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RBvvt1$ M4 $tuditt 

olerlcaltypewr1ting, '~I$eh 

'l'~lca.l ,,.,. .. 1t10111 the 

BUber on. skill, tbe most '!I,u:n'l'~r'~~"'lnl'::IT;,. Ikill. and the ;lOst used ~A.,iI".,I."" 

_"""""~''''''''''''''''..iL WO;fken.f:t1 thQ\1iht itt mi11d, it. seems 

ft1~r.;_lY lmp)rtant that T'.N",.__ nM1'I·~i"\1". I •• ~ emploJlient in the 

clerical t~1t.iDg advantage ofpl'opw 

t.rain.1na to prepare 

Bec •• lft of, the lR~~re,aSl\.Dg ll'W'Joer ett1,e b7 

bUSU$.s e.n4 1n4ustry, mort m.ore att.~tlon 1e to 

Yoca:tl()nal t,dning tor """ ........ ' ......... 'Wor'kers. There __ • some :I .. uril.iZiJ.L:m 

eel.etlen of \ii:f_~r'~·~"'ItV mlilLLf:iiZ" eontent in tn$ training these 

It the office IiI.&U .... .l'Li"',U;~ ClaSSB$ aecept the responsibility of 

~J. ~.¥~I.~UI"41I ear~ out ~6'1!il1>;il,.~"~~ tor clerioal t:ypewrit1ng, then 

v V·.ilI.'I.II.lIil1i' .101'.OJ:"J..e01#fa!Q, exerQi$es a1milv to the OlaSI.$ .bould 

l\Ayw ..... ~G' of the clEJrk.-tn1et. tor elerical-utpewriting teachere 

to know whetber they are g':!~.V"'J,r,UI 1:'t1'OM7 training to ad~!ld.nt (J under theU 

f,: tAlI ." 

lv. A. FrllCh, 1:\.1'$11 of Clerical aU·1nea. TlPing Papers 
FOrl1s for the Imp:rQ'Vem.entof In,s~tuctiona.l Material$," (Ullpublisbed. 

dl$sertat10111 SChoGl 01 'Edueation, Hew York Unive:rad.t7, 1952} , 



ell.plQ~ their 'tr~~1.n~!J.8 and to e()J_J~1 that with nat is being doae 

_las sf 0.. ~Qpre,are 
lluttman ebaervedl 

to aecept emplo~nt. 

NUIlerous . $urvets eompl.t~d eQv1~ton. V1rgWa, for 
in$t ••• ) show ,bat. mruq- cl$rk-t1Pi.ta learn 1n tn. office bst.ad 

tn tne. olasuJl'OOm.Xn a 1,,0 SBrTq, Hi·JS Beulah Jones road 
looal·b\t$~$.~.par'_ftt~&dua\e," ... doing--and. bad l.earneKi 

on 'ne job~ cletk.t1P1,t activit! •.• they were M1; taught in 
school, aI' 

Han4llnst1dtk ea,boll. pa~k$. 
Oo.,letins werk til. tlphtriter 'Within a gi."n time nth· both. 

ape,a ·$lld.aCOllr&01it 
T" .... 1t~1 ~.~8. e~f~tientq ana. aco\U'a\.1r~ 
Trpewrlt1lll q\\1ckl;y .tt~,o\Wat.17 Ircm rough-drafi cOPT. 
Leam1~ the teohni4ue' Qt, eraslng. 
'"pa~1_ s.'encU$ ter dllpUca'M.oll. 
"epa:r1ng at . :iter tlr.t drafts be retyped. 
~ to make. -\he.tital. plate-at tabua*"10Q ... 
AliPing ':fI>escnpt on tOnq. 
le$.vtb ,tud1$$ show that clel'k-typ1st,s need to know man,. ae. 

ot tb~ tJ'Pewlt.~. Aoo~t1 sun.TOr dl.rk~typi$t 1s in ener 
it 1011 wwld .lJWU"antre •.. \hat1app;roprl&ie \taMing 1$ inolude4 1n1Ov 
'1$~i,al-,:raotio8 ·proFams. 

applytDlltmilar t1lJlding$ 

,pi.olf $\a\.4; 

A .. t be overlearned tQ vQe~tiQ_l value to 
anT w:rktr. Qve"lea~ 1. depend.nt llIJOD uMugful 

lH8.l17 Huttman, "How Muoh fn1ng in Cleri,eal Practice?," BU$in~ss 
l$;~ai:i .. ,! W , IUn I (January 19;4), pp. 12. 



'1 

repetltiY. therefore. this wole arM 01e:;r1($41 
tne~itug in1;e~ven . with pred.uctlon typewrj:e.1ag, oftl'­
le~, and l)wrpo~.Jtll.L repe't.it1ve drill and practice. the. 
·tra1r4ng in. mQSt iMlude. the same ~t;;mdlt1"n$ • 
• tf:rlal$, sttuld.a.rds or requirement, of bu~i-
M'e ottioe •• 

the "r.l1U;]~ .~iJ,Y".,l~ pat\erne of. procedVEUJ ardbe 

'$JIB ldad of work tOtm4 itl busiJle$$ officel. ftl ideatioal 

&.tte1* they awe 'fhe,twas the qu.eltion asked tHquent17 b1 

the emplGl$r. ;£nt$nlewe<i tbis.'Ud,.. and 1t is oert,a1n17 '1tU''''1;rn[~1''1i 

eO!1$tderatlo¥l. AlalD, we fa." w.1tb the _.4. tor SCM .a.ns of 

lmomna what buaine$s.. Qf studantl truaeO. in the 

high $t:'bools. oout71choou are ·t~ Gut 

buR4~.4 • • r ~.pect1ve ea.~b 78ar. if thes$ pro$pec'ttlve 

wo~ker. are the positions aVailable, 

they should 'be lea~ .ano,praciioing 1a 

the... t~1t1ng 40ne intb. offices. It 

the ••• oft'-~ar t1Pewriting ola,sea 1n these 

tWG eo.tie, 16 oorrect, M a4j.etmenta ne"·be mruie. tt, bowever, the 

~m.pM$i8 1$ incol':-ect, 

should be made. 

iI, ; i t' 



!ll.". are three .aajor purpoe,. tbis tl1;;'ut!lY • 

• 1reatl, \0 the ,j,b1rd. aret 

1. d •• rfl1. , •• ~.,. 

