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PREFACE 

I am t'1rst giv,ing these prefatory remarks so that the 

rc;tader .may be better able to understand the aims, metho<ts, 

a.nd ·plans in working out this particular problei11. 

The desi·re to work out this particular pr()blem came 

to me as a result or the apr>arent contusion in my o:wn mind, 

and in the minds of commercial teachers in genE:lrel., tas t<:> 

the selection of particular textbooks to fit particular 

needs. 

It is my aim in this study to give an introduction 

to ea.ch ot the two divisi.ons ot study, whlch are • T'ype

wri 't;ing· and Junior Business Training. The purpose ot this 

is to acquaint the rea.ters with the necessary details cpn

eern1ng these sl;bjects so that they . them-selves can judge 

the textbOoks in the light of the necessary requiai tes. 

Nei:t will be a detailed review of the textbooks in 

each :r1.eld 11ith Qomplete notations of content. their 

eva~uation. and an accompanying chart which .further tab

ulates necessary material. This divi::~ion or the study, it 

is hoped,. will serve es a source of reference for these 

teachers who are interested in knowing the merit of commer

cial te·xtbooks in these two fields. 

This mate-ria~ and information I have collected to

gether· under one cover so that 1 t znay be used as a source' 

of re:f'erence where one oan go to sUIJ up quickly the neri ta 

and o:r:t"erings of the textbooks of the -abo·•· mentioned 
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subJects • Tills review haa been ~ccompliabed through the 

eooper•tl~n o~ the various publishing eompani•e tb.at serve 

schools in the ·weaterndiatricta. The 1n41vidua1 pub

:Liahing houses have bee~ moathelphl to me in lending 

thei'r' textbooks ror reviews aDd in giving me other nec

essary inf'ormation. Without their help thia review could 

not have been made. I also wish to than.k Dr. J. o. 
McLaughlin, :tormer principal o~ .Escalon High ~chool, ~or 

hia kindl.y assistance 1n 1Utlp1J18 m• to atart my ·problem, 

and Dr. J. w. Harris ot the College o:t the Pacl,fic :tor hia 

hel.p:f'ul guidance throughout my entire work. 

The subject matter in this thesis has been narrowed 

to the two f'ields, JUnior Bu.sineaa. Training and Typewriting, 

becaua:e .we :te1 t the ~ield should not be too large :tor a 

complete and detailed type o:t work. The two :tielda wer• 

eboaen ~or the :tollowing reasonas they aria subJects o:t 

growiJig interest to the students anti adul~al ~lassrooma abo• 

a eo%18tant- !ncre••• in attendance, both subjects ere taken 

by, and are usef'u1 -to, both commercia1 and academic stu

dents; ,and each tie.ld baa a goodly aelec.tion ot' textbook 

materi.&l. 

A. H• H. 
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·Th-e progrf!se o~ man throU£h the ages has been def

initely mfll"ked by the various means he has employed in 

putti11g h-is thoUP.hts into visible ·torm. 1'll.ere are def

in.ite milestones in the progress of the written word. 

Hlst-ory teaches us ot· the early Babylonian scripts. the 

stra.rure and unusual characters ot the Egyptians. Md the 

writing of other ancient peop.le. A:f't.er the first early 

writings ot stone carv.ings came the- ancient development 

of papyrus in Egypt. the- wax t-ables and stylus of the 

Romans" and tl\e parchment of the !.Uddle Ages. · Then in 

the early days of that wondrous new e~a 'known. as the 

Renaissance came the knowledge of a new proc-e.ss, _,paper 

manu:f'acture. This in:tormation came trom Mohammedan 

sources. Following t.his. kpowled~e c-ame the f'irst West-ern 

ps.per mill, whicb was situated in Italy in the year 1276 . 1 

When the art of paper making had been perfected, the 

printing press was invented in Germany in about the year 

1423. What a wonderful stri de forward tor man in his en

.d.e:avor$ to record h1a; thouJZ:hts on paper 1 What untold 

wealth tbis invention llas m.eant to education~ 

It was in the l9thcentlWY that men•s thOtt.P;hts turn

ed to machinery for the swift~ accuraterecordi~ ot ind

;l.yidual tho~hts--and the typewriter came int<> beins:t· 

The printing press mearit that eolle·ctively the most use

:i:''l l o-r· -~iting e(:):ti~d. at great expense. be printe-d in 

l Ellwood p. cubberl.ey1 History o't Education, 264· 

2 
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such quantities .that it QQUlci r(!~Ch ~8l).y people• The 

printing 'Press se.rv•d soeifity at l~J{e. The type~iter-. 

ho"'~ver, is ~u1 individl,'lal instrument. It ~erves th.e irid

ivJ,dual as a quick, legible. :and accurate me.ans o~ P.U~

ting his thoughts immedi~tely into type. Whi'le the. type-

· Writer cannot be compared to the printi~ pres-s in its 

contribution to human progress. neverthele$a, ft has ccm

tributed much to civilization. 

The work o·n the invention ot the typewriter :was be

.gun in Milwaukee in the winter o-r 1866 by Christopher 

Lat:ham Sholes. It was not unt.il 1873 that he considered 

his machine per:fected sufficiently to deem it worthy ot 

manufacturing. This first model c.onstructed. by Sholes 

and his associates is now in the Smithsonian Institute at 

Washington .. 

A:tte.r this l:o~ ser,ies o:t years of experimentation, 

.a mode). w-as made and · shown to E. Remin,gton and Sons (mak .. 

er·s o£ guns and sewing machines). In 1873 this company 

contracted to manufacture these typewritinst me.chines. 

In tlle 'long years of wo:rk upon this problem. Mr. 

Sholes bad fUll f'~ith in man•s ability to perfect Buch a 

~chine, but he :teared that af'ter ita perf-ection ·it would 

possibly become a pass!~ fancy, us$t'ul. f"ot' a tew years. 

then cast aside as many .fanc·ies ~'. He Y(oul.d be more 

than grat-itied to see its common and univ.ersa,l use in this 

modern av.e. 

Today the typewriter is in universal use in the 

- - -· -.,..-, 
I 
I 
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When the typewriter was young 
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• A~ 1-l.orttt= T 'ro C£T ·TH£ HAifo GF' THIS Ntw 11 

F'iUoiCL_£0 .IUTthO M~CHIIf£• auT· Aat· NOT •AI(J~~ 
A SHIJUJt; SUCCUS '"" fT. HOWEVf~ T .. I.S IS Tit£' 

"IRST ATTEIII"T l -:' CV~It- HA't~ ·MA0£ 0 • YCT • JIIC"• 

C:tiV(;THAT·· ·I SHALf.. $"00N ell EASILY AC:tUUtl: A F .IHC 

·FACU .. tT-'•• I"N IT8 USE• I SAW TH£ THIN¢ .IN 80~-

1"0N THI: OT'HCR DAY • : iUS CRf:ATL \' Tlll(tN • t : .TM

t-.:". SUSI£ HAS ST~tl~t( THE IC£YS O~CC. OA r•t<=£ 0 

• No oousT .,,. • .-... !'fT£1) ao111£ t.cn..: .. s· wi'fjc.., on 
HOT 8£LO~ .,.-£RI:. SH!: i'UT TH£ •• 

THE HAV.IJ'fQ. 8t£N. A COifi'OSITOA t:J LIICP:I.Y TO 8(1 

A CUU:AT tff:I.P TO .. e::.stt«:t; 0 fit : CH t VLY N£F:t)S 

•• 1 f"TNt:ss • • 111 IMNO i "= .Y.~( · ·ICns. :t~t li"~" t N£ . c.OiTI 
t2~ oai..:LARS,THE MACHiN£ HilS S(VtiiiAt. V.I~_TUES 
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.U.U AN .ltiiF~L .8J'ACIC ·Of; . • OA6~ 0"' ~Nt: 1'40£;; 
IT OO,.T •us"S TJUNG.8 0~ ltCATTC!II . .... l( •• t.OTS AltOUNDI• 

OP' ·COUJtSE: I? 8A¥ES" P~fltA.; 
9tiS_I~ as CiONf:, 

Jt0W0 • f TA .. C¥ t 8if4LL ·A~f: •tTTt'- fl.~t001't£S:!>:r 
WO-ICINC THUS TYII'f:•WAITI:.It R~IU..OS Ill!. 01' 0.1..1, 

.. OBI: AT . 8UCHIV11j Ill• ttHOt YOU "E;Mt ... CNI U&EO TO 
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MARK TWAIN"S FIRST ATTEMPT AT TYPEWRITING 

' 
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business worla in pl."actically all places of business in 

a11 continents. Ita place is not only in the- business 

lt'orl.d but in that of individual serv:ice to moat persons 

who put their thoughts into written form .. 

It is interesting to note the reproduction on the 

opposite p&.'(e. The letter was written by Mark Twain on 

one of' these "new fangled writing machines. •• Note the 

comment he makes, in: the early year of 1874, on the pos

sibilities of' such a maa:hine.• 

Mark SulJ.ivan in •our Timesn gives us a clever state

ment whi.ch serves to indicate the influence the typewriter 

has had on the lives of many: 

The invention o't the typewriter and its subsequent c.ommon 
use . has. ma(ie . tb,e "old maid aunt." 1 into the· independent 
"bachelor girl" we now know her. 

Af'ter the early years ot invention the value of' the 

typewriter became apparent to the business world; the next 

step in advancement c·ame in answer to the question of how 

the operato.rs should learn this highly specialized and 

tec',h.nic:al skil.l. We are still b118Y answering this ques

tion today. 

The history of education rep.eatedl.y shows us that 

the 1eadel"ship in new specialized vocational and technical 

l Mark Sullivan, Our '.[imes, ~58. 

• Ginn and Company were kind enough to give permi-ssion to 

use this r~production, the copies ot whic-h they have tur-

nished. 

I 
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training bas otten been taken by private schools. This is 

the case in the early tea:~hing ot ty-pewritil'l1{, a& wa1l as

in al~ com,m(!reial subjects in general. Poaaibly it is a 

very natural. development s.ince private cal>ital, represent

ed in private schools, has the privilege in ·doing with 

its reaourcaa as it wishes, in lines of experimentation, 

without being responsible to the taxpayer who turnishes 

the money. For this reason ·they felt. free to deve~op 

along lines which in-terested tnem. The private schools 

saw the growing commercial need tor trained workers and im

mediately set about this training. It is in the private 

c~nunerc iai schools that a11 the early experi-mentation in 

commercial training took place. The commercial world owes 

them a f'eeling of deep gratitude for their contributi-on .. 

This training had gone on tor many years when the pub

lic schools began to sense their r .esponsibility in the mat

ter. A few public high schools made some early attempts to 

enter this fie.id, but it was not until about 1900 that high 

schoo1s in general took a lively interest in commercial 

training. Si.nce that time they have made rapid strides t() 

reg.ain the opportunities which they had. lost. The high 

schools today go into all. fields o.t coJ11Jl\ercial training 

and are contributin8 their s ·hare to .its advancem~nt as did 

the private schools in former years. At the present time 

it has been conservatively estimated by many educators that 

about one ... ti:f'th to one-sixth of the high school curriculum 

·in the United. States is devoted to commercial -.vork. However, 

------, ., 
' . 

J 
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1 t must be understood that while the public high school 

now devotes much time to cocmercial training, they have 

riot entirely diS·!ll$Ced the private eommerc.ial schools, 
..: , 

which still exist in large numb-ers and continue to con

tri bu·te a valuab~e share. in the field ot cam..'Uerc.ial 

'training • 

. Thus we see how typewriting ha·s climbed in favor 

from the poai t1 on or nothing to that of prominence as a 

major commercial subject in the high school curriculum. 

It holds this position because of popular demand. Stu

dents like typewriting. There are tl'O principal .classes 

~f type·writing studei).ts. TP.e t'1rst group is made up ot 

commercial atudents--tho.se s .tud:ents who are prepa:ril'lg 

for the commercial world. Tne second group is composed . 

of all. the students taking courses other than commerctal. 

It is natural to see why comnerci al stud~nts all need tn

struction in typewri t1nG, as the untversal position held 
• 

by the typewriter in the- business world has pt-eviously 

been shown• It is Just as natural that other stude·nts 

sh.:)uld reel the need of typewriting . knowledge tor rapid 

and individual expression of their personal thoughts • 
. . 

The alms and object.ives of typewritine; constitute 

one of the most intere·sting features of the study or that 

subject. Aims in typewriting, in most cases, can be 

grouped into two classes, as mentioned above, i.e., 1. 

.7 

The co1umercial. students.; 2. all other high school stu

dent.s. 'lt,irst, the writer will, consider the aims tor se.cond 



group. The tirst aim o'r the teae·her should be to develop 

general skill in the use of the keyboard. The majority 

of students enro.l.ling in typewriting classes have no 

knowledge of the ma~hine. When that is the case, it re

sults in the most ideal situation for the teacher. Those 

few students who do have some knowledge of the machine·s 

are usually se·l~-instr.ucte.d and in most cases incorrectly 

instructed, and have .already accumulated a set of poor 

habits. These incorrect habits must be replaced by cor

rect ones. This is a long a:nd difficult process which in 

many instances can never be entirely accomplished. 

General &kill in tbe use of the keyboard means that 

the ·student must be properly trained in the many mechan

ical skills necessary to acquaint him with the 40 ~odd 

keys of the typewriter and their proper use. This ob-

j eetive is ~ccomp1 .. ;i.shed by proper instruction on the part 

of the teacher in posture IJ,rtd po$1tion at the typewriter, 

insertion of pa-per. familiarity with the part$ of the 

machine, home r.ow position, introduction, and drill and 

use of the keyboard. This aim can us.ually be accom

plished in six-weeks' time if' instruetion is given daily 

for f'ive days a week. 

The second ste.p in accompl.ishirur the first aim, that 

is, general speed and skill~ is merely a continuation of 

the items mentioned above. This second step is called 

the fluent use ot the typewriter. By the fluent use of 

the typewriter it is meant that the student is thoroughly 

l 
I 

6 

I 
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"at home" at the machine.. ·He can quickly~ ea~ily_ and 

accurately copy mate·:rial or express lds <>1Vn thoughts at 

the typewriter.. This proP,ress is cons\lJtmated by proper 

instruction, practie~ drills, corrective drills~ and 

strai,ght copy wri ting• 

9 

Third., skill and speed are developed in the aim of 

exactness of torm. Exactness of :torm includes any and all 

the forms which ·ar.e in. common usage and which have been 

standardized by years o:£ practiee. Forms include straight 

copy writing with exaetnes~s of placement, of margine:,. of 

spacinP. after punctuation, and of paragraphing. This same 

aim for f'orm is also embodied in letter writinP., of which 

ther,e are many standardized forms in use toda:v. Form also 

holds a prominent place in lep:al documents, bill writing, 

check writing, tabular work,. etc. In this connection it 

is interesting to note the remark made by V...r. Charles 

Reip;ner, well-known authority on commercial sub.iects: 

These are al~ little details;. you will say... Ye·s. 
certainly, they are J bu.t infinit.e attention to det&\ils, 
you know, is one 'Of jhe marks of a succ:ess·ful man or woma:n 
in any line ot work. 

It is not a~wa.vs possible :tor a teacher to state when 

the f'·irst aim of' skill and accura.cy can be accomplished •. 

This varies with the individual student. In some cases 

this standard is attained at the end ot one year of in

struct·iort and in othe-r instances not until the end of the 

second year .. 

1 Charles Reigner~ Adverti:sing Circular 

--~ -- -- ·· ___ _..... _ . __ -- --· 
_ _ . _ __j 



Accuracy ia the second aim:. While accuracy may be 

considered aecond cbronologic&l.ly, it ia or no lese im

portance than our tirat aim, wb·ich ia etil.l and speed. 

1'hf) two ailila go hand-in-hand. One 1a or very little 

value without the other. Ot'ten a student accomplahee 

one or the other, but the really good student accomplish8s 

both. The aim oC accuracy ia deep seated in ·the hearts or 

all tea.ehere... Accuracy not only applies to typewriti~, 
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to coiiiiJle:rcial subJects in general, but also to all branches 

or learning where that e$aential rac-qlty o~ complete mas

tery is desired. 

Type~iting not only aba to accomplish skill, speed, 

and accuracy, but it deairea to develop character as well· 

This aim is otte:n overlooked by t.eachera, who by eo doing 

tail to secure t:or thtdr students one or ita greatest con

tribU.t;tng qseta to oehuacter buildi11g1 which ie most use

f'ul to society at. l.arge. -chal"acter d•velopment takes 

place al.ong the l.ines ot punctuality, parti¢ularineea, 

neatnesa, Joy in one•a work and acc.omplishments, honesty, 

and _pleasure in mechanic~ expression. This is- brought 

about by constant daily ,drill work. .11r. Wal.ter White, 

author or •corrective ~il.la• and instructor in teae·her 

training work, made this remark to a teacher training class 

ot which the· ni tar was -a member·t "I am not a·o .much 

interested in how much type~iting you are going to teach 

the student, tor I know· you will do that; but I am inter• 

eate4 in t.he character .devel.opment ,-ou can give them. 

Th-e teaching of typewrit.f;ng bas int:init.e po-ssibilities• 



tor charac·ter ·buil.ding. • 

For commerci:aJ. 8tudente the tJPewriting afDia ar• con

sidered second, not 1n order to place ~em irl a position 

ot more or ot l ·ess importance than other tJt.udente 1 bu.t tor 

the r•aaon t.hat they include a eligbtl,- larger scope.. The 

·aims. ot ~ewritiDg have be~n diacuas·ed at eome length in 

the previous paragrapbe, and it. is not, necessary to repeat 

thi a int'oJ"ma:tion tor cOIIIlercial atudente. the aims · mm

tion.ed a~ve are nearly the Salle tor- tht two groups o~ 

students. They must both haw lltill, speed rmd accuracy. 

Moreover, .cbaraeter .developaen~ takea place iD both caeea. 

The ailll8 tor the two ditter in their intensity, however. 

Speed is necessary tor bothJ greater speed is .necessary . 

-ror the CODDel"cial. students• success. Both students need 

skill ot torm. However, the. commer.c ial student nettds to 

know many buaineas ~orrne not needed in academic 1rOI"k• All 

students need accuracy. 

The aim which stands al~ne tor tbe coJIIIlere.ial a tudent 

ia that o-r busi~ess ethics and courtesies. Typ.ew:ri tin& 

affords. a vast weal.tb o-r material for the te•ching o~ thia 

subject~ Buaines.s courtesy ad .etbica are being st.~-eased 

more ud mare as the ,ye4l"a· go by• Typewrittng c:ori:trlbU.t•• 

to ~thic$.1 training· 'by practice iJl· daily honesty, courte ... 

s:ies in th.e c-l.asaroom a,nd honest values in the day's work. 

The accomplishing ot aims in typewriting represents 

a ~ourfold problem., tbe t'our elements ot' •h1ch are: the 

student, the teacher, the textbook, and the typewriter. 



All are not absolutely eeatnti-al to the learning process 

be.cause it ia. PQeaible to have the student and typewriter 

qombinatio:u.. Learni:Dg doee ree,ult. This ia the al.owest 

f'or:m, however. It ia poasible to learn to typewrite with 

a. typewriter, ·textbook and student. This step is ·a littl• 

faster than the first mentioned, but rarely does the stu• 

dent :&am a complete and e:z:act knowledge o~ the aubJec,t. 

The mo·at tavored situation i s the student who has the 

f'ul.l. aid 0~ a 1f8ll trained teacher, a good s-tandard type• 

wri:ter, and e:tticl«mtly organized lll<J4ern t.f!Xt.booJt. r ·t is 

with this latte:r intere-st th:a .t this thesis is primarily 

concerned. Bach one ot the above tu.ndasaen:t.al element& 

.must be studied in order that one may be able to prop

er1y anal7Ze tbe textbook ~ield • 

. The atud·ent ia the ~irat to ·be considered. Who 

can take typewriting? Who should take typewriting? Stu

.dents. raJJgiDg :r rom very low to- high capacities do take 

typewriting. Low capacity students are usua1ly poor typ

ist$ with the exception -ot the ·few who have some muaical 

abil.:lty and training. They ot'ten make alow but tair copy

ists.. The advantage naturally l.ies with the students. ot 
greater- mental. capacity. It JQ.USt not be . asstp~Led, ..,ho•

~ver., that the greater the men.tal capa.city o~ the student, 

the bette.r tnia·t lie will become. Ku.scl-e co-ordination-, 

musical. training., power ~t concentration, desire to learn, 

and man7 other equally important f'~tctora af1:ect the tinal 

resul.ts. 



To answer the question of' who should t.a.ke typewriting 

is much more d1f:t'1eult. .Makers of curricula, school author• 

1 ties, parents, and students all hr,ve their varying atti

tudes on this question. ' A decided opinion is ·that all 

commercial ·$tU:d6-llts sh01Jld 11ave .from one tQ two years of 

instruction and prao'tice in typewriting.' Two years· are 

preterable.. Students conprising'·all other major divisions 

of high school t expecting commercial., represent individual 

problems. Any student who Wishes to express hi.s thoughts 

in writing should have some knowledge of operating a tyoe

writer.. This might be construed to mean that all students, 

therefore, should take typewriting, as all students more 

or less eXpress thought·s in writ.ing·in the f"orn of let.ter 

writing. The writer does not believe the.t typewriting 

should be ad vi sed to that extent. ·uowever, the raet re

mains tba t today so long as the· typewr1 ter holds the ';)rom

inent position of usefulness in the mo.dern world, then 

students should be trained so that they can rightfl.llly 

take thei:r place and-~ their position tn this highly 

con.peti ti ve world. 

Teachers should be trained by the means of' a broad 

academic training and :t"inisbed with a specialized knowl

edge of the skill of typewriting. An even temperament and 

a plea$ing p-ersonality are as important .as the training of 

the teacher. 

The classroom should be equipped with good standard 

typewriters which are kept in goo·d l"Unning order at all 
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times. 

The textbook 1s one ot the most important features ot 

conducting a successtul class in. typewriting. Since the 

invention ar the typewriter and 1 ts ra-pidly growing pop• 

ul.ari ty the publishing companies have made greu.t strides 

in supp.lying equally popular textbooks. A textbook ot· the 

ide,il type should be planned so that it supplies material 

f'or both t"1rst ·and sec-ond y$ar students. It should be 

printed .on good smooth .:finish paper in type that is dark 

enough to be seen easily. The typ"- should a1so be s·uf'

t'ioiently large so that it c·auses no eye strain. The tex.t

book should propound some one good ayst~m. or style- or 

teaching tYJ)ewriting. and .consistently follow that method .• 

Forms or· arrangement, business letters, business :rorms 1n 

general, lllld legal document.s should be demonstrated by 

clear and correct illustr~tion$. This bOok should contain 

spee t:l ~e·sts, error d;rilla, exerctses and drills 'for begin-

ners, early keyboard instructic;>n, n'\l.mber drills, letter 

wri tine; in various !"orms, and. wealth of laboratory material 

for al.l types or business and literary forms ne~essary to 

the development of a ·successful typist. Every textbook 

meant tor dail.y classroom use should be o:onplete. explicit, 

and correct in all d.et.ails. 

Typewriting has had nearly as ma:ny changes in methods 

of inst.ruction us ·the typevl'I"i ter had models in its years 

of' development; and like the typeWriter, the methods are 

gro-wing more end more scienti.fic and success:ful. 
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In the early years when one wished to learn to operate 

the typewl;'i ter, he simply sat · down at the machine and with 

hia eyes on the keyboard sea:r.c.hed for the keys he ne-eded. 

Nhen t -hese keys were t'ound, the prospective writer used 

whichever finge r he :round handy and convenient to strike the 

lcey. The method is commonly spoken ot as "hunt and peck" 

system. However, m.ElilY or tlle early self-instructed. stu

dents bedame quite efficient. Some even attained a speed 

of 50 1fOrds a minute •. 

With sQme scienti.fic thought this old sys:tem led think

ers to analyze 1 ts errors' and inettieienctes, and they pro

duced what 1s known as the touch method. The touch typewri t

in€: system was, naturally; the greatet; y advance any new theory 

.o:f learning has ever added to o~r knowledge of the subJect. 

This theory is now the futidame9ntal basis Upt;>n which all S~ts

tems are bUilt. Touc·h typ.ewrt ting .means that the student 

finds all the keys of the typewriter by his sense o-r touch. 

His eyes are kept constantly upon. t .he copy at hand. For the 

:position of keys he depends upon their rela·tion to "home 

row." "Home row" is the set of eight keys in the center of 

the typewriter on the second bank from the frame o:f the 

machine. Upon analysis ot this plan of instruction the 

r eader can easily see the advantages tor both skill and ac

curacy which would result from having this division ot' labor 

and this process. I{ow tbe eye does but one job, i.e., wutch

ing the copy only. Heretofore the eye was constantly glanc

inB back and ro.rth from copy to l!l8.chine, thereby los1ne 1 ts 

place. The :ringers and the sense o:f reeling now care for 

. ··· } 
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all the pr.ocesses at the mac·hin«t• It is nece,asary that 

all persons wishing to gain even a s.rnall knowledge o.f the 

t}leories underlying instruction in typewritinp: should thor

oughly comprehend the theory of touch typewri tiM. 

:Many modern methods have their .humble beginnings deeply 

embedded in the practice of touch typewriting. New methods, 

as .a rule. are developed wben some teacher or trainer ot 

t:vpi·sts . has some particular idea of his own which brings 

him unusuai success. Tbese new theories are possibly used 

in that teacher's classroom t'or several years ·Of experiment

atioh bef'ore they are published ·in book f'orm. 

One particular method which. is in eommon use today in 

many private and public schools is called the 20th Century 

Method, developed by Mr. D. n-. Lessenberry and Mrs. Jevon. 

The method is based upon the touch typewriting. It. empha

sizes the round curved stroke. This is a stroke which 

touches the key witb a sharp staccato impression with the 

finger quickly t1ying back to ''home row." The 20th Century 

liethod advises the :fir·st few days practice work for· begin

ners on ,hat is term$d "locked keys.'* By .. locked key.s" is 

meant that the typt! is locked so th.at the student gets the 

sensation or making the stroke several da:vs before he is 

actually pe·rmitted to do real typing • The f'irst drills in 

20th Century are of' the letters of home row. Home row let-

ters are "a" "s" "d" ••£" .,j" "k" "lu tt; u. The next sue-

ces·sive letters are upward reaches then downward reaches, 

but not as was formerly accomplished by taking the same 

------, 

_j 
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t'inge·rs or the two bands at the s&J!le lesson. 

The Wiese-Coover sy.~tem was d~veloped by Dr. Coover, a 

psychologist, and .Mr. Wi~se, an expert t :·ainer or typists. 

This system probably .has the most sound psychological 

basis ot' any system in use today. The first instruction 

given the student is that or the p.roper position and -stroke. 

The Wiese-CC?over pl ,.ln was tte first to dt;!velop the "tiger 

s.troke." This is a round snatching. stroke expl~ined in the 

paragraph above.. Bet'ore the student is ever allowed to. 

touc.h the ma.chine., he has learned all the letter keys of 

the typewriter and has maste.red the proper stroke. This 

process takes :place by means or letter drills. Thes~ let

ter drills are made up ot all combina tions ot letters. A 

typl C?<l drill -1 s: a t g s k j h l d k a z c t' J m l B t q 

r e p w et~. All drills are letter drills or this variety, 

About three weeks ti!:le is spent in drill or the machine 

then the sar:1e drills are used fQr practice or the machlhe. 

Straight copy writing is emphasized af'terthe letter .drills, 

the theory being that in that way the student receives the 

trainine; of the ·lette:r·s 111 their natural seque~ces o.nd con

binations. Rapid, ac·curate progress cun be ma.de by this 

system. 

Several other systems m~ght be desc:ri'ped here. The sys-

te:as published by the i'i inston Compa~y,. the ::arned syste~. Ross; 

and others deserve mention. irowever, they do r..ot, in the 

writer'$ opinion, re.present distinct systems in themselves. 

They only combine p urts of the theori-es discussed above • 
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The Gregg system is widely used in many sec·tions or 

·the country, and with very good success. 

Gregg system starts with an introduction to home row 

by the means of the x-ray chart.. Other letters ere tntr.o

duced in rapid succession, all located in the above men

tioned fashion. l~umbers are all introduced in one l&sson. , 

The latest development in theories is found in that 

of li:rs. Stuart • s which ts .known as Stuart Typing. All the 

above mentioned methods hava , in ~~eneral, based ·t .he1r ideas 

on the following: 1'1rst, we learn to think and write indi

vidual letters; next, syllables; and finally; the ;Larger 

unit 1 the word. .All these are developed by various kind.s 

Of lette:r drills. V..rs. Stuart's idea is r~u1te t):O 1nnOV1,l.t1on. 

Ohe believes the letter drill work is unnecessary,; consequent

ly, at tho very firs-t, sh.er start.s s:tudent:s at the: typewrlt.er 

on ve.ry simple words1 suc·h as "is," ''it>," "it," etc. As 

can readily be seen, this. method is distinct in 1 tselt. lt 

was only put. on the mal'ket in 1932 but has been used by ~.~s. 

