind

Computer Test Review

Headquarters, US Army Finance and Accounting
Center, FOrt Benjamin Harrison, IN .46216

4
Commander, DARCOM, 5001 Eisenhower Ave,
Alexandria, VA 22333

JOHN F. HARCOURT, LTC, Fd, Aist Executive
Officer

FOR THE COMMANDER

1 Incl

1. 'The inClosed tests on the central processing unit have bddn completed.
2. Request the status of your review.

k

et
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S-25 jc1i 76

ATZR ( 12 Jul 76) 2nd Ind

SUBJECT: C uter Test Review
4,

Headquarters, US Army Finance and Accounting Center, Fort BenJamin Harrison,

IN 46216 ce Jul 716

TO: Comman115, DARCOM,-5001 Eisenhower Ave, A andria, VA 22333

1, The inclosed tests on the central processig unit have been completpd.

2. status of your review.
4.

FOR THE COMMANDER

1 Incl
as

36
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JOHN F. HARCOURT
LTC, FC
Asst:ecutive Officer
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REFERENCE SYMBOL:

DATE:

SUSPENSE DATE:

WRITER:

TYPIST:

THRU:

TO:

FROM:

SUBJECT:

SIGNED BY:

INCLOSURES:

Disposition Form

MILPERCEN

17 June 76

S-27 June 76

2LT Bill George

PFC John Doakes

DCSLCC

ITSE

GAO

Requisition for Manuill Typewriters

JOSEPH P. PARSONS; COL, Inf, Craims Officer

1 Incl as

BODY:

1. ,Requisition Number 87, for manuAl typewriters is returned without action.-

2. A copy of your requisition fias been held for discussion with the budget

. officer in order to deteruane the availability of funds.

37



[410114C1 04 Ma MOM mina

DISPOSITION FORM
For us el thl form, eon AR 340-15; th proponent ipency I. Th Act/totem Generel' 011ie..

S-77 .1une

TLPERCFN Reclutsitton for PI/must Typewriters

THRU DCSLOC FROM CAO IWIE 17 June 76 CUT I

(i)
2LT George/jd/5176

TO. ITSE 1 0
. 0 .

1. Requisition Number 87, for manual typewriters is.returned without action.

0 ,

2. of-your requisition has been held for discussion with" the budget offiter
i r to determine the availability of funds.

1 Incl JOSEPH P. PARSONS

as COL, Inf

Claims Officer

Waft
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LETTERHEAD:

Nonmilitary Letter

DEPARTMENT OF THE ARMY
U.S. Army Administration Center

Fort Benjamin Harrison, IN 46216

REFERENCE SYMBOL: PERI-ID

DATE: 4 17 March 1974

ADDRESS: General John P. Jones, Letterman National
Hospital, San Francisco, California 94129

SALUTATION: Dear General Jones:

COMPLIMENTARY CLOSE:

SIGNED BY:

BODY:

Sincerely,

James B. David, MG, USA, Commanding

Soon I will be tling leave and will be in fOir arLei: For once in my life,

I really plan to take it easy on this vacatiori.

I am going to check on some real estate there and then do some fishing. If

you can find your way clear, I sure could use some company on the lake.

As you know, Joyce,Vs.no fisherman At all:

r.

(*)
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4,)
DEPARTMENT OF THE ARMY

,U.S. Army Administration Center
Fort Benpmin Harrison, IN /4216

PERI-ID

General John P.' Jones
Letterman National Hospital
San Francisco, California 94129

Dear General Jones:

17 March 1974

Soon I will be taking leave and will be in your area. For or-Mb in my life,

I really plan to take it easy on this vacation.

(71.)

I am going to pheck on siome real estate there and then do some ffshing. If

yo an find your way clear, I sure could use some company on the lake.

As you know, Joyce is no fisherman at all.
,

Sincerely,

ci
James B. David'
MC, USA
Commanding



APPENDIX B

'STRAIGHT-COPY TEST BOOKLETS

FORM A

Warm-up Exercise

The postal number that we type so neatly on labels and envelopes

emerged from the Zoning Improvement Plan that the Post Office started

in the spring of 1963 as a way to speed delivery.of thail. The five

figures in the number are a special code that lets mail be sorted much

more quickly and accurately. The-plan caught on at once, and business

firms throughout the nation put the codes on their mailing lists.