"n,.Wll'1t,;U\C a@lR18'fitS in '*""'1> .... ; .... '111'..... \ralJllng _I~g:r~ •• 

lentll.err atIA •• anolee G"mt~Le$ 

jGb~rl .. tdH'cl 

school. in 

a.fo'.t.~tl. the ,.r.~tll.8 tbe d~ted aim11u cltri-

Y'P4.~.1.1~ng ~>J"lIi'''''lI\lII~ ,ertor.. ..lect..,. otllee8 1a 

3. '_pa,.e P4lreenta,.. tim" \0 certala O'1e1"1-

t1:p •• rltlq u.q.l./'&WQ ottie,. aad IcnQ()l.:lcnt,Qm«,,·, 

!Danoke IOtlfltjle. d ••• lop ,,tJc( •• H\m4at101111 tAt lIlprov.eBt 

lutructioft 01_r1oa1 ".;Vf'~"'~" 

1. • tdt If •••. Um1 ted 

:l:OJl1tg.".-'tI1f1' od __ ti$ •• 

) 

2. 

1. 

."leol.4ihhoole 1 • 

..~.ct1on '~~ •• a,.'. ,18 418euaed 

kiaQs of 



are not ofa $tenogaphie tl8:t ••• n1 In othe:r word., ole:r1.e.lt1P$ .... 

~itin& mar be '.fined a.s any "".writing done from .ourtes o'h.~ 

than shorthand. or so- torm of d1ct-.t,ing _aninea. 

l. Olerk-!t1Pi$t,.~A'tl1' o!fiee worker .0 performs the duties 

de tined ader cl.rieal ~1Pe~t1nl. 

Integatioll mater:1~ls lntotmat1on.~f1le g~theriq 01 

lyt.rials blf'ormat1ol1 'befor. the actual t7P6wltUI 1$ performed • 

. 4. F11lins in fo1"ms and tOri! letters o--TypeWit.mg 011 Finted, 

torms or term let\ere" Examples 1liehtde1 'billa I invoioes, l"equJ.sitioJl$, 

panolla, tht like. 

,. T1)pe .. 1ting stra1lht eop'.--Tnewritblg ooplea 01 other type­

writt. r$p~:r\$ or materials. 

6. T~lt1.g p ... paration tor d:ql1oation.--f7pewr1t1ng .'ane1a 

and masters to Qed du):>Ueatlns. 

7. T~!t1ng oaNs,envelopes, and. labels ••• 1newr1ting whioh 

or ad-d.NIS and 

1JP$writing 

or otbEtr oorreete4 copy- (This classification ._ included beeaute ~f 

~h. &pici&l problema 1Dt~g,ailq 1nfonuatlm durinc the typew1t.iRS.) 

Legal typelQ"i"ing.--'he t~t1ng ot legal contracts a.nd papel's.-

10. Stat1stlMl \1Pewrlt1nI ..... !~it1ng tabulated figures and 

other mat-erial,. 



11. RecoNat1 Te tY'Pawri~ing.--~he 1;ypewrltin& ot tinanoial 

reports, aOQQutlngrecoPtia, ally other typewrltlngdon$ relating 

to bookke.p1qg and 4eeoanttng. 

U.Mult.tple GOpy tJPewrit1q.·-The t1J*Wl'ltbg ofthte_ Qr more 

earbo. cople.lh Thls . ~~t.g017 was 1nol114_ nth other tOf1ll$ of eleri-

0$.1 tnErWritjag where the multlpltoopie$ ·.re made. It was lnolud.ed 

beeav. of the 8})$0181 prGhle_ involved. in the -ldllg of multiple 

copl"., aM also becauee lot wa$ bo11""'4 tb6\tt,b.,.tAof;)l, are 

ae,lect1nl to t:t:'al.n atudeats to with tbo,e multiple cop, ,1'ob1o. 

wb1ch appear in 'butine$$ offie •• in gli~nt1. BOut •• 



;~" 

F-risch 

fJttlef'Wl . ~tl. typts 

tb. ~ ot vooa\1onal ,,~ 

a&'._ of n~l.~l;o.l t~'1~l* and 
F.~Qtl. ot"~$ ~1~4 
TMft .. ,~, bQ 

• ",.,iDl .~t$k~ to:r th. 
;~m;.I~t.f'tllo't;~ •• ~~l .m1~~~~~jJ.$ in \~I~I ~.ler:kw.'1Plat~'i/!l 

btU~lni,\lI' ~ttiet. 

~'f4,atd 

.~~~'P~~]. ua. of cleriOlJ. 



'to be t".d. 

Frileb1 alsc eta'ted that the elerk-t7Put has b.en neglected in 

hi,h a.ncol $rainirlg. At l~$t, be has not: b •• rt given ihe attention 

"kat blb.en given t.he .'enograplll0 or seoHiutal. trainee. even 

i;hcup t.he" are probabl, .re olliee clerks trhm all other ottic. ptr'­

$otmel.oshin.d. the pr ••• nt$tud7 wa$ betID w1\il th •• ue assumption. 

'ri.ch! grouped ibelpeclllells of typ __ itiagjH5 aecordiq to~ 

1.Cla,$lt1catlons .~ p"'temaotclel'loal t~i'iag. 

2. tin4$ot so_e.. of trPOWflting. 

a.tGn aalI1niag the f1n4ing. of the Sl.U've:r, Fri..,ll asked tour 

majol"queetlone which 'WOuld serve •• a ptce to his stud1; 

1. What. are th. 1dJl4. ot bt,tSineis paper$ an4 to~ms (items) 
tbatattle. elel'ki t"et 

2. What areaou:reel from wld.ebolerk$ trpewr11ie the 1. tams? 
3. Wbaot 11 tberelattve ~t.anc$ or fr,he various busiDe$s 

P.7.1 amt torma and tMir t,,~lt1ng IUJ>ur;e. tCt common usage 
.Ul btlliaesl ottl ••• ? 