Stuart in e:xperim.ent.f3.1 work in her classes in Berke~y Hi gh 

Uch.ool :ro.r severa,l yea:r~. This system 1 s now 1n. use in a 

nu.riber ot: schools. Jus :t; Wll~ t ~he results wfll ~e capilo~ 

be determined until this experimental work has ba d, sa"eral 

years of trial. 

Considerable time and space has be-en devoted to this 

description or the various systems used in the instruction 

of typewr1 ting because 1 t 1 s of prtme imp-ortam: e to the in

vestigation or modern textbooks . iflthout an understanding 
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of the theories underlying the books the books theosel ves 

can not be und~rstQod. 

Other questions occur to us. jlhat good are all these 

theories? Vihat can they accompl-ish tor tyPewriting? It 

is through the development or all these theories that the 

te::tching of type.wr1t1rtg has- reached 1 ta modern e.rr1c1:ency. 

Very -rew people realize that typiats today have reached 

the speed o:f 135 '!Ords a minute for one hour's wri.ting. 

How c ou1.d such speed have developed without proper basic 

i.nstructions? Such speed . was unheard of in the old days 

o~ sel.f' ... 1nst.l"Uct1on. Not only has speed increased ln 

some particular cases, but the gene·ral level of speed is 

raised tor all ty:pists Of the business world. Hand~1n

hand with this: eeneral sp.eed increase has. gone greater 

accura cy. 

Some of the .other accomplishments added to commercial 

teaching are accuracy and new and better drills, the object.s 

of whic·h are to accomplish spe.cific ends, to provide greater 

.motivation, and to insure accuracy of rorm and standard-

ization o"f form. 

Much 1s· being said at the present time about psycholoi:;y. 

In. discours~, in reading, and in public addr..es-ses psychology 

1 s th~ center of inte"re~t. This new trend. has had a direct 

influence on educat.ion. So~ of the influence !Jus been 
. 

b~nef'icial, but some has been hai'riiful. lt is only natural, 

now when the masses are becoming: conso1pUs of the word 

"psychology,,. that it should be applied to a.l1 situo:tions. 
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In a sense all situations have tQ do \';ith hll:I!Uin beings, and, 

the~tQre, human minds, so naturally e:1ch problem ·does have 

a p·syo.hologi cal aspect. 

The teachine and study o-r ttpewri ttng llas c;on1e 1n f()r 

its share or psycholo~tcal analysis too. In the case or 

typewr1t1ns· thi.s psychologic~l 1r1vestic;ation has l)een en

ttre~y beneficial, for all the :roregC>ine knowledr::e discussed 

in .the J?r:evtous para~ro:phs are ~esU.lts of psycho.loeic~l 1n

ve.stieat1Qn .• •hethe~r tr.e investigator realiz~d 1 t or not, 

as the case may be. 

The psychological situati-ons in. typewriting are 1ntri

c a te, di~li.co.te, uad mani'told~ :!c·t amazinsly .simple when 

.handled. correctly. 

Forerr,os t in importance 1 ·s the classroom o. tmosphere. 

·rhe results of the year's teaching depends ·on this fe:~ture. 

In no place in the high school does tho te ~: cher hold a 

!!<Ore exacting position that~ in thE! ~YJ>e7Tri ting room. From. 

the very first day to the very last the cl.&ssrooi;i should be 

domin!:J.ted by the teac·her' :s pleusinc, kindl~t, helpi'Ul, and 

eracious personality. TypeY:ri tine should be r.1~de the stu,

dcn .ts' fii:;ur of expression. of keen pleasure, ;:n.o. of real joy. 

'l' t.e te:icher :;;hould be able to hear renarks fro::l tl:.e s t udents 

in or put ot school (remarks not .meunt for her e:j,rs), to 

this effect: ''I liKe my typ;lnf~ class.-" 't:TJ.at' s w!:er.e ;ve have 

our fun." "!Low nuch a.re you able to w.ri't ·:.," etc •. ; en this 

· · s 'i'he a tt~ tude ot mind is att~uned, progress com;:;.enpe • ... 
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feeling ot fear,. unpleasantness, dread, 1:1 health, or s.n:r 

discomfort ·is <'Urect;ty retlecte.d 'in the student's ability 

to operate the typewriter. 

'I'he reader might ask, 1s typewriting all bas~d on 

pleasant a. :.:; soeiations and. f'un? Yes, t.newritin€: correctly 

taught. should b e bas;;d on that atrnospl1ere. If that car1 be 

acpo~plished,_ the. _en.sutne hard work ahead for teucln~.r or 

stud~nt is rt0vor notice.d. 

Sec.~ond in importance is the establishment of correct 

J•abi to. Co.rrect hal:>.i t~ ~lso ~tart 1'rom the first .day. 

They depend almost solely upon the te·aoher' s knowledce of 

teachine t:'{1)CVrr1.ting anli the system advised by the textbock 

in use._ Teachers ev·erywhete r~cognize the val.uc of correct· 

habit t'orna t1on . Poor habit formation means this hubit 1nust 

be irthib1tGd and a. new one sub~titutod iri i'ts place. This 

1$ a process \Vh:ich takas :~.:.bout three tines- c s lone as -cor

:::·ect ha.b1t f'ortJ.ation in the begin:dng. 

Typewrl tine develope a the p.ower . of ccncentra .. :.Lon in 

most students. Fto.m the first day the student 1~ ta'Ught to 
>::eep his eyes on the copy ~:rnd his niiad (..,n the wo.r-k. ,a,ll 

succes·sf'ul typists develop the power of ccncentr .t1on. In 

typewriting t hey are ccrlce_ntrating or .. copy \\rork: , vcr~' ii ttle 

of which is originali but they are developine a power of 

attention and concentra,tion :which we hope they carry over 

't;o theit nore ac.ade.m.ic· subjects. 

I~!uch has been done and said about a.lleviatin,s the dull

ness of .ro.utine drill .t:.:nd practice work. A study of thi_s 
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subject has tended to:w~ds :reoo.va.l ot dull drills • How

evet", IJltich o'£ this <l~ily grind or drill and prac.tice is nee~ 

~$fi.a:t*Y• the erid in vi,ew cannot be accomplished witho11t many 

art hour ·Qt t;edious drilling work. B·e-rtrand Russ:ell says we 

cannot expect ~veryt}ling to be br·ight, liv-ely and entertain• 

ing::; we must train ourselves to endure the duller places in 

lif'e as well as the :more interesting.l We again quote .f'rom 

Oliver in his book called ~Fear": "No mf\ll br w()man who aims 

at successful. achieveme.ilt can esc.ap¢ the bu~den of routine":2 

therefore we find daily :routine a~ necessary and essential 

in . the development o.t a typ·ist as we d·o in other branches. 

of learning. 

The discussion of the above phases ot typewriting gives 

.an indication ot the large part psychology play·s in the 

typewriting classroom. Now let \lS tur.n to the psychology 

used in the textbooks. 

The psychology of the textbo.oks will be in the nature 

ot a review and summary, as all the previously discussed 

systems ar-e based upo.n psychological and practical experi

mentation .in the clas$rooms. First i,t must be understood 

th~t the theories. of all modern te.xtbooks are b~s~d on 

touc-h typ,ewri.ting. Second~ they all attempt to s .et u-p pro

per habits o£ posture, stroke, and general use of the ma

chine. From. tl:lis point the theory d:i,verges into many different 

1 Bertrand Russell, The Conquest of Happinega, 62-63. 
2 . . . . 

John. Rathbon~ Oliver, l.!!mi 303. 



lines and fine points. ~-=any o.f the aut-hors believe that 

the process or learning should be established by building 

from the simplest form or letter association to the most 

complex. Let me 1llustrat·e. The student is first taught 

the letters and is given plenty ot exercise in letter 

drills. !.!ost o·f the books vary in their types of letter 

drills, of which ~iiese-Coover systeh is the most un·ique • 

..<J.rter letter drills,. the student is taken to s,ylTables, 

then to short V~•ords, and lo·nger words in chrorioloe,ical 

procession until he is able to write straight copy. 

In the past year the Stuart system has broken away 

:fron the letter introducti-on. Students are seated at t·he 

machine and commence by_ writing sm.n-11 words such as "1s," 

"1 t 1 " "as," "if," et.c ... , 1:n the f1:rst lesson. This style 

represe.nt·s- a complete innovation ot rorm.(~r theories. It 

will take time todemonstrate its proficiency. 

The iliese-Coover system analyzes the precess of learn

ing into even more minu·te details. Its adherents believe 

that the first instruction 1n knowledee o:f' the keys should 

be mad{~ na:nin~~ the f'in~ers according to the letter-s they 

control. l.:any of the te-xtbool~s today believe in teach1.ng 

by showinr. the student a chart, either hanging in f'ront of 

t ·he class or a chart in the textbooks showing the place• 

ment of each key. '•Viese-coover system teaches; in three 

s·teps) the transfer from the copy to the typed page. The 

s.tudent see-s the copy, thinks the proper letter ftnBer. 

and strokes the key. According to other systems. the 

_ ; 
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student sees the copy9 thinks where it is in th-e chartt 

decides how to ,rite it, s-trokes the key. To the casual 

observer this &1118.11 saving would seem negligible, but it 

is as the res_ult o:r all the small savings ot time that 

modern speed has developed. This also results in greater 

accuracy, a& one step in 'the formation o£ ass()ciat1ons has 

been eliminated,_ thereby reducing opportunity tor error to 

that extent. 

Scientific inveatip,ation of error elimination is an

other contribution to our modern typ.ewriting. Many persona 

have worked along these lines but none have made such a 

complete study as that· ot l!r. White' e, published in 1932 

and c.alled "Typing tor Accuracy... In tbis study he had 

the cooperation ot many teachers throughout the west. Some 

60,000 actual speed testa were collected from clas·srooms, 

:from which every fifth one· was chos.en and studied.. T}1e in

vestigation o:t this survey discloses that ~~rore come large

ly from faulty beginnings. Jie found errors co11l.d be classed 

as · •omitted 1ette.r errprs," "su.bsti tutio-n, •• 1'transposition 

e·rrors •. " ''capitalization errors," and "miscellaneous errors.'' 

Most interestin~ of all hie findings ·is his .statement that 

most errors are due to inattention.. How can inattention 

and lack of concentration be overcome? Concentration drills 

are made to meet this need. Usually these drills are· made 

up of very long difficult and 11nusual words or peculiar let

ter combinations. This work has contributed greatly to our· 

ability to analy-,?'.e our pupils and their errors. 

- ·····-- _ _ _j 
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Psychologists have given much time and tho~ght to· 

what is known as "plateaus of learning... Platee.u:s ot 

learning are leve1s on which we find ourselves. and tront 

which we have a difficult time to rise to greater ability. 

r.:ruch has been said about these levels. in typewriting.. It 

is true tha.t they do exist to a greater extent than teach

ers like to admit. However, it must ·be kept in mind that 

they .exist in a11 types ot learninp,: to a P.reater or less 

de,gree. The only difference is that they cannot always be 

so mathematically detected as they are in typewriting. 

There are some definit·e remedies offered for this difficulty .• 

Different systems advise differently. Some believe letter 

drills are helpful; others have accel.eration drills of syl ... 

lable combinations. One of the best systems, ·according to 

the experience of th-e writer, is timed sentence drill forc

ing c-ompetitive intere-st in faster and faster work .. 

As we have noted bef'ore, typewriting was first taught 

in the private commercial. schools. When the public schools 

realized the enormous place the typewrite:r was to hold in 

modern lif'e, and as vocational training came into vogue, 

they decided to place a trial cour$e in the curriculum. 

The result·s were more than gratifyi~.. It is nQt only one 

of the most popular courses but one of the most useful and 

pr~ctical. Attendance and interest has gained t'rom the be

ginning. Typewritin.u. is a necessary part of the training 

of all commercial students. Today a conservative estimate 

is that fully one-third of the high school students take 

... . ... ...J 
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typewri ti~; and turthE:lrmore, they choose it because they 

want it. not because the~y are ro:rcec1 to take it. 

Common c:U:r;stom and u$age in the business world in the 

last fifteen yeal"s demt:¢ds that All .letter·s an,d b~$iness 

material he typed. This makes typewritiAA a prime re,• 

quis·ite .. in the business course. Commercial stude.nts do 

not have to be ur.P,'ed to take it; they come asking for it 

as one of their f"ir&t courses, because even at their age 

they realize the basi.c importance· of this skill. 

'rypewi"iting is equally valuable to all the other 

studen·ts in high school course:s. Of course. it is true 

they will possibly ne.ver use 1 t to the extent that the 

commercial group does, but it is .nevertheleas very ueetul 

to them in expressing their thoughts in written £'orm. 
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This written f.Orut in .most insta.nees is letter writing. 

Typewritin.P-:· tor th:ie large ~oup ot students is rareiy .re

ql.lired, unless their individual courses require itt yet 

.ft1lly half the students in an averMe high school make up 

this g roup. T~u!y choose to take typewriting because they 

see its future usetu~ess f'or themselves. 

It .has been said of our modetn machine a.o:e, that there 

are two universal and. necessary machi!l~s in common use to• 

day which every one should r..now how to operate--the AUTO

J.fOBILE and the TYPEWRI.TER. The wr.iter hearti.ly agr·ees with 

this statement. 

In the liKht of these various phases of interest whiclt 

','le have inv-estigated, let us t1.1rn t.o a detailed study of 

.. ·-, 
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each ot the indivi,dual text_s to se' hojf thEtY' ilt•e.t ·the 

situatl(>n.· 

-1 
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Mr• William E. Rarnedt the author, is a man of lfide 
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·cHAP!'ER ~DINGS 

Eleinento.ry co~l"s~ 

Part I 

1. Learning to ope·rate the Guide Keys 

This chapter or unit is devoted to instructlne; the 
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' beginner in the: position or :guide keys or "home rort; 

also t :he pupil is taught the parts of the mach:lne, 

a.i).4 begi.[lJling lll~H~hanical elements o-r the l'liachine 

wr~1;~hg• 

2· ',7ri.t1ng the t.ette~s fltgtt a,P.:d "h" 

The f'irst inward xoeacb, 

3. ~friting the Let~ers in the T.hitd How 

This unit teaches a1'1 the th.ird row reaQ·h. 

4. Operattn.g the Shift Keys 

5. Writin.g the Capital Letters in the First Row 

0. Writing the Lett~rs ·1n the First Row · 

7. Cpera.ting the Tabul~to:r 

8. Writing Fi-gures 

9. tiri ting the Typogra,ph1eal Signs 

Part 2 

16. Genex"S,l•Lratter l!:xttrcisee 

They l.argely e1ve practice material for drill work to 

:further facilitate the student with the keyboard. 

Arf e·xcellent di scu.ssiOJ'l and explanation ot error 

chart$ is given th$ pupil. 

Fif'·teen-minute. typewriting test.s _ lire r; iven . 
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lL. Eftect·ive Display 

This unit teaches the centering of ti~les and short 

statements, and the pleasing and proper placement 

ot al~ ty-pe'tt:ritten materials. 

Tabular work is introduced •. 

l2 • The Heading of' ·t.l. Letter 

Introduction to letter vJriting. Date line 

13. The Inside Add.re.ss 

14. The Salutation and the Complimentary Close 

15. The Signature 

l~. The Body of: a Letter 

This- includes work on second P<-,g:¢ lette-rs. 

Part 3 

17. The. Display of' Short Letters 

These are the ::f'irst exercises given the student in 

the writing of the entire -~etter". 

18.. The Display of Lett.era of Medium :Length 

Oif'terent styles ot letter writing are introduced. 

1~. The Display of Long Letters 

~0. The Envelope 

An introducti()n is made for the typing ot envelope 

addresses. 

~ i. Secretarial Work in a !)epc....rtment Store 

22 • Informal and Formal Letters 

()ther Parts of' the Book 

International Typewr~ting Contest Rules 

Index 

aecord Cql;<d 



. ; 
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'fri>~wri t;er Charts tor Any~. Standard Keyb"o~d. 

Progr~ss Chart 

Duoc.lip Cov:~r HOlder 
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De"t'elopmen' or Treatment 

Th·1s book,. b~ing an elementar"" text, embodies tbe 

usual ear1.7 training neoesaaey to .star~ the beginning 

student on the typewriter. This training is oared tor 

in the most natural a.rtd simple steps, neoesasrr in all 

beginning texts. 

The att1t~de or approach is not on].y those mention

ed t'lbove, but c:>ne o:r .;tyen greater il)l,l>ortanc~, tn tha.t, the 

meth9cls ti$~d, oalla tor l!l.axtmal se~t•(\1reot.1on $11d as-
, .. . 

sumptir:>n ot reaponslbtli ty an the part ~r the . pupil. It 

is the aim or the author to not only (}evelop ~cbn1oal 

skill, but also to a:rr.ord experience in torming hidgments 

and f'o1low1ng. directions which 1fili be helpful to t .he 

student in l.ater li.:re. 

The method ot proce(\ure in most lessons in the text 

is to giv.~ the new 1n•t:eu.,tioll8 necessary ror that lesson, 

plenty ot correlated e:i:trc1!Jes ror drill work,. and the 

test tor examination. All unit~ and most' 1ndiv1d"Ual lea• 

sons provide supplem.entar.J work tor the aceeletated student. 



!VALUATION 

Thta 1a a sc1ent1t1cally plamied textbook. It is 

well organized as to mater1.al1 and very oaretully and 

1nterest1ngl;r written. It 1s th.e produ-ct ot man7 years 

ot work ttnd exper1en()e ill teaching this subject. The book 

is part1cular1ly w~l planned to improve the student•s 

racility in all d&partments of technique. 

Some of the particular points of this te::r:t 1th1ch are 

noteworthy are: 

1. The older typewr1t1llg texts taught oppostte keys at a 

1esson; his ts a new pr1n¢1ple ot varic?ua keys in the 

row. This saves JllfltlY ot the l·fit~r errors. 

2. The un~t division plen of the t~xt is most eat1stactory 

t:oi: teacl:ting typing. 

3. The typ~wr1tten illustrations are most a-ppealing to 

students. part1~cularil:r to oeg1nners. 

4.. A .tine of:te.ring of supplementary :w.ork is given for the 

accelerated student. 

5. ·The vocabulaey- used in the typewri t1ng ·material is of 

excellent cbs.racter tor the business student • 

.6. Ma·n;y o.t the lessons are followed with short a~h1eve-

ment tests. 

7.. The earl7 introduction to letter writing 1s a sp1end1d 

1' ea tur(t •. 

This :ta a textbook Which advoca-tes the touch system 

ot' typewriting. It does not in 1 t.selt promote an 

.. .--., 
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Cl!AFTER BEA.DINGS AND C O~'TENTS 

Review Exercises "a" and rtgrt 

Unit 

This section is devoted to the review of the oha:r .. 

acters ot the keyboard. 

23. Measuring Your •vork ·by the Output in Business 
. 

This chapter gives· an analysis of the work in 

a bu.siness- office and tells Just what is expected 
~- . . : . : 

or the employee. It gives exp11c it directions tor 

the work and demonstrates methods ot scoring the 

work. 

24. The Period and the Oo.llllila 

Directions are given for the use of the Jler-

1od and c.o.mrna in their various business applicat1·ons. 

2·5. Secretari.al Work tn the Credit Department 

Directions are given and a supply or exercises 

prepared for this type of work. 

26• The Semlcolon, Colon, l?ar~nthc:tsls I:.la.rkst and Pash 

27. Secreta.tial Work in the Service Department 

28. The Q.uota ti on Mark and the APOS:trophe 

29. Secretarial ·ttork in ·the Advert1s.ing Department 

30. Capitalization and r;umbers 

31. 1/-erking in the Centralizf:.ld stenographic Department 

This chap1;er otfers excellent office practice 

material and experience. 

32. Secretarial Hork in the sales Department 

- -- · ·~ 



33. Correcting .Proof' 

The sym'bol& tor- mariQ.ng proof corrections are 

shown and tatigb:t t)le student. 

34. Secretarial. WoPk tor the }>resident of a Railroad 

35. Statistical Work in the Inveatrn~:nt Ban~era C~rpor

ation 

Am:p~e opportunity is given f'<>r excellent tab

ular work in this. :chapter. 

36. Working in the Acc?unting Department 

Exere~ees are of'te~d in the use ot figures, 

tabular wor-k, and report: forms used in accounting. 

37. Legal Documents 

This cha-pter takes up the writing o~· a eum

mons, writing of' a complaint, indorsement, writ1ng 

an answer, power ot .attorney .and will, w·ri ting an 

agreement or contract, leases, af'f'idavits, deeds., 

and other legal t orma .. 

38. Working in the Traf'tic Department 

3.9. Working ·tn the Purchasing .Department 

40. secretary to the President of' a steel CorpoJ:Oation 

Thi8 ¢banter in¢ludes work in rough drafts 

and element&l'y .trai~ing in til.ing. 

4l. Working in an Archi te<:~· s Offic:e 

The writing of speci:f'icatlQns is taught. 

Other llatel'"ial Contained in This Bo.ok 

Corrective Drills, Placement Charts, Abbre-viations, 

:Lnternat:f,onal Typewriting Contest Rules, ~ecord Card 

and Pr.ogress Chcwts. 
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'l'Y'PE: OF TREATGNT ·ARl> DEVELOPJ4EWT 

()F THE SUBJEC'T 

this t~x~book is naturally developed largely along 

the linea ot tlu:t t•xt- ~Itt~n by t.he same author tor the 

use -in. ~a ~~~mentary tea.c:hing ot ~ypewritin,g. 

His first aim EJeems to be ~o develo_p se:lt'•re:l.ia:nce 

on the part of the . a tudent. Next be 1natr\1t!:tll in. al~ the 

nf!ceseary d apartments ot learning ~sed i .n a<ivance:d type

Wr-iting. This ·Jilaterial is organized with the purp()'ae i%1: 

view ot producing a t1ntahec1 typist who w11l be abl.e to 

take practical.1y any kind o-r a typing position an<1 tit in
to. it with ease .and, understanding. Some ot the particular 

sub,ject·s taken. up are a general of'tice pr-actice, l.etter 

writing~_ legal. work_, telegraphic messages, pr-oot correction_, 

and t'OUgh <lrat'ta,. 

---, 



EVALUATION 

'!'his textbo-ok is particularly lfe.ll pla.iuled and ar

ranged -ror the student 1fho expects to go into of-rice 

work. All the of':f'ice practice material has be.en chosen 

with a view to developing -in the pupil. th(:l. ability to 

handle $ituat.ions in b.usiness li.te. 

A particUlarly tine :feature of the book is that the 

responsibility of' the •ork is placed on the student and, 

thus, develops h .is initiative. 

A ver1 good system is used in varying drill work 

and practi.cal of':f'ice. practic-e uni ta. 

I#tY and etimul.ates interest. 

This gives va-

~lle office practice units are well pl~ned and most 

ot them have a direct. bearing- on some particular kind ot 

business. 

The drill uni ta .give concrete :and correct business 

inf'ormation in the typewritten use or punctuation and 

·characters which are o:f'ten vaguely understood by the ad-

vanced student. 

This particular bo.Qk i -s perhaps .. aimed ~o train the 

student of otf'ice practice and office needs JDore thlt.n it 

is aimed to train for intense .speed wor.k,_ and sho\.lld be 

used wi tb that thought in mind. 

---.. 
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CONTENTS 

De·scrlptions and illustr~tions are gi,v:~n o't' t}le 

Underwood, Remington,. Royal, Yloodsto~k, and L• C. SIXli th 

typewriters. 

P~RT I 

1. The Ftinda.meritals of. Typewri~ing 

2. Principal Parts of the Typewriter 
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(a) Instructions ir:u .machine adjustments, insert

ing o£ papers, removing ot :pape:r, po~l:t:.ion of 

typew-riter, ••bome-key" position~ naming ~he f'in

gers1 s ,trolc.e and release ot the ·key, and ca~ .. 

riage return 

Lesson 1 

(a) Drills of "h.ome-row" 

(b) Il.lustrations o:f'pl.acemel1t. on paper 

(c) Fixation practice: drills ~or striking "f;•• 

(d) Simple wo~d drills wi.:th illustrations of 

placement on paper 

( ~J Optional exercise for advanced students 

Le~u~on 2 

(a.) Paver il)seroti()n, manipulation drill 

(b) Simple word drill$; opti()nal exercises., and 

fixatibn practice 

(c) Shifting tor ·capitals 

.. ._, 
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Lesson 3 

(a) Capital letter drill 

(b) Simple word drill 

(cl ·optional exercise and f'ixa:tion pi;-act.ice 

Lesson 4 

(,a) ll~view practice.: re~cb-~trokes ~eview 

(b) Simple word drill 

(c) Optional exercise: drill or simple words, such 

as ofter, often, etc ... 

(d) Fixation practice 

Lesson 5 

(a) · Review practice: a. finger exercise 

(b) Short sentenee drills 

(c) Optional. exercise and f'ixation practice 

Lessons 6-14 inc. 

The following lessons are all planned after the pre

ceding lessons :which have .been des·cribed. above. Each in 

tur.n takes up new keys of' the keyboard until the entire 

keyboard bas been covered. Besides the regular lessons, 

some time is devoted to number work and cel'ltering. Speed 

tests o:t marked syllable intensity are started. 

3. J.iaking Habits .Permanent 

{a) Lessons 15-24, each-consisting ott review 

practice, sp.eed tests with syllable inte·nsity of 

1.21, and manipulation drills 

4.. Developing Typing Power 

(a) Word and phrase dr:ills, :analysis of errors, your 



achievement record, speed teet with syllable 

intensi.ty ifs:ted< and corrective drills con

sisting ot a drill of. the l~ttere of the alpha

bet. 

(b) Rules ~or typewriting conteste 

~. The Bu&iness Letter 

(a) Forms ot punctuation and parts ot a business 

letter at"e demonstrated. 

{b) A di&cussion is given of the dif'terent parte 

of a l:etter 

(e) Pla.cement ot the letter shown 111 table t"ortn 

{d) .Each budg•t cont·a'iris a review practic~e, timed 

writing practice, e:xerc.iaes containing letter 

writing practice, and optional exercises 

6. Problems in PEtraonu Typing 

{a) Dril:ls for typing power 

(b) word and &entenc.e <lril.ls 

(c) Check-up on centering 

PART II 

l· Office Prot>~eme 

2. The Busines~ Letter 

(a) Further details o~ the bt~.sirte$$ letter 

(1) Attention line 

(2) Subject line 

(3) sa.l.uta.tion 

(4) Pl:acement of the letter 

44 
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3. This section contains practice material in l ·etter 

writill.g, envelope work, and carbon copy. 

4. Tabulating 

{a} Di•t:u$e1oli on ~~~;.tbe•ti.cf.ll.pla.cament ot t•pu

lation atepa 

(b) Budgets in this sec-tion contain the f'ollo•ing.: 

sentence practice, tabular work, spee.d ttu~ts, 

and paragl'aph practice. 

s. The Development ot Speed 

(a) Phrase drllls, speed tests with syllable inte.n

~ity Qr 1.30 

6. Jfanuscript Typing 

(a) Illustrations o~ border designs 

(b)' Corrective dri.lls and sentence practice 

(c) Exercises containing materia~ to be correctly 

centered 

7. Speeia1 Problema in 'l'yping 'Busine·ss Lett~rs 

(a) This part ot the work is divic1ed up into bud• 

gets; each budget contains the tollowing: 

drills emphasizing the s·h'if't-key control, cor

rective Q.r.il_l paragraphs, speed test with syl• 

lable inte~.,ity ·Q~ 1.30, exercises containing 

letter worlc, tne invertecl paragraph style of 

letter, two·-page letters and t'oriJial and in~or

mal. letters. 



.PAltT III 

1. Agvance4 Of'tice Problems 

(a) A complete study of., and mate·rfal ~or office 

practice work 

2. Problems in Busine~s Letter Arrangement 

(a) Sentence drill emphasizing control of figures 

(b) Speed testa with syllable intensity ot 1.35 

(c) Optional exercises 

(d) The care ot the typewriter 

3. •relegrams with Letters ot Confirmation 

(a) The telegram., day letter,. night message, night 

letter., and typing the telegram 

4.. Stencils, Index c·arda, liailipg Liata, and Methods or 

Typing Addrese~es and Salu~t.ions on C~rcular Lttters 

{a.) Discussions· on how to mimeographletters 

( l) Preparation tor cutting the ate·nc 11 

(2) Cutting the stencil 

(3) correcting er..,ors 

(4) Running ot£ the dupli-ciatee 

(5) Leaving the duplicator 

5. Problems. in Tabulations 
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(a) Each budget contains tabulation, speed tests, let

ter work;. order letters, and invoices. 