There are two phases, one concerned with bulk mail and another

that has to db with individual cards and envelopes. Alihough typists

are involved only in the second kind;-they should know that ZIP numbers

do not apply to letters alone.

The bulk mail, like magazines and circulars, has to be placed in

baga, one for each local postal zone to which the !mil is.to go. The

mailers like .the plan for, once they adjust their mailing lists, it is,

easy to bag what they ar mailing, and the bags start on their way

without any delay.
dog
Handling a sinkle card or envelope is different. Such pieces must

be sorted in the Post Office. If cards and envelopes .11ave the full

0

1:43stal zone number in precisely. Ithe right place, the sorting can be

Aone ten times as.fast by a scanning machine as it ever could be'by

/ human eye and hand.
% r

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

"--
some blank sp ce. How much space? The scanner requires not less than a ;

.,

sixth nor more than a ,half inch of space. The postal ,departmont stresti"

that the cqdi be not less than tWo nor more than six sfaces away from

the state.

INSERT NEW PAPER AND BEGIN:TYPING WtTWTHEgOADS, "The postal number....

4;
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Typing Test CC

Military leadership is the art 'of influencing and directing

men in such a way as to obtain their confidence, respect, and

loyal cooperation in order to fulfill the mission. A leader is

a person who influences and directs others. '

An officer maintains close personal contact with only a few

individuals. He must depend upon these individuals to make IA

will known and to carry out his purposes. The success of 4 unit

depends upon the leltder's capacity to promote desirable relatiod-

ships between himself, the-unit, and the individual members of

the unit. Such conditions will result in highly motivated

individuals, working as a team, with mucual confidence and

respect.

A leader Must know that his own character has an,,important

influence on his subordinates. If he demorates high moral

principles and integrity,,these qualities will influe other

people. A person who has matured in our society usually has

acquired Spiritual and moral values which not only strengthen

the individual's character but also provide him with a source of

inner strength.and stability durArg times of crisis. Man's need

to live up to the accepted spiritual and moral code of his

society will help him 'to overcome fear'. It will help provide

courage to, face difficult issues in his daily life or to fight

well in combat.

INSERT NEW PAPER AND BEGIN TYPING THE NEXT PAGE.
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Typing Test CC ((ontinued)

The leader's
fiI

gious life, which serven as a bulkwark in

his own life whenrbe is confronted with difficult challenges, is

a vitally important factor in produling stable qualities in

other men. If he thoroughly understands and exhibits moral and

spiritual values, he will be,prepared to lead his own men even in

'this nuclear era in which men will have to face the danger of

A,
tremendous destructive forces.

A good leader, tiy control of his voice and gestures, can

have a fitm and steadying influence over those around him,

_especially in combat. Few-things can steady the morale of0

troops more than the realization that their leader, with full

knowledge of the difficulties of a situation, neither looks nor.

actb.worried as perhaps he has a right to (10\

Knowledge of other men's behavior and of th'e reasons for

this behavior is necessary for leadership. For example, cerESin
I

conditions must be met if an individual's pattern of behavior is

to be socially,acceptable and satisfying to himself. These

conditions, or roots of.behavior, may be.called basic human

needs. The desire forlifroup approval is ori6 of the Strongest

urges of man. He will' put f6rth great effort to win this

approval.

INSERT NEW PAPER AND BEGIN TYPING, WITH THE WORDS, "Military .leadership..."

V.MIWINEW
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Typing Test DD

Before a Selection of training activities can be made, a
-

decision must be reached as to the immediate mission of a

particular unit. Needs differ with the type of troops involved,

their age, their physical condition, stage of tratning, and other

local factors. The administration of a suitable program of

training is not dependent.upon elaborate facilities. Many of the

activities reql'ire no special apparatus or facilities. However,

the aVailability of equipment will have some effect upon the

planning Of the program.

The terrain and the type of climate of an area govern the'

selection of the courses for the training program. .In regions

where changes of climate are frequent, inclement weather

schedules have.to be planned. The ayailability of suitable

local terrain for the various courses.and games always has to

be considered in working out a training progism and schedule.'

The training program, to be adequate, must insure the

coriditioning of all personnel. Improvement of muscle tone

strength, and muscular endurance is essential. The program

should be.Well balanced and should provide opportunity foe

cqpditioning, Variety, recreation, and the development of skills

in addition to fostering desirable individual and team traits.