4. What _.01\1,1 ...... be valal tr •• the 4ata a.oquiX'ed 
whteh 1411 .e"," 48 bases .tQr.\he ;provement 01 in$tnetioual 
."oJ'iale for elenee.l t1P8ltf1t1ng? 

10 that b$ cow.ld. ueurately deteJtm1ft$ th$ k1Ude of type'Wt'itmg done I 

Pr1sobeeletted " 'btl.in.s$. in tnt lewterk _d New locbelle areas 

from which he .oll$cted. o".~ oae ~houaand spe.cillea. ot torms and. business 

f. ~ 

lxb14. 

2xb14., p. 

~llJ14., PI'.. 4. 
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.. 

QDe D:I' a:r-e MPl"JftB WlIiI~.'" llfUl •• 

tD8!1J'ltiq 
,.tnett .. ltiftl0a .~6 .. iI; 

,.~. re,..ted l.en1,-.. 
I_a be u .... 

i. 

71. 

till-1M a 



4.stra1gb\ COPT showed 14 .,81' .ent by Qltr.k .. t;rp1ets and 73 

percent. b text'book •• 

the work for 

olen .. ,,,1.,., whU$oDly 1 per ,eft;; va$ 4noted. to it, in the tat,. 

books. 

.tatistd.tal t~ittng Oft blank ebeet.. up 10 per oent 

olth. work of t1erk--t1P1.l. whUe 11 per ,eat was Ii'")! by the text. II 

,. f~"\iq on elJltlar bltmk .h •• \_) ,uds, or envelopes 

sbowed 8 ~r cent tor Ql ... k~tDi.t8 and, p. e$nt. 'in. t«r.tbooks. 

,. f1p_wri'ibJ on sl~l1l'\tl$d smaUe:p .hee'. 01' cuds 

co~de4 J per _eltt of 'be •.• 

~ ... ,utboot.. 

The _jo~ 41tt$?cm.ee the rl'isoh stud1 tbe .. pre,ent one is 

\lIe 1Jlal.7s1sef the .,. of f1I.~.l'&all ill i~. ton~ .el t.h~analra:l8 

of the t.1M1pent t~1tbaonthe YanOU$ pa.pe:r$ and. jbrms in 

"thelaftMl". X1; ldll not.ed.tkat ,ome of tile areas 01' cu..tfioatrione 

b, rr't.,b are similar tQ the one. ll~ed ta· this .tUG,_ 

A Rud, b7 fbel_ I. rotterconeerntns .eneral oieri,al workers 

eonta1netl findings abon the "tl41 typewr1t1nc aDd the percentages 

ot tUtedtvo\ed 'Meach b1 geaeral offlce workerl. ro~lnulued 

,iJt.t,Yllii()n. bO\lr. typewltinc by general olliee ~Qrker. were reviend 



1. 'O~ 
2. r$ltm letter, 
,,. $'rdlbt 00p1 
4. Illy.lope$ 
,. ~111Us 
6. ..",hd:ratt; 

15 

1. 11ot.'1011 \0 maebine 
8. C'aH8 
9. fabulation, 

III q vtiele "1 'ott., app.a~~ b 

~t •••• ·a$ it tntl mllhtbe 'h~ ~asei,(T"1n£ hu 
be.eu ... oDlT _.1.00."0" after the 8tenoVapbiQ tui) 
wb;,n _., • .,hu1 •• 'o aIMek.,.,'.rex.tentl.'tel"s and 
olJl.,.\~paph1ct,,1nIJob.b comparisoa te the 
~bail. P."ll to ld.drt'$$i~ -8 •• 10"'_ tillhs in· to"!." 
tlP1nS~.Sh drafts;. bUfln"1 toru, 1114 .ta:tilt.leal 
Nport., which . .,.. typical. '7Pin, . jOb'rrtormtd. by 80. 
ot the n~n.,en()g.phil oft10e worker •• ·~ 

It ltAS· h~r 14.. that an aU8.qtd,$ ot tn. tUfJ. d.eyotedt.o t,be are·as 

ot 110n$t~Aoir.phi. ~1P"'itin, 1setu~ent1al ~GP~$r tt'ain1ng of 

general office wo,lteh who d.lvote 80_ of their t1- to tyPewriting. 

Ii t 

lttte1aa.K. f~t'.~, *lAC A~1$ of tn-Work of &leneral 
C1""-081 Jiaplv,.el.tl sureall othbliQat1o_~ . !~~cher8. CoUege, 
Ccl\llDbla UrU.ye~11t7 •• "viewed. b1'. st~phen .J_ .. ~!ll.,. ItU.tor, 
la:'ional. As:sotiatlon of Bu,lae,s .. fe"oher T:raima, !a.,tit.,t1 ••• I 
B •. lL,(Decea1ber, ~94S), ,p. 48,. 49. 

"hela- N.. '£>tt$ .. ,tfT~wtl tin, to 1· the Ota.ral. Clerica.l 
Work.~.· %l!~ I$l.~f' 1b..O, nI, (rebRaJ7, 1949), p.22,. 



In 

WOl'kt"fJ,U1 ~""'W1'liii!! reponed results [OUlad. ~ 100 empio,. ••• who dic 

1. '111 .... 1 •• , ineplar, 
:l. ,Q'rm letters 1 1111-1n, 
,. *minseams, S1.h~ and 
4. Ad~.Js1q. env$lopea _4 carll., . e"'''_ 

l(>rmB, .mall. _ri~Olltall7 
(11).(6 .cbeekl) 

6. St.te._. of ae~IOUflI't 
itat1stlfiUtl: blAnk ~uled 
J)\lplJ.oatUg, $0'4" __ 
~tra1gbt. oopy, all. lour ••• 
Labels, ttl1n&, mail1ii1g1 othe,," 
Lists, .u tdJld$ to~ 

12. Co~spo:" •• Cle~ h*". hfmdvit\en OOPT, 
4ir$c\ 41ct-.t1qa at machh.~ and 4OlapO'. 1'. 'G~j small 1-..,. ·vertleall1 

8.8% $.­
$*S~ 
7.1% 
1.1~ 
4.8$ 
4.S% 
4.4% 
l.~ 

i>o\'tef', Uloluded a small per­

"1118 ~tud.1, 1\0 totma of die-

<t1f·f~r'enE~. bet.en $ecoDd-re81· t".wtitiq and th. 
eJ.ttFl(~~""::Vl)l.:sn;;· ttnit in olenoa1 practictJ largely 'hat we sive 

. f' ' ,' .. i'l.' 

