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PREFACE

I em first giving these prefatory remarks so that the
readerjmay be bettér able to understand the aims, methods,
and plens in working out this particulsar problem.

The desire to work out this particulsr problem cane
to me as & result of the apprarent confusion in my own mind,
and in_the minds of commercisal ;sachers in general, as to
the selectlon of particular texibooks to fit perticular
needs.

It is my aim in thie study to give sn introduction
to each of the two divisions of study, which ere, Type-
writing and Jurnior Business Training. The purpose of this
is to acquaint the reaters with the necessary details con-
;gerning'thesa sgbjects so_that they . themselves can Judge
the textbooks 1# the light of the necessary requisites.

- Next will be & detailed review of the textbooks in
each field with complete notations of content, thelir
evaluation, and an accompanying chart which further tab-
ulates necessary material, This division of the study, it
is hoped, will serve es a source of reference for these
teachers who are interested in knowing the merit of cormer-
cial textbooks in these two rlelds.

This material and information I have collected to~
gether under one cover so that it may be used &8 & souUrCE
of reference where one can go to sum up quickly the nerits

and offerings of the textbooks of the abov. mentioned
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subjects. This review has been accomplished through the
eooperation of the various publishing companies that serve
schoolg in the Western districts. The individual pub-
1lishing houses have been most helpful to me in lending
their textbooks for reviews and in giving mé other nec-
essary Information. Without their help this review could
not have heen made. I also wish to thank Dr. J. O.
¥cLaughlin, former principal of Escalon High School, for
hies kindly assistance in belping me %o ﬁtart my preblem,
and Dr. J. W. Harris of the College of the Pacific for his
helpful guidance throughout my entire work.

The subject matter in this thesis has been narrowed
to the two fields, Junior Business Training and Typewriting,
because we felt the field should not be too large for a
complete and detailed type of work. The two fields were
chosen for the following reasonas they are subjects of
growing interest to the students and sdults; classrooms show
a constant increase in attendancej both subjecta are taken
by, and are useful to, both commercial and academic stu~

dentsj and each field has a goodly selection of textbook

material.

A. H. H.
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The progress of man through the ages has been def-
initely marked by the various means he has aemployed in
putting his thoughts into visible form. There are def~
inite milestones in the progress of the written word.
History teaches us of the early Babylonian scripts, the
strange and unusual characters of the Egyptians, and the
writing of other ancient people. After the first early
writings of stone carvings came the ancient development
of papyrus in Egypt. the wax tables and stylus of the
Romanse, and the parchment of the Middle Agea. Then in
the early days of that wondrous new era known as the
Renaissance came the knowledge of a new process._paper
manufacture. This information came from Mohammedan
sources. Following this knowledge came the first Western

paper mill, which 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 stride forward for man in his en-
deavors to record his thoughts on paper! What untold
wealth this invention has meant to education? |

It was in the 19th century that men's thoughts turn-
ed to machinery for the swift, accurate recordinz of ind-
ividual thoughts--and the typewriter came into being.
The printing press meant that collectively the most use-
11 of writing could, at great expense., be printed in

. Ellwood P. Cubberlay, History of Education, 254.

o , s e s S



such guantities that it could reach many people. The
printing press served society at large. The typewriter,
however, is an individual instrument. It serves the ind-
ividual as a quick, legible, and accurate means of put-
ting his thoughts immediately into type. While the type-
writer cannot be compared to the printing press in its
contribution to human progress, nevertheless, it has con-
tributed mueh to civilizatiom.

The work on the invention of the typewriter was be-
gun in Milwaukee in the winter of 1866 by Christopher
Latham Sholes. It was net until 1873 that he considered
his machine perfected sufficiently to deem it worthy of
manufacturing. This first model constructed by Sholes
and his associates is now in the Smithsonian Institute at
Washington.

After this long series of years of experimentation,
A model was made and shown to E. Remington and Sons (mak~
ers of guns and sewing machkines). In 1873 this company
contracted to manufacture these typewriting machines.

In the long years of work upon this problem. Mr.
Sholes had full faith in man's ability to perfect such a
machine, but he feared that after its perfection it would

possibly become a passing fancy, useful for a few years,

then cast aside as many fancies are. He would be more

than gratified to see its common and universal use in this

modern age.
Today the typewriter is in universal use in the

L. P




When the typewriter was young

BIUYT 109 B LRJHEFOSAIGwERTYVIAR: LOBYEE4I2GW RY
HA

HAATF 0RO, DEC, 9,

DEAR BAOTMER:?

P AN TRVING T TO GEY THEZ HANG OF THIS NEw 7
FANGLED WRITING WACHING, BUT AN NOT MARING

A SHINING SUCCESS OF [T, HONEVER THIS i3 TRE
FIAST ATTEMPT 1.CVER HAVE.MADE, & YET ) PEa~
CEIVETHAT 4 SHALL 900N & EASILY ACARUIRE A FINE
FACILITY N IY8 USE, 1 SAW THE THING JN BOS~
PON THE OTHER DAY B WAS GREATLY TAKEN WIITH

IT. SUSIE HAS STAUCK THE KEYS ONCE OR T¥ICE,

& NO ODUST HAS PRINTED SONE LETTER9 FHICH DO
NOT BELONG WHERE SHI PUT THEM,

THE HAVING BEEN. A COMPOSITAR 15 LIKEZLY TOo BE

A GREAT MELP TO ME,SINCE O WE CHIEFLY NEEDS
BRIFTNESS IN BANGING THE XEVS, THE MAUHING COST8
125 DOLLARS,THE MACHINE HAZ SCVERAL VIATUES

4 BELIEVE 1T WILL PRINT FASTER,THAN 1§ CAN wRITE,
ONE MAY LEAN BACK IN H1S CHAIR & WORK IT, 1T
PILES AN ANFUL .STACK OF WORDS ON ONE PAGE,

(T DONT MUS3 THINGS OR SCATTER INK BLOTI AROUND,
OF TOURSE |T SAVES PAPCA,

BUSIE 19 Gong,
NOW, & § FANCY § BHALL MAXE BETTER PROSRC3I:
WORXING THEIS TYFERAITER RENINDS WE OF OLD
ROBEAT BUCHANAN, WHO, YOU REMEMBEA, USED TO
SET UP AATICLES. AT THE CABE.WITHOUT PREVIDUSE
LY PUTTING THEN IN THE FOARM OF MANUSCRIPTZ)
WAS. LOST IN AUMIRATION OF SUOH MARVELOUS
INTELLECTUAL CAPACITY,
LOVE TO WMOLLIEL.
YOUR-8A0THER,
T

From * Mark Twain — A Biography.” by Albert Bigelow Paine. Copyright by Harper and Brothers

MARK TWAIN'S FIRST ATTEMPT AT TYPEWRITING




bueiness world in practically all places of business in
811 continents. 1Its place is not only in the business
world but in that of individual service to most persons
who put their thoughts into written form.

It is interesting to note the raproduction on the
opposite page. The letter was written by Mark Twain on
one of these "new fangled writimg machines." Note the
comment he makes, in the sarly year of 1874, on the pos-
sibilities of such a machine.* A

Mark Sullivan in *Our Times" gives us a clever state-
ment which serves to indicate the influence the typewriter
has had on the lives of many:

The invention of the typewriter and its subsequent common
use has made the "old maid aunt™ into the independent
"bachelor girl® we now know her.’t

After the garly ysars of invention the value of the
typewriter became apparent to the business world; the next
step in advancement came in an‘swer; to the question of how
the operators should iearn this highly specialized and
technical gkill. We are still busy answering this gues~
tion today.

The history of eduvation repeatedly shows us that

the leadership in new specialized vocational and technical

1 Mark Sullivan, Our Times, 358.
* Ginn and Company were kind enough to give permission to

use this reproduction, the copies of which they have fur-

nighed.
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training has often been taken by private schools. Thie is
the case in the early teaching of typewriting, as well as
in all commercial subjects in general. Possibly it is a
very natural development g.ince private capital, represent-
ed in private schools, bas the privilege in doing with
its resourc2s as it wigshes, in lines of experimentation,
without being responsible to the taxpayer who furnishes
the money. For this reason they felt free to develop
along lines which interested them. The private schools
saw the growing commercial need for trained workers and ime
mediately set about this training. It is in the private
commercial schools that all the early experimentation in
commercial training took place. The commercial world owes
them a feeling of deep gratitude for their contributioen.
This training hlad gone on for many years when the pub-
lic schools began to sense their responsibility in the mat-
ter. A few public high schools made some early attempts to
enter this field, but it was not until about 1900 that high
" schools in general took a lively interest in commercial
training. Since that time they have madg rapid strides to
 regain the opportunities which they had lost. The high
schools today go into all fields of commercial training
and are contributing their share to its advancement as did
the private schools in former years. At the present time
jt has been conservatively estimated by many educators that
about one-fifth to one-sixth of the high school curriculum

'in the United States is devoted to commercial work.

However,

B
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it must be understood that while the public high school
now devqtés mich time to 'éomercia; training, they have
not entiréijr dis-'_nl_a_ceci ‘the private eomerrcjal Schools,
which still exist in large numbers and conﬁinﬂi‘xé to con-
tribute a valuable share in the field of dammefc_ial
training. | ‘

Thus we see how typewriting hes climbéd in f’avor" '
from the position of nothing to thaﬁ of prdn&inen_ce as a
ma jor c'onmiercial sub ject in the high schecol curriculum,
It holds this position because of popu_laf demand. _S‘tu.-
dents like typewriting. There are t_wé prinqipal classes
of typevriting students. The first group is made up of
comnercial students--those students who are prepariﬁg’ .
for the commercial world, The second group is c.émposed.
of all the students taking courses other than commercisl.
It is natural to seé wh} cormercial students all need in-
struction in typewriting, as the universal position held
by the typewriter in the bﬁsineés- wo;"ld has previously
besen shown. It is Just as natural that other students
should feel the need of typewriting knowledge for rapid
and individual expression of their personel thoughts.

The aims end objectives of typewriting constitute
one of the most interesting features of the study of that
subject. Aims in typewriting, in most cases, can be
grouped into two classes, as mentioned above, i.e., 1.
The commercial students; 2. all other high school stu-

dents. ‘?‘iréﬁ_, the writer will consider the sims for second



group. The first aim of the teacher should be to develop
general skill in the use of the keyboard. The majority
of students enrolling in typewriting classes have no
knowledge of the machine. 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 machines
are usually self—instructedland 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 and difficult process which in
many instances can never be entirely sccomplished.

General skill in the use of the keyboard means that
the student must be properly trained in the many mechan-
ical skills necessary to acguaint him with the 40 odd
keys of the typewriter and their proper use., This ob-
jective is accomplished by proper instruction on thé part
of the teacher in posture and position at the typewriter,
insertion of paper, familiarity with the parts of the
machine, home row position, introduction, and drill and
use of the keyboard. This aim can usually be accome-
plished in six-weekg' time if instruction is given daily
for five days a week.

The second step in accomplishing 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 of the typewriter. By the fluent use of
the typewriter it is meant that the student is thoroughly

S ET————— . 7

R



"at home" at the machine. He can quickly, easily., and
accurately copy material or express his own thoughts at
the typewriter. This progress is consurmated by proper
ingtruction, practice drills, corrective drills, and
straight copy writing. |

Third, skill and speed are developed in the aim of
exactness of form. Exactness of form includes any and all
the forms which are in common usage- and which have been
standardized by years of practice. Forms include straight
copy writing with exactness of placement, of margina, of
spacing after punctuation, and of paragraphing. This same
aim for form is also embodied in letter writing, of which
there are meny standardized forme in use today. Form also
holds a prominent place in legal documents, bill writing,
check writing, tabular work, etc. In this connection it
is interesting to note the remark made by Mr. Charles
Reigner, well-known authority on commercial subjectss

These are all little details. you will say. Yes,
certainly, they are; but infinite attention to details,
you know, is one :of{he marks of a successful man or woman
in any line of work.

It is not always possible for a teacher (o state when
the first aim of skill and accuracy can be accomplished.
Thig varies with the individual student. In some cases
this standard is attained at the end of one year of in-

struction and in other instances not until the end of the

second year.

1 chariles Reigner, Advertising Circular
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Accuracy is the second aim. While accuracy may be
considered second chronologically, it ia of no less im-
portance than our first aim, which fa skill and speed.

The two aims go hand-in-heand. One is of very little

value without the other. Often a student accomplshes

one or the other, but the really good student accomplishes
‘bothk. The alm of accuracy is deep seated in the hearts of
all teachers. Accuracy not only applies to typewriting,

to commercial subjects in general, but also to all branches
of learning where that essential faculty of complete mas-
tery is desired. .