6. Lega1 Doc.ument·s 

(a) A .discussion is giv&n. ot the working .plan of lf)

gal documents, folding, endorsing and all the us

ual legal t'orms• fraet.iee 1lla~erial is provided• 
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PART IV 

1. 'Intepated O:f'tice Probl:ems 

(a) This final :section d~nd$ wi~h a s~ilUJlar:t Q:t an<! 

material tor general office praQtlc& skill. 
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D~VELOP1LJ:T OF SUBJECT L!A.TTER 

Thi.s textbool: develops. its technique by starting the 

becinner with a round, curving, snatching stro~e.. Textbook 

illustrations are used to locate the keys. The }teyboe.rd 

introduction represents a clever divergence fror.t the former 
-system in First Edi t1cn. ·The keys are now introduced, 

after home-row, 1n an intermittent f'ashio,n. I!'ormer;Ly thla 

wa,.s the ease: botb. up .. :rea.cb.es or tpe t¢ref1n.ger; both down

reaches of the st3c-ond fir!ger, -etc. It is hoped these newer 

co.obinations will help to el1m.1na:te finger errors. 

~word and sentence drills are introduced early. Each· 

lesson is a well rounded study.. They· contain letter drills,. 

word dr111s* speed test work, and an optional exercise. 

The book is entirely organized around materiul .gat·b..

ered :rrom actual use ·tn the business world. '!'he book is 

also based on actual classroom-work shop results and years 

ot: experience gained from actual. use of' the first edition. 

This book contains work for both first and second 

years of typewriting. 



EVALU.d.TIOH 

"20th Century Typewriting" l"epresents one or the 

very r1ne systems of typewriting. It is a result or .many 

years or scientifie.study, survey and collection of busi

ne-ss materials. 

This book is carefully organized from the first to 

the last lessons. Each lesson st·ands alone -as a division 

in itself. lt contains some very excellent dr1.lls. .A 
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new feature has been added to ··this text which is very sel

dom found in typewritine; books. Syllable intensity o!' 

each speed te-st is recorded. They are arranged so that 

the shortest syllable intensity paragraphs come first, then 

gradually increase .in size. 

An error study is made. The student is shown how to 

analyze his errors and taught how to correct these errors. 

The illustrations· are most commendable, not only are 

they plentiful but authentic tn :t'orm. These illu-strations 

go into vel"Y small and particular details. This in:for:m

tion is !lelp:ful to both teachers and student. 

Optional v;ork also re-presents a very good :t'e ~i.ture of 

this well planned text.. So often textboo~s Of any S1,lbje¢t 

develop their subjects as though all students had the same 

capacity. Optional work in thi3 text recognizes the varY.,. 

ing ability and provides the ne.cessary work for the ac

celerated student. Nhat a help f"or tm busy classroom 

teacher! 



.,. 

•20~11 CentUl")" TJPewriting• !a one otthe .newest and 

most cQmmenda.ble books in every res'J:)ect. .It re~resents 

years ot experienc~. It is effie ient, deta:fled-... yet .eon

cise, explicit to a :fine. <degr-ee ~a ill, •very way • very 
usable book. 

-·- ~ 
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CONTENTS 

Part I · 

Chapte:r I 

Pre:liminary Instructions t .or -Cor:rect 

Type:wri t-er operation 

1. qo.rrect Potiition 

a. Handling the Paner 

(a) Ins.ertion ot }'a.oer 

(b) Straightening· Paper 

(cl Removal. of Pa~er 

(d) Centering 

3. H()me Keys 

4. T-he stroke 

(a} Di~ections to Stud~nts · 

(b) Place-ment of .Exercise 

(c) Sample of Pupil's Paper 

5. Keyboard Mastery 

(e.) A1Ully$ltil of· Errors and Tabulating Records 

(b) !tow te> Determine Yow- Typing· ~peed 

ll) standard instructipn• a~e given tor cal

cu~atin~ speed. 

6. Daily Work 

(a). Lirnbering .. up .sxer¢1ae--H~gh ... f'requen:cy ma tte.r 

(b) Selt-re~iance Work-.. coxoreetive dri.lls 

(c > Class work--Rhythm drill 

(d) Challenge Work-.. Practice- material contai.nin:g 

we>rds o-r commones_t recu~ren~e 
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(e} Proo:f' Read.ing.;.•Checlting~ claasif'ying, and ~a

cording e·rrors 

UNIT 1 

Lesson 1 

l.·· Limb~ring-up Exerc.ise 

2· .Self'-r4!liance Work 

3• C.J.ass Work--Reaching f'or "rtr and nu•• 

4 • Chall.enge Work 

5.. Proof' I{ead!ng an(), Error Analysis 

.Lesson 2 

1. Limbering-up Exercise 

2. Self'·reli~ce Wo.rk 

s. Clas·& Wot-Jt;..-Reachi~ for "e" and. "1" 

4. Challenge Work 

5. P.roof' Reading and Error Analysis 

Lesson 3 

1'he same .form is- use~ as in the preceding J.e,ssons. 

Reaching for letters "t" and "y", and "g'' arid "h" 

L~sson 4 

taken up.. There are t'req~ent seqileil~es and simple 

words contained in this lesson tor the practic·e of 

reaching f'or the new letters introduced. 

Letu~on 5 

The tifth lesson ot e·ac:h unit 1$ ttnown as Sel:t-ap

praisal. Day. .on each such day the skill. ~cq~~red 

is to be measli~ed and compared with the prece4iri.g 
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Se.l.f';.;.appraisal Day to see it a normal progress h.as been 

made. 

UNIT 2 

Ler;;son l . 

This l~seon is simlllr to the ones already lntro-

dueed. 

and "P"• 

tt • . ft 

' 

Periods, eapital.s, and paragraphs are introduced. 

Lesson 3 

A review is made of the work 'so far completed. 

Les$6n 4 . 

Lesson 4 has the sam~ f'orm t\S the otl;le.r lessons. 

Reachin~ for "v" and "~•" 

~Lesson 5 

selt~~ppraisal Day 

Ulll T 3 

.Lesson l 

Same f'o:rm• Letters ''-b" ~d "rt'' -re introduced. 

Lesson 2 

The letter "c." and the comma are taken up~ 

Lesson 3 

Reaqhing tor "x11 a.11d the period 

Lesson 4 

The· letter ''ztt and the traction mark are introduced. 

t.~ GS.C>il 5. 
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UNIT 4 

Lesson l 

Les~Qn l aft~~~ practi~e if). th(l corre¢t :r1.ng.e~ing 

and the correct res.chirig for nUM,4ir'~l~B· The .arne 

forms ot practice are u.seii a' in the :P~~vio:us ~es

sons. Numerals 4t s, 6 and 7 are introd:u(!ed• 

Lesson 2 

Prac-tiee work is giv.en tor reaching the numeral$ 

a, s, 2 and 9. 

Le.sson 3 

Intro.duction ot $, s, _ ~d &:· 

Lesson 4 

Introduction ot#, ", 't (), and
Lesson 5 

· self-appraisal Day 

UNIT 5 

Lesson ·1 

Introd.uctign ot ¢; @, i, -i and i 
Lesson 2 

Review of l.etters, numbers and special characters 

The obje~etive is now to increa.se power, to write 

more, and at the same time raise the percentage of 

accuracy. 

Lesson 3 

Revie:w: 

Le,sson 4 

Further work tor speed and accuracy 



Lesson 5 

self'-appr-.isa~ Da..y 

Uli.IT. 6 

I,e f:iS·ons 1 to 5 

Unit 6 is devot.ed to imp~oving accuracy a.n9 $peed. 

The same form is use.d as in the other units. 

7. Corrective Drfll.s 

8. Di~osis of Errors and· Corrective Drills 
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(a), It is s\lggested that every s tude·nt study the 

cause of' ~ia erro~s and to~·lo1r it up immediately 

with itU~~~eive practice. 

(b) Types ot Errors 

(l) Non-letter errors and letter ez-ro~s 

(c) Corrective Drfii .Sentences 

(d) AdJacent Co11trol Errors 

(e) Reach Err()rs 

(f') Other Errors 

9. Exercise on Alphabetic Sentence& 

UNIT 7 

Lessons l to .5 

Part II 

·cll.~pter II 

Straigb~ Copying Practicf:t 

P;r~ctice material for the development of speed and 

accuracy 

Arrangement and checking ot a pupil's paper 
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Units 8 to 12 contain five lessons each and are 

afmil.S.r to those already discussed,. 

Cba,Pter III 

Material for Copy1ngPractice 

l. dEtneJ:"al .Matter 

2. Setting the Margins 

3. Instructions· tor Preparing Future Units 

(aJ Units ].3 to 18 are devoted to the developing 

o~ higher speed and. accuracy. 

4. Syllab1& ·D1vis1Qil 

6.. Preliminary Letter ~o~s 

la) Models ot 1nt.rodu~to1'7letter torm.s (single 

and double. spaced .• indented) 

1. Ht,>~ to Center 

Chapter IV 

Centering 

2. Problems in Cent·ering tor Advanced Students 1n Longer 

Courses 

3. Typ.ing on 11 ne s 

(a) Typing. lines ·on th~ typewr1tel' 

4. Characters Not ().n t .he Keyboard 

Par.t III 

Chapter V 

1. The Business I,ett$r 



(a.) .Arr~ng~m.ent 

(b) Esse.ntial Parts 

(C:) lfu.ltiple ... page Lettet 

(d) T.he Signature 

[e) Addl tional Data 

(T}· Refer~noe Initials 
-.: 

(2.) Inclosure.s 

( 3:) Particular A-ddrer:ss 

(tl How to Es·t1ma,te the Placement ot a Letter 

(g) Yodels ot Vaxafous l!'orms ot Le·tt~rs 

Chapter VI. 

Practice in Letter Arrangement 

1., Irtstruc;tion.s for Prepar1I18 LEtssons 

2. Notes on Procedure 

~. P'aosir.rlle Letters· 

4. Units 20 t<> 27 

(a) Practice in Letter Arrangement and Carbon Copy 

Chapter VII 

Addressing., the Eily~lope 

1. Inatruct1ona :tor Preparation of Different styles of 

Envelope-a 

2.. Unit 28 

(a) .Practice in Letter Wr1t1n,g and the Ad4ress111g 

ot Envelopes 



Chapter VIII 

, Facs1.lU11e Letters 

1. Uni~s 29 and 30 

ta) Copying ot Facsimile. Typewri t .ten. Letters 

Chapter IX 

Prol>lems 1n Setting Up·Letters 

F:rom Utiarrang.ed Copy 

1. How to Set Up a Letter 

2.. Nineteen Problems tor Praoti,ce 1n Correctly arrang

ing Letters 

Cbapter X 

Copying From Longhand Dratts 

1. Unlt ;51 

(a>) Six Prqblems in Setting Up Letters From Long

hand Drafts 

. Chapter . .XI 

Formal and Se.al1-soc1a+ Lett.~rs 

1. ¥ode:La of Forma1 Letters 

.2. Unit ~2 

(a.) Exercises 1ri Setting Up Formal And Se.t11-soc1al 

Letters. 

Chapt·er .XII 

Post.al Cards 

.1. Problems in Setting Up Postal Cards 



2. unit 33 

fa) Cppyirig lf'rom Rough Dra:tts 

{b) Problems in Setting Up Copy From aQugh Dratt 

1. Planning 

Part IV 

Chapter XIII 

Tabulat1on 

2. Ve.rtical and Horizontal Spacing 

3. Tabular Stops 

4.• Un1 t 34 

( ~) Probl.eiii$ in copring Tabulations 

(b) Tests in Ta.bulation 

1. ·unit 3:5 

Chapter XIV 

Billing 

(a) P~f1c.tic& in Sett1n~ Up Bills, Invoices, and 

lionthlY' S:tatements 

1. Uni.t 36 

C-hapter xv 

Telegrams 

(a) ·}lroblem:s in TJping Telegra:ns,. Day ilnd Night 

.Letters and N1ght Messages 
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!IIETHOD OF DEVELOPMENT 

The purpose o~ "Typing for. Immediate Use" is to 

~ake tb• learning and t'~chi.i'lg of' typewriting the· simple 

matter which i't. :tun~amc:tl1~lilly if3· Tl1e presentati()n ha.a 

g~~d~lly become so involv~d with psychologi_c~l (l~ta 

that the operation ot a typewriter appears to ))e a very 

complex affair. The letU'"lling process has been encUm

bered with location dr-ills, acc.eleration drilis, high

frequency drills, fixation drills, and drills of every 

imaginable varie·ty. Atter all, typewriting was success~ 

1"\l~ly taught for many· years bef'ore it became so paycho.

~ogical. This book brings the teaching of' typeJfritihg 

back to "its original simpli.city. Advantage ·has been 

·taken ot the .researches in psychology, but only as they 

serve to simplify, rather than complicate, th.e learning 

process. 

The method is a combination of the best features ot 

both the horizontal and the ver~ical reach, developed 

during fifteen yea;zo.s of constant experiment in the N~w 

yor~ City high schools. ,The book is arranged in moat 

teachable fashion, 'lfitb c;ar~tul provisions for individ• 

ual ditf-erences i.n every les~on~ Work ie laid out in 

weekly units. ·Each unit consists of tlve daily lessons, 

and each lesson consists ot five steps-- liiiibering-up 

exercises, self';..relia.D,ce work, cia.ss work, challenge 

work and proof reading, checking, classifYing and l'ec.ord

ing errors. 
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EVALUATION 

"Typt:rt•+iting tor lmmeciiate Use" is a v,ey ne~ text

book. It was j _ust published in 1~33. 
This . t~xtbook does not reprE!sent a ne·w or d .istinct 

method.. It i.1J rathel" a combination o~ many o'£ the use

ful ideas t'ound in other sources ot typewr,lting atudJ• 

The authors are men ot authority and have- had many years 

of Commercial teaching experi.ence and they have combined 

their years of knowledge and investigation in this text. 

Some of the best f'eature., of this boo.k are good 

drill. exercises, challenge work, self'-reliance w·ork 

(practice on words previously missed), and, lastly, 

proof' reading. Self'•reliance work is another term for 

corl,"ective matter. A department <iealing wi.th corrective 

drills is a1Y(ays a good f'e-ature of a textbook. Proof 

reading i :s anothe;r risetu1 branch of' study. 

The introductory lessons are rapid enough to mai-n

tain keen in,terest, yet slow enough to insure thorough 

mast~ry and· cori:"ect habits. The keyboard is covered by 

the beginning of the fif'th week. The student types real 

words at the second lesson, and by the f'irs:t ••selt'-Ap

praisal Day" he finds that he is typing whole sentences. 

There are no nonsense sentences or exel"cises tbat make 

little .sense. Sele:ctions for copying J:ra"$ been taken 

from standard textbooks and have been cho~en bee.ause 

their c.ontent will supplement the general eduJ;ation ot 
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the· typis-t. 

In the advanced sections of the book, emph!isis bas 

been placed qn the development o'f J·udgment and good taste 

in setting up typewritten I:lB..terial. Laboratory problems 

calling tor resourcefulness and judgement in setting up 

material from unarranged copy are given in abundance. 

As a:n economy measure in schools where the typing 

~extbqOks get unusually bard usage, the authors have pre

pared a unique introfiuc~ory book, •Keyboard Maete:ry Prills". 

to cover the :t'irst six we·eks. The cover ot this book is 

so co11structed that it buttons together to tor.m. a stand 

which. hold.s the copy 1n t·he proper position. This per-

mits the pupil to adjust himself to his new typew.r1 ter be

tore worktng with a large, awkward book; and does away with 

the cons-tant and destructive dropping or books during the 

first te1f weeks. 

The business material and illustrations of this text 

are of about average character. 

This te.xtbook ·has no claim to ·distinctiveness nor is 

it above the average in any way. The print in the drills 

1s ei tper too black or crowded to make it tbe bes.t ro-r the 

eye. It gives one the sense of congest.1on and blurred 

impression. 

Anot:b.er cr1tie1snr is found in lts lack of sutt1c1ent 

ty9ed illustrations or copy mater.ial. The writer pre:re·:rs 

the system of more demonstration or actual typed pages in 

the textbook. This. is a usable textbook o't mediocre grade 

prepared .tor first and se·c·ond year pUpils. 
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PART ONE 

l. Le.ttera--Their J'orm e.nd ~mngement 

(a.) Stationery-

( b} Letterheads 

( c} The Date L1nt:t and Date Line Styles 

(d) The Address end A(ldress Style$ 

(il) The Sal:u.tat1on e.nd Salutation Styl.es . 

( t) The Body ot the Letter and .Seoond Page Heading 

styles 

(g) comp11mente.17 Close. and Signature 

(h) Ident·tt'ying Marks and Ident1ty1ng Marks ~tyles 

( 1) Th~ Envelope e.n.d Addressing l!a.1l 

2~ Usillg the Tabul.ar Pertces in Writtng Lett.Srs 

3.. PlacE)Illent ot the Letter on the P~e 

4. T1})e.-r1t1ng Details 

( a) Clean Type 

(b) Punotuat 1on Marks 

( c ) tri.sures 

{d) Dividing Words 

(e,) Abbreviations 

( t) Two Y/ords or One 

5• Style Letters 1..,.10 

6. Envelope Address Styles 1-4 

1. Laboratory Practice .Maten:el 

a.. .Labors. torY: !,ss 1gnmen"ts· 
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(a) ASsigi:lments and Working · Ip.s~r\le~1ons, 

fl) Schedule ot Ass:ig~ent& ~-E 

(b) ;Ms1gnments--Envelope: .._ddressing 

(l) Schedul.e ot Ass1giimBQ.ts F and G 

~AR'l' ~wo 

1. 'l'ranecr1b1ng Letters 

tal How to· Trans·cribe 

(b) Cfi:r'bOn Copies 

( o") Folding tatters 

2. Laboratory Practice Material 

(a) Transcription Problem Lett~rs 

('b .) shc>rthanci Transcript-ion P:rOblem Letters 

.3-. Laboratocy Assignment~ 

{a.) Transcription P;roblem.: Lt~t.ters 

(b) Shorthand Trali~~r1pt1on Problem Le.tters 

( c:) D1otat~on PrOblem Letters 

; · PA.R1' THREE 

~ • Telegrams and Card Wr1 tins . 

::r. Laboratory :Practice .Material 

3. Laboratory Asslgmn$11t·s 

4. Laboratory .Prf:lotioe :Material 

{a} P.ost-(lard Notl(les 

·5.. Laboratory Assignments. 

(a) A.ss1gnments-~Post-Card Notices 

(b) A,sslgnments ... ~Index Cards 

PART FOUR 

1·. KoUgh Dratts 

.-.- :·- · .... . 

(a.) :Marke Used in Correcting Typewritten ,Copy 
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2. Laboratory Assigninents 

3. Laboratory- l:'ractioe Matertal 

fa) Rough. Dratts 

P.AitT -~ 

1. ·1'abulat11lg and Billing 

2.. .LaboratorY .Practice Material and .Assigomente 

(a) Tal:ml:at1 on Problems 

(b) Practice copy 1 

("1 ) Roman Numerals 

( o) Practice CO];IJ 

(d) Laboratory Problems 

(ll Cities in '\be United States 

PART SIX 

1. Lega1 Papers 

2. Laboratory Assignments 

3. Laboratory- Pract.ice Material 

(a\) Legal. Papers 

PART $EVEN 

--~. :f'racticEr copy 

2. Original Tabul.ia.t1on. ProbleQ 
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METHOD OF· DEVELOP11ENr 

The t~xtbook ,is designed to meet the need or off"le' 

material for practice 1n the ty:p·ewri t1ng room. so, nat

urally, the. plan or approach is that ot well selected 

pr·aotical material ot the various forms mentioned above 

and explicit · directions tor their completion. 

The order o't procedure is. illustration E!nd examples .. 

Practice material. is supplied the stl}dent e,nd he is told 

.how to us.e it. These lessons. are summed up by review 

questions• 

,tid 

Reigner•s own statement or his pw;poses in this text

book are: 

Applied Typing is essential'ly- a manual or labora1;ory 
procedure. It provides the material and method for train
ing students in the practica·l appli.cation or- typen1t1ng 
$kill. It concentrates attention <?n the "finish"d produo.t"-
the transcript$ whicl:l; the typist or stenographer lays be
tore the employer. · competence in typewriting is meas\ll'ed, 
in the practJ,.cal w~J.ca.day world., solelr by the accuracy 
and attractive~es~ ot that :produat. 

The mast.ery ot the keyboard aD,d or ·the typewriting 
technique employed. 1n writ irH~ "· ~;ttraight copy" is one 
th:l;ng. The etf'ective utilization of that ~ech,niqU$ in 
~tlr'Aing out rapidly e.Dd aocuratel.y the v.a~idus kinds . c:>:r 
work the operator 1 s called on to do in the blisi ness off j ce 
is another thing. It is in this lat.ter field tlla.:t this 
book . provid~s concrete instruction. and a highly etteot·tve' 
type ot laboratOey wor)C.l 

iReigner, Charl.es, Rowe Budget November 1932 
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EVjj.U.lTION OF TEXT BOOK 

This 18 an excellent textbook ~or use in advan~ed 

typewriting cl.assea, and in some cases or ortice practic.e, 

it might b~· used as e source book., 

The material. in this ·text book is carefully selected 

to ·meet the purpose a ot the text , tha.t bej. ng, to give 

te.cbnieal prac.ti cal e:z:per1ence to-. the advanced typist. 

Some ot the distinct! ve teatures ct this textbook 

are: 

( 1) The discussion ot the p·rope·r arrangement ot the 

various parts or a letter i.s unusually complete, ~etinite, 

and understandable. 

(2) All the various styles ot arranging the parts 

of a let.ter are pre·sented in the r·orm of ph()tographic 

reproducticns or actual typing. 

{3) The .constant requirement, in the· laboratory 

assiBnmsnt s; tor the use ot the tabular- devices provides 

training ina phase ot typewrite-r manipulation wh1ch is 

frequently slighted. 

(4) The Pl.acemen~~ Plf;ln ~s employed · by tlie pupil in 

·work11'115 out ;.~ach l.abora.torj" assig~ent. The va.lue ot the 

Plan lies in the t'~ct tbat it replaces vague general in

struction Wit·h speci:tlc and concrete 41rect:tons. ·net1n1te 

ideals. of: form., arrangement J 8;Jld proportion are thus built 

up in the student's mind w,hi).e he is in the learning stage. 
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(5) Th$ 1nstructton in trpewr1ting details sets up 

$tandards ot correct usage which are most rrequently vio

lated b;y a.tenographers end typists. 

'JO 

( 6 ·) The Laboratory Practice Jlater1al represents the 

li·terature or- :modern business at its best. The letters with 

which the student .:.rks are typical or the torcetul, vigorous 

bus.ine•s wr1 ting of' today~ They have a :fl"eshneas and a vi

taliq wh1cll add realism to the· student • s work. Hackneyed 

and stereotyped phrases are conspi~uous by their ab~_enoe. 

Correct stand-ards of business writing are thus unconscioUsly 

acquired by the pupil. 

(7} The Laboratory Assignments ·represent the very 

"heart" ot the course. All instruction matter 1s directly 

emp1oyed in one way or· another by the student in working 

out the assignments. A .series of "Working Instructions" 

establishes corr$ct procedure. There is no routine ttc.opy

izlg." The assignments are so organized in schedule torm 

that the student must be continually on the alert. In1t:1a

t1ve, resourcefulness, and independent thinking are constant

ly st1mu1ated. Specitio appli:catton. or acquired information 

is the mot it underlying the Laboratory Assignments. 

(6) An altogether new and original. feature ot the 

book ."is the training in transcribing provided in Part TWo. 

The _problem of trans:cr1b1 ng rrom shorthand ha.s been resolved 

into its elements, and training is given on each phase or 
the problem. 

{9) The rough drarts 1li Part Four are unusua11y diver

sified and are prefaced with a short study of the "Marks 
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Used. ~n Correcting Tfpewritten C.op:y .• 

(10) The le.gal papers in Part :Six rellresent docu

ments that are. typewritten in. actual practice. "Working 

I1ls1;ruotions" are provided which. direct the student in 

the exercise o-r his own resouroaf"ul.ness in wr1t1:ng th~ 

do·cuments correctly. 

?.1 

The material. ,tor this textbook has been taken from. 

actual business f'orms and letters end in that way greatly 

enriches the v·alue 9t the material. 

This is 1I1 eV$r1 way a cOlllUendable te,;t f'or High 

School ti$e. It is a typioa.l Beigner text in that. it is 

concise, vital., and to :the ;eract,ic-sl point. 
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~ART ONE 

G~1EIUL . IN$'l'}iUQTIOWS 

Po.$1t1oP: a~ th~ Maohin~ 

Inserting th.e :Paper 

Retur111ng the C~lage 

PRELnnNARY DRILL Pages 3 to 24 

Let.ter and. word dr1l~s 

Corrective practice 

PART TWO 

Capital letters and eentencee 

Faragraph wr1t1n~ 

n1 Visipn 0~ word:a 

Uses entire alphab~t 

THE EJ.nmu.TION OF ERRORS 

corrective drill• 

Procedure 

Dr1118 in: qtie:st1on mark, colon, s-ymbols, per 

cent sign* und.e:rs·cQre, apostrophe. number sign,. 

quotation mark and pa:reptheses 

THE .ARRAliG.EVEt'J.' AJ.a1l PLACING OF LETTERS 

:M:qd:el. Letter I 

5~<:181 Cl:iiu'~oters 

Characters Not on tlle Keyboard 

Single•apaced shor.t Lette:rs 

Mo.4~1 Letter 2 

Medium Length Letter~J 
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.cl.c>se PUnctuation. 

jlodel Le~ttet 3 

Xod;eli,atte:r 4 

•• • • ''!oo • • • _ . _ .. _;_; ; ,, • • 

',t'b«! Bl.ock .styltil ~•tt!!r 

Model Le·tter 5 

EDve1ope Addressin~. 

Envel()pe Addr$ss $~yles 

F9·l.ding t}l~ L.~~t~r 

<:•n.t~I":f.ng 

settings tor Tabulat~ons 
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This ia not a diatil)ct .method prOpo\Ulde.~ in ~hi~ 

text.. The method us-ed to introduce typing 18 more or 
l&s s th$ ordinary ~orm. Th& student: is~ shown .a char~ . 

wi~b. t® letters ~tked on. the ke:ys he is to learn tor

that lesson. 
This 1s a text u.:sed tor beginners. 
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While t-b1s text do ea not represent a new end dlat1nct 

method or prooedure it- is nevertheless a very usable one . 

in which to start b.eginners. ·The "dl'-1lla are well :planned 

and in good proportion to the needs ot the students. The,

are· placed on the page in good arrangel'D$nt· end in a good 

type so that th.e;y are made attractive. 

Another good teatUl"e 1n this text is that it takes up 

letter writ mg in tbe beginning year. Most modern teachers 

preter thi-s syst·em. 

In general this is an average type or book. One fea

ture could bave been stressed to the e.dvantege ot the pu• 

pit, that being more drill. and exercise work in writing 

:tigures. 

It ta a usabl.e -and useful text 1t nat very dist:tne ... 

tive in style-. 



NEW INTENSIVE TYPING 

AUTHORS 

Mr. w. Ross is noted as an authority on Commercial 

textbooks.· Most or his publications-and work deal with 

the sub.fect of typewriting. 

M:r~ Charles Reigner is the ·president of the H. M. 

Rowe PUblishing Company. He is a lllOSt versatile author 

o:r CommerQ1al subject$. He writes in the fields ot 

English, Grammar, Office Practi~e, Typewriting, and 

many others. 

· PUBLISHER 

,.his textbook is publi~hed by the II. M. Rowe Com

pany, Baltimore~ Maryland, e.nd C)l1cago, Illinois. For 

schoqls of the west this b.ook r.ay be purchased at the 

ca.l1torn1a School- BaokDepository in San .Eranc1sco6 
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Pa.rt I 

General Ins~r.uc-tiona and Prel1m.1nar)" Drill 

Inatruot1ons as -to bQd7 anc1 hod po$1tiona, · t'he 

striking ot keya1 and the adJuitment qt the: pt!p-er 

Jteyboard .Drills 

Letter. number cmd word drills 

supplemeJi'~~rr ~ractioe · 

Drills ot words • letters and numbers 

This ~a 8.Ji e:rtort to make t'h~ ~yp1at keep his eyes 

and mind ob hi$ wo~k,, and 'o write smoothly and 

evenl.y. 

Col:'recttve Practice 

What are the. causes ot your erl"or~a? Check yo\11"' 

•or~ a:ftd.procet)d to .correct the· :taulta .. 

Shitt1ng-..;Cap1tal Letters 

Instructions as to the makins ot cap1,tal ietters 

and epa·cing betw.eeil senteil.c~s 

:optional Re•1ew Drills 

Drills or common words tor easy·, smooth, and accur

ate n1t1ng 

sequence ·Drilla-

lll letter keys hav~ been presented. You should 

now be able to type accurately and without heaittil• 

tton. Keep your strokes evenl7 timed. 

~~ -- ~ - -·~· -: · -, 

?8 



Marginal ]lelease 

I:t the keys lock while you al'e wri t1ng a word. press 

the marginal release, tinish the word, return the 

carriage and continue your writing. 