Conditioning drills, grass drills, and guerrilla tactics

.should be included in the piogram, but to a limited,extent.
. ,

INSERT NEW 'PAPER AND BEGIN TYPING THE NEXT,PAGE.
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Typing Test DD (continued)

These activities provide a warmup for the sports and games and,

in addition, reach muScle groups which may not be used

in the athletic Programs.

The athletic activities used should be of.the most vigorous

type. Such sports as soccer, basketball, and other similar

games are recommended. Games such as softball and volleyball

should not, be used during the toughening and.slow-improvement

stages of the physical training program because they are not
f

'sufficienly strenuoys. Football is an excellent.game for well-

conditioned men, but does not"lend itself to use during the

on-duty program becamse it requires a large amount of equipmerit.

The foot march may be used as part of physical conditioning.

Obviously, foot care is essential to foot marching. The foot is

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

heel and ball of the footand the ankle have little padding.

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

compressed by tight socks or shoes.

Prevention of foot trouble is the:best first aid_for feet.

Ty Soldier-can prevent many minor foot ailments by personal

care. Blisters are caused by friction. Therefore, if the cause

can be controlled, the blister may be prevented.

INSERT NEW PAPER AND BEGIN TYPING WITH THE WORDS, "Before a selection.:.."
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STRA1CHT-COPY 1,7 BOOKLETS

FORM B

Warm-up Exercise

0.

The poatal number that we type so neatly on labels aild envelopes

emerged from the Zoning Improvement Plan that the Post Office startad

in the spring of 1963 as a way to speed delivery of the mall. The five

figures in the number are a special code that lets mail be sorted much

more quickly and accurately. The plan caught on at once, and business

firms thAughout the nation put the codes on their mailing lists.

There are two phases, one concerned with bulk mall and another

that has to iolt7ith Wividual cards and envelopes. Although typists

are involved onl in the second kind, they should know that ZIP numbers

do not apply to letters alone.

The bulk mail, like mhgazines and circulars, has to be placed in

bags.; one for each local postal zoRp to which the mail is to go. The

mailerg like the plan for, once they adjust their mailing lists, it is

easy to bag what they are mailing, and the bags start an their way

without any, delay.

Handling a single card .or envelope is different. Stich pieces must

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

.postal zone number in prcisely the xight place, the sorting can be

dOne ten times as fast by a scanning machine as it every could be by

human eye and hand.

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

some blank space. HA, much space? The scanner requires not less than a

saxth nor more than a half inch of apace. The postal iipartment stresses

that't e code be not less than two nor more than six spaces away fro*

the state

INSERT Ngw PAPER AND BEGIN TYPING WITH THE WORDS, 'The postal number

4 7



Typing Test AA

The research dealing with decline in mental abilities as

a result of aging has often produced contradictory results.

Thus; in some studies, definite and pronounced declines are

found, whereas in other studies these declines, if any, are

slight. When the results of many studies are combined, they

show a gradual dedline in ability. Hqwever, what this average

decline represents is really, a mixture of two populations--the

elderly who are relatively stable in their abilities and those

who decline abruptly and seriously in their abilities.

Although a lot of research has been done on intelligence,

a number of methodological problems are come across by some

who are concerned with the relationship of mental ability and

age. What should be used as the criterion of mental ability?

Typically, some form of intelligence test is used, and the
*

performance of groups of old persons is compared with groups le

younger persons. This procedure has several problems with it.

Intelligence tests w4re not designed to be used with old persons;

in most cases, they were Oesigned and tested with young subjects.

There are other measurement problems. Jones has discussed

some/of the other considerations involved in testing mental

measurements of older persons.

INSERT NEW PAPER MD BEGIN TYPING THE NEXT PAGE.
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Typing Test AA (continued)

Often, tests used to measure overall mentaJ ability will

contain subtests that stress different abilities. Thus, in

some cases, verbal ability may be critical, whereas on other

subtests, speed of performance may be important. Often', the

result of'the test is given as one score, which combines the .

various subtests. We have already pointed out that a decline

in speed of pyrformle is found in older persons, and there

is considerable evidence to indicate that there is a constant

decline in performance in these types of subtests as a function

of age. However, evidence for deline on verbal tests is much

less clear; some studies show even a rise in performance with

age.