Typewriting not only aims to accomplish skill, speed,
and accuracy, but it desires to develop characier as well.
This aim is of'ten coverlooked by teachers, whoe by so doing
fail to secure for their students one of its greatest con~
tributing assets to character bullding, which is most use~
ful to society at large. <Character development takes
place along the lines of punctuality, particularinesa,
neatness, joy in one's work and accomplishments, honesty,
and pleasure in mechanical expression. This is brought
about by constant daily drill work. Mr. Walter White,
author 6£ #Oorrective Drills® and instructor in teacher
training work, mads this remark to a teacher training class
of which the writer was & member: "I am not so much
interested in how much typewriting you are going to teach
the student, for I kmow you will do that; but I am inter-
ested in the character development you can give them.

The teaching of typewriting has infinite possibilities.
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for character building.™

For commercial students the typewriting aims are cone
asidered second, not in order to place them in a position
of more or of less importance than other studenta, but for
the reason that they include a slightly larger scope. The
aims of typewriting huve been discussed at some length in
the previous paragraphs, and it is not necessary to repeat
this information for commercial students. The aims men-
tioned above are nearly the same for the two groups of
atudents. They must both have Bkill, speed and accuracy.
Moreover, character development takes place in both cases.
The aims for the two differ in their intensity, however.
Speed is necessary for bothj greater speed 1s necessary .
for the commercial students' success. Both atudents need
skill of form. However, the commercial student needs to
know many business forms not needed in academic work. All
students need accuracy.

The aim which stands alone for the commercial student
is that of business ethics and courtesies. Typewriting
affords a vast w'ea:lth of material for the teaching of this
subject. Business courtesy emd ethics are being stressed
more and more as the years go by. Typewriting contributes
to ethical training by practice in daily honesty, courte-
sies in the c¢laseroom and honest values in the day's work.

The accomplishing of asims in typewriting represents
a fourfold problem, the four elements of which are: the
student, the teacher, the textbock, and the typewriter.



All ere not absolutely essential to the learning process
because it is pessible to have the student and typewriter
combination. Learning does result. This is the slowest
form, however. It is possible to learn to typewrite with
a typewriter, textbook and student. This step is a little
faster than the first mentioned, but rarely does the etu-
dent gain a complete and exact knowledge of the subject.
The most favored situation is the student who has the
full aid of & well trained teacher, a good standard type-
writer, and efficiently organized modern textbook. It is
with this latter interest that this thesis is primarily
concerned. REach one of the above fundamental elements
must be studied in order that one may be able to prope
erly analyze the textbook field.

The student is the first to be considered. Who
can take typewriting? Who should teke type_wri‘t.ing? Stu-
dents ranging f rom very low to high capacities do take
typewriting. Low capacity students are usually poor typ-
ists with the exception of the few who have some muaical
ability and training. They often make slow but fair copy-

ists. The advantage naturally lies with the students of

greater mental capacity. It must Bot be assumed,-how-

ever, that the greater the mental capacity of the student,
the baetter typist he will become. Muscle ccordination,
musical training, power of conceniration, desire to learn,

and many other equally important factors affect the final

results.
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To answer the question of who should take typewritiﬁg
is much more difficult. Iakers of curricula, school suthor-
ities, parents, and students all have their varyling atti-
tudes on this question. ' & decided opinion is that all
comnmercial students should have from one to two years of
ingtruction and practice in typewriting.. Two years are
preferable. Students comprising all other major divisions
of high school, expecting commercial, represent individual
problems. Any student who wishes to express his thoughts
in writing should have some knowledge of operating & tyve-
writer. This might be construed %o mean that all students,
therefore, should take typewriting, as all students more
or less express thoughts in writing in the form of letter
writing. The writer does not belleve thut typewriting
should be advised to that sxtent. 1Ilowever, the fact re-
mains that today so long as the typewriter holds the prom~
inent position of usefulness in the modern world, then
students should be trained so that they can rightfully
take thelr place and hold their position in this highly

conpetitive world.

Peachers should be trained by %the means of a broad
academic training and finished with a specialized knowl-
edge of the skill of typewriting. A4An even teaperament and
a pleasing persondlity are as important as the training of
the teacher.

The classroom should be equipped with good standard

typewriters which are kept in good rumning order at all
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times.

The textbook is one of the most important features of
condueting a successful class in typewriting. Since the
invention of the typewriter and its repidly growing pop-
ularity the publishing companies have made great strides
in supplying equally popular textbooks. A textbook of the
ideal type should be planned so that it supplies material
for both first and second year students. It should be
printed on good smooth finish paper in type that Is dark
enough to be seen easily, The type should also be suf-

ficiently large so that it causes no eye strain. The text

book should propound some one good system, or style of
teaching typewriting, and consistently follow that method.
Forms of arrangement, business letters, business forms in

general, snd legal documents should be demonstrated by

clear and correct illustrations. This book should contain

spees tests, error drills, exercises and drills fTor begin-
ners, earlf keyboard instruetion, number drills, letter
writing in various forms, and wealth of laboratory material
for all types of business and literary forms necessary to
the development of a successful typist. . Every textbook
meant for daily classroom use should be complete, explicit,
and correct in all detalls.

Typewriting has had nearly as many changes in methods
of iustruction us ‘the typewriter had models in 1ts years
of development; and like the typewriter, the methods are

growing more and more scientific and successful.
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In the early years when one wished to learn to operate
the typewriter, he sinmply sat“aowﬁ at the machine and with
his eyes on the keyboard searched for the keys he needed.
ihen these keys were found, the prospective writer used
whichever fingar he found hsndy and convenient to strike the
key. The method is commonly spoken of as "hunt and peck"
system. However, many of the early self-instructed stu~
dents bedame quite efflcient, Some even attained a speed
of 50 words a minute.

With some scientific thought this o0ld system led think-
ers to analyze its errors and inefficiencies, and they pro-
duced what iIs known as the touch mathod. The touch typevwrit-
ing systen was, naturally, the greatest advance any new theory
of learning has ever added to our knowledge of the subject.
This theory is now the fundamental basis upon which all sys-
tems are built., fTouch typewriting means that the student
finds all the keys of the typewriter by his sense of touch.
His eyes are kept constantly upon the copy at hand. For the
position of keys he depends upon their relaticn to ™home
row." M"Home row" is the set of eight keys in the center of
the typewriter on the second bank from the frame of the
machine. Upon analysis of this plan of instruction the
reader can easily see the advantages for both gkill and ac~
curacy which would result from having this division of labor
ilow the eye does but one job, 1l.e., wutch~

end this process.

inz the copy only. Heretofore the eye was constantly glanc-

ing back and forth from copy to machine, thereby losing its

place. The fingers and the sense of fesling now care for
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all the proc¢esses at the machine. It 1s necessary that
all persons wishing to gain even a small knowledge of the
theories underlying instruction in typewriting should thor-
oughly comprehend the theory of touch typewriting.

Many modern methods have their humble beginninge deeply
enibedded in the practice of touch typewriting. New methods,
as a rule, are devéloped when some teacher or trainer of
typiats-'has some particular jidea of his own which brings
him unusual success. These new theories are possibly used
in that teacher's classroom for several years of experiment-
ation before they are published in book form.

One particular methoed which is in common use today in
many private‘and public schools is called the 20th Century
¥ethod, developed by Mr. D. D. 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 with a sharp staccato impression with the
finger quickly flying back to "home row." The 20th Century
Method advises the first few days practice work for begin-
ners on what is termed "locked keys." By "locked keys" is
meant that the type is locked so that the student gets the
sensation of making the stroke several days before he is
actually permitted to do real typing. The first drills in

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

ters are "a" Wgh "4" “f” nyn wgn wqn ek, The next suc-
cessive letters are upward reaches then downward reaches,

but not as was formerly accomplished by taking the same

e
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fingers of fhe two hands at the same lesson.

The Wiese-Coover system was developed by Dr. Coover, a
psychologist, and kir, Wiese, an expert t:ainer of typists,
This system probably has the most sound psychological
basis of any system in use today. The first instruction
given the student is that of the proper position and stroke.
The Wiese-Coover plun was thke first to develop the "tiger
stroke.n -This is a round snatching stroke explained in the
paragraph above. Before the student is ever allowcd to
touch the machine, he has learned all the letter keys of
the typewriter and has mastered the proper stroke., This
process takes vlace by means of letter drills. These let~
ter drills are mede up of all combinations of letters. &
typical drill is: a f gs k jhldkazcectf Jmlgtgq
repwete, All drills are letter drills of this variety.
About three weeks time is spent in drill of the machine
then the same drills are used for practicc of the machine.
Straight copy_writing is emphasized after the letter driils,
the theory being that in that way the student receives the
trainine of the letters in their.nntural segquences and con-

vinations. Rapid, acﬁurate progress can be made by this

systen.

Several other systems might be descrited here. The sys-

tens published by the winston Company, the Zarned systen, Ross,

and others deserve mention. llowever, they do not, in the

writer's opinion, represent distinct systems in themselves.

They only combine purts of the theories discussed above.
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The Gregg system 1is widely used in many sections of

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 zre intro-
duced in rapid sucecession, all located in the above men~
tioned fashion. Numbers are all introduced in one lesson..
The latest development in theories is found in that
of Krs., Stuart's which is known as Stuart Typing. All the
above nentioned methods have, in general, based their ideas
on the following: first, we learn to think and write indi-
vidual letters; next, syllables; and finally, the larger
unit, the word. All these are developsd by varicus kinds
of letter drills., Mrs, Stuart's idea 1s suite an innovation.
She believes the letter drill work 1s unnecessary; conseguent-
ly, at the very first, she starts students at the typewriter
on very simple words, such as "is,” "if," "it," etc. As
can readily be seen, this method is distinet in itself. It
was only put on the market in 1932 but has been used by irs.
Stuart in experimental work in her classes in Berkely Iligh
School for several years. This systen is now in use in a
nunber of schools. Just what the results will be cannot
be determined until this experimental work has had saveral

years of trial.

Considerable time and space has been devoted to this
description of the various systems used in the instruction
of typewriting because 1t is of prime importance to the in-

vestigation of modern textbooks, Without an understanding
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of the theories underlying the books the books themselves

can not be understood.

Other questions occur to us. #hat good are all these
theories? What can they accomplish for typewriting? It
is through the development of all these theories that the
tezching of typewriting has reached its modern efficiency.
Very few people realize that typists today have reached
the speed of 135 words a minute for one hourts writing.
ilow could such speed have developed without proper basic
instruetions? OSuch speed was unheard of in the old days
of self-instruction. Not only has speed increased in
some particular cases, but the general level of speed is
rauised for all typists of the business world., Hand-in-
hand‘with this general speed increase has gone greater
accuracy.

Some of the other accomplishments added to commercial
teaching are accuracy and new and better drills, the objects
of which are to accomplish specific ends, to provide greater
motivation, and to insure accuracy of form and standard-
lzation of form.

Yuch is being said at the present time about psycholo:zy.
In discourse, in reading, and in public zddresses psychology
This new trend has had a direct

is the center of interest.

influence on education. Some of the influence has been

beneficial, but some has been harmful. It is only natural,
now when the masses are becoming conscious of the word

"psychology,” that it should be applied to all situations.
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In a sense all situations have to do with humen beings, z2nd,
therefore, human minds, so naturally ecch problem does have
a psychological aspect.

The teaching and study of typewriting has come in for
its share of psychological analysis too. In the case of
typewriting this psychological investigation has been en-
tirely beneficial, for all the foregoing knowledise discussed
in the previous parasgraphs are results of psychologicual in-
vestigation, whether the investigator realized it or not,
as the case may be.

The psycholozical situations in typewriting ave intri-
cate, deolicate, and manifold, ot ameazingly simple when
handled correctly.

Foremost in importance is the classroon atmosphere.
The results of the year's teaching depends on this fe:ture,
In no place in the high school does the texcher hold a
more exacting position thau in the {ypewriting room. From
the very first day to the very last the ciassroom should be
doninzted by the teucher's pleasing, kindly, helpful, and
gracious personality. Typewriting should be nude the stu-
dents' hour of expression, of keen pleasure, und of real joy.
The teacher should be able to hear remarks from the sludents
in or out of school {remarks not meant for her eurs}, to

"I like ny typing class." ™Qlhat's wiere we have
« en this

this effeet:

our fun," "How much are you able to writ.," etc.

attitude of mind is attained, progress coruieénces. The
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feeling of fear, unpleasantness, dread, ill health, or any
disconfort is directly reflected in the student's ability
to operate the typewriter.