1A1t08 .. tile$,raotQr$. .1:tb& Traiaing of Cleri-
'tFlG'~ken,ft (1941 Delta Pi ip.1lon Award») Published b7 Oklahol1o& Agri­

eultval 8lld. lechaniaa.l eoUege, (194'), p" 100. 

~tmanl .21- clrt.:I 11. 



cO' '1.. balio tnia, 1na\Net1oa ,netloe; 
•• coneentrat.e all·ov tJP1na lil . .pra.ottcG 
totbeGf til .•. 't1p.wr-l:t... 1ft pf'Qdtt.cing simUlated oftice 

Th.r.tsr.j the area, 

el.r1eal~pract1c$ .lass and 

v~m\l,01:.~LOA 0' job-Gp1eatieOtu(. .... e1 ••• 

olertcal-praoUce as: 

1.1,. •• U, tecOO1quea 
2. B\tl\1,1.-eop1 "ork 
3.'-.'110».. tGJ"4apUcatioa 
4.. ."elope';t oarda, label. j: 
,. '.coNative'tl!), 
,. st.t1ltlnl t"._rttlq 
'1 it ,notrea4ing 
I. D.at ,roble_ 
9 .,tULag ia fON letter. 

10. ,,",ew1t;lfti oJ-al .~1 vlloJ.mQ.~~.L 
11. 14\.-\10" _Ad 1atoftnflt1Ql1 
12. Itdj_l\lt4g to .... ta.k 

nect-ric tfpeftfi! 'ere 

__ I ______ ~------~~------------~--



ShQu14 one rGview Hutfman. $ work,he w'ould t.1nd Gome areas listed 

that are not given. here. Because several Qf the ea$sifieations set 

fonh by him were tie.1gli,d tor c asses in eler1calpract1ce and. doG not 

tit the seooad.-year tfpeW1!iting ela.$$, the, were .Umtoted in the .areas 

01 clerical t1Pe~it1ng covered by the text~ooks tor second-year ')1)$­

w.rlt1ng, ud.~otl8.quentll' _ trom the analysis 81 "len intbis stuq.. Other 

at-Gas were adeled also, &$ they presented Ip.otal probl._ in seeond""'7ear 

typewr1tbg. fhol.ola$s1ticatiQtlS giv. 0, Huffman whioh were elimi­

nated inelud,. e:rasiag teohaiques tid-oak problems. prGOtNad.:1ng" ttping 

from oral or mental st1mu.ll, adjusting to the tasK, and. electric type­

w.rite" •• 

So_ tea,he)!! dQ not perut eras1ngj and others g;!:.-e special instruc-

tion in .:lta.r the tir,t .,r second ~aJ;' ot tzrpew.riting. Erasing, in it­

self" OMna, btl_a$urea. in lQngth t!)t time required to pertor'm the 

Qpef'at1on~ Inti "14\131 dltfelfll\Oes VO'tlldf of co"Ur.e, <.Wtermine the time 

consumed.. 

Desk problems d.e not ,.em to fit into the auas of ¢lerieal \11'8-

W'tittal111 tnelecond .,e1J:r of t~writlllg and. like erasing, Gould not 

be IJ:Ui13VeQ, 1n ter. of ti. spent. 

The problem of proofreading 11. $0 tntegrated with all typewriting 

that i\eannot he considered either 1n tke textboc>k analysis ol"of'f1ee 

anall~d.$"lt 1s constutly going on wh.e'Wr oae tnes. 

fJPtwrltitlg ,hom O~$l or msntal $t1mult 1$ Qel'*tainly enoountered 

in olfiee tIP.writing, but. it ie a speelal sovo. of typewriting and 

does not apIS ar $0 o'Q.tstanding as rough drafts which were considered 

in t.he st119o$ 
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which tod.'ermtn$ ~utot 

........ ""',...,v- work.!" in lClfiU;.'Iu.a:\If~;I~ to the 

t:h.at blportaftt as be, ·Q(lUld not usedtn the ttudy. 

S:1liC8 the stad.Y' _$ to ..... Jc\l~r1ent$d i1P.~1t~, 

the pl'(Jblem. of eleet~10 t~wt'l.tini was e~4..!h.Fe was De 

areaso! rO'f1ih 4ta$la and legal tnEtWritil1{( were -.., ...... - in the 

article ~taaa, J1C~ 11$\ aa $te", of in 

aHa$ 

Qat-d., 

suee the .., ....... ,....,.. sune,. soowed 

ethe areas. 

,In .OBlP~1 the ula. of e~~itd eo •• red 'b7 the 

lefOr-ttl Cited and. b7 t.his $tu,4r (Tabl, 1)" oae. QUl see the in 

$_~nai81$ iI!!I< ..... 'iiiii;Ii~ 1>y the eonoend.ll£l. thought to' tbe 

:IcUU'JI'::',FIia.B.f'Ui •. areas of ,.rto~ 11Rk-typ1sts. 

l..mfN- the th&~ .17 agr_d tbe 

u$Utlptioa ot th$ present stud, 'bat the of .and 

1.to;rma\tQl1 pt-loF to t7p~1'in,u an 1m.porlaftt part Qt 01eJ-1-

cal. It tbou,ht ot ~ th$ QuthQr that b~st 



can 

"'ItiW.V",jI~J" and A!Ulu,..a~f'iY galilnar 'ht luttsf'!_ls 

neoetu.ar l 

'1*lICI1, Potter, 

.t:r~1~lht $kou14 

The tm~_lti_1r:.i 

:tion 18 lnoluded 

l'e\tere 1$ sa 

.tudie. a 

bllttor pv-

iU"Oitll'Yt~KI under .ajor hea4ing 

'"Boll. in »r4IJD,,:ra1uon 

by .t-'B,&lillr 

'U.lYIGJimDljlfl ajlrf!lffmlltDt ieor t1PMrlt1n.1 cerd., 

t,i101~~h .11 author. 