BEGIN TYPING WITH THE WORDS,, "The research dealing with

I-

7\
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Typing Test RR

Experiments concerned with hearing loss induced by noise
t.11

present the researcher with some problems. Records of industry

can be examined to determine the approximate exposure to

sound of persons who have since discovered that they have a

hearing loss. This serves as a rough guide of the effect of

some particular sound.level on hearing loss. However, such

factors as the frequency or frequencies of the sound, distance

from the source, age of the worker, and a number of independ-

ent variables may have contributed to the observed hearing

loss. The controlled laboratoryyxperiment- will reveal which

variables are most suspect, but nothing can duplicate the

exposure the worker might have received. The advantage of

laboratory results is the certainty of the resultg; specific

antecedent souna levels can be related to observed hearing

losses. With this certainty comeg the problem of induced

hearing loss itself. No experimenter would approach the situa-

tion with the intention of damaging someones hearing. Human

subjects might be exposed.to noise and the effects observed,

but ethics require that the experiment be stopped if a decrement

is observed. As a result, there is no certainty that higher

noiselevels.would continue to damage hearing; perhaps the

noise had already done the grea st amount of damage possible.
\7.......,-

INSERT NEW PAPER AND BEGINTYPING THE NEXT PAGE.



Typing Test BB (continued

To ascertain the limits of nonin urious exposure to intense

sounds, animals are often used. There is no direct general-

ization from the animal studies to humans, hut there are not

major changes between induced hearing loss in animals with

specific noise conditionsand those observed in men exposed,

without intent to indtice a hearing loss, to the same pound.

Regardless of the difficulties encountered in research in

the area of noise-induced hearing loss, there is little question .

that it does take place. At one time the concern was pri-

marily with industrial noise and rioise in certain other

occupations, but more recently, with the hard-rock groups, it

appears that there may be a whole generation with noise-induced

hearing loss.

BEGIN TYPING WITH THE WORDS, "Experiments cOncerned with
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1. Name

APPENDIX C
Session 1

Questionnaire Project 2

2. Social Security Number

3. MOS

4. Time in MOS

5. Location of AIT

6. Sex

Home

Phone
Work

Months

7. Grade(circle one) El E2 E3 E4 E5 E6 E7 E8 E9

8. Skill Level(circle one) 1 2 3 4 5

9. Unit Address

10. How much of your work day has been devoted to typing since beginning

yobr job? (circle one)
1. None
2. Some typing but less than two hours per day
3. Between two and four hours per day
4. Between four and six hours per day
5. Between six and eight hours per day
6. All day (\

NOTE: If you have done no typing since beginning your job, do not

answer questions 11 and 12, but instead, on the'llack 6f this
sheet write a short destription of your duties during this time.

11; What percentage of your typing time has been on correspondence since

begAning your job? (circle one)
1. 0-20%
2. 20-40%
3. 40-60%
4. 60-80%
5. 80-100%

12. What percentage of your time spent typing correspondence has been

devoted to each of the following categories of correspondence since

-, ,beginning your job?
Disposition Form %
Indorsement %
Memorandum %
Military Letter %

%6nmilitary Letter

IN
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1. Name

Questionnaire

Sessions 2, 3, and 4

Project 2

2. How much of your work day has been devoted to typing since your last
testing session approximately 2 weeks ago?

1. None
2. Some typing but less than two hours per day
3. Between two and four hours per day
4. Between four and six hours per day
5. Between six and eight hor,per day
6. All day

NOTE: If you have not done any typing since the last testing session,
do not answer questions 3 and 4, but instead, on the back of
this sheet write a short description of your duties during this
time.

4

3. What percentage of your typing time has been spent on correspondence
since your last testing session? (circle one),

1. 0-20%
2. 20-40%
3. 40-60%
4. 60-80%
5. 80-100%

4. What percentage of your time'spent typing correspondence has been
devoted to each of the following categories of correspondence?
Disposition Form
Indorsement 7.

Mkmorandum 7.