Division of ·~ords 

79 

It the warning bell rings while you are writing a 

.word, and you are in the right posi t1on to divide th.e 

word, strike the hY-l'hen, return the carriage and write 

the rest or the word on tlle next line. 

Paragraphing. 

Instructions tor the setting of the marginal stops_, 

tabular stop, returning the carriage, and depressinB 

the tabular key when preparing to paragraph are given. 

Upper Bank Symbo.1s 

Observe the signa used in business and the shif't ot 

the. p:umbers to procure them. 

The Dash. ·and Syll.able Division 

The student itnl.St observe the dl~ference b~tween a 

dash and a hyphen and also learn their respect! ve 

uses. 

Supplementary Technique Exercises 

Drilling -ror high speed with accuracy 

Simple ·Letter Hriting 

Instruct.ions are g1 ven tor writing a simple le:tter, 

and tne setting or .marginal and tabular stops. 

Arrangement and Placement o-t Let1;ers 

Arrange and place aecording to the neatest, most 

• 



artistic and most balanced appearance,. 

Styl.e Letters 

Eode~s 9"t dif't'erent types and . at71ea ot letters. 

Sf:ngl.e Spaced Short tettera 

Ins.truo~t.iona tor · the best style o'f writing a short 

letter 

Folding t~ Letter 

Directic>ns tor letter t"old1ng 

En.ve1opQ A.c1.4r$ss :styles 

Mo<l~l$ ot t'Ully •d:.c1res$ed enye].opes 

Carbon. Co:p1ea 

Directions for the preparation -ot oatbon sheets 

Test Exercises-

Exero.ieea are given in t1ve ... m1nute teats 'lrh~Ch have 

~0 

a gradual increase in length and change trom re})eti tion 

tC) straight C()P1• 

Part II 

-Correct1Ye Drills 

Drills ot words and sentences are iJuppli~d to (li:d in 

the elim1nat1o.n of .errors. 

'Lesson ~oo•4-u.re 

Routine procedures thal must be t'ollowed in all the 

succeeding le~so·ns &l'e -given. 

Preliminary Drills CAyera List) 

J)rilla are prepared Which .require concentration to 

avoid errors. Mental control must be str1ven tor-. 
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B1111ng 

Prectice 'fo-r Typing Billa 

Centering 

Direotlons:tor centering .a word or sentence 

Tabulation 

:rnstruottons for the use ot the t·abul.er keys and 

lessons for dr11l work 

Sett~ngs tor Tabu1~ tl9D-II 

D1l"eot1ons explaintng the setting ot the tabul-ar ke1s 

and how to de1;ermin.e their position are given. 

Medl'U.lll Length Letters (10()-150 words} 

Methods are demonstrated tor wri1;lng a medtum length 

lett·er lt1 th correct margini!J and spa·Q ing • 

Close Punctuation. 

Methods ot punctuation in tbe addresses ot l-etters ate 

explained. 

Blo(lk Styl$ 

.A. letter., wherein addre:s.s, paragraph, and, usually, 

the complimentary closing and heading are :tlusb with 

the margin, i ·s cal~d blocked style. 

Placement Guide 

Directions tor the placement and centering o't lettera 

Signature Styles 

Dl:tterent styles tor the closing and signing ot a 

letter ~re demons tre. ted. 
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Rough Oraf't 

This i.s practi.ce in the ability to type ort aerateh 

work, or the tlrst write-up of' articles which e.re., 

in aom& instances, dit'tic:ult to read. 

Telegrams and Cab+evaJD.a 

Models for typing teleg~ams ~nd c~blegr&ma in prac

ti:ce work 

Legal Pap&rs 

Writings or .artic·les of' legal standing such as 

partnerships, corporations, wills, etc. 

Postal Cards 

Instructions and models showing the f o:rms, spacing 

and margins for writing up a postal car(} 

Writing on Rul.e.d Lines 

Directions for the use ot the variable l.ine ·spacer 

in writing on ruled lines 

Testimony 

Foms indicated in writing up a court testimony 

Buil.ding Specif'icatlons 

General. building speeit'ications· 

Part III 

Typewriting Of.tice Practice 

This section is preparing the pupil for a f'uture 

busine-ss eareer. Jobs are given to aid the stu4-

ent. 

Radio Ty-pewriting and Office Practice 

__ ___, 
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·. e~ 

The iltudent becomes employed by a .radio ~ompany ~nd 

assumes i .ts responsibilities:. Inatru~~lons are 

given to tit· the atudent -ror" his polliti~n. 

Original Typewriting ProJects 

A :review or lessons ~or Pl"A~tl~-- work 

Speed Prac.tice 

1'ests for spe(!d ~d ae(!uraey o:f typing 

Appendix 

The type·•~iter--ita parta and how to use them. 

RuJ.e·s .for the Qorrection o~ typ.ewritten copiei 

. -· 



The method starts with i)'lstr"ctioll ln the "home 

r<J:w" group o~ keY'&• This ~t~sson is- accomplished by· in

tensive le·tter1 syllable, an;q word, drilla. In rapid 

succession the othex- letters o:f the keyboard are intro

duced by meant ot a photographic chart picture o-r the 

keyboard, each letter is· shown in dark blaek pt-int as 
1~ is introduced. 

The aim ot t:his te-xt is toteac:h the ·s.tudent to be

come a rapid and accur~te typist. 
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EVAWATIO!f 

The method ie not unique in itaelf' but the book in 

general is well organized and carefully meets the needs 

or tbe pupil· 

The drill& are caretul.lt .planned, neatly arranged, 

and in S\ltt'icient number to gi·ve complete and efficient 

dril.l in any new work th.a.t may be int.rodu~ed ·· 

A distinctive~y attractive feature ot this textbook 

is that a.t suitable intervals optional work ia $llppl1ec1 

for use iu case ot ace.elerated students. This is always 

a goqd feature i;rt any type ot textbook. F.inding suit

abl.e material tor the a4vanc•d atudent. is not always an 

ea&y tas)::. 

The illustra.tiona are appropiti'(lte· and clearly de

monstrate the point being dis.cus.sed• 

It is a t.extbook which is caref'ully bound; making 

it us.ef'Ul tor class work and classroom wear.. The print

ed . drill . and prac.tice material is printed in black type 

on a goo~, grade ot paper, thereby matdng the material 

attractive and easy to read. 

Sp~c'ial care is given the studen-t to s·how him how 

to overcome his errors. 

One point Q:f di:ftic~J.ty ·in this book is· f'ound in 

the :fact that the drills in soJDe casea are too lengthy 
. ' . • ' ' - ' . ., 

and therefore tend to cause monotony. In other cases, 

there is too mt1cb repe~ition o~ the ,drill work wnicb 

sbould have been ac,complisbed on previous pages • 
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TECH!flQUES 

:ANI) 

Pa()J];.CTS 

AUTHORS 

Mr· Haro1d H. Smith has been actively associated as 

86 

a teacherr-trainer with, or' leeturet-·1n, most otthe acboola 

and colleges o~ th·e United: State~ that train commercial 

teachers. He is at · p.re~outn1; ,ot:teri~ . a. methods c9u;rae in . 

Teachers·· Col.l.ege • Columbia Universi-ty. His o.tticial. typ

ing record· is .1.26· words a minute. 

J!t.. R)lp·ert P. SoRelJ.e:•e: activities as author and co-
. . 

£l\ltl;lor' ot commercial texta, . including •secre·tarial Studies," 

his· pofli tion as vice-p.rea:!dent o~ The Gregg Pub lie bing 

Co~JlPanlt and. bia wide teac~ing e,q>-rience., place a stamp 

of authori t)' . on hi a texts• Not only is he an a~thorit;y 

ott t-exts· l)ut is widely known· -in all commerci-a·l tielda• 

THE GREGG PJJJ3LISHING COMPANY 

lfew York Chicago San Francillco · ao .. ton 

London Sydney 
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PARt I--BASIC TECHNIQUE 

1. Basic Machine Operations 

2. Corre(:t Posture 

3. Standard Paper Insertion 

(a) Illustrations of inserting and adJuating paper 

4. Arrangement o~ Typewritten Work 

5. Correct Hand Poe it ion 

(a.) Illustrations ,()f ho!J'e position 

(b} Finding·· ho~e .Position by touch 

6. General Instructions 

LESSON 1 

7. How to Practice Standard Stroking 

(a,) Stroking Drill 

BUDGET I 

87 

(1} Typing •J•s" and •t•s• in groups ot six acrose 

the· page 

l..ESSO~f 2 

a. x-ray Keyboard Chart 

9. How to Practice Standard Reach-Stroking 

(a) Stroking Dril1 

(1) Typing combined groupe ot •t•, •J•, •h•, and 

(b) Facility Drill 

(1) Typing ot short words 

10. Supplementary Ex.er:cleee 

(a): Extra work tor students with ability to work tast 

'LESSON 3 

11. New Stroki.ngs 



.r 

(a) Stroking e.nd :ijeacll..StJ""oking Drill 

(l) ·Letters •i"'t •k•, •4•t •e"·, -.c• and COlllma 

addedto drill. 

(B) Facility Dril.l 

(1} . Simple ··words 

(cJ Fluency Drill 

(1) Rhythm dt'ill 

hil supplement~ ExeJ.ttcise 

·LESSON 4 

(a) Facility Drill 

(b) Fluen.cy Dr iii 

< c ) AecUl"acy Drill. 

(d) Supplementary Exe:rcia• 

12. How to Check Your Work 

(a) Illustration of corrected paper 

13• Skill-Impr.ovement Practice 

14 .o. Row to Record Your Progres$ 

LEs·soN 5 

15. New Strokinge 

(a.) Stroking and. Reacll•S,troking Drill 

ll) Introductoion qt letters · "o•, •1•, •w•, •a•, 

•x• anQ. the period. 

(b) Facility Drill 

(.c) Fluency Drill 

(d) Accuracy Drill. 

(e) Supplementary Exercise· 
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LEsSON 6 S.UDGET II 

16. JJew Stroking& 

(a) Strokirig' and lteach-S:troking Urill 

(1) 'Introduc-tion of letters •p"_, •q•, •z."', 
semi!-colon and bar. 

( l>) Facility .Drill 

(c) Accuracy Drill 

17. Quick carriage Return· 

18. How: to ld.ake Cap;tal Letters 

19. ijo:w tQ .Practiee S'tan<lard Sh~tt-Stroking 

(a) Ltt&rning Proc·edure 

(b) Shift..:Strok:ing Drfli 

(c.) supplement~y Exercise 

LESSON 7 

20. Keep your Typewriter Clean 

21.. :Rules. f'or Spacing after Punctuation liarka 

{a) Fluency Phrase Drill 

(b) Shift-Stroking Drill 

(c) Facility Senten<,:e Drill 

(,d) ~upplementary EXel'"Cia~ 

LESSQ!~ g 

22. The Top Row of' lCeys 

(a) IJ.;lU:stration o~ ¢o.rre·ct fing.er positions 

(b) !htach-Strokittg Drill 

ClJ Introduction of numbers 

(c) Reach-Stroking Drill 

{1) Introduction ot •¢•, •-•, •j•, and •o•. 
(d) Shi:ft-Stro.king ·. Drill 



. ......... ~---·- ... ····-~ · -· .... 

(1) Introduction ot W$•, ., .. , ~--, •c1•, 
·~,.. -@'It .. t"t anci quot•t:ton marks. 

(e.) Facil:ity · Sentence Drill 

(t) Accuraey Sentence Dril.i 

(gl S\lpplelll,~nta,ry Ex41rciae 

LESSON 9 

23. Mm to Pe:rf'~ct Yo'* 1'e."llb.iqu~ 

(a) ~eyboard Review 

(b) Third•F.inger Facility Drill 

(c) Accuracy Sentence Drill 

(d) Accuracy Drill 

(l} Instmt_c.tion:s in making tract:lone 

(e) S11ppl.eme.nt.ary Exercfae 

LESSON 10 

(a) IC,ey.board Review 

(b} Four:th-F~nger Facility Drill 

(c.) Faci11ty Sentence .Drill. 

{d)· Accuracy Drill 

( el SUpplementary :Exere;ia~ 

LESSON 11 

24. How to Paragraph 

(a) K-ey'board Review 

(b) Faci1ity Dri.ll 

(c.) .Facil.ity Sentence Dr·ill 

(d) Accuracy Drill 

{e) suppl.ementary Exercise 

.LESSON 12 

25. The Rigll~ Margin 

Btn:mET III 
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26. !'he Bei1 

2?. The .llargin-stop Beleaae. 

{a) Xeybo-~4 Review 

(b) F'ourtb-FJ;nge:r ~&C;~lity D:r$.11 

(Q} Accuracy _Sent.n¢e-·nrtll 

(d) JtejboU.4 Revi.ew 

(e) ~pp~ementary Exercise 

LESSON ~13 

(a} Accuracy Sentence Drill 

(b) Fl.uenet Sentence Drill 

(c:) Facility ~entence Drill 

(d) SUpplementary Exere.ise 

LESSON 14 

28 •. rype Your Exerc-ise Headil'lgs 

(a) Keyboard Revie.w 

(b)· Facility Drill 

(c) nuent:Y Paragraph Drill 

(d) lteyboard Review 

(e} Supplementary Ex$rcia.e 

J,E~f).ON ~5 

2.9 jo How tQ Type .Frequent sequence-a 

( ·a) Keyboard Review 

(b) Facility •ord l)rill 

(c) Accuracy Paragraph Dril~ 

(d) Supplementary ·Exercise· 

.. ... . . _ ·.· :~ ':'. ,.. ...• '· 
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PART II.;..-SK.ILL DEVELOPMENT 

30. Standard Procedure for all Periods in Pa:rt II 

(a) ~e~hnique Practice 

(b) Appl.i.ed Practice 

(c) Improvement Practice 

LESSON 16 BUDGET IV 

(a) Facility Word Drill 

(bJ Keyboard Review 

(c) Suatain~d Accuracy 

LESSON 17 

(·a) Facilit~ word Drill 

(b) Keyboard Review. 

(c) Sustained Ff1eillt,y 

LESSON 18 

(a) Word Drill, Review. and Intensive Drill 

LESSON 19 

(a} Word Dril~, . Review and Accuracy 

LESSON 20 

(a) Word Drill• Re.view and Skill Test 

LESSOU 21 

31. The ahytbm Drill Used by Experts 

{a) Word Dr111, Revi-ew and Sustained Facility 

LESSON 23. 

(a) Drills and Review 



(bl D~'V'ieion ot Word• 

LESSONS 24 and 25 

(a) Drills anci Rev:iewa 

LESSON 26 

(~) Drills ~d Revie"s 

aa.. 'rlt$ l'etaonu Bot• 

34· Gener41 Illstruction·a 

{a) lfodel ot Personal Note 

~SON 27 to 30 inc. 

(e.) ~il.l.s, Reviews and Accuracy 

LESSON 31 to 35 inc. 

(a) Dl"illa, !levl:•• ·arid A.c~ura.¢y 

LESSON 36 

35. Eaay Business Letters 

BUDGET VI 

BUDGE1' VIII 

{a) ~llustration ot an Easy Busines• Letter. 

LESSON 37. to. 39 

(a) Review; Dril~flt and Accuracy 

LESSON 40 · 

<•> Spacing Atter Punctuation llarks 

LESSON 41 to 45 inc. 

C:a) D~il.l.s; Revie..,, -.nd Accuracy 

LESSON 46 to 50 inc • 

C•> Drills, Review., and A~cur~cy · 

LESSON 61 

.BUDGET IX 

BUDGET "X 

BUDGET XI 

36· General Instructions tor teasone to Follo" . ...... . . . .. 

37. Manuacript work 

LES·sow 52 to 55 inc. 

(a) DrilJ.s; Revielt and Accuracy 

a ; ., 
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.LESSON 56 to 60 itt,c .• .BUDGET Xll 

{a) D~il1e t. Review and Skill Testa 

LESSON· 61 to 65 inc. BUDGET· Xlll 

(a~ Drills, Review and Skill Teate 

.LSSSON .. ~6 to 70 ·inc. BUDGET XIV 

(a) D~i11s, Business Let~er$ ·and Accuracy 

BUDGE'!' 'YN 

(a) BUsine~e, Letter~ Dr.:llla, .and A.cc~cy 

3S. Centering with C~ntering Drill 

LESSON 72 to 75 inc. 

(a) Word Drllla, Buaineaa ~e't;ters and Centering 

L~SSON 7G liUDGET XVI 

(a.) Drill. a and BUaine sa Lettet-

39. The Variable Line-Space Device with Drill 

40~ Placement on t .he Page 

LESSON 77 

(a) Drill:e and Business L~tter 

'LESSON '18 

(a) Review: a · a.n<l Oril·l8 

41. Adap'ted Signs ·with Drill 

LESSONS 79 and 80 

(a) Drills:,. B"a.~ness . Letter-a and Accuracy 

LES~OB 81 to 8~ inc. BUDGET XVII 

(a) ~ills, .Review·s and Bueineaa. Letters 

LESSON 86 to 90 inc. BUDGET XVlli 

(a) Drilis, Reviews and Skill Teste 
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FART III-..,BUSINESS LETTER FORMS AND TELE~HIC COMMUNICATIONS 

42. The ~ing of a Business Lett4tr 

(fA,) Parte of a Busi~eas Letter 

(b} Illus~ration of the .Parts ot a Buainese Letter 

(c.) Calculs.t.ing Spac$ Requirements 

43,. Carbon Copie_a ot Lettera. 

44. Addre·esing Envelopes 

45. How to Submit Completed Corre-spondence 

46. Folding Letters 

(a) Illustratiohs ot L.etter Folding 

47. Deecl'"iption ot Styl.e Studie~ l-8 

48. Instructions for Preparing Budg'et.s 

LESSONS 91 to 95 

(a) Drills, Reviews and Le-tters 

(b) :Illustrations of Style Studies 1·3 

LESSONS 96 to- 100 

(.a) Drills, Review and Letters 

{b) Style Study 4 

LF.:SSQNS 101 to 105 

( al 1lril1s, Revie1UJ an.d Letters 

(bl Style Study S 

LE$SOUS 106 to 110 

(a) Drills, Review and Letters 

LESSONS 111 to 116 

(a) Drills, Review and Letters 

(b) Style Studies 6 and 7 

LESSONS 116 to 120 

(a) Drills, Review and Lett~rs 

BUDGET XIX 

BUDGET XX 

BUDGS'r XXI 

BUDGET XXII 

BUDGET XXIII 

B:UDG~'T XXIV 
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(b) Style Stuay 8 

'l'e1egrap:Qit:· Coiomunieatione 

50. .TelegraiJ18, Cl1blegrams. Radiograms 

(a) Illu·ttrationa 

LESSONS 121 to 125 

(a) Drills, Review and Telegraohlc Conununic.ationa 

51. General. Instructions 

PAAT IV••MA.l'HJSCRIPTS, TITL3 PAGEs, ROUGH PAAFTS 

52. J.tan\lscr.i.pt$ 

53 • Title Page 

54. General. Inst~tions 

L~SSONS 126 to 130 BUDGET XXVI 

(a) Dri.ils, Reviews and Manuscript.a 

LESSONS 131 to 135 BUDGET XXVII 

(a.) Drills, Reviews and Manuscripts 

LESSOiiS 136 to 1:40 BUDGE~ XXVIll 

55. Project 

(a). Title P~e aild M{Uluscript 

LESSONS 141 to 145 EUDG:E:T XXIX 

(a) Drills, Reviews and Manuscripts 

.(b) A }lo~h Draft, I~lustrations c:t: Border Desig:n 

PfJ;tT V--TABULATION 

56. Thri Ta.oUl.ator 

(a) Pla.nning 

(b) Setting the s ,topa 

(c) Operation 

LESSONS 146 to 150 BUDGET. XXX 

(a) Wol"d Driils., Reviews and Tabulation 
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57. Columnar Work 

(a) Planning and Setting the Stopa 

(b) Simple Tabulation 

LESSONS 1:51 to .lSS BUDGET XXXI 

(a) J)ril,.ls, Reviews and Ta~ulation 

(b) ~abulated Bank Statement 

LE·SSONS 156 to 160 l3DDGST XXXII 

58. Bill.s 

(a) Illustra~i:~ll. of a Retail Bill 

{b) Drills, Reviews and Tabulation 

L~SSONS 161 to 16$ BUDGET XXXIII 

59. Statement.s 

(a) Illustrations of .Itemi~ed and· Invoice-Statement 

(b) Drills., Reviews and Tabulatipn 

PART VI--LEGAL AND BUSil>IESS DOCUlJEN"XS 

60. Legal and .Busineiia Documents 

(a) Covering and Indorsing 

(b) Technical. Points 

LESSONS 16o to 170 BUDGET XXXIV 

(a) Drills; Reviews and. Legal Documents 

PART VII·-·RELATED TYPING PRoJ~CTS 

LSSSONS 171 to 175 BUDGET XXXV 

(a) Dri,l1s, Reviews and Rowth Drafts 

LESSOl~S 176 to l80 BUOOE.T XXXVI 

~1. Wri tiAA on Ruled Lines 

(a) Drill -s and ~ddressing Envelopes 

62. Postal Cal"ds 

63. Maili~ Lists 

97 
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(a) nlu:atrated Reco~d. CAr<\ toto lr!ailing List 

PAR'r YIII-ADV.QC.tm BUSINESS CORRESPOUOENCB 

64· The 1f.riti1lg o~ Lettera 

S5. Parts 'Of a Lettet.-

{a) nluatrations ot the Parts ot a Letter 

66. Variationa· in Standard Parts with Il1uatrat1ona 

98 

67. Headings f'or Seeond and F~llowing J>agea ot a Letter 

(a) Illustration o~ 1~entit'ication on Continued fages 

68. Ketboda o~ Securing Emphasis 

{a) Illustr~&.tions o't lie.thoda ot Securing Emphasia .. 
69. Making Correction• 

70. Personal Letters 

71· Centering 

?2~ Carbon Copies 

73. Tabulators 

74.. Addreaaing Envelopea 

(a) Forms o-r Envel~pe Addre•••• 

7~. Folding Letters (Illuatratic:tna} 

?6. Letter.a Read¥ tor Dic.tator to Sign 

77. General instructions 

{a) Letters 

\.b) Enclosures 

(c) Envelopes 

(d) Carbon c .oples 

(e) Hand.,..itten and Rough nra:tta 

78• DeaQription of Sty1e Studies 

(a) Style Studies 1.-10 

79.. United States GoYernment COrre·apondenee .il·orma 

__ j 



,,. - .. 

I 

99 

BUDGET XXXVII 

(a) Lettera to be AI-rangea According to style studies 
1•2 

BUDGET XxxVIIl 

{a) Letters. Arranged According to Styl:e Studies 3-4 

.BUDGET XXXIX 

80. Special InatructiC)n• to the Student 

(a) Letters. Arranged According to s~yle St.udie• -6-6 

BUDGET XL 

(a) Let.tera. Arranged According to Style Studies 7-8 

BUDGET XLI 

(a.) Letters. Arranged According to Styl.e Studies 9-10 

81. Telegrams; Ca.b18ocrrama, and Radiograms 

(a) Illustrations ot Tel~gaph-ic CoDIDlllnieationa 

82. General _Instructions 

PART IX--REPORTS, 14ANUSCRIPTS, AND OTHER. LlTERARY KAT'rER 

83• Reports and iianuac~ip.ts 

(a) Consistency o~ ~ .. orm 
(b) Pap:er 

fc} Margins 

(d) Headings (Illustrations) 

(e) Numbering ot Page.; 

( t) Paragr~pha 

(g) Footnotes 

(h) Be~erence Jlarka 

{1) Bib1iographica1 Note.a 

(J) T~ble of (.;ontent.a (Illustration) 

(k) List ~t Tabl~at Charta, or IllUatratione 

(1) The Index (Illustration) 

_ _j 
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(m) Quotations (ll.luatratton} 

(n) Bindiug 

(o) typing P:laya 

. :..:.. ·-~ 
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BUDGET :XLI I 

(a) T)tping ot Il1uatrat1.ona o.~ the Prec•4itig OUtlln• 

~UDG!:T XLIII 

(a) OUtlines 

BUDGET XLlV 

(a) Style. i}anual, illanuaeript, and J.ndex 

PARt' X••TABLES .AND O'l'H.:.-.at S'fA'l'ISTlCAL l!ATT!R 

84. The T1J)ing ot. Tables and Statie~ie-al. .aat:ter 

f.a> Plan First 

(b) Margins· 

(c) Headings {lllust~ationa ot Ta.ble Head:ln:g•> 

(dl P:lanning the Tab1e 

(e) Centering 

(:t} Arranging :waterial in Columna 

(g) Us-. ot ~abulator 
{h) Accounting Statement& (Il1~strationa ot Balane• 

Sheet and g,tatement.s of Asaet.a t · Liabilit:ie.e, and 

Capital.} 

(i) Carb~n Coptes 

(J) RU.ling 

(k) Typed Bar Charta 

(~) CheckiM Tables 

as. I,natruc~ton• to '~be Student· 
BUDGET LV 

-1 
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BUDGET XLVI 

(a) Rul.ed Tabula.ti01l 

BUDGET xnr!I 

(a) Ba.lancf! Sheets 

auD(]ET XLVIII 

(a) Statement ot Assets, Liabilities., and Capital 

BUDGE.T XLDC 

(a) Statement of Profit and Loss 

PART Xl••BTLLING AND BUSINESS IN'S'l'RU:MENTS 

So• The· Typing ot Bills. Statements, and Invoices 

l:Ol 

(a) Illustrations of Invoices and Monthly Statements 

BUDGET L 

87. Instructions to Students 

(a) :Retail Bills and Wholesale Invoices 

BtDGET LI 

88. Billing and Statement Work 

(a) Itemized Retail Statements and Wholesale Invoices 

BUDGET Lli 

(b) Monthly Statements 

89. Filling in BJ.ank F.orms 

(a) Il.lustrations ot ~lanK Forms 

90. Instructiom to the Student 

(a) Commercial Dra.f'ts 

PART. XII--LEGAL AND BUSINESS DOCUMENTS 

91. Legal and Buainess Documents 

92. Form ot Documents varies 

93. Manuscript Covers 
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94. Genir.:l, Inatru<:tiona to the student 

Cal B:fl.l. ot 5a1e 

(bl Power o~ Att.prrif:ty 

{c) Pr() ley' 

(d) Postal Card Notics 

(e,) Deed 

(t) Manuscript Indorsement 

95. Construction uoc1lmenta 

<•1 Agreement 

SUUG~T'· Lilt 

BUDGET ·LIV 

(b) 1'1tl.e Page ot Supp.1ementary .uocument• 

(c.) General Conditions o~ the· t;ontraet 

(d) Specif'ications 

t·e) w11.1. 

PARr XIII-•RELATED .T¥P'ING PROJECTS 

96. A Se~ies of Typing· Jobs 

97. Standards 'tor Off'ice Typ 1ng 

~a,. G.ezaeral,. lnstru<:tion4 ~or .all. \iork in .Pel-t XI:II 

(a) Letterbeada and ,B1llheads 

(b) Blank R'orma 

(c-) Jlumber ot Copies 

(d) El'lc1osure-a 

(e) I)ating· Letters and Other Pape~s 

(:t) Enve~ope• 

<s) Arrangemen~ of Material. 

· (b.l Assignment• 

- · 1 
I 
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(i) Tidiness 

99. An Insurance ProJect 

(a) Business Le'tt~r 

(b) Tel.~gram 

(cl Confirmatory - L~tter 

(dl ·:Bill. 

(el Letter of Acknowledgment 

100. A Legal Project 

(a) Bus:ine ss Letter$ 

(b) PJAintltt•s Dec~aration 

(c) Defendant• s Answer 

(d) Legal Interrogatories 

101. A Clt1b Proje(:t 

(a) Constituti9n and By-Law& 

(b) Let,ters 

(c) Pr·og.ram· 

(Q.) Suppl.ement8l"')i'.;,.~Duplic·atin.g 

1()2. A. Radio Joobing proj .• et 
(a) Business Letter 

(b) Receip'ted Bill. 

(c) Circul.B.r Letter 

(d) Price List 

103· A Whol(! sa1e Proj eet 
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BUOGET LV 

BUDGET LVI 

BUDGET LVII 

BUDGET LVIII 

BUDGET LIX 
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c•> Interbouse JiGlJlOi-andwn 

(b) Pay Roll 

104. A H~'t•l ProJ•ct 

(a) Form Letters 

(b) Nigbt tette,rs 

{c) Itemized statements 

105. A Blli.l.d~ng P;-~Jeet 

(a) &usineae Let;~er.s; lllght ~Letters 

(b) PayRoll 

(c) Currency lfemorandum 

106• An Advertising Agency froject 

(a) Busines$ t .ettera 

(_b) Tabulation 

107. A Railroad t>roJect . 

ca> Susin~ss .and Form Letters . . . . . . . . .· · . . . . 

108_. An hvestment Ottice Projet!t 

(a} ~ Interhquee · M"etnor,.ndwn 

(b) A CoP.solidated. Balance Sheet. 