The reader might ask, is typewriting all based on
nleasant associations and fun? Yes, typewriting correctly
taught should be bascd on that atmesphere, If that can be
accomplished, the ensuing hard work ahead for teaclier or
student is never noticed,

Second in importance is the establishment of correct
tabits. Correct hablts also start from the first day.

They depend almost solely upon the teacher's knowledge of
teaching typewriting and the system advised by the textbock
in use. Teachers everywhere recognize the value of correct
habit formation. Poor habit formation means this hubit must
be inhibited and a new one substituted in its place. This
is a process which takes zbout three tines &s long as cor-
oct habit formation in the beginuing.

Typewriting developes the power. of ccncentraticn in
Fromrthe first day the student is teught to
All

most students.
“eep his eves on the copy and his mind c¢n the worlk,

suceessful typists develop the power of ccncentr.tion. In

typewriting they are concentrating on copy work, very little
of whieh is original, but they are developing a power of
attention and concentration which we hope they curry over
to their more acadexzic subjects.

liueh has been done and said about alleviating the dull-

ness of routine drill und practice work. A study of tihis
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subject has tended towards renmaval of dull drills. How-
ever, mich of this daily grind of drill and practice is nec-
essary. The end in view cannot be accomplished without many
an hour of tediocus drilling work. Bertrand Russell says we
cannot expect everything to be bright, lively and entertain~
ing; we must train ourselves to endure the duller places in
1ife as well as the more interesting.l Ve again quote from
Oliver in his book cailed "Fear™: "No man or woman who aims

at successful achievement can escape the burden of routine“;a
therefore we find daily routine as necessary and essential

in the develcopment of a typist as we do in other branches

of learning.

The discussion of the above phases of typewriting gives
an indication of the large part psychology plays in the
typewriting classroom. Now let us turn to the psychology
used in the textbooks.

The psychology of the textbooks will be in the nature
of a review and summary, as all the previously discussed
systems are based upon psychological and practical experi-
mentation in the classrooms. First it must be understood
that the theories of all modern textbooks are based on
touch typewriting. Second, they all attempt to set up pro-
per nabits of posture, stroke, and general use of the ma-

chine. From this point the theory diverges into many different

- Bertrand Russell, The Conguest of Happiness, 62-63.

< John Rathbone Oliver, Fear, 303.
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lines and fine peints, ilany of the authors believe that
the process of learning should be astabiished by building
from the sinmplest form of letter association to the most
complex. Llet me illustrate. The student is first taught
the letters and is given plenty of exercise in letter
drills, ost of the books vary in their types of letser
drills, of which iilese~Coover systen is the most unique.
after letter drills, the student is taken to syllables,
then to short words, and lonmger words in chronological
procession untll he is sble to write straighﬁ copYs

In the past year the Stﬁart system has broken away
from the letter introduction. Students are seated at the
machine and commence by writing small words such as "ia,"
"it," "as," "if," etc., In the first lesson. This style
represents a ccmplefe innovation of former theories. It
will take time todemonstrate its proricie#¢y.

The vWiese-Coover system analyzes the precess df learn-
ing into even more ginute detai;s. Its adherents believe
that the first instruction in knowledge of the keys should
be made nsming the fingérs acecording to the letters they
control, iany of the textbooks today believe in teaching
by showins the student a chart, either hanging in front of
the class or a chart in the textbooks showing the place-
ment of each key; Wiese~Coover system teaches, in three
steps, the transfer from the copy to the typed page. The
student sees the copy, thinks the proper letter finger,

and strokes the key. according to other systems, the

- -
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student sees the copy, thinks where it is in the chart,
decides how to write it, strokes the key. To the casual
observer this small saving would gseem negligible, but it
is as the result of all the small esavings of time that
modern speed has developed. This also results in greater
accuracy, as one step in the formation of associations has
been eliminated, thereby reducing opportunity for error to
that extent.

Scientific investigation of error elimination is an-
other contribution to our modern typewriting. Many persons
have worked along these lines but none have made such a
complete study as that of Mr. White's, published in 1932
and called "Typing for Accuracy." 1In this study he had
the cooperation of many teachers throughout the west. Some
60,000 actual speed tests were collected from classrooms,
from which every fifth one was chosen and studied. The in-
vestigation of this survey discloses that errors come large-
ly from faulty beginnings. He found errors could be classed
as "omitted letter errors," "substitution," "transposition
errors,"” "capitaliiatiqn errors," and "miscellaneous errors.”

Most interesting of all his 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 unusual words or peculiar let-

ter combinations. This work has contributed greatly to our

ability to analy?e our pupils and their errors.

e e Sl S A ]
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Peychologists have given much time and thought to
what is known as ®"plateaus of learning." Plateaus of
learning are levele on which we find ourselves, and from
which we have a difficult time to rise to greater ability.
uch has been gaid about these levels in typewriting. It
is true that they do exist to a greater extent than teach-
ers like to admit. Kowever, it must be kept in mind that
they exist in all types of learning to % greater or less
degree. The only difference is that they cannot always be
so mathematically detected aa.they are in typewriting.

There are some definite remedies offered for this difficulty.
Different systems advise differently. Some believe letter
drills are helpful; others have acceleration drills of syl~
lable comhinationa. One of the best systema, according to
ﬁhe experience of the writer, is timed sentence drill forc-
ing competitive interest in faster and faster work.

As we have noted before, typewriting was first taught
in the private commercisl schools. When the public schools
realized the enormous place the typewriter was to hold in
modern life, and us vocational training came into vogue,
they decided to place a trial course in the curriculum.

The results were more than gratifying. It is not only one
of the most popular courses but one of the moat useful and
practical. Attendance and interest has gained from the be-

ginning. Typewriting is a necesgsary part of the training

of all commercial students. Today a conservative estimate

is that fully ome-third of the high school students take
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typewriting; and furthermore, they choose it because they
want it, not because they are forced to take it.

Common custom and usage in the business world in the
last fifteen years demands that all lettsrs and business
material be typed. This makes typewriting a prime re-
quisite in the business course. Commercial students do
not have to be urged to take it; they come asking for it
as one of their first courses, because even at their age
they realize the basic importance of this skill.

Typewriting is equally valuable to all the other
students in high school courses. Of course. it is true
they will possibly never use it to the extent that the
commercial group does, but it is nevertheless very useful
to them in expressing their thoughts in written form.

This written form in most instances is letter writing.
Typewritineg for this large group of students 1s rarely re-
cuired, unless their individual courses require it: yet
fully half the students in an average high school make up
this group. They choose to take typewriting because they
see its future usefulness for themselves.

It has been said of our modern machine ace, that there
are two universal and necessary machines in common use to-
day which every one should know how to operate--the AUTO-
MOBILE and the TYPEWRITER. The writer heartily agrees with
this statement.

In the light of these various phases of interest which

we have investigated, let us turn to a detailed gtudy of



each of the individual texts to see how they meet the

situation.
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NEW TYPEWRITING STUDIES

Elementary coursse

AUTHOR
Mr. William E. Harned, the author, is & man of wide
experience and capacity in the Commercial field. He is
the head of the department of Stenography and Typewriting
at Columbis University, New York. He is also & prominent

speaker at dommercial gatherings.

PUBLISHER
The publishers are Ginn and Company of Boston, New
vYork, Chicago, London, Atlanta, Dallas, Columbus, and

San Francisco.
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CHAPTER HSADINGS

Blementary Course

Unit Part 1
1. Learning to operate the Guide Keys
This chapter or unit is devoted to instructing the
‘beginner in the position of guide keys or "home row";
also the pupil is taught the parts of the machine,
and beginning mechanical elements of the machine
writing. |
2. Writing the Letters "g" and "h"
The first inward reach
3. Wdriting the Letters in the Third Row
This unit teaches all the third row reach.
4, Operating the Shift Keys
5, Writing the Capital Letters in the First Row
$o Writing the Letters in the First Row’
7. Cperating the Tabulator
8. Writing Figures
9. driting the Typographical Signs
Part 2
10. General-ilatter Exercises

They largely give practice material for arill work to

further facilitate the student with the keyboard.

An'excellent discussion and explanation of error

eharts is given the pupil.

Fifteen-minute typewriting tests are given.
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1l. Effective Display
This unit teaches the centering of titles and short
statements, and the pleasing and proper placement
of all typewritten materials.
Tabular work is introduced.
iZ. The Heading of u Letter
Introduction to letter writing. Date line
13. The Inside Address |
14. The Salutation and the Complimentary Close
15. The Siznature
1%+ The Body of a Letter
Thie includes work on second psge letters.
Part 3
17. The Display of Short Letters
These are the first exercises given the student in
the writing of the entire letter.
13. The Display of Letters of Medium Length
Different styles of letter writing are introduced.
19. The Display of Long Letters
20+ The Envelope
An introduction 1s made for the typing of envelope
addresses.
2i. Secretarial Work in a Department Store
22. Informal and Formal Letters
Other Parts ol the Book
International Typewriting Contest Rules
Index

Record Card



Typewriter Charts for Any Standard Xeyboard
Progress Chart

Duoclip Cover Holder

a1
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Development or Treatment

Thia book, being an elementary text, embodies the
usuval early training necessary to start the beginning
student on the typewriter. This training is cared for
in the most natural and simple steps, necessary in all
beginning texts.

The attitude of approach is not only those mention-
ed above, but one of even greater importance, in thet, the
methods used, calls for maximal self-direction and as-
sumption of rgspénSibility on the part of the pupil. It
is the aim of the author to not only develop technical
skill, but also to arford experience in forming judgments
and following directions which will be helpful to the
student in later life, .

The method of procedure in most lessons in the text
is to give the new instructions necessary for that lesson,

plenty of correlated exercises for drill work, and the

test for examination, All units and most individual les-

sans provide supplementary work for the accelerated student.
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EVALUATION

This 18 a scientifically plaﬁned textbook., It is
well organized as to material, and very carefully and
interestingly written. It is the product of meny years
of work and experience in teaching this subject. The book
is particularily well planned to improve the student's
facility in all departments of technique.

Some of the particular points of this text which are
noteworthy are:

l. The older typewriting texts taught oppcsite keys at a
lesson; his is a new principle of various keys in the
row., This saves many of the later errors.

2. The unit division plan of the text is most satisfactory
for teaching typing.

3. The typewritten ifllustrations are most appealing to
students, particularily to oveginners.

4, A fine offering of supplementary work is given for the
accelerated student.

5. The vocabulary used in the typewriting material is of
excellent charscter for the businesa student,

6. Many of the lessons are followed with short achleve-

ment tests,

7. The early introduction to letter writing is a splendid

feoaturs.
This i3 a textbook which advocates the touch system

of typewriting. It does not in itself promcte an
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NEW TYPEWRITING STUDIES

Advanced Course

AUTHOR
¥r. William E. Harned is a man of wide experience and
capacity in the Commercial field. He is the head of the
department of Stenography and Typewriting at Columbia Unie~

versity, New York.

PUBLISHER

This text was published by Glnn and Company. They
have offices at Boston, New York, Chicago, London, Dallas
Atlanta, Columbus and San Francisco.
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CHAPTER HEADINGS 4ND CONTENTS

Review Exercises "a"™ and "g"

24,

25.

26.
27.
28.
29.
30.

3i.

32.

This section is devoted to the review of the char-

gcters of the keyboard,

Veasuring Your work by the Cutput in Business
.This"chapter gives-;n analysis of'the‘wnrk in
8 business office and tells Just what is expected
of the emplayee; ZI% givég éx§116i£ directions for
the work and dempnstrates méthods of scoring the

WOrK«

The Period and the Comnma

Directions are giveﬁ.fdr t£e usé of the per-
104 and comma in their various-businasS'applicatiwns.
Seeretariasl dork in fhe Credit Dep&rtmeﬁt'
| Directions are given and a supply of exercises
prepared for this {type of work.

The Semicolon, Colon, Parenthesis Marks, and Dash

Seeretarial Work in the‘Serviee Department

The Guotation ﬁhrk.and fhe apostrophs

Seeretarial Work in the Advertising Department

Capitalization and Liumbers

Working in the Centralized Stenographic Department
This chapter Offefs excellent office practice

material and experience.

Seeretarial Fork in the Sales Department
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34.
35.

36.

37.

38.
39.
40.