Military Letter
NonmilitAry Letter

54 63 1)
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APPENDIX D

FORMULAS FOR GWPM AND NWPM

Scoring Formulas

GWPM = Total NUmber of TypinT Strokes/5
Number of Minutes in Test

NWPM = GWPM - ERRORS

6 4
55
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APPENDIX E

RULES FOR SCORING ERRORS

Rules for Determininl: Errors

A. Only one error will be charged to each word regardless of how many

actual errors are made in the word. The following list describes the

kinds of errors which will be counted:

1. A misspelling will be an error. ,

2. An omission will be an error. Thd omission of an entire line

or more, or part of a sentence (two or more words), will also

be an,error.

3. A substitution or insertion will be an error.

4. fA punctuation mark omitted or incorrectly copied wilt/be an

error unless it follows a word in which an error ha been made.

5. If only part of a capital letter is typed, count one-error;
however, if the whole letter is.visible as a unit, even thougb

not properly in the line, no error is counted.

6. Any variation film the capitalization in the text of the test

will be an error.

7. A strikeover will be an error.

8. An erasure will be an eeror.

9. An x-ed out word or word fragment will be an error.

10. A transposition will be an error.

11. If a fragsla.Rt (any length) ih typed twice, count the entire,re-

peated,ffitgmint as only one error. In addition, count any er-

rors made within the repeated fragment as one error. Words in

the repeated fragment will not be counted in the word count.

12. Each failure to return the carriage to the left margin for the

start of the next line will be an error unless due to equipment

malfunction.

13. Each failure to double space between lines will be counted as

, an error. Single spacing and triple spacing between lines will

be counted as errors. Only one error per line will be charge&

for this type of error.

57



14.

/

14. Each paragraph which is not indefnted five spaces will be
counted as an error unless due to equipment malfunction.

B. Types oT questionable performance not counted as errors.

1. A faint impression, due to striking a key too lightly), is not
an error if the entire letter is visible.

2. -Failure to type word for word and line for line will not result
in any error.

3. Any error which occurs in, a last incomplete word will be
ignored.

4. Incorrect spacing will not be counted as an error because of
typewriter malfunctions.

ctl

58



11%

DISTRIBUTION

4' OASD IM&RAI
7 HODA (IMMO
1 HODA (DAPE P )

1 HODA (DAMA AR) r

1 HODA (OAPE HRE PO)
1 HODA (SORDID)
1 HODA (DAM! -DOT-C)
1 HODA (DAPC PMZ-A)
1 HODA (DACH-PPZ A)

HODA (DAPE-HRE)
1 HODA (DAPE-MPO-C)

HOOA (DAPE
1 HODA (DAPE HRL)
1 HODA (DAPE-CPS)
1 HODA (DAFD-MFA)
1 HODA (DARD ARS-P)
1 HODA (DAPC-PAS-A)
1 HODA (OUSA OR)
1 HODA (DAMO ROR)
1 HODA (DASG)
1 HODA (DA1OPI)
t Chief, Consult Div (DA-OTSG), Adelphi, MD

Md Asst. Hum Res, ODDR&E, OAD (E&LS)
1 lO USARAL, APO Seattle, ATTN: ARAGP-R
1 HO First Army, ATTN: AFKA-01 TI
2 HO f ifth Army, Ft Sam Houston
1 Dlr. Army Stf Studies Oft, 4TTN: bAVCSA (DSP)
1 Ok Chittl of SO, Studies Oft
I OCSPER, ATTN. CPS/OCP
1 Thc Army Lib, Pentagon, ATTN: RSB Chief
1 The Army Lib, Pentagon. ATTN: ANRAL
1 Oft, Mat Sect of the Army (R&D)
1 Tech SuPport Olt, OJCS
1 USASA. Arlington, ATTN: IARD-T
.1 USA Rsch Oft, Durham. ATTN: Life Sciences Dir
2 USARIEM, Nati& ATTN SGRD-UECA
I MAI W., Ii CLiyion, Al TN :;11- IC MO A
1 USAIMA. Ft Bragg, ATTN: ATSU-CTD-OM
1 USAIMA, Ft Bragg, ATTN: Marguat Lib
1 US WAC Co & Sch, Ft McClellan, ATTN: Lib
1 US WAC Co & Sch, Ft McClellan, ATTN: Tng Dir
1 USA Ouirtermaster Sch, Ft Lee, ATTN: -ATSM-TE
I Intelligence Materiel Dev Mc, EWL. Ft Holehird
1 USA SE Signal Sch, Ft Gordon. ATTN: ATSO-EA
1 USA Chaphriii Col& Sch, rt Hamilton, ATTN: ATSCTS-RD
1 USATSCH. Ft Eustis, ATTN: Educ Advieor
1 USA War College, Carlisle Barracks, ATTN: Lib