• 

tn_f~itial on _"'.~. p:1ec •• 

st-wlT that 

.f.lU~lj,#~g. b@ Incl_.s in 

litlt,bOl~S incl." legal typewriting 

thft'lr _~'Bl!d1<~ f"·""""'-'''''' ...... _rea •• !;y ellBd.aattd in 

t)EJealle,e of 1 

• ,'] J 



~~~U'lIU'.I' studies an area ot: D~I~""l;:f~""!\Oi', •• au.thor. lBcll1de 

tn.writing. It _uld I.n'D~ 

tho,. of t1lliagin rA.l'l~"" 

'"nv_lope., 'an4 abfb 

\fpteltb,. 

ReeQf(lailve 'ypewriU.1 

tld.$ elas$1tica.tion a10_ with 

1.trtel's MfA t1Peltrit~ caNs, 

more 1mpor\Qt ones in 01$1"118.1 

I.uthor a.lleparate ,and. tm~nant arue! el~rical. ~n~WJ~1't:U1g 

The tr.pewri,\iagot two more oar-bon .opte$ (mal't1ple coW) 1. 

j.\Uletl b-1Frl,1eb, ~_, ..... _.~. 

1l1d'1,:a.e IOP1 1s we •• u;_ 

""/liiW"",,,," allows 1t ocotrr nNI~ 

the cl$.ssltieatlon'to, DU ..... ' .. .LIl it belongs f 

dlftereniol8$$itieatloD.s. 



f.AJllBl 

COIPAIISOI O,etmuCAL. t~fllG A.IlWi 
IIIIARCI StunDi 

.. Ii r IIi 

l." • .,.tlttt of _t,e~iall aD4 
intonlAiioD 

Pilliq m tor. an4 1'0-
lett.". 

f~l'iq stralght tow 

frpewr1ting preparat10D tor 
duplioation 

~'bc .&rd-, eavelopes 
an41111els 

late",&tlon an" ,,.,..l'hS; 
tro_ "USb <ltdts 

_M.'l~ t~1di.UDl 

8tat18t10.1 \~lt1a, 

leooNa\1 .. ttpeWl'1t1na 

~ltial·multlp1. 00'1 

1." • 

x x x. 

x- x x 

x 

It 

, t (l1 

x. X 

Jlt 

X 

X lC 

X 

X 

X x 

.x x 

X x 
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After a of literature was (OhapterI!), the next: 

step ••• determine the content of the manual instruction used 

in the teaehttlg ot clerical tn •• r:tt1ng in nine hignsohools 

included in stud,.. the ;;year of typewriting the 

ldne schools the two emphasizes the job-oriented 

eXerc1$d Qlerieal typewriting, it was uelus1 velyfor this 

stud10 the lear twewri ting WQS not. contldered beeau.. skill 

and building exercises up bulk of work in this 

year. Secretarial and ate.nog,raphtc practioe claS$t*S were eliminated 

becautuJ the, concentrate typewritIng from some torm of dictation. 

Clt:r!calandotfice practice were considered in view of the 

that t1Pswrltlng only 8, part those 

of schools 1n and co'un.t1es use 

the same basi e for their second-year typewriting classes II The 

150 lessolls in that text were ana17a.d. AU of th.e teachers 

01 $,econd-l'$ar typft:r1 ting the area (trom the high aChoole) 

were interviewed, they those to the material 

coverea second-year The major aros of 

clerical tYP.1ilritin.g as consolidated literature sources were 



'lb. aIIO'unt of time slUU(eit'&EtU by the 

as presenile' $a.tll,:r 

lat._arB-'l"n ot Jml:1:.S:r1R..J.J!1 

ril1in, in 

T~!:~~.traight 

TY1:~~1.:\:tu peparatton tor duplication 

~itlDltrem:t~ "~"'~-'£'~':."" 

~F.tll~ t"'_1'~ . 
Stai;!,tlo.al 1in~Wl~3.'trjL1tl1 

leoorda\l •• ~~ittl, 

TJ1~~'I;lJlft a4.\lp1e "'D.eit 

~ tho$ejOb-oriented ·.xe~~1s.s toud 

\hIy40 l1Qt cQf1trl'butedir.otlr 

,rpewlt1n1 pl)8i:t.loftl. 

ot the job-

them 

i. 
\ 
\ 

\ 



The method "te~ 

l'Jri"Lq tGllow$'~ 

IlllOttn't at 

L1i1'LZS~U upia 4'~. 

aMou"_:n:b$, In~lt:rlile"10flUS 

~.<h\e'blo11 

aetltal11'Sp9f:1\ 

order 

wri:t,ing ~~-",g 

oo~ed. 

det.ftl1ne 

typewrit.ing OlaSll"OOm, was 

}Tod:uetion 

JJI,liSO!llB in the That 

)uru~a~y J;·n!~If'~"l~,K.;t, set up 

nOV:J.mLl, s6hool. 

l)l'';~Ct.:LCe •• 's. SOBle 

fU.f)'rl.~i'ja.l ',pewn\ing ar:eas 

4; 1ld.m1tn as 

other 

t!VDewrll'lltg taell the 

computed in 

jeb-o:r1ented type .... 

a 'hat could b$ 

lIttUUl1l1erS actuall;r 8pent on 

'the """''''',,",,,, ... iI..''''' eltrieal tn)G'Wl~1.t~1.ng pl"ojeet$" tM:cher ,-S 'interviewed. 



sugpsttoe$ as' Factlt9d 

toOl' stib\raoi$dfr'oa 

time 

' ... ohera appelU" 1a tbe analysis. ror 

"' ... .a;,."'. and. .laseroom per.entages at t1_ 

. . 

t·eaeber. 1ft lontgom.er1 M4 ioanoke oounty 



ttvla.l:bih6 n!'turI'JAam*' 

11" of 

similar .m'Prtl,urUII: 

6, bUiift"S4UlJ. 

4.0011.,.8 

,. 

the &a6tfol~(I ...... ,.,. .... " .. ,.,.. 

iaplc,..at 

""'. ~'.""i.~'" ."'I .... "".'U''I!lI!.. Orlaaigatiou 

•• ~UJtlfaD4Dre and A,enet •• 

the .M._ 