41.
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Correcting Proof

The symbols for marking proof corrections are
shown and taught the student.
Secretarial Work for the President of a Railroad
Statistical Work in the Investment Bankers Corpor-
ation

Ample opportunity is given for excellent tab~
ular work in this chapter.
Working in the Aecpunting Department

) Exercises are offered in the use of figures,

tabular work, and repaort forms used in accounting.
Legal Documents

This chapter takes up the writing of a sum=-
mons, writing of a complaint, indorgement, writing
an answer, power of attorney and will, writing an
agreement or contract, leases, affidavitg, deeds,
and other legal forms.
Working in the Traffic Department
Working in the Purchasing Department
Sec¢retary to the President of a Steel Corporation

This chaopter includes work in rough draftis
and elementary training in filing.
Working in an Architect's Office

The writing of specifications is taught.

Other Material Contained in This Book

Corrective Drills, Placement Charts, Abbreviations,

international Typewriting Contest Rules, Record Card

and Progress Charts.

R
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TYPE OF TREATMENT AND DEVELOPMENT
OF THE SUBJECT

This textbook is naturally developed largely along
the lines of the text written by the same author for the
use in ghe glgmentary teaching of typewriting.

His first aim seems to be to develop self-reliance
on the part of the student. Next he inatructs in all the
necessary d epartments of'learning used in advanced type-
writing. This material is organized with the purpose in
view of producing a finighed typist who will be able to
take practically any kind of a typing position and fit in-
to it with ease and understanding. Some of the particular

subjects taken up are: general office practice, letter

writing, legal work, telegraphic messages, proof correction,

and rough drafts.
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EVALUATION

This textbook is particularly well planned and ar-
ranged for the student who expects to go into office
work. All the office practice material has been chosen
with a view to developing in the pupil the ability to
handle situations in business life.

A particularly fine feature of the bock is that the
responsibility of the work is placed on the student and,
thus, develops his initiative.

A very good system is used in varying drill work
and practical office practice units. This gives va=-
riety and stimulates interest.

The office practice units are well planned and most

of them have a direct bearing on some particular kind of

businesse.

The drill units give concrete and correct business
information in the typewritten use of punctuation and
characters which are often vaguely underatood by the ad-
vanced student.

This particular book is perhaps aimed to train the
student of office pracfi’ce and office needs more than it

is aimed to train for intense speed work, and should be

used with that thought in mind.
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20th CENTURY TYPENRITING
SECCND EDITION

AUTHORS

D, D. Lessenberry

Professional Training: Graduate of Colorado Springs

High”ééhool; B.. 0. S. degree from Rowling Green Busie
ness . ﬁniversity, Bowling Green, Ky.§ M. A. degree
from New York University.

Membership in Professional Assoclations: Member of

Board of Directors, Eastern Commercial Teachers
Associlationg sponsor of The Journal of Business Edu-
cationy member of State and National Education aAsso-

ciations.

Business :xperience: Stenographer for The United

States Coal and 0il Company, liolden, W. Va.; Assfs-

tant to the Treasurer of Hurcen College, Huron, 3. Dak.-

for two years,
Teaching Experience: Teacher of Typewriting and Short-

hand in Allegheny Figh sechocl, Pittsburgh, for eight
years; principal, Business lligh school, Pittsburgh,
one year.,

Trom the principalsnhip of the Business High Sohool,
he went to the University of Pittsburgh, School of
Education, where he has been for the past three years.

At vresent he is issociate Professor of Zducation and
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Director of Courses in Corunercial Xducaticn.

Lirs, Elizabeth A, Jevon

Professionasl Training: The Misses Martin's Finish-

ing School for Girls, Pittsburgh, Pa.; Smith's Busi-
ness College, New Castle, Pa.; The University of
Plttsburgh, Pennsylvania State College, and Cxford
University, England.

Business IExperience: Cwner and manager of a busi-

ness college in Kew Castle, Pa., five vearsgy private
secretary for an attorney, two years.

Teaching @xperience: Teacher of typewriting and

shorthand, Smith's Business College of New Castle,
Pa., and «ilkingsburg High School, Wilkingsburg, Pa.,
five years; and ét'the Schenley Yigh School, Pitts-

burgh, Pa., sixteen years.

Publishers
SOUTH-WESTERN PUBLISHING COLPANY
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CONTENTS

Descriptions and 1llustrations are given of the

Underwood, Remington, Royal, ¥oodstock, and L. C. Smith

typewriters.

PART I

1l. The Fundamentals of Typewriting

2. Principal Parts of the Typewriter

(a)

Ingtructions in:  machine adjustments, inserte
ing of papers, removing of paper, position of

typewriter, "home-key" position, naming the fin-

gers, stroke and release of the key, and car-

riage return

lL.esson 1 -

(a)
(b)
(e)
(a)

(e)

Lesson 2

(a)
(b)

(c)

Drills of "home=-row"
Illustraticng of placement on paper
Fixation practicer drills for etriking "f,"
"r," nyg,H tg o and "h"

Simple word drills with illustrations of

placement on paper

Optional exercise for advanced students

Paper insertion, manipulation drill
Simple word drills, optional exercises, and
fixatibn practice

Shifting for capitals
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Lesson 3

(a) Capital letter drill

(b) Simple word drill

(¢) Optional exercise and fixation practice
Lesson 4

(a) Review practice: reach-strokes review

(b) Simple word drill

(¢) Optional exercise: drill of simple words, such

&s off'er, often, etc.

{(d) Fixation practice
Lesson &

(a) Review practice: a finger exercisge

(p) Short sentence drills

(e) Optional exercise and fixation practice
Lessons 6-14 inc.

The following lessons are all plenned after the pre-
ceding lessons which have been described above. Each in
turn takeé up new keys of the keyboard until the entire
keyboard has been covered. Besides the regular lessons,
some time is devoted to number work and centering. Speed
tests of marked syllable intensity are started.

3. Making Habits Permanent
(a) Lessons 15-24, each consisting of: review
practice, epeed tests with syllable intensity of
1.21, and manipulation drilis
4. Developing Typing Power
(a) Word and phrase drills, analysis of errors, your
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achievement record, speed test with ayllable
_intensity listed and corrective drille con-
sisting of a dr{il of the letters of the alphs-
bet.
(b) Rules for typewriting contests
The Business Letter
(a} Forms of punctuation and parts of a businees
letter are demonstrated.
(b) A discussion is given of the different parts
of a letter
{e) P-iaejement of the letter shown in table form
{d) Each budget contains a review practice, timed
writing practice, gxerciaes containing letter
writing practice, and optional exercises
Problems in Personal Typing
{(a) Drills for typing power
(b) wWord and sentence drills

{¢} Check-up on centering

PART II
¢0ffice Problems
The Business Letter
{a) Further details of the business letter
(1) Attention line
(2} subject line
(3) Salutation
(4) Placement of the letter
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This section conteins practice material in letter

writing, envelope work, and carbon copy.

Tabulating

(a) Digcussion on mathematicalplacement of tabue
lation steps

{b) Budgets in this section contain the following:
sentence practice, tabular work, speed tests,
and paragraph practice.

The Development of Speed

(a) Phrase drills, speed tests with syllable inten-
sity of 1.30

Fanuseript Typing

{(a) Illustrations of border designs

(b) Corrective drilles and sentence practice

(c) BExercises containing material to be correctly
centered

Special Froblems in Typing Business Letters

(a) This part of the work is divided up into bud-
gets; each budget contains the following:
drills emphasizing the shift-key control, cor-
rective drill paragraphs, speed test with ayl;
lable intensity of 1.30, exercises containing
letter work, the inverted paragraph atyle of

letter, two-page letters and formal and infor-

mal letters.

45



5.

PART IIIX
Advanced Office Problems
(a) A complete study of, and material for office
practice work
Problems in Business Letter Arrangement
(a) Sentence drill emphasizing control of figures
(b) Speed tests with syllable intensity of 1.35
(¢) Optional exercises
(d) The care of the typewriter
Telegrams with Letters of Confirmation
(a) The telegram, day letter, night message, night
letter, and typing the telegram
Stencile, Index Carda, Mailing Lists, and Methods of
Typing Addresses and Salutations on Circular Letters
{a) Discussions on how to mimeograph letters
(1) Preparation for cutting the stencil
(2) Cutting the stencil
(3} cCorrecting errors
(4) Running off the duplicates
(5) Leaving the duplicator

Problems in Tabulationa

46

(a) Each budget contains tabulation, speed tests, let-

ter work, order letters, and invoices.

Legal Documents
(a) A discussion is given of the working plan of le

gal dscuments, folding, endorsing and all the us-

ual legal forms. Fractice material is provided.
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PART 1V
Integrated Office Problems
(a) This final section deals with a summary of and

material for general office practice skill.
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DAVELOPLLNT OF SUBJECT MATTER

This textbook develops its technique by starting the
besginner with a round, curving, snatching stroke. Teztbook
iliustrations are used to locate the Keys. The keybeoard
introduction represents a clever divergence from the former
system in First fditicn. The keys are now introduced,
after home-row, in an intermittent fashion. Formerly this
was the case: both up~reaches of the forefinger; both down-

reaches of the second finger, ete. It is hoped these newer

combinations will help to eliminate finger errors.
Word and sentence drills are introduced early. ZEack

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

word drills, speed test work, and an optional exercise,
The book is entirely organized around material gath-
ered from sctual use in the business world, The book is
also based on actual classrcom-work shop results and years
of experieqce_gained from actual use of the first edition.

This book contains work for both first and second

years of typewriting.
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EVALUATION

"20th Centuxy Typewriting" represents one of the
very fine systems of typewriting. It is a result of many
years of scientific atudy, sufvey and collection of busi-
ness materiﬁls.

This book 1s carefully organized from the first to
the last lessons, Each lesson stands alone as a division
in 1t%self. It conteins some very excellent drills, A
new feature has been added to this text which is very sel-
dom found in typewriting books. Syllable intensity of
each spesad test 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 authentie in form. These 1llustrations
20 into very small and particular details. This informa-
tion is helpful to both teachers and student.

Cptional work also represents a very good feunture of
this well planned text, So often textbooks of any subject
develop their subjects as though all students had the same
capacity. Optional work in this text recognizes the vary-
ing ability and provides the necessary work for the ac~-

celeratsd student. +hat a help for the busy classroom

teacher!
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®20th Century Typewriting" 1s one of the newest and
most commendable books in every respect. It represents
years of experience. It is efficient, detailed--yet con-
cise, explicit to a fine degree and in every way a very

usable book.
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TYPEWRITING FOR IMMEDIATE USE

AUTHORS

Edward J. McNemara is the principal of the High
School of "Cvommarca iﬁ .New York City, Mark I. Markett
is the chairmsn of ’t-ﬁe Secretarial Department of the
sume school and C. Warren Kean, instructor in Typewriting.
All thi'ee auﬁhﬁrs are well known in many branches of
'Coﬁmefreial e’nda_,avér. Not only have they contributed %o the
textbook field but each has had many years of teaching

and commercial experience.

PUBLISHERS
The John C. Winston .Compény*, of Philadelphia are the

publishers of this text,
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CONTENTS

Part I
Chapter I
Preliminary Instructions for Correct

Typewriter Operation

Correct Position
Handling the Paper
(a) Insertion of Paper
{(b) Straightening Paper
(¢) Removal of Paper
(4) Centering
Home Keys
The Stroke
(a) Directions to Students
(b) Placement of Exercise
(c) Sample of Pupil‘s Paper
Keyboard Mastery
(a) Analysis of Errors and Tabulating Records
(b) How to Determine Your Typing Speed
(1) sStandard instructions are given for cal-
culating speed.
Daily Work

(a) Limbering-up Exercise--High-frequency matter
(b) Self-reliance Work--Corrective drills

(¢) Class Work-~-Rhythm drill

(d) Challenge Work--Practice material containing

words of commonest recurrence
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UNIT 1

Lesson 1
1.
2.
3.
4.
5.

Lesson 2
: 3
B,
Se
4.
5

Lesson 3

53
Proof Reading--Checking, classifying, and re-

cording errors

Limbering-up Exercise

Self-reliance Work

Class Work~-Reaching for "r* and *“u*
Challenge Work
Proof Reading and Error Analysis

Limbering-up Exercise -
Self-reliance Work

Class Work--Reaching for "e" and "i"
Challenge Work

Proof Reading and Error Analysis

The same form is used as in the preceding lessons.

Reaching for letters "t” and "y", and "g" and "h"

Lesson 4

The

new letters "s" and "w", and "1" and "o" are

taken up. There are frecuent sequences and simple

words contained in this lesson for the practice of

reaching for the new letters introduced.