WRAIR. Netiropsythiaby Div
1 Olt, SDA, Monterey
1 USA Concept Anal Agcy. Bethesda, ATTN: MOCA-MR
1 USA Concept Anal Agcy, Bethesda; ATM: MOCANIF
1 USA Arctic Test Cir, APO Seattle. ATTN: STEAC-PL-MI
1 USA Arctic Test Cu. AP'0 Seattle, ATTN: AMSTE-PUTS
1 USA Armament Cmd, Redstone Arsenal. ATTN: ATSK-TEM
1 USA Armamerd Cmd. Rock Isiand, ATTN: AMSAR-TDC
1 FAA-NAFECI Atlantic City. ATTN: Library
1 FAkNAFEC. Atlantic City. ATTN: Human En" Br
1 FAA Paronautical Ch.. Oklahoma City, ATTN: AAC-441)
2 USA Fld Arty Sch, Ft SRI. AT114: Library
i USA Armor Sch. Ft Knox. ATM: Librery
11JSA Armor Sch, Ft Knox. ATTN: AT5111-1)1-E
I USA Armor Sch, Ft Knox, ATM: ATSB-DTTP
1 USA Arrnea Sch.. Ft Knox. ATTN: AiSB-00-AD

AR I Dostribui Ion I 1st

2 HOU4 'DEC., Ft Ord, ATTN. Library
1 HOUSACDFC, Ft Ord, AT TN ATFC TX F Hum Factors
2 USAEtC, Ft Benjamin Harrison. ATJN LibrAly
1 USAPACDC, Ft Benjamin Harrison, AT TN ATCP HR
1' USA Comm- El4ct Sch, Ft Monmouth, AT TN ATSN F A
1 USAEC, Ft Monmouth, ATTN AMSEL CI HOP
1 USAEC, Ft Monmouth, ATTN: AMSEL -PA P
1 USAEC, Ft Monmouth, ATTN: AMSEL- SI-CB
t USAEC, Ft Monmouth, ATTN. C, Feel Dev Br .-

1 USA Materials Sys Anal Agcy. Aberdeen, AT TN, AMXSV-P
1 Edgewood Arsenal, Aberdeen, ATTN: SARE A BI- H
1 USA Ord Co & Sch. Aberdeen, ATTN: ATSL-TEM-- C
2 USA Hum Engr Lib. Aberdeen, ATTN: libraty/Dk
1 USA Cotnbat Arms Tng Bd, Ft Binning, ATTN: Ad Supervisor
1 USA Infantry Hum Ftsch Unit, Ft Benning, ATTN: Chief
1 USA Infantry Rd. F t Binning, ATTN: STEBC 7E- T
1 USASMA, Ft Bliss, ATTN: ATSS--4..RC
1 USA Air Del Sch. Ft Bliss, ATTN: ATSA CTD ME
1 USA Air Del Sch. F t Rliii, ATTN- Tech Lib
1 USA Air Def Bd. F t Bless, ATTN: FILES
1 USA Air Del Bd, Ft Bliss. ATTN: STEBD -PO

.1 USA Gond & General St1 College, Ft Leavenworth. ATTN: Lib
1 USA Cmd & General Stf Collets,. Ft Leavenworth, ATTN: ATSW-SE
1 USA Cmd &Gen:ral Stf College, Ft Leavenworth, ATTN: Ed Advisor
1 USA Combined Arms Cmbt Div Aft, Ft Leavenworth, ATTN: DepCdr

/1 USA Combined Aims Cmbt Dev Act, Ft Leavenworth, ATTN: CCS
1 USA Combined Arms Crribt Dev Act, Ft Leavenworth, ATTN: ATCASA
1 USA Combined-Arms Cmbt Dev Act, Ft Leavenworth, ATTN: ATCACO-E
1 USA Combinnd Arms Cmbt Div Act, Ft Leawnworth. ATTN: ATCACC-CI
1 USAECOM, Night Vision Lab, Ft Bel'voir, ATTN: AMSEL-NVSD
3 USA Computer Sys Cmd, Ft Belvoir, ATTN: Tech Librery