businesse. 

eqltplet.. rOf! all 

k",. a 

ar'e.! theretor., "'_ 

a$ (u,').plete and 

classified 18'0 

reltlr.'lu~n't8G by tn. 



16. 

19. 

• 81 ven e"l~etlClrY 

pa,et 

viewed . .., 

m.JIfQ" n_e_} 

motIve w:D"'"r~ 

appropr1,t. 

~"-"Ulli~. wa.ar.ng~ tmder the 

cl.stitted UM,.~ tn. _all •• t. J}a;ah.._1n •• una .. 
of 

01'i!U1CI$ ~i\I~" .g¥.IIl,iIi..ii.-.. wa'llld. in 

s~o... All tl'r,lflA'P w,~U:~"""'J., ~I>~ 

:w... tQ: b. iater­

grQ~~ _AWned that 

881.0\d, 

manner, 

oaeQttice 

of the 

I>.lIIQlj,i.WiiiJ WllS .-mausted 

':l'iJI"l"l!..!i.a.,U' the 

the . .","" ......... """ w_ 'Ialter_te.rt 1l.~. 1ft 

OM iut.aRce, hsw.ver, 1185d 

r •• ,oat B1"~''tap 

• 



tbfJ .... "" •• 'toI'~ ...... 

the .tn'!lI!i!!"I'~i!!tt'lp 

each, 

clerk-'t1PUt W.8 inf,,$rvi •• ) the 

• 

til, "'~I$~""',~~;iOiW ·'II·~~_m!J!it •••• Murad, 

1P4.'W~1'j.ng waeeare.fUll1 ob8erved 

oftice 

nrnns:p ~Ie 

aUotted each 

l\'eoorded on a 

Tt1e total twftJ_]~.1. tiD ••• 

cO&put_ pr •• eat,dQft An,f'jIT,,·ft"IP pj~pT.'1 ."" .. "' ......... _ .. ,,,,,, ......... ,.·Ipp_rcr 

UJUlk~l\t4i,r ., .. 

!h. d$v~ted 

offices".-. mad. 

Qh,pteJ:!' VI. tl'utse: 

mttr'OVthHlltr of hi,b 8011DO.l i,lIiIJ"aa;[;pI'IIID t'fJr 

clerk-t,pl.t. 41'$ given Chapt9r VI. 



»r~!duc~~;um t"e"rit:1as. 

S7 ,(W' the ttm.. sive. 

t •• cMrl t;yp_rltlng DDeJillI in tralniq 

students tor a~ual ;"" ...... ,,~- """"'."""';,~, 't"l.~n~l';iLq UW:II"-LU,o&Wk;U1<I\ 14 0_1$1'8. fbi. 

tao\ Ie. avatla'bl, for' 

the 1I<;f'~iil~""'~il'~.~ 

A cq~a:':1I~Jft Qf ""~""'''I''''f;I!' 

lWlu:t..,.ore 

\ext"ok. 

flore 

Y"tU:l:R;~ area8 f¢iund 

$0»001 •• 

anllJtf. app~ox1_ttll 

the eltuuar .. 

ure latahl" :3 b'O&11a. 

certain 

gU'~l,\iI.Ll;"&.t;.1""" and legal ar.aa 

pre.entation ana pract1e4t 



,.d.llRi •• ,lite m ' •• fd.ag tbe &a'~ot _t.~lala .. 1ator­

.'i.n iJtt.". tbe ,~t_ w. p.rt~~. 
fhe .... t~ 11ft1\ tU11n1 'ume" t."" lad'" 

l$\hl" _. ..o~ .lv_at h , •• lal.~ .,. _Lt.,_~ 

__ .. VAty JdP .• eMola. 19.92 per en' tbe P~Q",. ~I.me 

~ ."'0" •• ., t.t -. •. 

S: leI. thu ,,~joh~l_tei ,,,.~tbS .1ft tbe 

MIll .d'J4GJlI was frt- .ttr&1alt\ .17. 
Clu$lfi.~i.ll' 'J'PIWtUna· pr,~t10 •. tor· a-pl1eatd.tm U4 

t~-#.UDa" -ardI, _vel_,t., la;btll eQb ·"v. aJprc.x1MMl1 

flyit ••• of ,he \,t.&l ~ti(tn 'biJae $), 'ea"hR8. 

PH,..,t"- 10'11' aM ,,,..lth; wall blle .• t t. 
,.u ... ,.laIl1t1oai;teu. 'O!UT .. 17 "~ all pl'~e'1on time .S flp.a' 1n '~t1. 'hb _ute. 

fhR. \eaeM.r. irtt.~_d .aUt tbe,. speat time t.hUt the 'ext 

'U88"te4tol' 1.,&1 t~lti11c. '"_ \'W 4..,. -rttio 

tWG.e.a44tttoul· , ... tlce. fhe ior'ul l-lw 'eacherl .... 

tf~ ap_oJd.lJa'beq 8f aikti'l.&lm1tiules to '1P8-

WIlt" .f .on\r •• t.sand papen. ",he ad3_t.4 11&$. aluet 

e1&h.\ pe,; cRt the ~'a.1 'n-_i\lrJ1 tla •• 

a-. .t 'the '.aoheN udz-erY1ewt4 b<il.$ted \k91' .,., 

... ,14etablr "Ute t. 1n~tial. tMtfd.ag ot tatll1atl. (,.ftn. 



'Ra
1
"" &in 

,. 
,he 

--­
~ 



IIlw.til'a .'lY1tiel 

~, hl.­
fomleitw" 

~tbI.v __ 
~_ p,.~~a'1._ 
lor _pU.,"oe 
~tbI •• 'aN.:~ 
Ortfllopea ... ·lab.l. 

P,.,..&'lOftt.~ ,~ 
~_ Irta ~ dfttt. 

;~BI~t~'_ 

St.1;1,t.l •• 1 \<rPtw.r:LWlJ 

~'1'" \11: ~t1.'!1.ftI 

~_ot~",l. 
cold,.a .i!I' 

Tu.b'_kt1 
AU.itt" _, f.t 

191 

~ 

UJ 

1,000 

50 

uri tI<1 

J I pI' 

'f If. f" 'j . 1. UU f $ JJ; ~t4 diUDtat 

:ta.;o 

10.69 

6.25 

21~1' 

1 •. '~ 



11.M ia lOa1 •• , 
A.1JJ)lte4 

j r ., I 

29.92 

, .. ; 

1." 

II 



(' UIiOi!1Ii II . 1.1 III'!," 

If j 

'n' ij,Jd , 1: ,it! .1 



111" 11.. m \btla. .. 

tn4 •• .,. ~. .is. ~rentIM "..lou tlen-

Gal...'e.. tluaUU.,lou 01 D.lAllf"ilmiU .. 

,.let 111.. ..._(1\, WD;U~Si.. _ .. ~".,. "bit 

'"41'. I' ,ke \t. tM ia~. All lh. ,~ aM., 
t ... -..n'.... Itt.... _ 111 ,..t~ 

elertol t~''- .. leI .flve ~jll:. •• 

JU't ._ .It.k-~,.t ,,,._1',-, 'Do. 
, ... by 'e. a1~1JIt'1.jU "]~fIll',1M .-at _" •• r."~a Oil t. 
AHmdac ""nu' _rIc_ " \0\,,1 ~~""lIJ'~ 

"~RJf •• m'~. tin _,ltI"'i.,'" 

~.p,,"'" .. AillJ4Iif.,1!JfIiVU aiat ••• 

~ •• B ,~. H~eM.:I.U 

1l!i'l&'l1!":linIJ!fB t-. t.r 