Lesson §

The

£ifth lesson of each unit is known as Self-ap~

praisal Day. On each such day the skill acquired

is to be measured and compared with the preceding



Self-appraisal Day to see if a normal progress has been

made.
UNIT 2
Lesson 1

This lesson is similar to the ones already intro-

duced. The new letters taken up are "a", "g", "3"

and "p".
Lesson 2

_Periods, capitals, and paragraphs are introduced.
Lesson 3

A review is made of the work so far completed.
Lesson 4

Lesson 4 has the same form as the other lessons.

Reaching for "v" and "m."
Lesson §

Self-appraisal Day
UniT 3
Lesson 1

Same form. Letters "b" and "n" are introduced.
Lesson 2

The letter "c¢" and the comma are taken up.
Lesson 3

'Réaching{fqr "x" and the peried

Lesson 4

54

The letter "z" angd the fraction mark are introduced.

Leason &

Self-appraisal day



UNIT 4
Lesson 1
Lesson I affords practice in the correct fingering
and the correct reaching for numerals. The same
forms of practice are used as in the previous les-
sons. Numerals 4, §, 6 and 7 are introduced.
Lesson 2
Practice work is given for reaching the numerals
3, 8, 2 and 9.
Lesson 3
Introduction of $, %, _ and &
Lesson 4
Introduction of #, ", ', (), and ~
Lesson §
" Self~-appraisal Day
UNIT &
Lesson 1
Introduction of ¢, @, %, % and

Lesson 2

Review of letters, numbers and special characters
The objective is now to increase power, to write
more, and at the same time raise the percentage of
aceuracys

Lesson 3
Review

Lesson 4
Further work for speed and accuracy
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Lesson §
Self-appraisal Day
UNIT ©
Lessons 1 to §
Unit 6 is devoted to improving accuracy and speed.
~ The same form is used as in the other units.
7. Corrective Drills
8. Diagnosis of Erroras and Corrective Drills
(a)} It is suggested that every student study the
cause of his errors and follow it up immediately
with intensive practice.
(b) Types of Errors
(1) Non-letter errors and letter errors
(c) Corrective Drill Sentences
(d) Adjacent Control Errors
(e) Reach Errors
(f£) Other Errors

9. Exercise on Alphabetic Sentences

Part II
‘ ﬁh&pterill
Straight Copying Practice
UNIT 7
Lessons 1 to 5
Practice material for the development of speed and
aceuracy

Arrangement and checking of a pupil's paper
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Units B to 12 contain five lessons each and ars

gimilar to those already discussed.

Chapter III
Material for Copying Practice

General Matter
Setting the Margins
Instructions for Preparing Future Units

(a) Units 13 to 18 are devoted to the developing

of higher speed and accuracy.

Syllable Division |
Numbers
Preliminary Letter Forms

(a) Models of introductory letter forms (single

and double spaced, indented)

Chapter IV
Centering
liow to Center '
Problems in Centering for Advanced Students in Longer
Courses
Typing on lines
(a) Typihg lines on the typewriter
Characters Mot on the Keyboard
Part III
Chapter V

The Business lLetter
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{a) Arrangement
{b) Essential Parts
(¢) Multiple-page Letter
(a) 'The‘SIQn;ture
(e) Additional Data
(1} Reference Initials
{2) Inclpsﬂres
() .Partieﬁiar Address
(f) How to 3$tiﬁste the Placement of a lLetter

{g} Models of Various Forms of Letters

Chapter VI
; Practice in Letter Arrangement
Instf&;tions for Preparing Lessons
Notes on Procedure
Facsimile Letters
Units 20 to 27
{(a} Practice in Letter Arrangement and Carbon Copy

 Chapter VII
Addressing.the Envelope
Instructions for Preparation of Different Styles of
Envelopes '
Unit 28
{a) Practice in Letfar Writing_and.the Addressing

of Envelopss
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Chapter VIII
-Facsimile Letters
1, Units 29 and 30

{(a) Copying of Facsimile Typewritten Lettera

Chapter IX
Problems in Setting Up Letters
From Unarranged Copy
1. How to Set Up a Letter
2. Nineteen Problems for Practice in Correctly arrang-

ing Letters

Chapter X
Copying From Longhand Drafts
1. Unit 31
(a} Six Problems in Setting Up Letters From Long-

-

hand Drafis

. Chapter XI
Formal and Semi=-social Letters
1. Models of Formal Letters
2., Unit 32
(a) Exercises in Setting Up Formal And Semi-social
Letters
Chapter XIX
Postal Cards
1. Problems in Setting Up Postal Cards
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2. Unit 33
(a) Copying From Rough Drafts
(b} Problems in Setting Up Copy From Rough Draft

| Part IV
Ghapter X111
Tabulation
1. Planning ;
2. Vertical and Horizontal Spacing
3. Tabular Stops
4. Unit 34 |
{(a} Problems in Copying Tabulations
{b) Tests in Tabulation

Chapter XIV
Billing

1. Unit 35
(a) Practice in Setting Up Bills, Invoices, and
Nonthly Statements

Chapter XV
Telegrans

1. Unit 36
(e) Problems in Typing Telegrams, Day and Night

Letters and Night lMessages
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METHOD OF DEVELCPMENT

The purpose of "Typing for Immediate Use" is to
make the learning and teaching of typewriting the simple
matter which it fundamentally is. The presentation has
gradually become so involved with psychological data
that the operation of a typewriter appears to be a very
complex affair. The learning process has been encum-
bered with location drills, acceleration drills, high-
frequency drills, fixation dérills, and drills of every
imaginable variety. After all, typeswriting was success~
fully taught for many years before it became so psycho-
Jlogical. This book brings the teaching of typewriting
back to its original simplicity. Advantage has been
taken of the researches in psychology, but only as they
serve to simplify, rather than complicate, the learning
process.

The method is a combination of the best features of
both the horizontal and the vertical reach, developed
during fifteen years of constant experiment in the New
York City high schools. The book ie arranged in most
teachable fashion, with careful provisions for individ-
ual differences in every lesson. Work is laid out in
weekly units. Each unit consists of five daily lessons,
and each lesson consists of five steps-- limbering-up
exercises, self-reliance work, class work, challenge

work and proof reading, checking, classifying and record-

ing errors.



EVALUATION

"Typewriting for Immediate Use" is a very new text-
book. It was just published in 1933.

This textbook does not represent a new or distinet
method. It is rather & combination of many of the use-
ful ideas found in other sources of typewriting study.
The authors are men of authority and have had many years
of Commercial teaching experience and they have combined
their years of knowledge and investigation in this text.

Some of the best features of this book are good
drill exercises, challenge work, self-reliance work
(practice on wordse previously missed), and, lastly,
proof reading. Self-reliance work iz another term for
corrective matter. A department dealing with corrective
drills is always a good feature of a textbook. Proof
reading is another useful branch of study.

The introductory lessons are rapid enough to main-
tain keen interest, yet slow enough to insure thorough
mastery and correct habits. The keyboard is covered by
the beginning of the fifth week. The student types real
words at the second lesson, and by the first "Self-Ap-
praisal Day" he finds that he is typing whole sentences.
There are no nonséense sgentences or exercises that make
little sense. Selections for copying have been taken
from standard textbooks and have been chosen because

their content will supplement the general education of

62



the typist. i

In the advanced sections of the book, emphasis has
been placed on the development of judgment and good taste
in setiing up typewritten materiasl. Laboratory problems
ealling for resourcefulness and judéement-in setting up
material from unarranged copy are given in abundance.

As an economy measure in schools where the typing
textbooks get unusually hard usage, the authors have pre-
pared a unigue intreoduetory book, “Keyboard Mastery brills",
to ca?ex the first six weeks. The cover of this book is
s0 constructed that 1% buttons together to form a stand
which holds the copy in the préper position. Thls per~
mits the pupil to adjust himself to his new typewriter be-
fore working with a large, awkward book; and does away with
the constarnt and destructive dropping of books during the

firat few weeks.
The business material and illustrations of this text

are of about aversge character.
This $extbook has no claim to distinciiveness nor is

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

is either toc black or crowded to make 1% the best for the

eye. It gives one the sense of congestion and blurred

impression,
Another criticism is found in its lack of sufficient

tyged illustrations or copy material. The writer prefers

the system of more demonstration of actual typed pages in

the textbook. Thies is a usable texthook of mediocre grade

prepared for first and second year pupils.
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CHAPTER HEADINGS AND COKTENTS

PART ONE

Letters--Their Form eand Arrmngement

Aa)

(b)

(e}

(a}
{(8)
(r)

{g)

{h}
(1)

Stationery

Letterheads

The Date Line and Date Line Styles

The Address epd Address Styles

The Salutation and Saiubtetion Styles

The Body of the Letter and Second FPege Heading
Styles

Complimentery Close and Signsature

Identifying Marke and Identifying Marks Styles
The Bnvelope snd Addressing Mall

Using the Tabular Devices in Writing Letters

Placement of the Letter on the Page

Typewriting Deteils

(a)
(v)
(e)
{d)
(e)
(£)

Clean Type
Punctuation Marks
Figures

Dividing Worde

Abbreviations
Two Words or One

Style Letters 1-10

Envelope Address Styles 1-4

Laboratory Practice Material

Leboratory Ass igmments
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(v}

l.

S

2
De
4.

1.

Assignments and Working Instructions
(1} Schedule of Assignments A-E
Assignments-~Envelope Addressing
(1) Schedule of Assignnents F and G
PART THO
Transeribing Letters |
{a) How to Transcribe
(b) Carbon Copies
{e} Polding Letters
Leboratory Practice Materiel
(2) Transcription Problem Letters
{b) Shorthand Trenscription Problem Letters
Laboratory Assignments
(a) Transcription Problem Letters
{b} Shorthand Transcription Problem Letters
{c) Dictation Problem Letters
- PART THREE
Telegrams and Card Writing
Leboratory Practice Materiel
Laboratory Assigmments
Laboratory Practice Material
(e} Post-card Notices
Laboratory Assignments
(a) Assignments--Post-Card Notlices
(b) Assignmentis--Index Cards
PART FOUR

Rough Drafts

{a) Marke Used in Correcting Typewritten Copy
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Laboratory Assignments
Laboratory rractice Material
{a) Rough Drafts

Tabulating end Billing
Laboratory Practice Material and Assigoments

(a) Tabulation Problems
(b) Practice Copy 1
{1) Romen Numerals
(c) Practice Copy
{(d) Laboratory Problems
(1) ¢Cities in the United States
PART SIX

Legal Papers

Laboratory Assiguments
Laboratory Practice Material
{a) Legal Papers
PART SEVEN
Practice Copy
Original Tabulation Froblems

67
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METHOD OF DEVELOPMENT

The textbook is designed to meet the need of office
material for practice in the typewriting room. So, nat-
urally, the plan of approach is that of well selected
practical material of the various forms mentioned above
and expliecit  directions for their comﬁletion.

The order of procedure is illustration and exemples.
Practice material is supplied the student and he 1s tolad

how to use it. These lessons are summed up by review

questions.
Reigner's own statement of his purposes in this text-

book are:

Applied Typing 1is essentially a manuel of laboratory
procedure, It provides the material and method for train-
ing students in the practical epplication of typewriting
skill. It concentrates attention on the "finished productm-«
the transeripts which the typlst or stenographer lays be-
fore the employer. Competence in typewriting is measured,
in the practical workaday world, solely by the accuracy
and attractiveness of that product.

The mastery of the keyboard and of the typewriting
technilque employed in writing "stralght copy” is one
thing. The effective utilizetion of that technique in
turning out rapidly asnd mocurately the various kinds of
work the operator is called on to do in the business office
is another thing. It is in this latter field that this
book provides concrete instruction and a highly effective

type of laboratory work.

1Reigner, Charles, Rowe Budget November 1932
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EVALUATION OF TEXT BOOK

This is an excellent textbook for use in advanced
typewriting classea, and in some cases of office practice,
it might be used as a source bock.

The material in this text book 1s ecarsfully selected
to meet the purposes of the text, that being, to give
technical practical experience to the advanced typist.

Some of the distinctive features of this texthook
are:

(1) The discussion of the proper arrangement of the
various parts of a letter is unusuaslly complete, definite,
and understandable.

(2) All the various styles of arranging the parts
0of a letter are presented in the form of photographie
reproducticns of actual typing.

{3) The constant requirement, in the lsboratory
assignment s, for the use of the tabular devices provides
training in a phase of typewriter manipulation which 1is
frequently slighted.,

. (4) The Placement Plan is employed by the pupil in
working out.each laboratory assignment. The value of the
Plan lies in the fact that it replaces vague general in-
struction with specific and concrete directions. Definite
1dealsf6r'form, arrangement, and proportion are thus built

up in the student's mind while he is in the learning stage.
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(6} The instruction in typewriting details sets up
stendards of correct usage which are most frequently vio-
lated by stenographers and typists.