(c) A Consolidated Income Account 

(d) A statement of Inveetmenta 

109. A Real Eetate ProJect 

BUDGET LXI 

BUDGE~ ~II 

BUDGE.T LXIII 

BUDGET LXIX 

BUDGET LXV 
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(a)" SUppLemen-tary•..Contract 

BUDGET LXV! 

110. An Engineering fllwojeet 

.(a) Busines'a:, C'redi t, Confirmatory and AdJustment 

Lettet-a 

lil. ,._ Legal. ProJect 

112. A Publish-ing O:t:ti¢• iToJect 

(a) ifanuacript 

(b) Rough Dratt 

(c) Con:t"irmatory Lett:er 

113. A fabu1atiori ProJ act. 

114.. A. Publ.ic .steno~aphic -~Ject 

(a) BUein&a'a Letters 

(a) .Advertising :ProJ.ect-

(b) Circular Letter ProJeot 

(c) Statement Project 

115. AD .Uphabetiz:lng and Filing P.roJect 

(a) Fi1e Carda 

(b,) AJ.phabet.i~ :l:ng 

BUDGET LXVII 

BUDGET LXVIII 

BUDGEt LXIX 

BUDGET · LXX 

BUDGET LXXI 

BtJDGET txxii 

PART XIV•-TECHNIQUE•AND SKILL-IMPROVEMENT !JRlLLS 

116. Technique Fractice 

(a} How to P~actice 
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UETH()D OF T!mAT¥ENT AND PEVEt.OPm:NT OF St1BJ!!!CT MATTER 

Gregg tYPewriting develops the subject by an intro

dl.l¢tion of the home tow. !his is accomplished by the use 

of ~ picture chart terme-d the ••x-ray keyl.>oard". All keys 

are located in this manne~. The numbers are all intro• 

duced in one lesson. 

Much emphasis is placed :On the proper reaching-out 

stroke .. 

The organization ot G~egg ~ypewri:ting is based on 

the .results of modern educatio.nal :research ana an analy

sis of city and state typing syllabi. 

The business material is gathered from actual bus

iness papers. This material is arranged ·in unit parts•. 

• I ' 

. _ .) . 



Gregg Typing is one ot the most- widely U$ed text .. 

books. 

It is a book whieb bas been built on sc1ent11'1c 

analysis ot type:writing. Many c1 ty a..nd state bulletins 

have been studied and assimilt!ted in' ; this test. Key

:board 1ntroductlon ie quickly and easily cared tor. 

The busine-ss forms and illustrations tound in t _his 

te·xtbook are ot very t .ine qua.lity. 

The principal aim .of the book is to develop sJ:cil;t. 

This keynote is carried. throughout the book. 

Motivation is s·kilfully ireate.d .in thi.s textbook• 

Interest is Pelrt1cular1ly centered in· the business pro• 

j .ects in tbe. seoo.nd balf ot the book:. In tact the mat-. 

erial ·contained in. tbe second halt is its real claim t.o 

being an excellent and usetul text. 

The general inpression created by this book 1s. 

r1o.st favorable. The o.nly :possible c·r1 tfe]:sm to be otter

ed is that ln soc.e cases the print is small and too much 

material is crowded in~o one page giving ft the app~a~-

ance o ~· bein~ congested .• 

.. ·-~.; 
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STUART TYP±IiG 

Key-board Mastery 

ot the Vocabulary o-t Business by the 

High Frequency Word Pattern Method 

BO.OJC ONE 

By 
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Mrs. Esta Rosa Stuart i-s a person of autnority in 

the :ti-eld .ot· typewriting. For many years she has been 

in chE~:rge of the ~ypewri:ting department at ·the Herkeley 

High Scho,ol, B~r~eley, Ca:l~f'ol"nia. She has also given 

several te.~chez-s' cours•s in the sUbJect ()t typewriting. 

!.Jz-s. R:os.s. is, at present., studying •nd givtng cou:rs~s at 

Columbia. 

Publishers . 

D .. C. HEATH A..~D COIJPANY 

Bos.ton N.ew York C}lieago 

Atlanta San Franctsc·o Dallas 

London 
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.Part I. 

General instructions are given tor correct poai.t1on 

at the machine; -aJ1d for the hands, proper stroke i and the 

adjustm.,nt or the paper. 

BLOCK ON:E--J'OBS ONE TO FIVE 

.1. vocabu.l.ery leal"n:1t1g and word-pat;tern building 

beginS W.i th the use 0~ small Words INCh 82J: 

it, it, is,_ etc. , ins~ead ot the usual lette~rs, 

•t'! l!lnd "j ..-. 

2. Location ot the ·shirt keys on the keyboard and 

bui1d1ngup of sentences are taught next. 

3. :aeview of the routine for vocabulary learning 

in Job one is repea~ed. 

BLOCK TWG--J"OBS ONE TO F:IV']: 

1. Horizontal centering wi.t.h explanations 

2. Introduction to paragraph practice work 

3.. More or vocabulary and sentence learning 

BLOCK THREE- -JOBS ONE TO FIVE 

1. Instruetiona as to the centering of words aild 

sentences. 

Sentence testing 

2. Paragraph. practice 

Illustrations ot how to determine rate o·t speed on 

a one-minute test are g1 ven. 

3. Vocabu~ary ~lid sentence learning 

BL-OCK FOUR--JOBS ONE '1:0 FIVE 

1. Regular routine in -tocab\Uary learning 

109 
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2. Continuity in writing sentences and paragraphs 

a. Follow-ing of the regular routine of vocabulary 

and sentence le,arning 

BLOCK FIVE--JOBS ON$ TO FIVE 

110 

1. 'l/ord and sentence control for gaining automatic 

speed and accuracy of the two- and three,-letter 

words 

2. Word and sentence practice for automatic con

trol 

3.- Continuity in -.rriting in preparation for timed 

tests 

4. Job four is a continuance of job three. 

5. vocabulary and sentence learning 

BLOCK SIX--J"OBS ONE TO FIVE 

1. Exercise in use of quotation marks 

2. Practice in continuity of writing 

New daily routine for timed tests 

3. Daily routine of concentration on paragraph 

writing 

.Instruction in centaring paragraphs 

4. Keeping of the vocabulary test records 

Continuanc-e ot vocabulary· tests 

VOCABULARY TEST RECORD 

BLOCK SEVEN- ... JOBS ONE TO FIVE 

1. Vocabulary tests in paragraphs and sentences 

BLOCK ~IGHT--JOBS ONE TO FIVE 

1. Vocabulary tests 

... , ...... ,;. 
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e:. Prpblems in paragraph placement 

BLOCK NINE•-J'ODS ONE: TO FIVE 

1. Vocabulary tests and placement of paragrS,phs 

.111 1 

2. Automatic control of· business wor~llJ of the high

est :rrequency:e 

3. Continuity ot writing in time tests 

TIMi.ID TEST R~CORD NU'.JBER ONE 

BLOCK TEN•-JOBS OUI~ TO FIVE 

1. .Five minute tests in continu-1 ty tests 

2. Instructions in the process of horizontal ceiite.r

ing 

3. Mastery test' tor. training 

BLOCK ELh"VEN--JOBS ONE TO FIVE .. 

1. Importance o:r special skill training, and one's 

. abil.i ty in acquiring tha.t skill 

2. Drills oil special characters and fi~ures, su.ch 

as "'I" "0," etc:e 

3. Continuity of wr.i ttng time tests ot ten minutes 

4.. Accuracy and special skill training 

BLOCK TWELVE ... -JOBS ONE TO FIVE 

l. Tests· for aceuracy and special skiil 

BLOCK THIRTEEN ... -JQBS Ol\TE TO FIVE 

·1. Alphabetical paragraph practice, vertical cen

:. terfng, accuracy training 

BLOCK FOURTE2l~--JOBS ONE TO FIVE 

1. Spee.Q: t'estt:J 1 accuracy training, speeia"l skill 

tests or te.sts. o:r ten. minutes 
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BLOCK FIFTEEN--JOBS ONE TO FIVE 

1. Tll.is block contains drills for accuracy, spec

ial characters ann f':igures. 

BLOCK SIXTEEN--JOBS ONE TO . .FIV:E: 

1. Drills with spe.cial characters. and tigure.s 

B.LOCK SS:VEliTEEN - .. JOBS ONE TO FIVE 

1. Same as block sixteen except for training in 

adjacents 

BLOCK EIGHTEEl.f--JOBS ONE TO FIVE 

l• Time and placement tests, dl-ills tor accuracy, 

and vertical centering 

BLOCK NINETEEN --JOBS Olr: TO FIVE 

1. This block contains the regular accuracy and 

special character and :figure drills along with 

p&r"agraph placement tests .. 

BLOCK TWENTY--JOBS ONE TO FIVE 

1. Parag"r.aph placement tests and training tor ac

curacy, ae·ce·l-eration, and special ch~ra~t·ers 

and "f'igures 

TEST GRAPH 

PART Il 

BLOCK ONE--JOBS ONE TO FIVE 

1. Training in .. the mastery of accurae:~ and auto-

matization. 

TIHED T~ST RECORD :trtr..!BER TWO 

112 
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BLOCK 1'WO --JO.BS ON:S TO FlVE 

l· Same as block one 

BLOCK THREE..;-JOBS OUE TO FI'V~ 

1. Regular drills and acceleration training 

BLOCK FOUR--JOBS Ol:E TO FIVE 

113 

1~ This block repeats ~ormer .drills of training 8li.d 

tests on special characters given in. this block. 

BLOCK FIVE--JOBS Om~ TO FIVE 

1. Contains ac~uracy training• acceler::A.tiontrain ... 

ing, special skill training, t.imed teste, and 

special .skill tests o.t .tormer blocks. 

Bi.O~K SIX---JCBS ONE TO F·IVE 

l ·. Practice in the writing o'£ Ro;n.an numerals 

BLOCK SEVEN--JOBS ONE TO FIVE 

1. Training in addressing env.elo)?es 

BLOCK EIGHT--JOBS ONE TO :F,IVE 

1. Regular trai ning in accuracy and timed testa 

BLOCK NINE--JO.BS ONE TO FIVE! 

1. This block conta.i.ns accil.J:?acy and acceleration 

training, special skill trairtiilg in addressing 

envelopes. 

Timed tests in envelope addr~ssing 

BLOCK TEN--JOBS ONE ·ro FIVE 

~· Contains traini'r..g and technique of lett~r writ-

ing 

HOW TO FOLD A LETTSR 

. ! 
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BLoCK lLEViN•-JOBS ONE TO FIW. 

1. A review with promotions for th'e traini}1g .Of 

aecuracy acceleration 

BLOCK 1'WELVE•-JOBS ONE TO FIVE 

1.. In this 'bl.ock is a continuance ot t'be training 

in accuracy and accel.erati.on along with test·s 

in letters and r~gula:r timed tests. 

BLOCK THIRTEEN--JOBS ONE TO FIVE 

1. Letter writing in moditied block form 

BLOCK FOORTEEN~-JOBS ONE 'rO FIVE 

114 

1. A continuance ot. the few former blocks in letter 

writing 

BLOCK FIFTEEN--JOBS O!iE TO FIVE 

1. In this block you will find nearly the same 

type ot mater~al mentioned before. 

BLOCKS SIXTEEN· TO T.VEh"TY . 

1. Mostly . letter training and .review work 

BOOK ~\1{0 

PART III 

BLOCK ONE .... JOBS ONE TO FIVE 

1. Illustrations and introdu.ct±on of tal>ulatioP. 

INDIVIPUAL Tit,lED TEST aECORD 

.BLOCK TWO-~JOBS ONE TO FIVE 

1. The u·s.e ot the eraser and how to type correc-

tions 

BLoCA THRE:S--JOBS ONE TO FIVE 
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1. ·Le·tter writing, tabulation of words, and tests 

BLOCKS . FOVR· TO 'TWEt~TY 

llo 

1. these blocks deal wfth instructi-ons .in, and lab .. 

oratory material tor: tabulation~ letter writ

ing, drj;l·l work, rough drafts, etc. 

PART ~V 

This section deals with office practl~e materia]; 

such as·; tfl.ing cards,, legal torms, let.ter writing, 

rough drafts and other related subjec:ts. 
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: I 
·I 

I 



~---
-·• .... . .... -r--- - --'*':' · • ~· ··- · -·,. ~ .., . · - · - - ~ 

1 

! 
i 
I 

I 
METHOD OF DEVELOPMENT 

"Th' Vocabulary of Business by the· High Jlrequency 

Wo_rd Pattern Me~hod" is an (ldaptati.on of the Morrison 

"mast-ery" tormula and the psychology o'f typewriting 

116 

skill., as se.t f'orth by Book in his ·studies of skill train

ing. Mra .. Stuart has ·divided the learning process in typ

ing into know~edge learni:ng (an acquaintance with th-e 

facts. necessary for a thorough understanding of the su'b

Ject), and skill learning (the mastery of motor and men

ta1 coritrol which causes instant, perfect, and automatic 

response to a give-n sti-mulus), and bui.lt her procedures 

accordingly. 

In ttstuar.t Typing" certain knowledges are mastered 

and tested by o-bjective tests befozae the problem of skill 

deve1opment is approached, and then each sl<i_ll is le~ned 

completely· berore the next one is att..ackeci. After a 

skil1 is mastered practice and repetition are provided 

regularly and progressively so that the stude-nt is con

stantly trying to raise it to a higher level.- This is 

the underlying principle Of' 1/!rs. s·tuart' s method. 

, . 
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tfbere are many excellent qualitlea found in :.:rs. 

Stuart-'s book .. First, tt rept¢sents original thinking 

and planning on ber . p-art and $dapta t ions tr()m tl)e 

:MorrisonMastery formula. She has not 1mitate(l tb;e pro ... 

cedure of most of" her pJ;edecessors. _ This ·systeru. 1~ 

mostly devised by her own work. It is a deviation from 

the usual introductory style. .She commences with word -

117 

wr1 ting 1rf t~e first lesson. The writ~r caiU1ot at pres

ent state what the end result-s will be from this means or 

1ntroduct1o.n as the method is new and has not had sur:. 

ficient years of tri~l to prove its worth.-

Another particular fe.a ture of this t.ext is the 

placement of the co:py mater.ial. It is arranged. Just as 

1 t 1fil.l look on the student • s typewritten pa(':e. It 1:s a 

t~d copy, not a printed copy. 

n-stuart Typinr;'' is a well rounde-d textbook useful in 

most any type of typing class. Her.-.ina.terial is based on 

experimentation, y~ar~ or laboratory classroom work, and 

w~~l selected business forms .• 

The~ teacher does not have to supply additional mat-

erial tor testin,g. .till the te,sts are in. the book.. ~ll 

copy is ccnmted ·by strokes, and the .student is tested at 

trequent inte-rvals against time on every type of work-

straight copy, letter wr-1 ting~, t~bulating roueh dra'ft, 

etc. His score is kept on a test reoora, she~t which 

. '• 
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makes it' possible to compare the sttideri1;'s rate and ac

curacy on dit~ernt types of work, and $hows the teacher 

what ahoul4 be emphasized in the case of each individual. 

Letter style studies are cleart and the content des

cribes eaoh particular style. .All business t'orms are 

gtv:en particular attention. 

"St.uart Tn>ingtt is a large book containing a wealth 

ot material suitable tor both acaderp.ic and comm..e:rcial 

students. This text. :ts desi~~ed for both first and se.e

ond y.ear students. 
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I Mr. E. G. •V1ese is an exp~rt typist., speed d~.aion

strator, and supervisor of the Typing Department o:r the 

Be.hnke-·•la:lker Busin~ss College, Portland, Cregon. i.~ ... 

Wiese has he.d .many years o:f e.xperlence in tra1n1ne typ

ists... He has done some ve.ry remarkable work in the 

t .raining ot typists who are interested in developing 

great speed• 
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Dr. Coover .is an. associate professor of Ps.ycholoey 

at the Leland Stantord Jr.. University. He is a P.rofessor 

of .note along these lines. In connection with. typ·i ne .he 

is exceptional in making analyses or typins faults and 

errors and ~uggestions for t .heir re-rredy. 

PUBLISHERS 

The H. M. Rolfe C":.mpany published this textbook . The 

l!lai)l of'tiee add r ess is Bal. t1more, };a ryland. They also mve 

~ori·:e¢tions 1{1 th various book deJ;>OSi tories , su ch as t he 
. 
CuliforJ1ia School Book Depository tn San Franci~co .• 
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CHAPTER HE4DINOS AND CO.NTENTS 

Par:t I 

The Development of Kinesthesis 

This section tells pt the importance or developi,ng 

the proper motion-feel. l:t gives illus-trations and 

shows just how to develop this stroke. It explains the 

tiger•stroke. It shows the pup·.il how to assign the le·t

ter-~eel to the proper fingers. The pupil is started on 

the home-row strokes. The full position or ho~e row is 

given, then there is a gradual .develop,rnent to all the 

upper reach letters of the two bands. 

A.11 this is accompanied with drills or different 

nature than that "hioh 1s :r.ound 1.n moat textbooks as 

the:se are a succession ot letter· dri1ls, one le.tte:r 

following after a.not.her containinp; all the letters to 

Which the student has been introduced. 

There ar4:1 many pa:ges of very fine letter drills. 

These drills a~e i:rl the suc~ession or the simple to t~ 

canplex. 

This drill work i .s .desie;ned and :planned to be done 

r;>tf the keyboard by the .m:ea:tts of desk work and :finger .ex-

ereises. 

120 

The pupil is next taught the kinesthetic control of 

the machine. This means the feeling or h13 position--not. 

the seeing. He is taught to t1nd home row in this t.ashion 

and all othe:t" keys in relation to this position .. 
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Directions 1n the operation or the machine tollow. 

The student is then placed at the. maebine with these 

sSJn$ 'f;ypes ot letter drills. 

alphabet ln this fashion. 

He is taken through the . . - . 

Part II 

The student is .shown how to practice. Thi.s is ot-

:rered .as a claily practice program~ 

(a) Warmine-up exercises 

(b) 'ryping from English copy tor t'lfteen .minutes 

( c.} Unt"imed typing practice 

An analysis ot er~ors is next in order. In this, 

the student is shown how to record and analyze his own 

errors. 

Calculating his. rec.o~d, or as more t:requi:mtly call• 

ed, ".t.iguring his spee·d test• is demonstrated. The 

graphic ~stem or recording is shown .. 

Part III 

Practice Copy .for Assignments, Practice Copy tor 

Routine Assignment Uo. 1.. (These drills are generally 

·<:Ellled. lf'armtng-up exerc.i ses • . ) 

(a) Warn11.ng-up exercise Uo. 2. These are a ·sf)ri~s 

ot letter drills. 

(b) l'ract1ce Copy t-or Routine Assignment No. 2 .. 

The Classittcation o~ Errors 

Thi$ is e.n analysis o-t errors as to pos-tti.o;ri and the 

• . 
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J"eason tQr t}lem. 

htl PraC:ti~e Copy tor Routine Assignment .No. 4 

(b) J>ra.etlc:e Copy -tor Routine Assignment No. 5 

(~l This ~Qnsis.te ot small letters, also sev

eral pag~a· ot inside addresa.ea. 

Part IV 

Samples ot Pro-cedure in Praetice · 8Jld a•cord Keeping. 

Part v 

Diagnostic Te·s.ts: tor- the ·analys:te <>t the pupil • a 

perf'ormance. 

This unit contains various forms of word-kinest·he

sia teats and how to use and evaluate their results .. 

Appendix 

The Typewriter, Its Parte ana Hl):lf' to Usoe Thea 

lt\ll ea tor Corre~ting Typewritten Copy 
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TH?.: ME.'l'HOD OF DEVEtoPM~NT OR PROCEDUR3 

fh.e principles underlying all the developments in 

this t~xtl;>ook have been in :al:l cages ·to give the pupil 

the :te.liJ'lg-senfJe of' the typin6• It is a touch eyatem 

in the purest sense. The student finds the typewriter 

by his aen~e o~ t()uc}l; be finds his keys by the sa:ne. 

sense,and all keys are learned and krfown by ·their ·rel

a .tion. to the "Home Row.•• 

12~ 

The. psychology of thJs system is to set up the pro

p'r sensati:ons &nd habits co-r~ec~ly in the tirst. place. 

No,t only is this emphasized but ~1-bortest a tepa are the 

ones taken in all cases. The pr0cess. fir thinking has 

been red"Ucad itl steps. For inst·ll,nce ~he old method ot 

teaching used to be a chart on the wall. The 11tudent 

~earn-ed the letters by !"irst s. eeing them on the wall 

t~en thinking them to the proper fingers. 'l'hia process 

has been cut down by thinking them t"irs.t to t.}le proper 

f"1ngera and then writing them.. A reduc-tion of one of the 

three a teps _. 

This text advocates the use of' straiciht . copy wr·it• 

ing as a means of practice. Their theory being that in 

tnat way the most t:requent ·words recei ..:·e the mos-t prac

tice in the normal taehion as it whould occur ins.tead ot 

set t.i,ng them up in artificial drills· 

II 
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EVALUATION 

This is probably the most scientific system or meth~ 

od o·n the market t _od,ay. It llas gone to the root ot the 

psychology ot the real processes ot learning. This text

book b.o.s. ·been part1.aular11y sucaesstul in training ot 

students 1n the early keyboard steps, and again Just as 

succesSfUl tor those undergoi·ng intensive speed training. 

Thi$ is ll small typing book but it involves~ some or 

the principal processes of lel;lrntng. It is a t .ex.tbook 

which is n()t always \Ulderstood by pupils or teachers and 

tlleretore they hesitate _to a.tt(;mpt its ~se in t.he class• 

room. On the .other hand i .t 1.s really a v(j ty simple system 

and very easily worked out and mos.t suc.c,essttil when the 

steps ot 1nstrti<:.t1on are carefully followed. 

The psychology or the t)l-eory underlying this system 

is· so essentially corre.c·t in the analysis of the subJect 

that it is betng cons.c1ously or unconsciously imitated by 

many or the better and newer systems.r 
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AUTHOR 

Walt&l:' T. White . . is a graduate -ot Ste.n:rord Univer

sity., an.d has been. c.onnecte~ with com.'Uerctal work tor 

8 bo\lt twenty Y:ears. ae bas se.rved tn both the teac h1rig 

f'ield:B or high &O.h9ol subjects. and teachers:• training 

courses• Mr. W:h1 te is the Paei:t"ic Coast re:presentat1 ~ 
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CONTENTS 

: = ' · • . 
seQtion· 1 

Substitution Drills 

Marginal settings. 

The Way to Work 

st~dy I 

For Correction .ot Faui ty "A" St.roke-

Oontains: three lt'tter d.rills, shprt word dril:!_s., 

long word dr1.J.ls and ·8. speed test. The·se al~ empha,si~e 

tbe letter "a". 

(A) 

stu~y 2 

For Correction of ta.ulty · "'B" Strok(t 

··Contains: three letter dr-il.l,s, sho.rt wo.rd drills. 

long word drills an<i a speed t ·est. These all emphasize 

the · lett.er "b". 

(B) 

Study !3 

For CC)rrectj_on of Faulty wen Stroke. 

Cont~ins: . three letter. drills:. three word drills 

end a speed test• All or these stress the letter "c". 

study 4 ·: , 

!'or Correction of Fa ill ty "D" Stroke 

Contains: three letter d~llls:, three w.o.rd drills 

of mixed. long and short .:words. and a speed test.. All the 

word emphasizes th~ letter "d". 

126 
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Study5 
. ! 

For Oorrecti()n of Faulty "E" Stroke 

Contains: three le.tter drills, two word drills, :a 

1 speed test, special word drills for the co.rrect1on or 
I 
J striking ,.._.., "d-., "r", "a" and "t" tor the letter "e". 
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Study 6 

For .Correcti.on ot Faulty "F" Stroke 
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Conta-tns: letter drills, special word drills tor 

the correction ()tr striking "d" J "g", "r". or "V" tor the 

letter "t". 
I 

I 
I 

l 
I 

I 
I 
I 
I 
I 

I 
r 
I 
J 

I 
I 

I 
J 

I 
I 

Study 'I 

For Correc.tion ot Faulty "G" Stroke 

Contains: letter drills, speed test and correc

tion 110rd drills. .All ·work stress.es the le·tter "g". 

Study e 
For Correatic;m ot Faulty "H" Stroke 

Contains: l etter drills, word drills, sl1eed test 

aJ1d corrot).cti-on word drills. All ·work emphasizes the 

letter "h". 

Study 9 

lor Correction or ~aulty "I:" Stroke 

Contains: letter: drills, word drills, speed test 

and correction word dri.ll. The emphasis is made on the 

letter ·"1". 

Study 10 

For Cor~c-tion o'f .Faulty "J1'' and "K" Strokes 

Contains: letter drills, word drills ror correction, 

and a speed test. All the work stresses the letter "j" • 
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and "k". 

S:tU.dy 'll 

Yor Correct ion .of Faulty "Ltt Stroke 

Contains: letter drills, speed test and correction 
.. 

word drills. Emphasis is made on the letter "l". 

Study 12 

For Correction · ()f Fau1 ty ".M" stroke 

Contains: lett.er drills, spe.ed tf:lst a·nd correction 

wor d drills. .t\11 the wo.rk stresses the letter "m" • 

.Qetail work has been carefully given to all the 

letter studies up to the letter "n" and it is~ unneces.sary 

to continue doing so with letter studies "n" to "z" 

as the.y pe similar to those: already given.. 

Section II 

Dril.l.s tor Pouble I,.etter Stroke:s 

Study 25 

Contains: word drills using the double letters "b", 

"c", "d", "e", "f", and "g". 

Stu<ly 24 

Contains: double lett-er drills ror l ettel,'S "1", "m", 

Study 25 

Contains: double letter drills for t _he letters "r", 

n s" , .. t" f and • z" • 

Study .26 

Contains: a speed test and drills tor the use ot 
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double l~·~t~rs · in WOl"ds. 

study 2'1 

Section III 

Capital Letter Drills 

.Contains: a wo·rd drill tor practice ,of capital 

letters. Letters "a.t to "n" used. 

Study 28 

C.onta1ns: -a 'lfOrd drill for practice of capital 

lette.rs. Letters "o" to "z,. used. 

StU:dy 29 

Contains: a word. drill tor practice of capital 

letters and paragraph drills . 

Study 30· 

Contains: a speed test. Emphasis is mnde on the 

use of the capital letter. 

Section IV 

Drive and Accuracy Drills 

The drills in this s~:;ction will be :round extremely 

helpt'Ul 1n:J>lacirtg pupils tn their typinr, . These drills 

may also be used by ~he very advi~nced pupils for the re ... 

lay races in typing. ~he drills, it ,.i l l b~ found, 

provide excellent material tor one-minute, two-minute; 

or three-minute tests. for S!Jeedand accuracy. 

Contains: studies 31 to 35 inclusive.. These 

studi.es consist of letter dr~lls. 
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.•: .. s~ctj,on v 
Concen~ration Drills . 

con:ta1ns: .. : stud1tH5 3·9. to ~7. all ot these a:tud• 

: lea have drill·~ made ~P of complicated words to prevent 
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the typis~ trom taking his eyes f'rotn the copy. 

Seoti'on VI 

Common Phrase Drills 

Contains: s_tudies '38 to 39 ¢{)nsisi:1ng ot sinple 

pbxase drills. 

Section VII 

Special Finger D-rills 

Contains.: studi.es 40 to 43 cO'nsisting of sp··clal 

word an,d sentence drills. 

Sec t ion . VIII 

More Special, :Finger Drills 

c ·on!ttsio.n o:f," .. ten arises when a(ljacent strokes, such 

as "re", 11$W$", "ds", .and "-po" a"l.'e to be made. The ad.-

ja;cent tineer drills in studies 44 to 45 }1elp to over

come this d11'f1culty. Studies 46 .ttnd ~7 cririt;a.in ~ert

tence practice dJ:ills, 

Section IX 

Correcting Letter Omissions 

The drill s in this sectlorr a~e based upon 'Nords in 

130 
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WhiCh strOkeS -.ere either Or:d tted or Very lightly StJ;'Uck. 

These drills a•e to be typed slowly several times and 

used each day in regular order. '.('he material 1 s ·excel

lent ~or ·•arming-up exer.cises or correctibe work. 

Section X 

Stroke Control Drills 

This section gives special attent.ion to the correc

tion ot taulty doub)..ing of letters, poorly controlled 

letters, and spacing. 

Secti:on XI 

Syllable Div.i·siQn :Practice 

All studies in this section are devoted to the cor-

rect clivision of words. 

Section XII 

·Transpos1t1on. l,)r1lls 

131 

The •ords which appear in these drills we-re taken 

from the papers of thousands of st:udents. Each word rep. 

resenta·· sev~::ral transpositions of the same le~ters, 

Baking 1 t evident that th~ word and its sequence or l e t

ters had influenced the transposition. 