~~~,\- of 

·4V.Vii/N' ld.a\lt.<1J. TM:M£t:tt:r .... _" , ... 

... llIlt 

,,~t·· 

·&1'tI'Ule· c.lwlt .. "15 t ,, wq ~d ole~ical 



.,.raII llftlaea 

lUtt_ \1fIt .... !A 

..... 11\"""'-''''' .... 

~. to .'.m~ WId~~. 

O~k .. t"id. ta 
nlta~, _~ .. ~I."G. 

~I~ flliIiMICr& ,. ,. t.u. 
"'.. _._ty ~1Uf:U\.l.. llml\' ~l. 

~l'.~ •. ' fallJ. w,tihh 1Wtlt. 
_Jtt~.~.,_ "... 9$"" 

~P1t"~"j,M' la .. ...'" ,."' • 

"""'-' .. ...... t1J' '" ,-., 

... -., \. "'.nlrM ,*"k. "tUahl • 

n __ i, •• ,,~ .... . 
• __ • ., ..... ltUlQ'II"'-lftUJfJ'I "he nap lie ... . 

lBl~m a "10'18 ... _~~. lht1lbl IdN 

\hU JJJ,i~~;~;r6'.i.L. .~.. aft t... .per 

t ...... ~ lJrftl. ... UJd'. \Iul\ 

.. .. •• ,tiIJIiiI~ ... 1iW~ •• ,., .tea\ ••• I~ 



he reliable times out 

,.pUng of clerk-typists. 

lWte. 

100 cases. Al$o, if we should tak$ another 

mean should tall wi thin the confidence 

1. 1s seen Table', clerk-typists 1,920 mrn.lt., 

in gath~i~, 1ntomatlon materials prior to typ_r1t1ng. Thus, 

integating aotivities occupied 6.84 ;per cent of th,·time allotted to 

t.V1:'A.r1"'jJ~.1.l'1~a duties. confidenceestabUshed £orthie area 

were 1,; cellt to c.nt" These limits mean ov.r a period 

in9S oases out Qf the percentage of time ·to inte-

grating activities by clerk-typist; should fall between 1.5 cent 

and 9.7 C1Jnt. 

Filling torms letters (original or ·origirualandone 

carbon) took 2,215 .minutes or Qent total tae. The 

oonfidence lhlite cQ.pu\ed tor th1sarea of clerical typEtwritlng were 

.10 to 13.40. area plus otmaking multiple ot forme and 

form. letters showed greateat MU)t.mlti of spent • Sixt.~nout of 

the eighte.n:r.po~ting clE!il'k-typists time one or 

ether ot the areas or both. 

,. T1Pe~'frltinl straight occupied a of l,S20minutes ot 

the time typi$t$. Ther-etore J per cent ot the total· t3Pe-

lIritlng tim. was u.ad tor type of Confidence at the 

11 ve cent level straight 11e1"$ .80 cent to per eent. 



.. 4. ·Ile .. n elvk~'r,l.t$: "~rt_ tlil$l . did . \~wl'ing ~~.tlon 

,for':I,:u.a,tus. 1;;u t1pewrit.illl t1me <o:flB.OJO~'.'. 3,92; 

~t •• -tt· .pe.t h,·t~t.'1_ ,.t~!l.11, ~_.t".I-.tor'dul4,c .. tloD" 
r • " \.' 

'in41tattag\lla\a8\MI" W~ponion of tl$~k.'~ts· (\ho~.1D.elwtN 

\1l •• ,.' t1lted..Yot.'ta 'hi" kb.tI t~t\_. ItUiJM~ .,.. 

the.ollf14 •••• Ua1t •• "". 'S ~e •• t of tbe tbat tlerk"'tpl.tt ,_I'til_ .pt. ~ .1,CO t. 15.$ 

to.,. apllca\i_. 

,. frpevl\.taa QaclJt'4-.. .~l<>pes, 

19.,0 pe;t.ertt tor 't,h1"L~~a •. 