(6] The Laboratory Practice Materiel represents the
literature of modern business at its best. The letters with
which the student works are typicel of the forceful, vigorous
business writing of today. They have a freshness and & vi-
tality which add realism to the student's work. Hackneyed
and stereotyped phrases are conspicuous by their sbsence,
Correct standards of business writing are thus unconsciously
acquired by the pupil. o

{7) The Laboratory Assignments represent the very
Rheart® of the course. All instruction matter is directly
employed in one way or another by the student in working
out the assignments. A series of "Workipng Instructions®
establishes correct procedure, Therse iz no routine "copy-
ing." The assigoments are so organized in schedule form
that the student must be continually on the slert., Initie-
tive, resourcefulness, and independent thinking are constant-
ly stimulated. Specific application of ascquired information
is the motif underlying the Laboratory Assignments.

(8) An altogether new snd original feature of the
book is the training in transcribing provided in Part Two.
The problem of transcribing from shorthand has been resolved
into its elements, and training is given on each vhesa of
the problem.

{9) The rough drafts in Part Four are uvnusuelly diver-

sified and are prefaced with a short study of the rrarks
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Used in Correcting Typewritten Copy."

{10) The legal papers in Pert Six represent doou-
ments that are typewritten in actual practice., "Working
Instructions™ eare provided which direct the student in
the exercise of his own resourcefulness in writing the
documents correctly. .

The material for this textbook has been taken from

actual business forms and letters and in that way greatly
enriches the value of the material.

This is in every way a commendable text for High

School use., It is & typiecal Relgner text in that it is
conecise, vital, and ta the practical point,
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CHAPTER HEADINGS end CONTENTS

PART ONE
GENERAL INSTRUCTIONS
Position at the Machine
Inserting the Paper
Returning the Carriage
PRELIMINARY DRILL Pages 3 to 24
Letter and word drills
Corrective practice
Capital letters and sentences
Parggraph writing
Division of words
Uses entirs alphabet
PART TWO
THE ELIMINATION OF ERRORS
Corrective drills
Procedure
Drills in: question merk, colon, symbols, per
cent sign, underscore, apostrophe, number sign,
quotetion mark and parentheses
THE ARRANGEMENT AND FLACING OF LETTERS
Model Letter I
Speclal Charazcters
Characters Not on the Keyboard
Single~spaced Short Letters
Model Letter 2
Medium Length Letters



Close Punctuation

Model Letter 3

Model Latter 4

The Block Style Letter
Model Letter &

Envelope Addressing
Envelope Address Styles
Folding the Letter
Centering

Settings for Tabulations

74
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STYLE OR METHOD OF DEVELOPMENT

This is not a distinct method propounded in this
text. The method used to introduce typing is more or
less the ordinary form. The student is shown a chart
with the letters marked on the keys he is to learn for

that lesson.
This is a text used for beginners.
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SUMIARY #ND EVALUATION

While this text does not represent a new end distinet
method of procedure it 1s nevertheless a very usable one .
in which to start beginners. The drills are well planned
and in good proportion to the needs of the students, They
are placed on the page in good arrangement and in a good
type so0 that they are made attractive.

Another good festure in this text is that it takes up
ietter writing in the beginning yesr. Most modern teachers
prefer this system.

In general this is an average type of book. One fea-
ture could have been stressed to the advantage of the pu-
pil, that being more drill and exercise work in writing

figuraa v
It is a usable and useful text if not very distine-

tive in style.
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NE® INTENSIVE TYPING

AUTHORS
Mr, W. Ross is noted as an authority on Commercisl

textbooks. Most of his publications and work deal with

the subfect of typewriting.
Mr. Charles Reigner is the president of the H., M.

Rowe Publishing Company. He is a most versatile author
of Commercial subjects. He writes in the fields of

English, Gremmar, Office Practice, Typewriting, and

many others.

- PUBLISHER

This textbook is published by the l. M. Rowe Com-
pany, Baltimore, Maryland, end Chieago, Iliinois. For
schools of the west this book may be purchased at the

California School Book Depository in San Francisco.
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CHAPTER HEADINGS AND CONTENTS

Part I
General Instructions and Preliminary Drill
Instructions as to body and hand positions, the
striking of keys, and the adjustment of the paper
Keyboard Drills
Letter, number and word drills
Supplementary Practice
Drills of words, letters and numbers
This is an effort to make the typist keep his eyes
and mind an-hia work, and to write smoothly and
evenly.

Corrective Practics
What are the causes of your errors? Check your

work end. proceed to correct the faults.
Shifting--Capital Letters
Instructions as to the making of capital letters
and spacing between sentences
Opticnal Review Drills
Drills of common words for easy, smooth, and accur-
ate writing

Sequence Drills
All lettsr keys have been presented. You should

now be able to type aoccurately end without hesita-

tion. Keep your atrokes evenly timed.
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Harginal Release
It fhe‘kays lock while you are writing a word, press
the mhrginal,relaase, riﬁish'fhe word, return the
carriage and continue your writing.
Division of Words
If the warning bell rings while you are writing a
word, and you are in the right position te divide the
word,'strike the hyphen, return the carriage and write
the rést of thélxord on the next line.
Paragraphing
Instructions for the setting of the marginal stops,
tabular'stop, returning the carriage, asnd depressing
the tabular key when preparing to paragraph are given.
Upper Bank Symbols |
Observe the siéna-used in business and the shift of
the numbers to procure them,

The Dash and Syllable Division
The student must ohserve the difference between a

dash and a hyphen and also learn their respective
uses. )
Supplementary Technique HExercises
Drilling for high speed with accuracy
Simple Letter #riting
Instructions are.given for writing a simple letter,
and the setting Sf harginal and tabular stops.
Arrangement and Placement of Letters '

Arrange and place according to the neatest, most
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artistic¢ and most balanced appearance, |
Style Letters

Lodels of different types and styles of letters
Single Spaced Shart Letters
Instructions for the best style of writing a short
letter
Folding the Letter
Directions for letter folding
Envelope Address Styles
Models of fully addressed envelopes
Carbon Coples
Directions for the preparation of carbon sheets
Test Exerocises
Exercises are given in five~minute tests which have

a gradual increase in length and change from repetition

to straight copy.

Part II -
Corrective Drills
Drills of words and sentences are supplied to ald in
the elimination of errors.
Lesson Procedure
Routine procedures that must be followed in all the
succeeding lessons are given,

Preliminary Drills {Ayers List)
prills are prepared which require concentration to

avoid errors. Mental control must be striven for.
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Billing
Practice fer Typing Bills

Centering
Directions for centering a word or sentence

Tabulation
Instruotions for the use of the tabuler Xeys and
lessons for drili work

Settings for Tebulations
Directions explaining the setting of the tabular keys
and how to detérmine their position are given,

Medium Length Letters {l100-150 worda]
¥ethods are demonatrated for writing a medium length
letter with correct margins and spacing .

Close Punctuation
Methods of punciuation in the addresses of letters are
explained,

Block Style
A letter, wherein address, paragraph, and, ususlly,

the complimentary c¢losing and heading are flush with
the margin, is called blocked style.
Placement Guide
Directions for the placement and centering of letters
Signature Styles
Different styles for the closing and signing of @

letter are demonstrated.



Rough Draft
This is practice in the abflity to type off scrateh
work, or the first write~up of articles which are,
in some instances, difficult to read.

Telegrams and Cablegrams
Models for typing telegrams and cablegrams in prace
tice work

Legal Papers
Writings or articles of legal standing such as
partnerships, corporations, wills, etec.

Postal Cards

Instructions and models showing the forms, spacing
and margins for writing up a postal card

Writing on Ruled Lines
Directions Tor the use of the variable line spacer

in writing on ruled lines
Testimony

Forms indicated in writing up a court testimony
Building Specifications

General building specifications

Part III
Typewriting Office Practice
This section is preparing the pupil for a future
business caresr. Jobs are given to aid the stud-

ent.

Radio Typewriting and Office Practice
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The student becomes employed by a radic company and
assumes its responsibilities. Inmtructions are
given to fit the student for his position.
Original Typeuriting Projects
A review of lessons for practice work
Speed Practice
Tests for speed and accuracy of typing
Appendix
The typewriter--its parts and how to use them.

Rules for the correction of typewritten copies

g G



METHOD OF APPROACH

The method starts with instruction in the "home
row" group of keys. This lesson is accomplished by in-
tensive letter, syllable, and word drills. In rapid
succession the other letters of the keyboard are intro-
duced by means of a photographic chart picture of the
keyboard, each letter is shown in dark black print as
it is introduced. |

The aim of this text is toteach the student to be-

come a rapid and accurate typist.

B4



EVALUATION

The method is not unique in itself but the book in
general is well organized and carefully meets the needs
of the pupil.

The drills are carefully planned, neatly arranged,
and in sufficient number to give complete and efficient
drill in any new work that may be introduced.

A'&iatinctivelf attractive feature of this textbook
is that at suitable intervals optional work is supplied
for use in case of accelerated students. This is always
a good feature in any type of textbook. Finding suit-
able material for the advanced student is not always an
easy task.

The illuatrations are.appyqpriate and clearly de-
monstrate the point being discussed.

It is a textbook which is carefully bound, making
it useful for class work and classroom wear. The print-
ed drill and practice material iz printed in black type
on a good grade of paper, thereby making the material
attractive and easy to read.

Special care is given the student to show him how
to overcome his errors.

One point of difficulty in this book is found in
the fact that thedrills in some casea are too lengthy
and therefore tend to cause monotony. In other cases,
there is too much repetition of the drill work which

should have been accomplished on previous pages.
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Mr. Harold H. Smith has been actively associated as
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and colleges of the United Stétes that train commercial
teachers. He 1s at present offering a methods course in.
Teachers College, Columbia University. His official typ-
ing record is 126 words a minute.
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FART I--BASIC TECHNIQUE
1. Basic Machine Operations
2. Correct Fosture
2« Standard Paper Insertion
(a) Illustrations of inserting and adjusting paper
4. Arrangement of Typewritten Work
&. Correct Hand Poeition
(a) Illustrations of home position
(b) Pinding home position by touch
6. General Inastructions |
LESSON 1 BUDGET I
7. How to Practice Standard Stroking
{a) Stroking Drill
(1) Typing *j's™ and "fis" in groups of six across
the page
LESSON 2 '
8. Xeray Eeyboard Chart
9. How to Practice Standard Reach-Stroking
{a) Stroking Drill
(1) Typing combined groups of =f*; *j*, "h", and
.,
(b) PFacility Drill
(1) Typing of short words
10. Supplementary Exercises
(a) Extra work for students with ability to work fast
LESSON 3
11. XNew Strokings



(a) Stroking and Reach-Stroking Drill
(1) ‘Letters ™i=, »k*, "a*, “e”, *c™ and comma
added to drill.
(B) Facility Drill
(1) Simple words
(c] Fluency Drill
(1) Rhythm drill
(d) Supplementary Exercise
LESSON 4
(a) Facility Drill
(b) Fluency Drill
(¢) Accuracy Drill
(d) Supplementary Exercise
12. How to Check Your Work
(a) Illustration of corrected paper
13. Skill-Improvement Practice
14. How to Record Your Frogress
LESSON &
15. New Strokingse
(a) Stroking and Reach-Stroking Drill

(1) Introduction of letters "o", <1%, "w", "g"

’

mxw and the period.
{(b) Facility Drill
{e) Fluency Drill
(d) Accuracy Drill

(e) Supplementary Exercise

.88



LESSON 6 BUDGET II
16. New Strokings '
(a) Stroking and Reach-Stroking Lrill
(1) Introduction of letters *p”, "qv, “zv,
semi-colon and bar.
(b} Facility Drill
(e) Accuracy Drill
17. Quick Carriage Return
18. How to liake Capital Letters
19. How to Fractice Standard Shift-Stroking
(a) Learning Procedure
(b) Shift-Stroking Drill
(c) Supplementary Exercise
LESSON 7
20. Keep your Typeiwit‘.er Clean

21. Rules for Spacing after Functuation Harks

{a) Fluency Phrase Drill
{b) Shift-Stroking Drill
(¢} Facility Sentence Drill
(d) Supplementary Exercise
LESSOR 8
22. The Top Row of Keys
(a) Illustration of correct Linger positions
(b) Reach-Stroking Drill
(1) Introduction of numbers
(¢) Reach-Stroking Drill
{1) Introduction of ®"g®, "=-*, “i", and "0%.
{(d) Shift-Stroking Drill

89



(1} Introduction of "$*, =jw, wpe, w()w,
"$", "@*, ™", and quotation marks.