Section XIII 

!-lumbers and Their Control 

All studies i n this section contain drills for the 

c.orrect fingering ot n\.Ullbers. 
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Sec·tion XIV 

Special Characte.rs 

The studies within this section are devo.t e d to sen

tence and word drills stressing the usa of characters .• 

Section XV 

Straight Copy .Ao·curacy Drills 

Th~s section co.nta1ns eir;hteen parag:raphs tor prac

ti~e o~ speed and accuracy. 

supplemr;n'ti Alphal:>~tic !;;)e~ten¢es 

Sentences containing eVf3.'t'Y letter or the alpha},)et 

make up this s-ection. 

Explanation ot Tables 

l32 

'.rllis par.~ cp~tairi.s tables showing the e·rrors made in 

capitali.~a.-tio-n. omi-ssion, substf tut.iort, ·transposi t.ion, and 
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METHOD OF .PROCEDtJRE 

The method ot pro(ledure or this textbook has been 

one ot $cient1f'1c study and 1n:ve·st1gat1on. A ·survey. 

was made o'f ac'tual typewr1ti'ng classes. Papers were 

gathered .from cla.sses in typewr1 ting :rrom hundreds or 
schools.. In tact, t .hera we·re more than 60,000 papers 

c.olleotad and studied.. Every .fifth pap.er was selected. 

t()r analysis. A study o:r the errors disc·loses that 

errors group- t ·hemsel vas in to de::t'.ini te classes. 

Next, a study was made .ot the· causes or errors, 
·~\ 

a·nd drilis to corre·ct them. It is interesting to note 

that tr()m the many hours of study by the. uuthor anli as

sistants the c.ommonest cause of' errors is due to incor-

!!:S.l strokin~ habits. 

Much patient expe.ri111ental worlc has done to construct 

really worth whil.e drills to correct errors. Literally~ 

scores ot di:t'terent types or drills were constructed and 

tried out in ·cla.ssro.om work.. One by one • these ~1E;re dis

carded until constructive drills w-ere actl,tally prov~n • 

It is upon this bas.is t hat !.:r. ifhJ,.te nas puilt this 

really e:xeelle_nt error corre.c tiori drill l:io()k~ 
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EVALUATION 

'l'h1s textbook is valuable to teachers and students 

alike in the typewriting classroom:. It makes a scientific 

analysis or the errors cormonly :f'ound, and shows t.he 

teacher how to aid the pupil to construct his own personal 

drills, as well as how to use the very excellent ones 

provided in th~ book. 
.. 

Not only .bas the author analyzed. the various kinds 

ot errors but he has tabulated the percentage or fre

quency in which they occur. This record is a. o.ost val

uable help to teachers. It gives him e. b~J.sis for eval

uation or their teaching results in terms or the diffi

culties round in actual classroom work. 

The writer has found it a most useful book to use 

in connection with typewr1 ting classes. A small daily 

amount ot elass time shot.tld be devoted to corrective 

error drills. It is interesting to o·bserve that during 

undirec·ted practice time students ofter1 turn to this 

corrective test and search for remedies for their own 

errors-. 'This clearly shows this· book is meeting a need 

felt by students as well _as teachers. 

Typing for Accuracy represents a specialty type or 
textbook. lt 1$ meant to meet a specif"1c need ±n the 

typewriting f~eld, not to cover by .t:Ulterials u:;>ed as a 

general daily textbook. The reader can, no doubt,. observe 

that the tleld of general daily class books has been amply 

. 
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supplied' With. the many -fine textbook:S reyiewed. in this 

thesis, b.ut the t'ield ot special corrective texts i .s 

not so plentltul, 

.Let us conclu<ie by sayj,ne th1~ is an exoe:llent cor

rect.ive error textboci~ based up()ri sc1ent1tic survey or 
·the prese·nt field ot typewriting. 
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The dfJtailed study or e·ac.h textboo"k which we have 

just made brings out cert·; in findings and conclusions . 

138 

!'irat, we t'ind t.:hat. in the varioas books there are 

detini te 1ndi vidual theor1e·s or instruction. Each book 

is not always a d1at1not system tn 1 tself but combi.nes 

ideas and theories t'rom the others. Some books are 1rtd1-

v1dual in theory. All the modern textboo}ts a.re based on 

to\,leh typewriting • .. The fOllo'9fing are some ot the mo~t 

distinct syste!:l.s which have been :round. ;Viese-coover 

Touch Typing by E. G. ·Wiese and J • .E. Ce>over. published 

by H. !&. Rowe Publishing Company; 20th Century TYJ>eWri ting 

by E. A. Jevon and D .. D .. Lessenberry, published by Sou.t.h

Western Publishing Oompanr; Gregg Typing Technique and 

Proje.cts by ·Rupert P. SoRelle and Harold H. Smith, pub

.lished by Gregg Publishing Company; Stuart TYJ>ine; by .Mrs. 

.Esta Ross Stuart, published by D. c .. Heath Company. 

Each or these particular theories adds some particular 

elements to the teaching technique. Wiese-Coover analysis 

of typewriting is very good. Its experimentation is inval

ua.ble.. This scientific investigation has · brought us the 

round snatching stroke, called "tiger stroke." This bas 

proven to be quicker and more accuracte than the old punch

.ing stroke. It also restilts in an evenness ot stroke not to 

be had in any other .way. They have also tested out other de-

batable questions·, such as .·which is the proper finger tor 

stroking ntimber 6. . They . found that the· sho.rte st distance 

lies between the tore tinger ef the lef't hand and this 

I 
I 
!= 

., 
f· 

i,: 

' 
I. 

r 
) 

.! 
'l 

·1 

1-.. 
)I 

·~ 
i 



I ,. 

j 
I 

I 

I 
j 
i 
I 
I 
I 

I 
j 
I 

I 
J 

i 

I 
I 
) 
I 
.1 

i 

I 
I 
I 

r 
i 
I 
I 
I number. Vost otht~r 818t&DUS use the forefinger ot the 

right hand tor this stroke. \'{tese-Coover h-as also con

tributed IJOme v&ry valuable letter <!rills. 

The 20th Century and Gregg systems &;t"e pertt~ularily 

noted. ror their 1rell orgll·nize-d b~ain·esa and c·leasroom 

lll4ter1a1. Their ·systems or early intro-du~tlon to type

wri. tin·g are t~imple and eaay to use. The optional work 

plans are 1nveluabl.e. ·· In them tney especially rec:ognize 

the varying ability of typists. A new contribution given 

us by 20th Century is paragraph writing with marked 

syllable int-ensity. Thts system ot graded material .has 

long. been reco.gnized 1n shorthand but its application to 

typewriting is an 1nno'f&tion. 

Stuart TJPing makes. a complete change in introductory 

1natruot1on. Mrs. Stuart does no·t start beginners on or

d1n&l7' letter drj.ll keyboard work• They are immediately 

set to the task of writing words. This style or writing 

naturally adds to the stu·dents int~rest; he feels he is 

making greater pr.ogress. It also takes away many of the 

·weary hour& of cl.assroom work on the part of the teacher 

in training in letter drills. Time will tell ·what general 

results may be ha<l from tbe Stuart system. 

we t1nd that all. the JDBterial in the textbooks is 

de~Jigned to meet the needs ot bo-th the commercial students 

and .,cademio e .. tudents. Business wr1 ting., ot course, holds 

the predomir'*-n.t pos~tion, but materiel on ell types ot 

writing is given i~.s place. 
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It is not the .purpose or th:ts thesis to advise which 

ot the books i .s best or even best sui ted to any particular 

need but rat·her to analyze each one in such a way that 

the reader may be able to decide for himself what he thinks 

1s best tor the pa:~tieular demands of' his particular 

school or cla~s. 

The findings of this study di.sclose the fact that 

textbook~ in typewriting have. gone through many ye·ars ot 

evolution, and w.hile they cannot be ca'lled tin1shed pro

ducts wh1.ch anti.cipate no further change, at leas.t they 

are no longer ..in an experimen·tal sta~e. These. f1ndil'i.{r.s 

are now scientific .Products of a ,f ina degree or pro

ficiency. Typewri tinP. textbooks are grouped into (a) 

daily classroom textbooks, (b) corrective textbooks, and 

(c) specialized books. This review has mainly been con

c.erned with classroom tex:tbookst but one correc ~i ve book 

has been analyzed b e cause 1 t ha.s added so much to the 

tea·ching field. 

Some or the concret~ oontri but.ions. which the books 

have given us are scientific .methods of instruction, 

&\\thentic business torns, new and 1nterest1ne; drill ma

tel'ial :tr:rr speed testsl and as a final .re~mlt o:f .all these, 

. greater accuracy and increased skill an.d speed. 

TO THE STUDENTS 4ND TEACHE!tS: Yours 1 s the wealth 

of opportunity and advantage. .Authors and publishers 

everywhere have made and studied surveys, investigated 

business papers and materia~s, made them into correct 

illustrations, and plaoed them in book torm.. i,~y of t.he 

' " 
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textboC)ks w-hioh are in use today .represent six or eight 

yearsot cpnstant w:ork on the part ot the author. 30JZ1e 
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ot the textbooks contain information resul.ting r ·rom class

room work gatJ:lered throughout the entire ttni t -ed states. 

Large publishing companies have representntive·s in the 

tield all t .ha time gathering practic.al in:tormatlon con

ce·rn.1ng their books. This information 1s the bas·is tor 

new -and remodeled text.s. Not only have they prod1,1ced 

such :tine textbooks tor yo\l,r use out. they have made. them 

to aell at . mod~rate pr.ice$.. Most of the two year texta 

sell :f'or not more than two dol).ars e·nd many or the smaller 

ones sell tor a dollar or les~t. ;'lhat v~lueble m-aterial 

they are ottering you at such a nominal cost: 

Let us close with this little thought: FOP.Tt!.fl .. TE 

IS THE TEACHER AND STUDENT OF MODERN TYP:EV1RITING DAYS. 
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.Junior Business Training ho.lds a unique and unusual 

position 1n the high school curriculum. It is a hybrid 

course made up ot many factors but designed to l!leet spe

eitic . .aims. 

It is, of course, understood by all that Junior 

Business Training aims to tit the student to make a sat• 

ist'actor,- entry into the business world, wll~ther he be 

a consumer or an actual member of that world. 

Junior Busi'ness Tr~11n1ng ha.s had varied beginnings. 

It ·bas been tried in many high schools as an experimental 

course. In some places 1 t has proven successful tt,nd ha.s 

prospered in ·attend!lnce; in othe :- places it has been tak

en out at'ter a few unsuccessful years. :aut there has been 

a reversa~ or opinion among se.hool authorities in the .le. st 

three years of depression; th~y no longer c.onsider 1 t a 

debatable question, as to whether we should or should not 

include a general cou:r$e or Junior Business Training in 

the high sohoo~ schedule. They feel the world hasdemon~ 

stret. ted a crying need tor some type o-r general, ye·t 

elementary knowledee or the worki!lgs or business; now we 

t'ind Junior Business Training stronely entrenched in the 

.crlnds ot educators. They feel that this is one of the 

surest means we have of meeting the cha.neing economic 

conditions. 

The world has gone through an enormous econo1:ic change 

since 1931. Since the ti;ne of 1ndustrialisra, the .world has 

been accustomed to going through econor,lie depressions. 
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These depressions have occurred at more or lf}SS regular 

and frequent int.ervals. Some de.presslons are greater 

than o_ther-s • . · Dr ... Ira o. Cross says we gener-ally hav-e 

one major' dep.res·sion about every twenty years. Economtc 

theoris.ts had hoped, with our grea ter control of mon

etary affaire, t .hrough the .rnE~ans of the Federal Reserve 

Sya:tem we. would never have to experience such a disas

ter .again.. They found, however, that this control was 

not sut't1cient to meet the s1 tuation. In fact., the 

present economic difficulties are of such a character 

many people wonder if it is not of' a more perm:.:tnent 

nature than most depre:ssions. Eow can we hope to meet 

these ditticulties or readjustment and rebuildinR? How 

can we plan to avoid such ditf·icul ties in the future ? 

~irst let us go into some or the basic theories of our 

old li.fe which have led us astray. Since the Industrial 

Revolution we have based our thoughts on what we supposed 

was economic treedo::1.• By economic freedom we have pur

sued a let alone poli-cy· called "laissez taire"·· Dr. 

Harold F ... Clark in an article in "'Tb~e Busine ss Education 

"fiorld" entitled ·":economi c ·t.ryths" sums up .. c,-ur m1St!l,!<:en 

theories in these prinCipl~s: 

Economic Myth No. l--It e-ach perso.n saved · more, all would 
be well; Economic l :yth No. 2--Co1•1peti tiqn insures a t .air 
price to the consiliner; !\~yth No. 3-- Co.mpetition is the. most 
e:t':f1-e-ient way to l"Un any business; ~conomi c L!yth I:o. 4-
There is f)qUal economi_c opportunity . for all; Economic Myth 
no • . 5--,iorking women k~ep men. from jobs; Economic ~-~~th r-:o. 
o--1'.14rr1ed WOllen, i .f tney worlC-. take jobs f'.rom men~ 

14~ 

1 · Haro1d F. Clark, "Eco~!Omics Myths.", The Business Education 

'Jiorl.d, XIV, 8-10, Sept. 19.33 
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The preVious mythical 1de!ls., and many others give a 

concept ot so,rile of the ways we have argued in our p.re

vious indus~rial order; and it takes no areument now to 

convince e-ach one of us tho.'t our economic lite has been 

planned tundamentally wrong. 

It the business li:te of the nation ~md the world is 

wrongly planned, we cannot expect to cure this economic 

e'l'il in a year or two or three, .but we can hope to ma.ke 

some per.mane·nt o~anges if w~ no\Y educ ate the young and 

future ci tlzens into right thinking a nd planning. 

An intelligently planned econoT:Iia life is vi!'lo.t v:e 

have come to make as our r::;oal. r.. successful business man 

first making his most pe~manent plans, then executes his 

designs. Why shou:ldn 't we as individuals plan? ~le· all 

want success.. The wa.y to economic success lies through 

the paths ot earl.y training and knowledge' . 

It i s in economics that we analyze and study the 

theories o:f our e.eonomic world, but it is in Junior 

Business Training that we build the 'first r unes of the 

ladder o-r practical business relations. 

cur business l.ife anq el e.ssrop:'l work ha'V'e fcllo\~ed 

the old unplnnne_d system largely because .it was i.umedi.ate 

and the ea s-iest way out. People in general respond to the 

impulse to :t'ollow the line ot least· res.istance .and mo!!le n-

tary pleasure, but 1 t is for us a s educators to train our 

students and help the111 into ways which will benefit ·them 

most and in turn ma!::e them most help,ful to soci.ety. In 
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this spirit let us carry our new theories or economic life 

into the practical course ca.lled .Junior Business_ Training 

and l~t us hope that even in a small \~ay at least i .t r.ta,y 

become A l-ITTLE CAUDLE Tl-mO~ii!~G IT~ D.zAU to light the way 

to better lite a:tJ.ead. 

In the beginning the writer -called this a hybrid 

course, and rightly so, as :l,.t gathers its materials from 

so many sources. The inst ructors in early courses in 

Junior Business Traini_ng, attertlpted to build a cour se 

around a rew business terms and practices so that the stu

dent woul.d. be better able to understand the business 

courses he was to take later in his comuercfal training .. 

From that time on more and more diversified e1E)ments have 

.entered in. Hew sections on ·thrift, on truvel, a nd on 

choosing an occupa tion are only a few of the newer· fields. 

Grad-ually the idea became prevalent in "the minds of educa

tors not to make this a eourse which ·r.as only pre-paratocy 

to more advanced com·:.erc1al work ,. .l>ut a course which 

direc"tilY helped the student to meet adult life. Another 

motive whiCh is gradually t~ reeJ?1ng into this field ot 

trai ning 1.s an i d ea which most teachers do not lH:e to 

adr.lit. Junior Business 'rratnine is now becoming one or 

the useful courses g iven to r etarded and below-average 

students. The :fac.t tha. t 1 t is no•v bei ne used as t his 

type of course in some case s, need. not necessarily mean 

that it is an eas y course, or lacking in purpose or 
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vitaitty. The subject matt.er is suqh that 1 t can be. adJusted 

to meet varying abilities. Fro.m these <liverse angles the 

reader can gain some .knowledgn ot underlying influences af

fecti ng this 'course. 

r'!'ow let us clos·ely exam:i ne its aims and obJ·ections. 

·rhe aims of Junior Business Training are to r.el:p fit the 

studen:t to take his rightful place- in the business world, 

ei th.er as a consumer or a producer. 

The obje·oti ves by which this uim is carried out are 

manifold. T.he most important are: 

1. To aid in developinr; good citizer,s th.:r· . .::.u ':h teach

ing the fundamenta l business practices v1hic}1 e ver yone s l1ould 

understand and which so grea tly affect tho financiul success 

or individuals in all walks of life. Cbv1ous1y, it i s irJ

possible to master all t~J.sines !> meth:. .. ds. l).'he ones incl uded 

are those which s u rvey.s have showr, to be used : :os t coru:~o nly,. 

to be most val u able, or to be the common source~ of errors. 

2. To give t he student f u rther l ubora tor;" practice 

i in the skill he has already acquired in .i::nelis~ . lette r 
i 
j writing, orul s p e e ch, a ri t htnet ic, penmanship and a l li nd 

subjec t natter. 

3 . 'l'o encoura ge pupils to conti nu e i n school us 

lon.; us possible. Various· fte~ds of k:nowl e d ·e ur e open-
. 

ed and the -value o-f: ccntinui .r:g t heir study is suggested. 

4. To aid 1n di scoverinc a_pti tude s, a bi l i tie:::., v..~:d 

i nteres.ts which will help pupils in plnnninc a school 

program, and final l y in selec ting a voc :.~ t1 or .. . 

5. To provide a background for ·t he study of 
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co:we.rcial subjects. ~1though the content of the text is 

or general interest, yet those who elect to continue the 

study o~ bu$1ness subje-cts will f'ind that they have a 

background ·whic.h will aid them in ett1c1ently Illll&tering the 

advanced courses. Time will be saved, especially in book

ke~p1ng courses, because ot t :-.e elimination of the need 'for 

a study of: ordinart business papers a·nd sim.ryle bookk~-e:ping 

methods; · 

U. ~T() give the general ·in·tormil*ti_on ··whi .eh wi.ll be 

most .useful to those enterine; bUsir.ess. Strictly vocation

al intormation, valuable in only a 'fevr positions and to 

only a li::1ited number in each class, 1s avoide.d. On the 

other hand. the general · fnt:orilltl tion o'f value to everyone 

entering business ls emphasized. 

The students and teachers can report very definite 

resul.ts gained from the study of Junior Business Training .. 

Teachers everywhere wish to ma]!e this course a prerequist t~ 

to e.ll :rurther commercial st\ldy. ~sp0cially 1s it ot 

value to the student wishing to go on 111 the 'fields ot 

shorthand, bookkoep1ng, and general clerical work. I't 

not Olily giVeS them COncrete tools Of' knowledge witb Which 

to work, but it gi ve.s them an understanding or principles 

which can be gained in no other way. Employers, too, are 

ent.bus1ast1c over the help their employees receive f'rom 

tb1s training. 

The students come in dally with reports of: how they 

have put their knowledge into practice. The writer has 

made a follow-up study of 1ntormai1on gainedtrot!l 'former 

.. ' 
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studont.s in .their application of Jun±or Business Training. 

iihen the summe·r was over, several students can;ae back to 

school sho•ing the teacher copies ot their personal bud

gets. These bUdgets were based on money they had earned 

during the . all.IIllr.er .months. They had. made estimated and 

plans of their expenses tor the ensuing school year. An

other interesting case- was that or a girl of' Ita-lian 

parentage. She said ·she had always attended t.o t ·he letter 

writing and .business papers for her father. Now she was 

taking pleasure in .knowing how to write a check j·ust right 

as well as many other business transactions. 

149 

Evidence of the practicality of Junior Business courses 

for the adult years is f'oun:d on all hands. Business me-n 

everywhere make repeated statements of t·i:eir .des;i.res for 

well trained efficient help. ~uch of this training comes 

:tro.IJ1 Junior Business . work. Students in lat.er years also 

repo.rt to us their pleasure. in being correctly trained 

and informed in business practic,es. They often make the 

statement that t·hey reel it has marked the C!it'ferenc-e 

between their mediocre participation in bl.lsiness and 

Bticcess. 

iVe are now hoping not only to give them the 'fundamen- · 

tal oac-kground tor business practices but to give them a 

philosophy for business lite which will .make them, not 

.merely 1'ollowers in. the old wo.rn out- customs which have· 

brought so much s~·r·ering, but leaders in tbe new econom

·ic order fr.om which we expect to bring new 3.nd nore worth 

while life :fo_r a~l. 
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These new economic and soc.la.l changes are attracting 

interest ·rro!rl profiUnent educators and speakers everywhere,. 

Some o~ their thoughts are listed in this article. Elmer 

R. Stra:ttelback, Director ot Research of California Tea

chers' Association, in an arti-cle called "Ed1.;,cat1on tor 

American DemocracY" says, 

out ot. the distress and suffering of the past few 
years the convicti-on is slowly being fixed in the minds 
of the common. citizens o:t this country ·that present 
co·nd1 t.ions~de.mand extraordinary thousht. and poss1 bly ex .. 
traordlnary'·a·ction •. !t:.has been a characteristic of the 
common people throughout all the ages, in all times and 
lands to cherish their institutions,· to sutf.er in silence, 
and to keep faith with their leaders enen·after their 
leaders bave lost all thought ot their obligations to 
the people themselves. It is ·typical of the common people, 
however, that they can be aroused to action.. The pages 
or history $how that once in a while a generation of the 
common people express thems~1lves. em7hatioally on ma.. tters 
ot vi tal human 1 mportanoe. 

Toda:f the cor:won pe·ople of A~eri ca are be1 ng rudely 
awakened under the la:sh of economic and social nece3S1 ty 
to the :tact that liberty, justice, and democrati-c equal
! ty are not to be won once and for all.. .Onc-e again a 
generation ~t American citizens taces the necessity ot 
examining itself and its institutions critically. They 
are as yet by no means tully aware or this necessity. 

The great masses or our people see little else to 
do in their present distress than to await hopefully the 
solution for the present difticulties which they trust 
their economic and politHml l-eaders to find. Reforms 
we are told, are on the way. Most of us are inclined to 
ask what is to be the nature of these reforms. A more 
important question faces the Anl_!rica.n people. How shall 
these retorms be br,")ught about? 

Another educator expresses the modern views in an 

1 ed'i torial in "Business Training Teachers·' Bulletin:" 
I 
,i 
1 The ave-rage man or woman in our aountry has been as 1g--
! nol"ant as a child or ordinary sound business principles 
li 

I l.Elmer H. Strat:telback., "Education tor American Democraa-y", 

.Sierra Educational News, XXIX.t 17·21, Sept. 19~3. 
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in the conduct ot his daily lite, and the same may be. 
true of millions or smal.l business men throughout the 
nation.. How could it have been .otherwise \"thEm nowhere 
in our school life has any education been devotad to 
such knowled~t Many business m:en today are having a 
struggle to do b~siness aceordiile to the rules. set down 
recently by the National Recovery Act. These untrained 
bus1 ness men have grown up in an atmosphere or unscrupu
lous methods and cannot no\9 change and do business 1n any 
other way. They sim.p·ly don't knot7 how to d.o it accord
ing to ethical principles, and they are now too old to 
l(tarn. Our only hope for ir.'iproved ethical practices in 
busi ness must co.me :t'"rom the youneer generation no1t e row-
1ne. up--young people not steeped 1n the old forms ot 
ra~keteering which we have in the past called business. 
When our government has :finally been forced to ste.:p in 
and to 1"0Tbid such unsound practices as sales below cost, 
secret rebates, fraudulent and deceptive~ prac t ices, pr1 ce 
cutting, m.issappropr1ation of competitor's l:)usiness. 
price discrimination, commercial bribery, second hand 
allowances, premiums, repudiation or contracts, misleading 
guarantees, defamation of co· ~:peti tor, a!ld u doze·it more 
outrages, it is evidence enoug h that there ho. s been e: 
weakness in our educa. tional system so:ae,vhere 1n the past .2 

Mr. Louis E . Plum..r:ter in "Sierra .lducational 1-J'ews"" 
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poi.nts out some of the :fal-acies of our old education in our 

economic and social order. Let us quote in part, his article 

in "Education. a Way to Salvation." 

The doctrine or individualism and consequent selti s.hness 
bas been characteristic of educa-tional procedure. Parents 
hav.e been ambitious, in general •. that their chil~ren be 
educated.. They have said, with a good dea l or t~eling, 
tbat they did not want their children to be forced to 
meet the hardships they had had to endure .. Education 
was the way out. We ·teachers have encouraRed them in 
this thought by conparing the ear.ni ng ... powe.r and px-est1ge 
o-t the educated with that of the ignorant or unschooled. 
We have appealed in every way to the private personal . 
interest of' pupils and parents in o~r attempts to develop 
motives :ror school work. Whether the education we have 
offered h 3 S been cultural in nature or vocational, we 

2A. B. zu Tavern, Business Training_ Teachers• Bulletin, 

Bul. 11. 1 



,.--:- .. .. 
' 

. . ·· -· ·~---·~- . . . . -- . 

have had an eye single to t~e pleasure and well-being or 
t he ilidiv1dual.l 

Not the leastor these educators is Dr. Finney. In 

his book called "A Sociological Philosophy ot .Education" • 

in 192·9, the year when peopl$ were enjoying pros1>er1 ty • 

he said tbat the American people have an obsession tor 

money and money making. This statement ot his clearly 

marks tbat his insight in-to the evils of' our econor.lic sys

tem was not being veiled by the apparent prosperit)' ot 
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I · the nation. 2 
I 

And now in the light or these newer demands made in 

Junior Business· Training let us sum up some ot the .tnaJor 

bra.nches ot study which are necessary· for a well rounded 

course. 

It is the consensus or opinion that the .major sub

ject ot t1rst impo·rtance in all 'business lite is money. 

A. good textbook should give a complete and tho.rough study 

of this subject. Money should be dealt with trom all 

angles: f'rom. historical times to the present; fortl.S ot 

inon~y transmitting, :as well as handl.ing should be 

considered, ·The s-tudent should also be g1 ven a pbil.osopby 

in regard to money and its. relationship to economic life·. 

Money should not be t,.-ef).t·ed as an end in 1 tself bU~ as o. 

means toward an end • 

.Major .means ot communication. pl.ay a large part. in 

lLouis .E. Plummer, "Education a \fay to Salvation", 

Sierra Educational ~, XXIX, 41-42, Dec. 1933 

2Boss L. Pinney, Ph.D, ~ .Socio·logical Pbilosop_l:W .2! Education, 

145-48 
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modern business. This subject should be studied in all 

its branches. It is an inte·resting field which is greatly 

enjoyed by the students. 

Other divisions or such a course should be devoted 

to letter writing, insurance, budgets--personal and busi

ness, vocational analysis or prospective lite work, 

business organization., business law, and tiling, and many 

other allied topics. 

Subject matter should be so presented that the stu

dent will gain an intelligent philosophy of business lif"e. 

A good textbook should have sutticient tt,uthentically 

correct illustrations which will appeal to the students. 

The most ideal way to carry out such a program would 

be some socialized classroom discussion, -with a large part 

ot: tbe time spent in working w1 th actual busines$ si tuat-

ions and business torms. This latter part of tho plan is 

not possible in very many .s,; hools. It is nr+. -ryos c. i ble for 

153 

the studen~- +(' <·trtect actual business s1 tua, tions, because 

too ot>ten neither tfme nor opportunity afford this experience. 

To overcome the lack or actual business relations practically 

a11 authors o'f' mod.ern textbooks have prepared elaborate 1VOrk

books to accox:tpany the text. In this way the student is 

su:pp11ed the means of experience with actual business practice. 

The.se workbooks are very helpful to both the student e.nd teach

er. Without them the course would lose nuch of "i-ts ,e-r-ree- · 

tiveness . . 

With these views in nind let us study the reviews of the 

:rol~ow1ng leading te·xtbooks in Junior Business Training. 
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EL~~S OF BUSINESS TRAINING 

AVTHORS 

John u. ·Brewer is an Asse>ciate Profe.ssor o.t 

education and Direc t or ot the Bureau or Vocational Guid

ance- at Harvard Universit-y. He is in a position to keep 

track of all the latest tendencies in these importen t 

~ields ot educa.t"ion and to pass judgment upon their 

permanent valll,e. His view is that o-r one who sees a s a 

composite pictl.lre t.he _proble~s of ,hundreds of classrooms 

all over the country. Professor :Brewer is w·ell known tor 

h1 s revision of' Gowin and ~-iheatlE~y' s "Occupations". a 

book which is used extensively in the Junior h:igh -s~hools 

ot this country. · 

Floyd Hurlbut, experienced as a higb. ... schO:ol prin

cipal, and a:s a superintendent of schools a.t Bay Shor·~, r-:ew 

York, contributes detailed knofiledt e of the object_ive·s tor 

the Junior Busines s Training course ana th·~~ bes t ~nys of 

meeting them. As .a member ot comtr.itt ecs whic h have drawn 

1$4 

up state and local courses of study in this 1n:portant 'tieldt 

~e has ror a number ot years f'elt s'peei al int~rest t n the 

-probl~ms of Junio.r Business TrainiLg, und is t horoughly 

versed in. the requirements· o:r such a course. 