,e. A '4>..lot 2,420fd.mt •• _re .ed 'bl·tleven '1Pl'1;B m "1P'-

E% .... "', ...... ~'" VfIJ:¥ 

l.ittl' t*ttyt:h.t4e ..... t.-ypl.'.. F<\lV, ~,v'u,~.l!"'!U,"B' ·m!t'Da'Pf.ctlffl· o~'12Q .atitt •• 

of 1_18.1 't,.,..t\b$:~. wataUot\li. 

tetld.$ ~l_.ttUa\1t>Zt.' ,tontt •••• ~ii. : •• putea. '~le ~. '.1'$ 

" ~e" :pctr ,entto." 0..... (f.. .~lana,t().etf.". t,1I1$ . aHa 

.~ ot-'l'$ ,.UUs · ...... ~l;iI·W~.:'!'I', coI'lf14.ne. lbd~t' ·t. ~at .t 



t_" ~ .... 
~r.~~.~ *_,. a\ ~U;~~" 

,. laJ-D.II 

··.ll~"_ CL'f~.olIJ1f::Lal~ •. !lI;'il! .... ¥.~;;~ .'l;~;tlitii Ii ~v..,«I1di. 

ot 

~ uwv,,_. 

wlthla 



12. \~'_ra4'lPl. ftpUa "_N&~l'f"w~k va. IiYeA 14,' 

~.Ilt)Ir 2.6, ,pui.. tu tn~'1N D1.f~ 'JPitn'" 

1.1. " tlle~~. f#~Wmal*1ple .o~. 
11tt:4t-HPfri_ & '~'fJl.:t 120 ~$.t .. ,~, ••• t. 

~.~. ,b; iM.8 waeltt,S?' i.t18_ Ua1trtt IOJ! 'hu 
.Ha '~ ..• 04pe~ 

14. 1.pl~~t1a1 

."Ilia 

1 •. 0:tQtt_tQ\Ll • 

• 47 par '.ltt. 

lS. 'TltNe.\ni.ta laltl, 

4u,11.\loa. the,. save ~iIro~iIV ~. \}ldv 

~~.«i~~. ,''- .ptta\ ' ''. 1\ va.'.,.. 
p, t ,1q"~ \iJ:1 •..•• I""r*ftft p$ •.•••. NliakJiU\, taft __ 

qpt'$~ to" a •• t~""'tfeI • •• 1'0 e.u aM ,.,e 'p'Jl' 

cent ···(_atld,.. :1Ja1t$) " 

16. t1)tat.. report. t~'iq ,. -w ·t ... "up _an. 
fide ,he ~.t w1th 45 ~ •• O~ .16 .. B of ,,_ \fial 

COI!lWe.e ~t.e_,.'kd Wlf'$ _" .p1r , •• ·to .~ ptJF '(1 ••• t. e.I'.-t,~. "'PO"_ tM1t~.:t'iPl.O •• $ 

MA.' •• ~\t1?1i1I 'in. "eo~1q •• k. 1'ht ,no 
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late.patioa of .-tertall· .ltd btoJ'atlea 

rUibs 1D. tOntl and. to .. letter, 

f7pe'tll*;ttWlg,\ra1&h' OOP7 

'Jptllwttiq pr.~'i.n to'}! duplication 

t~t1a1 .B tard.,enVelopet., ad labels 

Prepa,atlon tOJ! and. '1Pewi.:tba from HUgh *att. 

legal '"evrlt1as 

Stat1sti'.l 'JPewri.tlrc 
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a.cordatlve '~itlq with DUl:ilp1e cGpies 
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~1\1. 1R p"pa~atlon of 1\&ttl\101 _'erial 
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Lesal t~l'bl 170m ~_ d,att. 

a • .,h.ratt \~t1&l with Il\llt1:plecopte$ 

f~ta, 
1'8 waD OF mNt1'lES DIiOQD It !HE DiTERVIEVJED CtEiK .. fIPISfS 
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eonf',14Mce litdta (at the tiveper lev$l) for each area ~ 

11 looJd.nl !able 7 one can see acolDPOsit{!J the 

amount or time ae1lrQ'Wt!l1U to nine or .... c..I0.;,~, .... t.n classifications. 

This table .. as by gr~)ll~1.n.g ""t3"' .. Jallli .... areas their 

."!l1fO V'lii'~ eeparat.For A,~ ...... .tj'Et. in forme and letter. 

was combinEd with multiple forms and 

legal t1P.~rit1ftgwascombineQ with .uU$j~'.:~ multiple legal 

tn-r1ting MO rough etc. 

!he area copi •• lill.5 omitted this table 

beeause thoae area. involvi.ng tn. m.ultiple copies were 

lnelude4 under main cla$8ifications. 
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,.,..e ta 'be" •• ' poI,:1b1. -er,. 
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~U ~ t.lw' blocke Witll ~retha't .ow '\he ,~ or WOM 4ta •• Ia'." fer tbe .1.,." ball hout. You _, en'elf two ,~ ~ _ltlDb'''1 
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__ fite' t.,... •• f.J1Iln' .. a .• ~1t$iael.e. 
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ot .•• her '~l\'.a "pOnto. -..".,.1&1.. 

4. . ... 1tUa ~a\i.n tor- '.pl1o&t'oa~ti __ ,.tht 
t~'b, .• ,pcill aM -i'lrs. 

S. ~ttln&oA '~I, . _nw19"'. .. 1abell--\~· .,.nth 
t".wr1tlna .. ,qd"lilWlope.jo,. a~.8' ab4tUehbela. 

,. ,~"_ ~ · .... 4I'Ilt .... \' •..• pealb ~JPewrl'·1nIn-Q. 
"'WJ:'l"uu&thel' oo~~tei tow. 

1. ··~a.l·,,,.'ttd'Utg .. 'l_'p., U inlV1ttng·l.,.l.con$taeie . 
.. '.eqd paper$. 

I~$~tu'i.al t.~li1~ .. '1ae .• ,.mt in ·t,7P8_1'iqw\tllA\e4 . 
. It .... ~ O'A'lt" .. \~al. 
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APPENDIX IV. ' 

c.x .. OOl'lftd •••• Inte~ 

-e- ., Pep-conk,.,,! ~ime spent, eaoh area 'b,eaoh of the lit 
ol~k-t1Pl$tt (upre,.e4 'er_ Qt angle.) it --e- .. '"rag.peroeata" •• pent by all 18 elerk .... t1:P1st.s in a liven 
uea(_pressed in ttrms of eagles). 

t -Sl,nitleanee facto~ at the t1vEt per cent. 1.,el tor 17 deSFees 
o,t &."011. 

4 e, .. VariaceWithin eaeh area otclerical t1Pewr1t,1ng_ 

The eomplet.formula tor tOnlputactbe confidence intervals is 

liven belowt 
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