{e) Facility Sentence Drill
(£) Accuracy Sentence Drill
(g) Supplementary Exercise
LESSON 9
23. Aim to Perfect Your rechnique
(a) Keyboard Review
(b) Third-Finger Facility Drill
{¢) Accuracy Sentence Drill

(d8) Accuracy Drill

(1} Instructions in making fractions

(e) Supplementary Exerciee
LESSON 10

(a) Keyboard Review

(b} Fourth-Finger Facility Drill

(¢) Facility Sentence Drill

(d) Accuracy Drill

(e) Supplementary Exercise
LESSON 11
24. How to Paragraph

(a) Keyboard Review

{b) Facility Drill

(c) ~Facility Sentence Drill

{d) Accuracy Drill

(e) Supplementary Exercise
' LESSON 12
25. The Right Margin

BUDGET III

Q0



26. The Bell

27. The Margin-Stop Release

(a)
(b)
(c)
()
(e)
LESSON 13
(a)
(v)
(e)
(d)
LESSON 14
28. Type
(a)
(b}
1{-3]
(4)
(e}
LESSON 15

Keyboard Review
Fourth-~-Finger Faclility Drill
Accuracy Sentence Drill
Keyboard Review
Supplementary Exercise

Accuracy Sentence Drill
Flusney Sentence Drill
Facility Sentence Drill
Supplementary Exercise

Your Exercise Headings
Keyhoard Review
Facility Drill

Fluency Parsgraph Drill
Keyboard Review

‘Supplementary Exercise

29. How to Type Frequent Sequences

{a)
(b}
(c)
(a)

Keyboard Review
Facility word Drill
Accuracy Paragraph Drill
Supplementary Exerciae
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PART 1Iw-SKILL DEVELOFMENT
30. Standard Procedure for all Periods in Part II
{a) Technique Practice '
(b) Applied Practice _
{¢} Improvement Practice
LESSON 16 BUDGET 1V
(a) Facility Wword Drill
{b) Keyboard Review
{c) Sustained Accuracy
LESSON 17
{-a) Facility word Drill
{b) Keyboard Review
{c) Sustained Facility
LESSON 18 |
{a) Word Drill, Review, and Intens.ive Drill
LESSON 19
(&) Word Drill, Review and Accuracy
LESSON 20

{a) word Dx1ill, Review and Skill Test

LESSON 21 ‘BUDGET V

31. The Rhythm Drill Used by Experts

{(a) Word Drill, Review and Sustained Facility
LESSON 23

(a) Drillg and _Ra\}iew
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(b} Division of Words
LESSONS 24 and 28

{a) Drills and Reviews
LESSON 26

(a) Drills and Reviews
33. The Personal Note
34. General Instructions

(a) Model of Personal Note
LESSON 27 to 30 inc.

(a) Drills, Reviews and Accuracy
LESSON 31 to 35 inc.

(a) Drills, Review and Accuracy
LESSON 36
35. Easy Businesa Letters

BUDGET VI

BUDGET VI1I

BUDGET VIII

{a} Illustration of an Easy Business Letter.

LESSON 37 to 39
(a) Review, Drills, and Accuracy

LESSON 40
(a) Spacing After Punctuation Marks

LESSON 41 to 45 inc.

{(a) Drills, Review, and Accuracy
LESSON 46 to 50 inc.

(a) Drills, Review, and Accuracy

LESSON 51

BUDGET IX

BUDGET X

BUDGET XI

36. General Instructions for Lessons to Follow

37. Manuacript Work

LESSON &2 to 55 inc.
(a) Drills, Review and Accuracy

83
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1LESSON 656 to 60 inc. BUDGET XI1I
{(a) Drills, Review and Skill Tests
LESSON 61 to 65 inc. BUDGET XI1I
(a) Drills, Review and Skill Testes
LESSON 66 to 70 inec. BUDGET X1V
{(a) Drills, Bueiness Letiers and Accuracy
~ LESSON 71 ' BUDGET XV

(a) Business Letter, Drilla, and Accuracy
38. Centering with Centering Drill
LESSON 72 to 75 inec.
{a) Word Drills, Business Letters and Centering
LESSON 76 BUDGET XVI
{(a) Drills and Business Letter
39. The Variable Line-Space Device with Drill
40. Placement on the Page
LESSON 77
(a} Drille and Business Letter
‘LESSON 78
(a) Reviews and Drills
41. Adapted Signs with Drill
LESSONS 79 and 80
(e) Drills, Business Letters and Accuracy

LESSON 81 to 85 inc. BUDGET XVII

(a) Drills, Reviews and Businese Letters

LESSON 86 to 90 inc. BUDGET XVIII

(a) Drills, Reviews and Skill Tests
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PART I1II--BUSINESS LETTER FORMS AND TELEGQAPHIC COMMUNICATIONS

42. The Typing of a Business Letter
{a}) Parts of a Business Letter
(b} Illustration of the Parts of a Business Letter
(c) Caleculating Space Requirements

43. Carbon Copies of Letters

44. Addreesing Envelopes

45. How to Submit Completed Correspondence

46. Folding Letters
{a) Illustrations of Letter Folding

47. Description of Style Studies 1-8

48. 1Instructions for Preparing Budgets

LESSONS 91 to 95 BUDGET XIX
(a) Drills, Reviews and Letters
{b) Illustrations of Style Studies 1-3

LESSONS 96 to 100 | BUDGET XX
(a) Drills, Review and Letters
(b) Style Study 4

LESSONS 101 to 105 BUDGET XXX
(a) Drills, Reviews and Letters
(b) Style Study 5

LESSONS 106 to 110 BUDGET XXII
(a) Drills, Review and Letters

LESSONS 111 to 115 BUDGET XXIII
(a) Drills, Review and Letters
(b) Style Studies 6 and 7

BUDGET XXIV

LESSONS 116 to 120

(a) bprills, Review and Letters



(b) Style Study 8
Telegraphic Communications

50. Telegrama, Cablegrams, Radiograms

(a) Illustrations
LESSONS 121 to 125 BUDGET XXV

{a) Drille, Review and Telegraphic Communications
51. General Instructions

PART IV--KANUSCRIPTS, TITLZ PAGES, RCUGH DRAFTS

52. Manuscripis
53. Title Page
S4. General Instructions
LRSSONS 126 to 130 BUDGET XXVI

(a) Drills, Reviews and Manuscripts

LESSONS 131 to 135 : BUDGET XXVII
(a} Drills, Reviews and Manuscripts
LESSDNS 136 to 140 BUDGET XXVIII

55. Project

(a) Title Page and Manuscript
LESSONS 141 to 145 EUDGET XXIX
(a) Drills, Reviews and Manuscripts
(b) A Rough Draft, Illustrations of Border Design

PART V-=TABULATION

$6. The Tabulator
(a) Planning
(v) Setting the Stops
{(c) Operation
ILESSONS 146 to 150 BUDGET XXX
(a) Word Drills, Reviews and Tabulation
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57+ Columnar Work

(a) Planning and Setting the Stops

{(b) Simple Tabulation
LESSONS 151 to 155 BUDGET XXXI

{(a) Drills, Reviews and Tabulation

(b) Tabulated Bank Statement
LESSONS 156 to 160 BUDGZET XXXII
58. Bills

(a) Illustration of a Retail Bill

(b} Drills, Reviewa and Tabulation
LESSONS 161 to 165 BUDGET XXXIII
59. ©Statements

(a) Illustrations of Itemized and Invoice-Statement

(b) Drills, Reviews and Tabulation

PART VI--~LEGAL AND BUSINESS DOCUHMENTS

60. Legal and Business Documents

(a) Covering and Indorsing

(b) Technical Points
LESSONS 166 to 170 BUDGET XXXIV

{a) Drills, Reviews and Legal Documents

PART VII-~RELATED TYPING PRQJZCTS

LESSONS 171 to 175 BUDGET XXXV

(a) Drills, Reviews and Rough Drafts
LESSONS 176 to 180 BUDGET XXXVI
61. Writing on Ruled Lines

(a) Drills and Addressing Envelopes
62. Postal Cards

63. Mailing Lists



66.
€7+

68.

69.
70.
71.
72.
73.
T4.

70,

6.
7.

78.

79

28

{a) Illustrated Record Card for Kailing List

PART VIII-~-ADVANCED BUSINESS CORRESPONDENCE
The Writing of Latters
Parts of a Letter
(a) IXllustrations of the Parts of a Letter
Variations in Standard Parts with Illustrations
Headings for Second and Fellowing Pages of a Letter
{a) Illustration of Identification on Continued Fages
Hethods of Securing Emphasis
(a) Illustrations of liethods of Securing Emphasis

Making Corrections

Personal Letters

Centering

Carbon Copies

Tabulators

Addressing Envelopes

(a) Forms of Envelope Addresses
Folding Letters {Illustrations)
Letters Ready for Dictatar to Sign
General Instructions

{a) Letters

¢b) Enclosures

{c) Envelopes

(d} Carbon Copies

(e) Handwritten and Rough Drafts
Description of Style Studies

(a) Style studies 1-10

United States Government Correspondence Forms
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8l.

82.

g9

BUDGET XXXVIX

{(a)} Letters to be Arranged According to Style Studies
12

BUDGET XXXVIII
(a) Letters. Arranged According to Style Studies 3-4
BUDGET XXX1X
Special Instructions to the Student
(a) Letters. Arranged According to Style Studies 5-6
BUDGET XL
{(a) Letters. Arranged According teo Style Studies 7-8
BUDGET XLI
(a) Letters. Arranged According to Style Studies 9-10
Telegrams, Cablegrams, and Radiograms
(a) Illustrations of Telegraphic Communications

General Instructions

PART IX--REPORTS, MANUSCRIPTS, AND OTHER LITERARY MATTER

83.

Reports and kanuseripts

{a) Consistency of Form

{b) Paper '

{(e) Margins

(d) Headings (Illustrations)

(e) Numbering of Pages

{f) Paragraphs

(g) Footnotes

(h) Reference Marks

(i) Bibliographical Notes

{j) Table of Contents (Illustration)
(k) List of Tables, Charts, or Illustrations

(1} The Index (Illustration)
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(m)
(n)
(o)

(a)

(n)

(a)

The
(a)
(b)
(e)
{d)
(e)
()
(g)
{h)

(1
3
(k)
(1)

Quotations (Illustration)
Binding
Typing Flays
| BUDGET XLIIX
Typing of Illuatrations of the Preceding Outline
BUDGET XLIII
Outlines
BUDGET XLI1V

Style Manual, aanuseript, and index

PART X--TABLES AND OTH:R STATISTICAL MATTER
Typing of Tables and Statistical katter
Plan First

Margine

Headings (Illustrations of Table Headinge)
FPlanning the Table

Centering

Arranging Material in Columns

Use of Tabulator

Accounting Statements {(Illustrations of Balance
Sheet and Statements of Assets, Liabilities, and
Capital)

Carbon Copies

Ruling

Typed Bar Chartis

Checking Tables

Instructions to the Student

.

BUDGET LV

Simple Tabulation
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87«

88

24

90,

91.
92,
93

101
BUDGET XLVI
{a) Ruled Tabulation
BUDGET XIV/IIX
(a) Balance Shasts
BUDGET XIVIII
(a) Statement of Assets, Liabilities, and Capital
BUDGET XLIX
(a) Statement of Profit and Loss
PART XI--BILLING AND BUSINESS INSTRUMENTS
The Typing of Bills. Statements, and Invoices
{a) Illustrations of Invoices and Monthly Statements
BUDGET L
Instructions to Students
(a) Retail Bills and Wholesale Invoices
BID GET LI

Billing and Statement Work
{(a) Itemized Retail Statements and Wholesal e Invoices
BUDGET Li1X
{b) Monthly Statements
Filling in Blank Forms
(a) Illustrations of Blank Forms
Instructions to the Student
(a) Commercial Drafts
'PART XII~~LEGAL AND BUSINESS DOCUMENTS
Legal and Business Pocuments
Form of Documents Varies

Manuseript Covers
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97.
98.