Miss Juvenilia Caserro.a.r1. both as Advi~ory Teache r of 

Co:r.:m.eroie.l .subjects and as a practi cing tea cher i n the· 

schools of Buffalo, is outs·tanding r9r her ski ll :i.n pre

senting the su'bject ot Junior Business Tra:in'ing so tha.t it 
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<E.A.P.rER I 

YQ.\l" Rels tion. to the B,usine·ss World 

This chapter is an 1ntrodootory discussion or an 1ndi

y.i:dual•a relati·ons to the business worl<'t. 

CH.API'ER II 

T~avel Intbrmation 

trave:l and its importance in modern life is disoua·se.d,. 

routes, time t e.bles and maPs are illustrated. Probl-ems: 

and qtl3a"'t1ons· tollow. The ran~i:Dder or the chapter 1s de

Toted to other essen~1als or trayel S\ich as, buyine ticket, 

travelers' aids, etc. 

CH.A.FTFB III 

Telephone and Telegraph 

Methods ot Communication are taken up, elso how to 

make di:t'rerent types ot calls. Telegrams, day and night 

1etter, and night .nessages are explained, Cablegrams end 

radiograms, are discussed. 

CHAt'TER IV 

Ins.trance 

This chapter dea1s- with tbe uses at modern insurance. 

The d.frterence between tire, lite_, t el"l!i• a.ut.omob1le, work

men'·.s c:cmp~nsations, and other types of insurances al!e e}:

plained. Vooabul.a:ry s:Gltenoes e.nd questlons follow also 

related arithmetic. 

<llAPTER V 

Making P~yril.ell te 

The widespread use Or money is cU.scut>sed.. Checks are 

l_~ - -·-- ··-
- · -~- . ·- ··- - ~·- ... ·- ~·~-·- ... -
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!lluatrated and explained wben -and how to: use them.. Ac

eept&ncea are all illustrat.ed an~ ex.plained • Queations 

and proJects -~oilow. 

CHAPTim VI 

.Banking 

B.anlcing takaa up tbe different types ot banks and 

the use ot e•eh. How to depG'&it money is e:tp'lai!)ed. A 

liat 0~ precaution& to be ol)serv,ed in writ-ing checks are 

given. Other services cd the hank are described. 

CHAPTER VII 

Thritt 

The meaning ot thrit"t. Planning tor the :t:uture. With 

thrit't and earning goes health.. ~.tuestions and problema fol-

low. 

CHAPTER VIII 

Saving and Investing Your Money 

151 

SaYings banks, ach()ol banks and other ways ot saving are· 

explained.. Ch~a~.teristics ot good investments ai"e given. 

~.eationa and ·prob.lems .follow• 

CHAPTER IX 

Businesa organizat1on·-Types of Ownership 

.&.dvant~es anti disadv$ntagee ot single proprietorahip 

ue discussed. The partnership . as another type ot .owner

ship ia .given. Artieles of' .co-~artnership are given. The 

disadvantages and advantages ot th.e partnerahip ~· ex

plained. The corporation ie fully discussed. QueatiC:m·a 

and p:rob1enaa f'ollow. 
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CH;APTER X 

Business Organizatlon--Leve.ls ot Service 

The 1mportanee o~ inter:n~l organization is given. 

!Us1ne·$S tunction·s; p~rchaslng and $ell1ng are the most 

i""!portant. Q.uestions and problems f'ollow. 

CHAPrEH XI 

First Positions _in Blisiness· 

CI:JAP'l'ER X.II 

Retail Selling 

The importance of beginning training tor retail sell .. 

ing_· in s.chool-. The . .advantages one has in thi~ business. 

The remainder ot the ohaptEir takes up . th~ ways :Jld r.learis 

ot canplet1ng a sale:. 

C.IU.PTER XIII 

Handline Money 

Th1e chapter explains the priti¢ipal ways ot· handling 

mon~Y• The remainder ot the. chapter tells of the methods 

used 1~ k~e.ping tr£tC'l( of cash sales, cash pnid out • petty 

cash:tund and how to record c.o.D. sales. 

CHAPTER XIV 

The Bu.sihes_s Letter 

B\1s1ness letters are divided into two classes .• t .hose 

that expl~i·n and those that st-imulate action. Both are 

illu·s .tra ted. The pa.rts nnd types or letters are tully -e~

pla1ned and illustrated. ~uest1ons and pro~lems follow. 

L __ • ~---·- · .. · .. 
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CHAPT:i!!R n 
Hand~ing the }.!ail 

. . . . The work of a .clerk in hanciifn~ incoming mails is 

explained. Questions ~nd vocabul~Y' sentences follow. 

CHAPTER XVI 

:riling 

The- alphabet is used as a basis or filing. How to 

alphabetiz·~ is shown. Questions follow. Kinds o-r files 

and types ot :tiling systems are ill ustrated and explained • 

CHAPTER XVII 

Transportation or Goods 

Importance a11d m:eans or transportations are discussed ... 

The work or the shippi.ng department in keepine records :or 
goods shipped is shown. Questions ·on text follow. 

CHAPTER XVIII 

Shi ppi.ng Goods by Fre'lBht 

The precauti'ons that should ·1Je taken in mailine a 

pac:tageby express are taken up in this chnpter. The terms 

U$ed by shippers are eX:pla inel:l. 

CHAPTER XIX 

Shipping Goods .by Parcel Post 

Shipping packages by parcel po.st is the .most widely 

used method ot shipping. The o)?.np·t ·er tully di $Cusses these 

pcllnts; a1so the optional servi c~s of -parcel pos.t are taken 

up. 
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C.HAPTER XX 

Buying Goods 

This chapter diacuaaea the transactions used in pur

cha~illg gooda. Invoices, credit memorandums, statements, 

orjer blanks and other business ~oros are illustrated and 

uplained. ~ues.tions and problems follow. 

CHAPTER XXI 

Receiving and Storing Goods 

Receiving and s!.oring goods takes up the duties ot 

the receiving· clerk in the .handling, unpacking. checking 

and other tasks that are handled in this del>artment. 

CHAPTER XXII 

Paying Wages 

This chapter discusses the wage system; when ~nd how 

16C 

wages a~ paid, and the use and impQrt:..lnce of the time clock. 

ProJects -~;ollow. 
· - .; .. 

Securing a Pos11i1.on 

The ways and means ot securing a posi tlcn are given .• 

Choose a job tor its opportunities. Q.ues~iohs follow. 

CHAPTER XXIV 

Promotion and AdvanoeiD:ent 

Th1.s chapter is a.bo~t the prep~rati.on tor promotion 

in the bUsiness world. The disadvantages and advantages 

ot o'IJriing a business take up the remainder of this chapter:. 

~Uestions and projects :toilow. 
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Cha.ract¢l' ari.d Su.ccess 

Charactertat1os that a per.son must have in ord~;t." to 

suocee.d ln busiiless ate given. Contributions ~f busines·s 

l ol 

to hwnanity en.d,s the Cfi scussion of this chapter on character 

lind succ~ss. ~uesttons on the text follow. 

REVIE"•'f 

The. review of the books iS taken Up by· two projects; 

A a.nd B. 

GLOSSARY 

The glossacy contains explanations -and terills ot the 

business world. 

ABBREVIATIONS AND SlGUS 

Thi• las.t part o'! the book gives a complet~ list ot 

all ab~:re.vlations. used 1n the prec~etUrte chapte.rs. All 

a1'e f'ull.y e:xylained • 
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Meth:od or Development ot Subject flatter 

"!'he authors ~ t.hi~ . t .e:xtbookhave attEIIlpted to bring 

a oomplett,t;.accurat.e and cleta:Ue:d story or business to the. 

Juzi.1or Business Training student • 

They ~ave c.aref.ull:r arreng·:· d th~ r.:iat . rh:l in ·the book 

to am.id pr.esent1ng a nere miscellany ot 1ttrol"J]lrct1on about 

topics whose rela~1on to one anoth.er is. not e.sp : cially evi

dent~ e.n4 have mad.e a ·<lireot appeal to the everyday exper

iences o:t tol~ pupil. · 

~ach chapter is foll6,red by questions. on "the teAt, things 

to do Ud discuss ,and Workbook assigr"lrlent material. rt 1s 

by this means that tm student is g1ve11 contact with actual 

bus.ine ss jlr'Ob lams. 

This textbook al so has accompanying l'{orkbooks, teachcl's' 

r.anual.s $nd achievement t&f:ts .• 
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Evaluation 

"Xhe style ot tht:; book has been carefully adapted to 

the age and background of the pupil who w:i. ll use tt nnd 

to the _ character or the subject with which it deal-s. lt 

is clear and simple, with a vocabulary wel.l w1.t il1n the 

grasp o~ the eighth or ninth grader. It tends, however, 

gndu.ally to ·extend his vocabulary to include the most 

I important and· widely used business terms. At the same 
j 

l.63 

i ti!lle 1 t is business-like • as befits a. book de~ling with 
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business. It is neither too familiar and 1tn!llat.ure, nor 

is 1 t too technical and ste-reotyped. 

The illustrations in this bo.ok are noteworthy for their 

lar_ge number, their varie·ty, their business..ol:i .. ke quality, 

their clo$e relation to the context, and their helpfulness 

in making clear the things which t t ey serve to illus·trate. 

They include the most up..;to-da.te business forms , special-

ly. made. drawings or business e.cti vi ties~ phptographs of 

timely interest, illua.trat,ive diagrfinlsJ maps and t~,me

tables, -and pictures designed to show at a glance the whole 

series -or idEtas. 

A special. characteristic or the book 1s the natural 

trans± tion made from: one chapter to another. 

Eleme-nts of Busi ness Trainins is u most attractive, 

interesting and modern business tra ining textbo()k. It is 

-carefully planned. well organized a.nd 1n every way suited 

to modern needs. The only point in which t his book is 

lacking is tbat not enou8h :Of our· .newer econo.mi c theori-es 

are stresse.d .. 
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GENERAL BUSINESS TR.\.I~ING 

AUTHORS 

Em:EST H. CRAB.BE 

Jliza protessional training was in the .High Schoolot 

Indianola, Iowa, and A. B. degree trom Simpson College, In .. 

dianola.. Iowa, and an A!. B • .A. degree from the Graduate 

School o'! Busine·ss Administration, Harvard. 

Teaching expe·rience was as principal of High School, 

·Uerna-. l-Jebraska; and as a teacher in High School, Indianola, 

Iowa. 

His business experiences were as manager or a retail 

store, one year; a traveling salesman, three years; Editor, 

ot the South-('iestern Publi.shins co., ten years. 

CLAY D. SLINKER 

His professional training was in the Drake Univer

sity, Des :Uolnes, Iowa; University of Colorado, Boulder, 

Colorado., ~nd Sheldon School, a.rea, Illinois. 

Some ot the Professional association.s are: Vice-Pres

ident, American Vocational ~ssociation., three y~a:rs; ·vice

Presid-ent. l{Htional Association for 'Vocational EducatiQn; 

President, National commercial Teachers' Fed:e.ra '~ion ... 

His teaching experiences were; teac.her of Commercial 

subjec·ts, High School, lfevada, Iowa, one and a half years; 

Teacher in the Kansas State Teachers' College, summer term, 

1907; Teacher in Harvard Uni varsity,, Gradu:lte School of' 

E4ucation. 
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CEAP'l'ER I 

Se~tion 1--Use of Money 

T·hts section dev.otes most ot tbe time to. the histori

cal study ot money. An excellent de'f'ini tion of money 1 s 

given. 

Section 2--Hand.ling flioney 

.! .05 

Change-making is the ilD.portant subject of this section;, 

Directions are given i"or the counting and wrapping of' ,money •. 

Section 3--Machi.nes for .rtandling Qo.irts 

A complete sum.oary Of the most used tipes ·Of machim s 

is given. 

Each chapter i ·s f'ol.lowed with a complete set or labora

tory probl.e.:ns in reterenc.e to thut particular chapter. 

C~Il 

Section 1--Form o:r Checks 

See:tion 2 ... -check stub and .Check r~gi ster 

Section 3--Writlng Checks 

Section 4--kYi"itip.g Checks concluded 

Laboratory problems follow. 

CF.A.PTER III TIWJSFER OF C.ffi;CKS 

Section l~·Ind-orsement o't" Cheeks 

This section begi·ns w1 th a discussion of need of in

dorsel'DfJnt, forms, and the responsibility or the indorser. 

Section 2--Kinds ·of Indorsement 
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Section 3--Procedure in 't'rans.t'erring· Chec:ks. 

This is f'ollowed by laboratory problems on check 

writing- aM indorserneJ1t. 

CHAPTBR. IV THE BANK ACCOUNT 

Section 1---Establishing a Bank Account 

An introduction is given to the open practices of" 

banking. This is tollowed with a f'ull de-script·ion o-r how 

to open a bank account. 

Section 2---U-aing a Bank Account 

L&borf:Ltory problema f'ollo.w. 

CHAPTJm V BORRO\VING AND LEUD ING i:iON~Y . . . 

Section 1•-·N-otea 

Sec-tion 2---Interest and Discount 

A compl.ete study is made ot interest, and i!ltereat cal

Cl%l.&ting by the six p.er cent methods. Laboratory problema 

fo1l.ow. 

Section 1---Money Orders 

Sec.tion 2---Addi tionai Rethods ot T.J'ari·smitting Payment a 

CHAPTER VII .CREDIT 

section 1---Eatablishing Credit 

Section 2•-•Using Credit 

CHAPTER VIII fHE 'fELEP.HONE 

Se.ction l.--·The Te1ephone Directory 

Section 2•--Reoeiving ,and Taking Calla. 

Complete explanation· is given with illustrations • 

:· - ··.~ - . .. . ---- . ·.- - ....... - ·- - . --
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fhe various kinda -and pric6s of dif'ferent calla and 

their aervice.a to us is discussed in fu].l. Laboratory 

prQblems f'ollo1w. 

CHAP1'!R IX THE 'tELEGRAPH 

Section t~--sending Telegrams 

Telegrams are classified as to their ae.rvic·e and coat. 

Explanation ia given ,'tor the w~iting and sending of tele-

grams. 

Section 2---Cost of Telegrams 

Section 3--•Delivery ot 'l'elegrams•-Special Services 

1'he book gives a fine illustration of the time belts 

o~ the United states and the delivery -of telegrams in 

various sections in relation to different standard time • 

Laborat()ry problem-S to·llO-W'• 

CHAPTER X MAIL 

Section 1---Firat Class Mail 

Xail is claseitied. 

Secti.on 2 ... --second, Third, and ..t<'ourth Class. liail 

Rates are given and classifications analyzed for this 

material. Special service is explainl!d. 

Sec.tion 3---Add~-essing Enve.lopes and Packages 

Good il.lustrations at"e given ot this work. Laboratory 

problema f'ol.low • 

CHAPTER XI EXPRESS AND FREIGHt 

Sfcti()n 1---Expreas 

Section 2--...:Fr$ight 
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1 
ji 

l 
· ~ 

-- ___ _____J 



f 

J 

I 
I 

l 

l 
J 
! 

i 

I 
l 
I 
i 
l 
I 
I 
I 
I 
r 

I 
I 

r 

.1 08 

Probl.ems :tollow 

CJiAPTER XIr TRAVEL 

Sec·tion 1---M;ethods--:The Time Table 

A his~orical introductiQ-n of travel and its advanca

llf!at makes. an interesting .opening. The ·student is sh()wn 

the many advantages o'f . our modern age • A thor.ough study 

is made o'f the time tables. 

Section 2---Using Time Tables 

Section 3-•-Bailroad Service . 

Section 4-·~F.orms of Tr.avel 

Seet:i.on s~-•The Traveler•s Money 

CIUPTER XIII THRIF'l' 

section 1---Thrif't 

La'bflratory problems tol~ow. 

PERSONAL BUDG~'l'S AND R&CO.I:<DS 

Laoo::·a.tory probl.ema follow. 

CHAPTER xvr·. INVli!STMENTS 

Section ·1-•-Quaiities ()'f Good Itlvestments 

s-ection 2---savings Account 

section 3---savings Banks and C.ooperative Association$ 

seet.;ton 4---stocks 

Stocks and bonds are contrasted. Stocks are explaiJ'led .. 

Sect.iort 5-~-Bonda 

Bonds are discussed in relation to the world o! inve·st-

ment. Laboratory probl:ems f'oll.ow. 
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CHAPTER XVII INSURANCE OF PROPERTY 

Section 1•--Fire Insurance 

section 2---Automobile Insurance 

The various departments of automobile insurance arer 

:fire, th.eft, collision, prope~ty damage, and public lia-· 

b.illty. Laboratory pr.oblems f'ollow. 

CF.APTER XVIII 

Life insurance is discusse.d in the light Qf a pro

tect!on to one'B dependent& and as a saving. 

Section 2---classes of Policies 

l o9 

rheae classes are: term insurance policies, ordinary 

lif'e insurance policies, lim·!; ted payment lite insurance 

policJe.e, and endowment policies 

Se.ction a--Insurance as a Means of Saving 

Labor~tory problems to.llow. 

CF.APTER. XIX BUSI~TESS CORRESPONDENCE 

Section 1--.-op.eni:ng ·Mail 

Secticm 2--Reading and Sorting }J;$11 

Section 3--Business Lette-rs 

Section 4---Preparing letters tor the ~tail 

rbis. section deals with the size, shape ~d address 

ot the envelope. 

seci;ic:>n 5--Composition o'£ a Lett•r 

This ia a study o.f the elements of a good business 

letter and ita uae. 
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section 1-·Filing Devices 

Section 2--Inclexing 

N'&ed of rules tor indexing are explained and splendid 

illust.rations and examples are given. 

Section. 3--Filing Methods 

Section 4-.. Using the File 

The general use o:r the f' iles is taught the student. 

Laboratory problems to llow. 

"NHOLESALE SALES 

Section 1--Wholesale sales 

Section 2--Retail Sales 

La bora tory problems follow. 

CR&PTER- XXII FINANCIAL RECORDS 

Section l--eash Transactions 

Section 2--cu.stomers' Accounts 

Additional records, known as the- ledger, are made or 

the customer• s account. r ·llustra tions. 

Section 3--Statements 

Section 4--Receipts 

Labo~tory problems tallow. 

C;'DTER XXIII 

Section 1--I-mportance of salesmanship 

Section 2--Pe-rsonality 

Ana.l.ysis of i.filJ)ortant elements or personality is 

giv.en. 

section ~--Knowledge 
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Genera'l 1alo"ledge plays a nece$sary p~rt in sales-

.man.sblp. 

Se.ct1on 4--lUlk:ing the Sale 

'l'be p-lan or study i -s the necessary s teps in ·making 

a sale. 

Laboratory problems :ro.llow. 

CF...APTER XXIV THg BUSHJ.SSS POSITION 

Section 1-•A Desirable· Position 

.section 2--~ali;'yine tor a Position 

Education in and out of school a-s well a:s persone.l1 ty 

are the chief qualif'icat1ons. 

Section 3--Ar>plying fo;r ~ Position 

Sec·tion 4--Q.ualitying for a Pro~-:1o t:.1on 

Laboratory problems tol:tow. 

BUSI!'E SS ORG .lNIZATI ON 

Section !--Introduction 

Sec-tion 2--cmnm.on Types of" Organizations 

Section 3--Production and Distribution 

Section 4-..;.Fincanical Ore !iD.izations 

CHAPTER XXVI LA.W Ill BUSIRl~SS 

Section 1•-Le.w as a Device to Control and to .aid 

Bustnes~J 

Se:ctlon 2-~contracts 

Contra·c~s .:Jre con~idered the most important fe.ature 

o~ commercial lew. 

~cti:Dn 3-.... Partie·s to a Co~tr~pt 

Section 4--0ther Requisi.te.s. ot a Contract 

Section 5--.Ageney 
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: .L~ur and. Action throut:;h representatives, with dis-

!: oussion as to who may be a prillo1pal, an agent, lind the 

cla:Ssttication or agents are topics of study. 

Sec·tion 6 .. •-Negotiable Instruments 

~tW>TER )XXVII SCURCES ()F INFOffi.UTIOltS 
. 

Section 1--Ref-e.ren~.e Bopks ror Trave:i . . .·.· . . ' . -. -. 

Section 2--Rete.r~n~e Books for~il and Transportation 

Section 3--Business Di:te<:to:riea 

Sec.tion. 4-.. Qeneral Reference Boo~s 

This include.s the dic:tionary, the encyclop~dla, the 

wol"ld almanac, and government pubiica.t i .ons. 

~his sectiOn concludes the genere.l summary ot the pre

vious work. 

At the end of the ho.ok tpere is an 1nterest1nB word 

study made or all the. irnpor:tarit words and terr:t.a found in 

each chapter. These are liste.d in order as they occur in 

the cha,pters. 
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. DEVELOPMENT OF S'OBJ~T MATT:Ell 

" U!11que and important f'ea ture of the second ed1 t1on 

General Buainess Tr.ain1ng is that both ~be t1rat and I or 
f. second par'la of the course h~ve dtsttnot values to pupils 

Who may e.Tentuall;y enter ·business, and to P1lP1l:s Who may 

no~ enter buain·ess. 

In the t1rst pt!rt ot the text is found the 1n:torm ... 

a't:t.on whtc.h everyone should have in handling 'his personal 

I
! e.r:t'ail'~. 

the use ot ohec:ks • tbe bank account, and borrowing and lend-

'l'h1a includes. such sub-Jects as the use ot money, 

l 
I 
I 

I 
I 
i 

I 

The primary purpose or the first-semester course is 

w t'Urn1sh general. information Wl:lich 1s ot value to people 

i:n al.l walks or 1.11"e, regardless or ·their -occupations. 

The :S:Ubject 1a- presented from the point of view of us!ng 

buaineaa services. Thus- the elementary course prepares 

pup1~a to be more intelligent consumers. The information 

:is of particular value to those who may .eventually e.nt.er 

business. 

:rn the second part ot ·the text ls round information 

w!::ich ever,-one should have about the methods used in busi

ness. 1'h1s division ot the -:text includes· business -cor

respondenc~, tiling .. business law., business organization. 

and a discussion of the functt-ons or· various depa·rtments 

or bUSlDesa. ThiS. .part or the 'COUrse iS tspec1ally V8l

l18b~e to pupils who Will enter business. The subject is 

pre.aent.ed from the viewpoint of rend.erlng services in 

business. Pup~ls are trained to be more e1"t1c1ent l>ro-

.._ _______ _...'---.-.. ... -., ·-·-- ·~ 
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.l.t .the same time, the· :tnf'ornlB,tl()n is of value to / duoera.

·1 "those who :do not enter business, tqr j,t t;issists them in 

I ~1ng to· b.etter advantage the serv1¢es ot the businesses I rtth which they .:teal, • 
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General Business Training is a new and nodern text·-

bo.ok. It is a l"evised edition or the older text or tne 

same name. The material contained in the book represents 

years o-r research and survey 'tor appropriate subJect l!latter, 

together w1 th just -as .tnany years of patient laboratory work 

in the clas-sroom. 

The textbook is organized in a very logical and common-

; sense- :ra-shion,. The most important busi nes3 facts ar~d theo-
i r 
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1 rie~ are given prominence. Each subjec-t carefully leads 
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the way to tlle next, thereby making the content.:; r.tore like 

an interestine; progress! ve story. 

The illustrations are authentic and appropriate. 

Three points or cri tic1sr:t or this text are the fol lowing : 

(1) fhe chapter dealing with 1nterost and discount is 1n

adequatth Modern pupils do not have sut'fioient grounding 

in simple ari thmet1c to be able to do thi.s work properly. 

Tb.e te·xtbook should give 'fUrther training in this b r unch of 

work. (2) Some ot the daily unit lessons for class discus

sion are too short. and thereby do not su:pply suffici<:nt 

subject mat·ter. (3) There is not sufficient drill in 

-commercial al"ithmetic. It 1~ the opinion of the writer that 

Jwuor- Business Training texts should supply a copious a- --

mount ot training in bus.ine ss arith.11etic calculations. 

Excepting the t _hree points 1r.ent1oned above, all the fea

tures e>t this book are most o.ommendable. Its org~lnization 

and plan o:r development are good. Interest und classroom 

mottve are generally stimula ted by the use of this text. 
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J'ohn G. Kirk~ J>.h.•D• 1 U.c.s., 

Dir~otor · ·ot Com.r'!l.ercial Education in Philadelphia, and 

$pec1al .lectt1rer in Corn;,lercial Educa tlon at the 

University or Cal1f'orn1a., T~achers Colleee, Columbia 

University, and Temple Unive~s1ty, is co-author or 

J'unior Training 't!or Mo:4ern Business, the ~ost Vl1dely

used text in its tield. 

Harold B. Buck;tey, Me:s. In Ed., 

SUpervisor of Commercial Education. Philadelphia, and 

bas lectured in Junior Business Curricula at the 

University ot ltichigan, Teachers Coller,e, ColWilbia 

University, in Un1 varsity .ot Pennsylvan 1a, a:nd Temple 

IJni verst ty; has in direct charge, the instruct! on in 

Elementary Business Trafninr; .in Phfladel.ph1a, an.d .has 

supervised tpe construction of two-, three-, and. four

term., courses of study which are of outs·tandine;- meri:t. 
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Head nr the Comlilercia.l Department• v/llliam Penn High 
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Training tor Modern Bustness. As head of one o~ the 
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high scho.ol. 

PUBLISHERS 

The John c. Winst.on Company or Chicago. Philadelp!lia,, 
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text. 
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177 I, Chapter Headings and Contents 

Chapter 1 The Meaning Of Bu~iness 

This introduction deals with hui:lan needs, eommunity 

needs, $hd the satisf'ying of these wants. The student is 

shown the ve·cy complex nature or c;>ur modern life. Bustness 

has had tO adjust 1 tself to these larger dell1a.nds.. UilUSUal 

illustrati()ns set into the margins accompany this ~rk. 

Test problem.$ foll()W• 

Chapter 2 . (!om,ntuni cat1 on 

Communication is discussed from historical times to 

ita present 1ntricatepess. An unUsual illustration acc:om

paniea this. It is :followed by te4~ problems and question-s. 

Chapter 3 The Businos.s J ... et:tei' 

Various styles are explained. The parts or these let

ters are studied. Envelopes and their address~ s E:lre con• 

sidered. This oha.Pter is followed by \'I'Ork rna ter1Q.l and 

que-stions. 

Chapter 4 The telephQne 

An opening discussion is g iven of the i 'lportance .of 

t,he modern telephone. Telephone se rvice and cla ssificati-ons 

are stud~ed next. 

Chapter· 5 Telegrams, Radiogra!lls. Cable~rams 

Other types .of :communica tions are discussed in t his 

.section, as well as fllti~trfitions of each, a nd rates of 
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setilo• are gi'ren. The ehepte~ 1s tollowed by quea tiona • 

an4 exper1men'tal 1118ter1al tor laboratory work, \7r1t1ns 

pracuoe concludes this work • 

Get't1ZJg· Al.ong ~Uth People 

{ 

This cbapt;er d·eals with personal contact wtth other 

persons. It 1s la·rgely conoerned with developing person• 

ali if. Interesting 1llustra.t1ona accompany this. qt~ee

'1ona an4 problema follow. 
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Sources ot Business Information 

Blt•inesa information ia found in the following sources: 

Newspapers, magazines, public 1.1brar1es. dlct1onartea, city 

directories, encyclopedias, atlases, census reports, "World 

almana·os, rear ~oolts, and Who's Who., ProbleJD:s and 1nterest-

1Dg diacusa1ons -follow. 

Chapter a F111ng and Finding Ittr.orma tion 

'!'he importance ot tiling is d.ea.lt w1 th in two terms: 

:t'111ng and t"inding. Man,- interesting questiona and pro

bleas tor investigations and discussion, and three-minute 

-talk auggeations. as -ell as .examples of tiling matter, 

.conclude this chapter. 

Chap-ter 9 The Intelligent B·uyer 

This. ebapter deals with th·e purchase or goode. The 

Jlii.dcUe-man 1a· e::.rpla1ned. Purchesing plans a·re discussed 

,-·- ··· · ~ .... 
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ant whore to buy i$ given an important place. Like th~ 

other1 tbi.a chapter i.s 1'ollowed by many sugges tiona 1'or 

class •ork. lt .elao Oc;)Iitalns a lesson in writing • 

Chapter 10· Bus1ne84 Procedure in Buying 

Chapter 11 The .Sllco:~ast'lll Salesman 

ft1a section d.eals w1, th the development , ot salesman-. 

eh1p. The usual 1 tems are diso.uss.ed 111 connection with 

th1a work. Problems toll ow. 

Chapter 12 Selling in Busines·s 

Chapter 1~ Transport& tion ot People 

'l'h1a section dea-1.1!1 With the Pl:"iDOiJ:al Ul88DS or trans

portation and travel. Problems tor class supplement~ry 

work tollQw ~ 

Chapter 14 Tran:sportation By !!ail 

A comp1ete summary ot the :Mail Service is given in 

this cha~ter. Appropriate problems follow. 