USAMERDC, Ft Belvoir, ATTN: STSFB-00
1 USA Eng Sch. Ft Belvoir. ATTN: Library
1 USA Topographic Lab, Ft Belvoir, ATTN: ETL TD-S
1 USA Topooraphic Lab, Ft Belvoir, ATTN: STINFO Center
1 USA Topogtaphk Lab, Ft BONI*, ATTN: ETL GSL
I USA Intelligence Cp.& Soli, Ft 1411.1011Cil, ATTN: CTD MS
1 USA Intelligencv Ctr & Sch. Ft Huethuta. ATTN: ATS-CTP-MS
1 USA Intelligence Ctr & Sch. Ft Huschuce, ATTN: ATSI-T.O.
1 USA Intelligente Ctr & Sch. Ft Huachuca, ATTNr ATSI- TEX --GS

iv" 1 USA Intelligence Ctr & Soh, Ft Huachuce. ATTN: ATSI-CTS-OR
1 USA Intelligence Ctr & Sch. Ft Huachuce. ATTN: ATS1-CTO-DT
1 USA Intelligence Ctr & Sch. Ft Huachuci, ATTN: ATSI-CTO-CS

USi Intelligente Ctr & Sch, Ft Htsachoca, AITN: DAS/SRD
.'1 USA Intelligence Ctr & Sch. Ft Humanly,, ATTN: ATSt-yErA

1 USA Intelligence Ctm & Sch, Ft Huachuca, ATTN: Library
1 CDR, HO Ft Huathuts, ATTN: Tech Ref Div
2 CDR. USA Electronic Prep Gr51, ATTN: STEEP MT-S
1 HO. TCATA ATTN: Tech Library
1 HO. TCATA, ATTN: AT CAT-OP.O. Ft Hood
1 USA Recruiting Cmcl. Ft Sheridan. ATTN: USARCPM-P
1 Senior Army Ad:r.. USAFAGOD/TAC, Elgin Al Aux Ad No. 9
1 HG, USARPAC, DCSPER, APO SF WM ATTN: GPPE-SE
1 Samson Lib. Academy of Health Sciences., Ft Sam Houston
1 Marine Conn, Inst.. ATTN: Dean-MCI
1 HO., USMC. Commandent, ATTN: Code MTMT
1 HG, USMC. Commandant, ATTN: doch MPI-2626
2 USCG Academy, New London. ATTN: Admission
2 USCG Academy. New London. ATM: Library
1 USCG Training Cu. NY. ATTN: CO
1 USCG Training CO. NY. ATTN: (due Svc Ofc
1 USCG. Prochol Res Br. DC. ATTN: GP 1/62
1 HO Mid-Range Br, MC Det. Guanaco, ATTN: P&S Div
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1 US Maine Conn t iitiovn Ott, AMC. Alexandt Ia. At it( AMCGS
I USAI RAMC, F t Mrniu, ATIN .AIRO ID

TRAO0C, Ft Monroe, AT EN- A1PR AD
Al RADOS:, t Munro*, Al TN AT IS FA

I liSA Faces Cmdr Ft MePheston. AIIN. I divvy
2 USA Aviation Test Bd, F t Rocker. AI IN SI FOG PO
I USA Agcy fos Avsatson Safety, Rocker,.A 1/1. Libras y
I USA Airy km Aviation Safety, F t Rorkm. Al IN I duc Aden°.
1 USA Aviation Sch, Ft Rocky. AT TN PO Driivar
1 HE)USA Aviation Sys Cmd, St Louis. ATTN AMSAV -2DR
2 1./SA Aviation Sys TIM Act fdw.rdt Atli, Al IN SAV If I
1 USA A* Del SO, Ft IIl AITN ATSA IFM
1 USA Ali Dcv Cali. Mnffet1 FlIt, Ay TN: SAVO( AS
1 alSA Aviation Sat, Res lug Mgt, Ft Rocket, ATIN ATST T -RIM
I USA Aviation Sch, CO, Ft Huck's, ATTN: ATST-D- A
I HO. DARCOM,. Aimiandria, AT TN AMXCD
1 14(). ()ARCMS. Alexandria, ATTN CDR
1 US Minurry Academy, West Point, ATTN: SerieStUnst
I US MilHory Acadomy, West Point, ATM! Ok of Milt Lib thp
1 US Military Academy. West Point, ATTN: MAOR

USA Stondaidiration Gp, UK, FPO NY, ATTN: MASE -GC
I Ofc of Naval Fisch, Arlington, ATTN- Code 452
3 Ofc of Navoipsch, Arlington, ATTN: Code 458
1 Ole of Naval Rsch, Arlington, ATTN: Cods 450
I Ofc of Naval Rsch, Arlington, ATTN: Code 441
1 Naval learnifipc Med Ras Lah,Plinsocola, AN Acous Sch Div
I Naval Aermpc Med Res Lab. Ponsacola, ATTN: Code 151
I Naval Arnospc Med RC'S Lab, POnsiscola, ATTN: Code 15

1 Chiel of NayPers, AITN. Pers-OR
I NAVAIRSTA, Norfolk, ATTN: Safety Ctr
1 Nay °cosmographic, DC, ATTN: Code 8251, Charts & Tech
1 Center of Norval Anal, ATTN: Doc Ctr
1 NavAuSysCom, ATTN AIR 5313C
I NavBuM.d,ATTNTi3
1 NavHeilooptosSubSgua 2, FPO SF 90001
1 AFHRL WTI Williams AFB

.1 AFHRL (TT) Lowry AF8
AFHRL (AS) WPAFB, OH

214,FHRL (00-1Z) Brooks AFB
1 AFHRL (OWN) Lacaland AFB
1 HOUSAF (INYSO)

HOUSAF (CIPXXA)
I AFVTG 1140) Randolpp AF8
3 AMR!. (HE) WPAFB, OH
2 AF Ind of Toch, WPAFS, OH, ATTN: ENE/SL
1 ATC (XPTO) Rondolph AFEI
I USAF AeroMed Lih,"-Brooks An) (SUL -4), ATTN: DOC SEC
I AFOSR IN11, Arlington
1 AF Log Cend, McClellan AFB, ATTN: ALCIDPCRIII
1 Air Foga Acadamy, CO, ATTN: Dept of Bei Sat
5 Niresrs & Day Cis, San Diego
2 Navy Med Nsuresisychistric Rich Unit, SIM Diego
1 Nay' Electronic Lab, San Diego, ATTN: Ras L
1 Nay Tolman% San DiegoATTN: Ccide 9000Li
1 NavPostGraSth, Mammy, ATTN: Code 55Aa
1 NavPostGreSch, Monterey, ATTN: Code 2124
1 NovTingEquipCtr. Orlando. ATTN; Tech Lib
1 US Dept of Labor, DC, ATTN: Manpower Admiln 4

1 US Dript of Justice, DC, ATTN:.Dneg Enforce Admin
1 Nat Bur of Standards, DC, ATTN: Computer Info Section
1 Nat Charing Houma fog Mil--Info, Rockville
1 Denver Pedsrai Ctr, Lakewood, ATTN: 6LM

12 Define Documentation Center
4 Dir Psych, Army Ng, Russell Wm Canberra
1 Scientific Mew, MR Bd. Army feq, Russell Ms, Canberra
1 Mil and Alr'Attache, Austrian Embassy
1 Centro de Rectiorthi Des Fochoun, Humeimp de la Mhos.

Nationale, erussels
2 Canadian Joint Staff Washington
1 C/Air Staff, Royal Canadian AF, ATTN: Rim Std Anal Or
3.470el, Canodian,Def Ruch Staff, ATTN: C/CROS(W)
4. &rush. Def Staff, British Embassy, Washington
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Civil Oval ol r worn Agadir Ow Cattail.
itH CHESS, Kensington. A T IN info Sys B.
Militasrpsykologisk ?tensile, Copenhagen
Militory Attache, French Embauy: Al TN Doc Sac
Modecin Chef, C.E R P A. Arsenal, Toulon/Naval F lance
Ptio Sciontific Off, Appl Hum En" Rich Div, Minisby
of Oefonse, Naw-Delhi
Pars Rsch Ofc Libras y, AKA, !steal Defense Tomes
Ministesis van Defend.. °OOP/Kt_ Aid Somali
Psychologlocha Zakan, The Hague, Netheclands
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