Chapter 15 Transportation ot Goods by Express 

Transportation or .Goods by Freight 

Chapter l'l ~oney and credit 

MOney 1.s explained troin e historical background to 

:1 te present CODlP11ca.ted l.lSO. Amu.sing illustratioas ac·company 

I l . I I . 
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this. Various torm$ Qt ~o,Qey and credit are dealt with 

in this section- Lik.e the Others, this ohapter is followed 

bJ _problems • 

Chapter 18 Thri:tt 

Thritt is divi.ded into thrift ot time, energy, l'e

c~eation, and thrttt o'f money. SUpplementary problems 

tollo•. 

Chapter 1.9 Budgets . and Records 

This chapt~r deals with personal records a nd budgets. 

Chapter 20 Investments 

Now that the student has learned the value ot saving , 

be is tau~ht what to do with his savi ngs. Investments are 

the answer. Supplementa:··y ma t c rial concl udes th.i$ chapter. 

Chapter 21 Insurance 

Insurance e:nd it~ many phases of both investment and 

protection are: given explan·.1 t1on in this division of' the 

work.. The chapter c.oncl udes with problems . 

Chapter 22 Bank Service 

Chapter 23 Kinds. o-r Btis·ine.ss 

Classl.tication a nd types of Qrgrini zation o.re ~ealt w_it~ 

in this sect-ion ot the .work. Pr()ble.:is conclu(le thi s chapter. 
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ChQter 24 Bu~iness Orgaliiza.tton and. Management 

llodern B\ls1nesa bas groWn rapidly; 1ntr1ca.te manage

•en" ia now nece•aary. Tb1s division ot labor· and salary 

aoales 1 • . given an 1nte.rest1ng treatment here,. 

The Emplo7ee in .Busines.s 

This ·ohapter deals with business trom thE:l pout of 

..,1e• ot the worker h1mae.lt. ':.'ba:t his duties and qual1t1ca

t1o.ns are, and what he . may e~ect txoom it, ar~ w.ell e:%

plaiuecl. Problems rollow. 

Chapter 26 

This sectipn d1s¢usses ... :;hoosing e. vocation and mak-
.. . .. 

1S1 

j 1ng the most ot our opportuui t1e$. lnt.erest1ng problems 

r concl~de thls ohapter. 
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Introduction to Business prov1de,tJ a new appr.oach 

10 elementary ·buatnesa training .1n that it coot"dinetes 

th~ t'ects o'f business :with the QUsin~ss of living. It 

:te.aehe.a tb.e business tundementels indisl>ensable :Ln mo~ern 

11t'e,. and helps each pupil to become an enlJgb.tened -con

sumer. I~ prov,tdes ·training tor c1t.1zensb1p 1Vh1Ch 1s 

'j equallt val'1,i.able with that found in the so-calle4 cultural 

aubJeote. I~ opet\8 up new t1e·ld.e for exploration and is 

rioh in ~danoe arid pr:e-yo.ostlorial material. All ne" 

:trends. and modern d~velopmeJ:its in business proceo.ure are 

ill4)luded, and the bo.ok 1.s pe.d8gqgi·ce11Y i$ound, interesting 

~Q the a.tudent, and intensely praot1ct~l• 

COm.p~ete :workbooks, te.a.cber-• s manuel, arid e:chteve

meD.t teats acc(lmpany this ·textbook. 
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EVALUA.T.ION . . 

Introduction to Business is ·simpl~, logic.al, and ab• 

sol,utely new. .It teaches the business fun:dam~mtals in-. 
/.~~~pensable -to modern lire_, and helps eacll pupil to become 

an enlightened consumer. 

.tll leading sta.t-e and city courses ot study have been 

considered in the prep!lratio:n or Introduction to Business. 

The ,supplementary teaching .aids provided with t .his 

ten are. most helpt'\11-. One of the m:ost unusal f .e!.!;tures 

· o:t the workbook is the different colore-d sheets used in 

dirterent business forms. 

'!'he. reade.r f-eels this textbook stands in a class a·11 

its own. Not only is 1 t an excellent textbook because 1t 

studies: all the usual :t'ields or Junior Business Training, 

but· also it adds a teature not .round in most texta. Thls 

boo~, as on-e reads it t ·hrough, e:tvf;ls one a sens·e of interest 

anct vlt,Uity which is of'ten hard to attain in this· subjec-t. 

It is the wi;"iter•s opinion that t his feeling of interest is 

gained not only from the pleasing style o'f ~1ting but most 

particularly :trol!l tll~ unusual illustrations. These illus

trations are very plentiful and in a great variety or style. 

Lrany are photographic impressions of real situatj.ons-• other 

are reproductions of ca]:"~ocns. diagra:ns, charts, a.nd busi-

! ness :ro.rms. Also many small illustrations are .inset ip.to 
I 
' 

the .margin to attr•: ct interest. 

Lessons in penmanship are a novel te-atur,e,: •• 
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I' o~n trtill 't)e cl&ll!led ot: thi:a ~ext that it meeta 

aU the n.,oeaaary requirements and acids man.r others ·which 

~~ea~~ turiher 1Ji'te~.a·&1;. 
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Frederick G. richols is an ;'.ssociu.te r rofessoi' of 

Education of the Graduate School o.r :..:ducl:.\ticnt Ear.v .. ~rd 

University:. He was !:"ortiH:! r l.y S.tate 3ir~ctor of ~<>t:J.i;t~r

c.ial Education in }revr York :inn in P~nnsy.lv?.nin; P.l.1sq 

Chief' of the Co!:~mercia'l .S.(luc;..,·tion ·;crvice o:!' t he 7odc~al 

B.oard f·or Vocational· ~duc~..ttion at .I;.,.:?hinston, ·J. C. 

Pt,;TLISHE3 

Chi,ca,go" Boston, .;md .itlanta lJu.blish th~s te;.:·t. 

q ., ;; ; · • 

t 
I 
f 

I 
l 
l 

' 
l 
I 

I 



j 
i 
; 
l 
{ 
I 
I 

t . .. 

~L.,. • ' . •• 

r
~~ .. ---~.,-··-· ·-·.~- ..... ~-

) 

i 
I 
I 
I 

"I 

' i 
I 
I 
I 
I 
I 

I 
i 
I 
! 
i 

!'be c.hapters in th1 s text book a~e ver~r short and 

the titles are entirely ex~:llieit so that 1t is not neces• 

sary to give detailed intor~ t1on ot each. 

Chapters 

I Introduction 

·II Thritt 

III Budge,ting 

IV Rec.ords 

V Personal .Aceount Records 

{ VI Personal A.ecount Records 

l VII T~o-cchwnn c~sh liecoJ;"ds 
! 

} . VIII Specj.al Colwnn ca,s.h R~cord 

) •• $ 

IX Special ColUmn. Cash Reeord {Continued) 

X :_l!lv•nt.ory Beeords 

XI The Bank--Checking Se:rvice 

XII Promissory Notes 

nii Promissory l~ote:s 

nV The Ban.k--:qntding S~rvlce 

. XV The BaD.k-...;Deposi tpry service 

· XVI Savin,g.·s Banks 

XVII Cooperative Banks 

XVIII Business Forms 

XIX General. Exercises~-Busihess .Fortns· 

:XX Filj.ng Met·t:tod$ 

XXI 'r{3lephon~ Se-rvice · and Eow to Use it. 

XXII Use or Directories or Information 
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XXIII Telegraph Service an~ How to Us~e it 

:X.C:V How Packages Should Be Sh1 pped 
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XXV Express and ),reight Shipments 

XXVI Iiow to Carry Money when Traveling 

XXVII How to Send MOney &if'.ely· 

.. XXVIII How to Use Railroad Information Service 

·nzx Simple Business Law 

XIX. Insurance 

XXXI Preparation t"or SftrVice 

XXXII ChoosinP. a Vocation 

XXXIII . Vocational lnf'.ormation 

XXXIV Kinds ot' Businesses 

mv Business Ownership 

l.XXVI Departm~nts of' Business 

·XXXVII Seeking .~ Position 

XXXVIII .Getting Ahead in Life 

XXXIX Messenger 5er:vi<;e--Unit No. I 

-~ XL Mes-senger Serv+ce Practic-e 

D,.I Business ·cal.culations 

XLII ;Fil~ Clerk service--Unit ~~o. II 

XLIII Statem~:p.t Clerk Service.---Uni t r;o. III 

XLIV Cashie.r $~rvi~e ... -Uni t Uo. IV 

XLV Cashier Practice 

XLVI Shipping Clerk Service--Unit l!o.- V 

RVII Shipping Clerk Practice 

XLVIII PUrchase Order Clerk ci~rvice--t:nit ::o • Vl 

XLIX Bus ines.s Calculation~ 
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L Billing Clerk sernce-·Unit t:o. VII 

U Receiving Clerk service--Unit No.. VIIl i 
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) til Stoek Clerk Servioe ... -Unit No. IX 
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LIII Timekeeper and Payroll Clerk: Service~·-t:ni t N.o. X 

LIV Business Caiculations 

Each chapter is followed by various types of sumraary 

and supplementary work. Bxam.ple·s of the supplementary 

work are 1isted as follows: exercise problems, which con• 

sfst o't problems fo·r class discussion; vocational guidance 

exercises, which consist ot proble::J.s hel.pine to orient the 

student; writing exercises, an.d lastly a word list ot 

terms used in tha.t particular cUapter. These words are 

written in script so t,bat they may he used tor writing 

practice and vocabulary buildinework. 
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Method or Development of SUbje.et :.:at'ter 

This general introduction to business pr~ct~c·e is 

intended to precede t .he tor.r,nal study or $lemeAtary bo.ok• 

'keeping and accounting. Part One is devoted. to business 

traininft on the bas.1s of personal needs. Part Two con

tinues this t~1n1ne but. wlth special rel.ation to certain 

junior clerical duties. 

BU~inest! arithmetic and bu.s1ues:> wr.itine are an in;.. 

tegral par-t ot the course. urill is provided in the 

fundamentals and all the work is motivated. Bus1 ness 

calculations .interspersed t·hrou~hout o.re intended to d~

Yelop not only Skill in :f''igure work but also "f1gilr~ sense" • 

J£mpl'lasis is pl~ced qn, vocational guidance. Th~ author 

believes this c(>\lrse s .hould not only give business training, 

but ·should be a course in which students have a chance to 

analyze their ab111 ties and apt'itudes. 

The textbook is ac·companied by complete workbooks, 

achievement tests and teachers• manual. 
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E~aluation 

New Junior Business Tra:ining in most respeets is a 

nry ordinary textbook. It ha.s no unusl,lul nor out·s~and

ill.S tea~ res. 

The illustrations ·"":re not .so nur.1erous as fo.und in 

most J'u.rtior Business Tra1n1ne .. booka but those which do 

oQour ar-e of t~ir c}1arae~er. 

The print ot the book is quite smail, and the page, 

ror that reason is given a crowdec! al)pearanee. This does 

not add to the interest of the pupils. 

The organization and plan of the textbook i,s quite 

goo~. SUbjec·t matter is well ·deve·loped, and each subject 

is well eor:rela ted with the riext. The a uthor has alsc> 

spen.t much time and t _hought in the prenaration of ,supple

mentary problems. 'i'hey· are d~signed to give complete 

practical skill in business forms and procedure. Part1cu

lar1ly are the su'Pplementary wo·rd lists good. They give 

the $tUd:)nt an immediate business vocabulary as well as 

ex.axnples 1n writing mater..ial. 

Another ~ornrnendable feature of the book is the inter

est the author takes- in helping the student discov.er his 

abilities and aptitudes. 
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11\~RODUCTIOi~ TO BUSINESS 

.AUTHORS 

Clinton A. Ree·d graduat.ed f"rom the University ot 
! 
1 New .Hampshire in 1915.. After leaving col.loge he worked 
! 
I 

1 
I 

tirst as a c1e·rk and s .-t;eno ,?, rapher in the Seaman's Bank 

ot Savings, 76 ·wall Street, lfew York City. He taught 

com.-nercial subjects :ror two years ~1t the high school at 

2anchester, l~ew Hampshire. He next· became t1ead o'f the 

ste·nography department at the Wiiby High School, ','later

bury, Connecticut. In June 1926, Hr. Reed :o.vas <lppointed 

SUpervisor or Com·riereial Education for l':ew York State. 

l!r. Reed served tor sever~l y~H1rs as a member or the 

editorial start or the Journa:t ot Business .b:duca:tion, !md 

1s a member of the Exe·cutive Committee of the Business 

Education Department ot the ltat.ional Education Association. 

... 
V. James Morgan is V1ce-principn1 and hea.d of the 

Commercial Department IJonroe Junior-senior High School 

at Rochester, !~ew Y:o:J:k. :..:e h~s had rnaey yea rs of teach~ 

tng and business eJCper1e:mce.. Ue is a member ot ~Le< Roch

~ster Chapter or l:latio~al .&i.ssqciation ot' Cost Accoun~unts, 

.and a member ot the ~xec.utive Committee of the Hoches.ter 

School.ma:sters' Club. 

PUBLI S.P..ER 

All~'n o.nd Bacon of Boston, 1-;ew York, 01iicago, d.tle;nta, 

.san Franeisco, and Dallas publish this book. 
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Chapter I 

Chapter- Headings and Conten~s 

The Meaning of Business 

Introductory remarks 

School business· 

Business at home 

Community busipess 

Class1f'icatio~ of bUstnes~ 

Act1v1 ties ot Class: Key words, review questions, d1s:

eus$1on topiC$"1 p,roJec.ts, and exercises. 

Unit I Communication 

Chapter II The Mail service 

History ot oom.muntca.tlpil 

Tues ot oommuriioatioll 

Tpe .business le.tter and it~ plan 

.lnve:lopes and mai 1 se.rvi ce 

A:cUVi ties ot C.la.s.s:. same as before. 

Chapter III The Telephone 

Importance o'f the telephone 

Types or telep,hones: priva t.~ and individual lines 

ftbe tele~hone di:y;ectory and !)ow tp use the telephone 

.Act1v1~1es o'f Cla-ss.: same as before. 

Chapter IV Other Means of Communicati on 

The telegraph and classifica tion of raessae;es 

Writing the messa~e -and 1 ts cost 

.lirJ)lane reservations 

Cable letter and service 

The wireless and radiograms 

Printed c.atter: the newsi>aper, ·book.s -~nd magazines 

L.i.. ......... ._.._ ...... . . , ........ : _;__.., .. • .·+-·• · 
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Ac·t1Yit1es o:f Class: ~~e as before .. 

Chapter ·v Recordine an.d Filing 

Recordf'J and their value 

Filing: vari.ous means are d:i scussed. 

Housing equipment and s\tp;Jlies 

Actlvtties ot Class: same as before. 

Unit II Savings 

Chapter VI Thrift in sonool 
... 

Thritt plan to prevent waste 

Act1vi ties ot Class: same as before 
. • ' ~-

Thrift in the Home 

Activities ot Cla-ss.: same as bet ore .. 

Cbap.ter VIII Community Thritt 

Activi:ties of Clasli: . same as be tore. 

Unit III l!"inance 

Chapter ·. xx Home and School Use ot Bank Services 

History ot · Bai;Lking 

Increased use. ot banks 

Home and school use of banlcs. 

Aeti'Vities ot Class: same as before. 

Chapter X Ban..king Procedure 

Opening and using a bank account 

Additi'ona:l bank services 

..A¢~1vtt1~s of Class: same as before 

Cl:Japter XI The Merchant's Use of Banks 

Bueines$ bankin g 
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~Federal resel"ve system1 

Activities cf Cl~ss: same as. ·before. 

Unit IV Transportatl.on 

The Automobile and the Trolley 

1'he machin~ age and the history ot travel 

Ett(tcts ot the auto::1oblle 

ltotor bus lines 

Electric trolleys 

Activities of Ciass: SiUJle as before. 

.c:hapter XIII~ The Railroad 

Ser,vic~s and means of travel 

ActiVities ot Ciass:: same as befor e .. 

Chapter XIV Other Ways to Tr.avoel 

Act1nt1es of Class: same as betor.e. 

Chapter XV 

Unit V Organization 

Orga·nization :for Mant~g&ment 

TJ!e meaning of .organization 

Fi~ano1al con·trol 

Reco;rd . keepfn~ 

The s·chool 6l"Sa.ttizat1on 

A.etiv1t1e$ of Class: same us before 

Chapter XVI 

.Jdanagement 

Organization 

Business Orga.rii:zation 

A.C::tivititlS of Cla~G: s.ame as before. 
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Unit VI Order tng 

Chapter XVII OrderinR in Home and School 

Activities ' pf Classi same ·as bet.ore. 

Cbapt.er Xviii Ordering in Business 

Uee.d tor ordering 

Authority to order 

~rche.s1ng depart.::.a.en~ 
. ~ 

lcti v1.;1es or Class; sa·me as be tore 

Chapter XIX Re~eiving and Storing 

AC.tivl tie·.s :.:t C~as·s: same as before. 

Unit VII Selling 

Chapter XX Types or Sales Organizations 

Requi rem&nt for success. in sal·es 11ork 

i~t1vi ties ot Class: same as betore• 

Sa;les Foros an.c:l .i..dvertisi ne; 

Bt.tsiness tonns common to sales work 

Advertf sing 

Activl·ties of Class.: sa."ne as befo:-e. 

Chap~~~ XXII Shipping 

:parcel post ~d expr~ss 

Freight 

Activities~ o.r Cl!iss.: same as be.tore. 

Unit VIII Paying 

Cash Payments 

lteco$s1 ty. for c.ash records 
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Recording cash in proper books 

4¢t1v1t1es or Olass: same .as 'b~tore 

Chapter XXIV Credit Buying 

The m.ef1n1ng or credit 

Opening a charge account 

.lct1v1'ties ot C'l.ass: same as be!'ore. 

Un!.t IX Responsibility 

Chapter XX.V Pe~ao.nriel 

Activities of Class: sa1ne as before \ 

Chapter fiVI . The Single Pro}lrietorship ·and the 

. <Partnership· 

. A.ct1v1t1es ot cia,ss: same ·as be:tore 

Cbaptel:' XXVII The Corporation 

Nature .Qf a c:orporat1on 

Advantages and d i sadvantages o.t the corporuti.on 

Acttvi ties ot Class:. same as before 

Chapter XXVIII 

The t'u,ture 

Guldance--Educat.i6nal anq Vocational 

q,ualitlc.ations tor success in b~;.siness 

Activities of Class.: same as before. 
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Method ()·t Devtlopment o.t Subject Matter · 

·zntrodu~tio1l to Business emphasizes the social ap

p!"oach to business.. It also proc,e4a On the theory that 

a ·thorou.gh knowledJe ot busi~esa is neceaa~ry £or auc· 

cesstul living. The au~ltora have trie_d to bas-e this book 

aroun·d practical everyday living problems. 

This book is o:rganiz~d into major units, such as 

Tran$portatlon and Finance, while the separate chapters 

take up the ~arious subjects in natural, logical.orcJ.er, 

begirining with the J:eaning ot Business and ending with 

wQr'k en Vocational and Educational Guidance, to care f .or 

the imme.diate needs ot tbe pupil. 

· Pract·tcal experience and suppl.ementary work are car•d 

tor ·in- the· forma · ot complete- workbook, and questions and 

prol)Iems at the end otthe chapter. The work is .sutilmarized 

b7 achievement tests. 
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Introduction to Business is an outgrowth of suc:cess

tul classroom expex-ience and ·wide observation ot s_cho:: ls 

and the business world. For this reason it is .a :particu

larlly useful textbook. 

The approach ot this textbo.ok is easy· and. natural; 

an ·understanding or business is developed gradually and 

e:ttect1 vely .by ap-plying principle-s or business· t .o the 

ho.Dia, 'the school arid the· canmuni~y. This dire ct princi.Ple 

.ot applying-.the subject mat-1;~r to everyday probl,ems ma. ;-~es 

it auch ,m.ore in-ternsting to. the student. 

The general organiz:~tion ot the subject matter ot 

this is particularily well planned and well thought out. 

It shows the authors have made a complete survey or the 

business field and the s·tudents' needs • 

.ln 1nterea.ti~g -t'eature of the book 1s t he really 

valual)lE) sUm.Clary at the end of each chapter given in the 

t'orm o-r· questions ,. Basi de$ t he 'se varied questions, the 

SUggested activities 1n.c~ude vocabttlury drJlls , topi~s 

tor individJ~al and gro~p a1soussions, projeoJ~. and e x

ercises which conta i n s.im.ple, c-are.tully graded, and 

practical mthematical examples .• 

A speeial f'eature is the iilustratlons, which pro

Vide pictures ot actual busine·ss processes a.nd .eq_uipment 

as well as modern blanks and forms used in eom:aerce. 

198 

These have been checke.d by l eadi ne metropolitan bus1r...e ss and 
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:tinancial' insti tuiiona and theref'tsre. il.lustrat~ ·current 

ratber· tban· t~aditional usage. 

De book· is especially teachable, and the subject 

aatte:r- motivated througb()\lt. It contfiina- M abundance 

o~ ··interestiug l>ractical ma.teJ"ial, wi:th -stimulating ap

plications and f'requent reviews o~ the principles o~ 

buimuia · arithmetic~ fllf) e:xt.ensive learning exe:rct.se-a 

are: adapted ~ to pupils ot: varying ab:l.lity• There is a.rnple 

l 99 

ma~e~tal' f'or- the. brighter atudentst while the slower · 

pupl~u· are -challenged by interestil:lg stones ~d :concT'ete 

applications ... o~ buaineea principletl to tbe· act.ua1 cir• 

CUIII8tances· ·of' their' everyday lite: at home and. in sc-hool. 
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In this review five Junior Business Training books 

f have been considered.. 'l'his is not the c.omplete f ·ie:ld but 

man1 o-r tile principal. books. hav·e been studied. 

1'beJ-e are c-ertain general characte-ristics f'ound in 

all the- textbooks. In each the author has made an attempt 

to aurvey- t ·he· f'ield of business and make an estimate of' 

the . aubj.ecta most needed tor this training. Practically 

all the textbooks recognize certain un1 ta and division o't 

organi~ation. For ins·tanee,, e ~ch considers money, com

muni(;ation, vocational aids, buying and selling and other 

related subJects. as major divis-ions of ett1dy. Another 

.common f'eature is the universal use o·f' wo.rkbooks and 

achievement t.ssts .. Many o'f tlle.ae workbo.oks are w~ry elab

-orate and are worked out in very care£ul detail. Al,l,thenti.c 

illustration• ar.e f'ound in all the books .. 

~he JUnior Busine.ss Training textbooks have the above 

mentioned views in cowmon, but there are some very evi-

dent dit't'erences in many or tbese books. In the case or 
these :f"ive books reviewed they vary, in the writer•s es.tima

tion, f'rom the very good down to mediocre. Some of the- newer 

and better t eatures which make· some of' the books out

-standing area many attractive and outstanding .illustra

tions, o,f unusual character; subject mattexo presented in 

an .interesting mannex-; Sl.lbject matter presented ;so as to 

.give the student the bro·ader philo•oppy of .lite; subject _ 

matter ror both commercial. and a .cademic students; go.od 

t'ollow-up laboratory problems; and last, but not le~st, 

attractive printing and binding of the book. It is the 
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opinion ot t .he writer that Introduction to Busi·nesE by 

; Kirk., Buckl~y and "1laesche is the te .;.: tbook wh1.ch most near-
: 

l y 1'1 ts the description given above. Several of' the ot.her 

/ textbooks follow successfully in merits. Reference to the 
! 
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enclosed chart will e1 ve indication of' their r e·lative m~ri ts. 

A very interesting study could be made from a co~: :

parison of first and second editions or these sa..rne text-

books. There' is hot time nor space to go i,nto that here 
(. ·_ ; 

but the ~iter woul·a like to make mention .O·f t .b.e fact that 

such an .~'!1P~~ven1ent is ~hown in the newer texts. Most 

notable among' the changes is attractiven~ss to the reader. 

Yore illustrations are a_pp~aring, many of' them in C{) lor; 

some are of' cartoon type; bright c-olored book bindtngs 

! are prevalent; print is larger and clearer; oreani z:ation 
I 
1 ! ot material is more acutely atuned to business needs; 

I 
I 

i 
I 
I 
I 

I 
I 

·the so.·cial. value of the subjoc·t l!latte,r is stressed. 

While many of these texts may be classed as good, 

or very eo·od, none of them are exactly based op. the. newer 

economic thought of' a controlled econoraic life nor the 

broadest ideals o:t' economic service to manki nd. The 

reason they are not .~la:nned ~~:i th t his thought in. ..mind is 

probably because at the time ~r their prep~rati on and pub

lication such :ideas were not preva lent. Tfds lack of 

planning need not make the text unusable, however , as the 

teacher may bring ·this line or reet 30ning: into class dis

cussion and use the t .extbook as the source of 'bus i ness 

and te.chnic.al 1n:f'orma.t1on .• 

In general conclusion 1 t may be sttf1;ed that .Junior ,j : 
' . 
I 
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i 
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Name ot Book Ye~ ot Organ1~ 
PU.bli- ~at1on or 
cation Textbook 

1, 2, 3, 
or 4Jir 

Elem.enta ·or 1931 1 
Business Training Revised 

Edition 
-

Introduction to i932 1 
Business 

. . 
General Business 1931 1 

Training .Second 
Edition 

The New Jun:i.or 1930 :3 
:lusin~s!.:> · Tr'atning sec::md 

Edition 

Introduction to 1932 2 
3usiness Se.cond 

Edition 
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Teaehers' 
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Bua1nesa Training 1a quite well sup.plied lfith . a te# goQd 

te:z:~booke. !!any other tiel.da or st.udy in the high school 

curriculum baYe a larger sele.ction. The selection .of tex.t

boo.ka in J'u1or Business 1s growing yearly. This field. 

ot activity 1s one ot growing .interest end importance end 

tberef()re Jllo~e end more attention is being shown it. 

Possibly .in the nea:r tuture we shaJJ. b e having some texts 

planned which definitely carry ·out the newest ec.onomi~ be• 

liets. At le~at. we. can definitely say that, to have good. 

te:z:tbooks we: m\U)t always be }l~ving new ones. as they, at 

all times, must contol"l!l to our newest business practices. 

and beliefs. 
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J'rom. this $.tudy -we find that t.he t,.-o branches of Com

mercial work. namely, Typewriting and Junior Business 

Training. are well supplied, -With text.books. The field or

Typewriting has many more in number., and they can be class ed 

more nearly as a ti·nished product than those found ill the 

J'\ll).ibr Business Training. It .is t ·he belief' of' the writer 

tha.t this situation is due to "two co.uses, ( 1) the. great~r 

number of' years wr1 t .ers ha:ve been interested 1n TYJ>e

writing r:~ ~her t _han JUnior Business Training ; ( 2 ) the 

direct econolli1.c :r.e.wards which have come f'rom training typists .• 

This result leads us to t.h,~ con.elusion that Junior Busine.ss 

Training i ·s · still calling ~qr eipert authors and persons o~ 

bustn~ss experience to help guide the f'4ture generat-ions. 

A second result found from this study is th.a.t while 

we do not believe we have reached our li.t!Li ts in either 

subject, each lla~ made ·rapid adva nc.omen t in the styl e, f orm, 

·and scientitic analysis of its subj~c~. Prac .lca l l y, ~ch 

·or the tex.tbooks studied represents· years of classroom 

labora·tory experimentation, plus I!IUch study, on the part o:f 

the author.; of state and e1.ty syllabi, busine ss surveys, 

and other leadi ng sources af business ini"or~ .. t t1on. In 

other words the textbooks for the most part are no longer 

in a "'guess-work"" stage but can truly be cla ssed as 

sc1ent1f'ic .• 
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In conclusion. one $pec1:t1c recommen~a~19n ca.n ~e 

~de. It is tru~ t~at, in g~n~ral, any ¢onu~entator on 

textbooks w0\11~ be happy to survey s:U~h a weal tb of good 

mate-rial, yet the tact r~mains that the work of the Com

merc1el. tield is. never done no· tDJ:.1tter how t.i~e may be the 

boo.ks. it" p"roduces. The Commercial world is one Weich is 

changing daily and for tha1; rea·son the at.tthor'' s work is 

never 'finished.. Constant s.tudy and obs ervation o:f the 

current changes must be made so that the student ma.y be 

thor:oughly trained in .aJ.odern. me.thod's. ::ow.here in the 

textbook tield is the subject matter ot su·ch a changing 

character as is ours.--THE COMMERCIAL. 

In closing let us say that the Commer.cial world is 

ever beckoning on and .we .mus~ at all times l<eep pace with 

it; more than t -hat we should be training future business 

participants. This younger generation of busiries . . par

tic-ipants should be so guided during their training years 

that they will be able to lead the busines.s world towards 

a better phllo:sopl~y of business lite than we have had in 

the. past~ 
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