L2

General Instructions to the Student

(a)
(b)
{c)
(d)
{e)
(£)

N BUDGET LIII
Bill of Sale
Power ¢f Attorney
Proxy
Postal Card Notice
Deed
¥anuacript Indorsement

BUDGET LIV

Construction bDocuments

(a)
(v)
(c)
(4)

(e)

Agreement
Title Page of Supplementary iJocuments
General Conditions of the Contract
Specifications
will

PART XIXI--RELATED TYPING PROJECTS

A Series of Typing Jobs
Standards for Office Typing

Genafal lng.tme_tiong for all ¥ork in Part X111

(a)
(b)

(e)
(a)
{e)
(£)
{g)
(h)

Letterheads and Billheads

Blank Yorms

Number of Copies

Enclosures

Dating Letters and Other Papers

Envelopes
Arrangement of Material
Assignments
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100.

101.

102.

103.

(1)

Tidiness

An Insurance Project

(a)

(v)

(c)
(4)
(e)

Business Letter
Telegram

Confirmatory Letter
Bill

Letter of Acknowledgment

A Legal Projeset

(a)
(b)
(c)

@)

Business Letters
Plaintiff's Declaration
Defendant's Answer

Legal Interrogataries

A Club Project

(a)
{b)
(e)
(@)

Constitution and By-Laws
Letters
Program

Supplementary--Duplicating

A Radio Jobbing Project

(a)
(b)
(e)
(@)

Business Letter
Receipted Bill
Circular Letter
Price List

A Wholeszale Project

103

BUDNGET LV

BUDGET LVI

BUDGET LVII

BUDGET LVIII

BUDGET LIX
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105,

106,

107.

108.

109.

R TR T b i L i i

(a) Interhouse Eemorandum

{b) Pay Holl

_BUDGET LX -

A Hotel Project
(a) Form Letters
(b} Night Letters
{ec) Itemized Statements
| BUDGET LXI
A Building Project
(a) Business Letters; Night Letters
{b) Pay Roll
(¢) Currency Memorandum
| BUDGET LXII
An Advertising Agency Project
(a) Buainess Letters
{b) Tabulation
BUDGET LXIII
A ﬁailroad Project.

(a) Business and Form Letters

BUDGET LXIX
An Investment Office Project
(a) An Interhouse Memorandum
{b) A Consolidated Balance Sheet
(c) A Consolidated Income Account
(d) A Statement of Investments
BUDGET LXV

A Real Estate Project




110.

11l.

112.

113.

114.

115.

116.

(a} Supplementary--Contract
' BUDGET LXVI
An Engineering Project |
{a) Business, Credit, Confirmatory and Adjustment
Letters
BUDGET ILXVII
A Legal Project ’
BUDGET LXVIII
A Publishing Office Project -
{a) Manuseript
{b} Rough Draft
{c) Confirmatory Letter

BUDGET LXIX

A Tabulation Project
BUDGET LXX

A Public Stenographic Project
(a) Business Letters

BUDGET LXXI
(a) Advertising Project
(b) Circular Letter Project
{(c) Statement Project

BUDGET LXXII
An Alphabetizing and Piling Project |
{(a) File Cards
{b) Alphabetizing

PART XIV-~TECHNIQUE-AND SKILL-IMPROVEMENT DRILLS
Technique Practice

{g) How to Practice

105
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METHOD OF TREATMENT AND DEVELOPMENT OF SUBJZCT MATTER

Gregg Typewriting develops the subject by an introe-

duction of the home row. Thiec is accomplished by the use

of a picture chart termed the "X-ray keyboard". All key
are located im this manner. The nunbers are all intro-
duced in one lesson.

Much emphasis is placed on the proper reaching-out
stroke.

The organization of Gregg Typewriting is based on
the results of modern educational research and an analy-
gis of city and s_taté typing syllabi.

The business material is gathered from actual bus'-

iness papers. This material is arranged in unit paris.

8
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EVALUATION

Gregg Typing is one of the most widely used text-
books. |

It is a book which has been built on scientific
analysis of typewriting. Many city end state bulletins
have been studied and assimileted 1n?this test. Key-
board introduction is quickly and easily cared for.

The business forms and illustrations found in this
textbook are of very fine quality.

The principal aim of the book is to develop skill,
This keynote is carried throughout the book.

Motivation is skilfully treated in this textbook.
Interest is particularily centered in the business pro-
Jeets in the second half of the book. In fact the mat-
erial contained in the second half is its real claim to
being an excellent and useful text,

The general iripression creasted by this book is
nost favorable, The only possible criticism to be offer-
ed is that in some cases the print is small and too much
material is ecrowded into ome page giving it the appear-

ance o bsing congested.
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STUART TYPING

Keyboard Mastery
of the Vocabulary of Business by the
High Frequency Word Pattern Method
BOOK ONE

By

Esta Ross Stuart

Mrs. Esta Ross Stuart is a person of authority in
the £ield of typewriting. For many years she has been
in cherge of the typewriting department at the Berkeley
High School, Berkeley, California. She has also given
several teachers' courses in the subject of typewriting.

irs. Ross is, at present, studying and giving courses at

Columbia.

Publishers.
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Part I

General instructions are given for correct position
at the machine; and for the hands, proper stroke; and the
adjustment of the paper,

BLOCK ONE-QWQBS ONY TO FIVE
1. ?beabulafy learning and word-pattern building
begins with the use of small words such as:
if, it, is, etc., instead of the usual letters,
ufe and "jv.

2, Location of the shift keys on the keyboard and

building up of sentences are taught next.

3. Review of the routine for iocabulary learning

in Job One is repeated.
BLOCK TWO--JOBS ONE TO FIVE
1. Horizontsl centering with explanations
2. Introduction to paragraph prastice work
3. More of vocabulary and sentence learning
BLOCK THREE--JOBS ONE TO FIVE
1. Imnstrugtions as to the cehtering of words and
sentences,
Sentence testing
2. Paragraph practice
Illustrations of how to determine rate of speed on
a one-minute test are glven.
3. Vocabulary and sentence learning
BLOCK FOUR~-JOBS ONE TO FIVE
1, Regular routine in vocabulary learning
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2e Continuity in writing sentences and paragraphs
3. Folloxihg of the regular routine of voeabulary
and sentence learning
BLOCK FIVE--JOBS ONE TO FIVE
1. Word 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. Continmuity in writing'in preparation for timed
tests
4. Job four is a continuance of job three.
5. Vocabulary and sentence learning
BLOCK SIX--JOBS ONE TO FIVE |
l. 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 centering paragraphs
4. Keeping of the vocabulary test records
Continuance of vocabulary tests
VOCABULARY TEST RaCORD
BLOCK SEVEN--JOBS ONE TO FIVE
1. Voecabulary tests in paragraphs and sentences
BLOCK 2IGHT--JOBS ONE TO FIVE

1. Vocabulary tests

vt e
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2. Problems in paragraph placement
BLOCK NINE~-JOBS ONE TO FIVE
1. Vocabulary tests ani placement of paragraphé
2, Automatic control of business words of the high-
est frequency.
3. Continuity of writing in time tests
TIMID TBST RECORD NUMBER ONE
BLOCK TEN-~JCBS ONE TO FIVE
1, Five minute tests in continuity tests
2. Instructions in the process of horizontal center-
ing | | |
3. Mastery tééﬁ'for'training
BLOCK ELEVEN~-JOBS ONE TO FIVE
1. Importance of special skill training, and one's
.ability in acquiring that skill
2. Drills on specisl charécters and fisures, such
as "g" "Q," etc.
3. Continuity of writing time tests of ten minutes
4. Accurscy and special skill training
BLOCK TWELVE--JOBS ONE TO FIVE
1. Tests for accuracy and specisl skill
BLCCK THIRTEEN--JOBS ONE TO FIVE
l. Alphabetical paragraph practice, vertical cen-
“tering, accufacy training
Bi.OCK FOURTEZN-~JCBS CNE TO FIVE
1. Speed tests, accuracy training, special skill

tests or tests of ten minutes



BLOCK FIFTEEN=-=-JOES ONE TO FIVE
1. This block contains drills for accuracy, spec=
ial characters and figures.
BLOCK SIXTEEN~~JOBS ONE TO FIVE
- Driiis with special characters and figures
RLOCK SEVEKTEEN--JOBS ONE TQ FIVE
1. Same as block sixteen except for training in
adjacents
BLOCK EIGHTEEN--JOBS ONE TO FIVE
1. Time and placement tests, drills for accuracy,
and vertical centering
BLOCK NINETEEN--JOBS ONZ TO FIVE
1. This bloeck contains the regular accuracy and
gpecial character and figure drills along with
paragraph placement tests.

BLOCK TWENTY--JOBS ONE TO FIVE
1. Paragraph placement tesis and training for ac-

curacy, acceleration, and special characters
and figures

TEST GRAPH

PART II

BLOCK CNE--JOBS ONE TO FIVE
1. Training in the mastery of accuracy and auto-

natization.

TIMED T=ST RECORD NUMBER TWO
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BLOCK TWO-~JOBS ONZ TO FIVE
1. Same as bleck one
BLOCK THRZE--JOBS ONE TO FIVZ
1. Regular drills and acceleration training
BLOCK FOUR--JOBS OKE TO FIVE
1. Thias block repeats former drills of training and
tests on special characters given in this block.
BLOCK FIVE-~-JOBS ONE TO FIVE
1. Contains accuracy training, acceleration train-
ing, special skill training, timed tests, and
special skill tests of former blocks.
BLOCK SIX--JCBS CNE TO FIVE
1. Practice in the writing of Roman numerals
BLOCK SSVEN~--JOBS ONE TO FIVE
1. Training in addressing envelopes
BLOCK EIGHT-~JOBS ONE TO FIVE
1. Regular training in accuracy and timed tests
BLOCK NINE-~JOBS ONE TO FIVE
1. This block contains accuracy and acceleration
training, special skill training in adiressing

envelopes.
Timed tests in envelope acdreasing

BLOCK TEN~-~-JOBS ONE TO FIVE
1. Contains training and technigue of letter writ-

ing
HQW TO PFPOLD A LETTZIR
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BLOCK ELEVEN~--JOBS ONE TO FIVE

l. A review with promotions for the training of

‘aceuracy acceleration

BLOCK TWELVE~~JOBS ONE TO FIVE

1. In this block is a continuance of the training

in accuracy and acceleration along with tests
in letters and regular timed tests.

BLOCK THIRTEEN--JOBS ONE TO FIVE
1. Letter writing in modified block form

BLOCK FOURTEEN-~JOBS ONE TO FIVE

l. A vontinuance of the few former blocks in letter

writing
BLOCK FIFTEEN~--JOBS ONE TO FIVE

1. In this block you wili find nearly the same

type of material mentioned before.

BLOCKS SIXTZEN- TO TYENTY.
l. Mostly letter training and review work

BCOK TWO
PART III
BLOCK ONE~~JOBS ONE TO FIVE
l. Illustrations and introduction of tabulation
INDIVIDUAL TIMED TEST RECORD
BLOCK TW0--JOBS ONE TO FIVE
1. The use of the eraser and how to type correc-
tions

BLOCK THREZ--JOBS ONE TO FIVE
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1. Letter writing, tabulation of words, and tests

BLOCKS FOUR- TO TWENTY
These blocks deal with instructions in, and lab-

tabulation, letter writ-

1.
oratory material for:

ing, drill work, rough drafts, etc.

PART 1V

rhis section deals with office practice material
such ag; filing cards, legal forms, letter writing,

rough drafts and other related subjects.
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METHOD OF DEVELOPMENT

n"The Vocabulary of Business by the High Freguency
#ord Pattern Method" is an adaptation of the Morrison
"mastery® formula and the psychology of typewriting
skill, as set forth by Book in his studies of skill train-
ing. Mrs. Stuart has divided the learning process in typ~
ing into knowledge learning (an acguaintance with the
facts necessary for a thorough understanding of the sub-~
Ject), and skill learning (the mastery of motor and men-
tal contrel which causes instant, perfect, and automatic
response to a given stimulus), and built her procedures
accordingly.

In "Stuart Typing" certain knowledges are mastered
and tested by objective tests before the problem of egkill
development is approached, and then each skill is learned
completely before the next one is attacked. After a
skill is mastered practice and repetition are provided
regularly and progressively so thait the student is con-
stantly trying to raise it %o a higher level. This is

the underlying principle of Mrs. Stuart's method.

T oo

Gk ot
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EVALUATION

There are many excellent qualities found in Lrs.
Stuart's book. First, it represents origipal thinking
and planning on her part and adaptations from the
Morrison Mastary‘formnla. She has not imitated the pro-
cedure of most of her predecescors, This system is
mostly devised by her own work. It is a deviation from

the usual introductory style. <£he commences with word

writing in the first lesson. The writer cannot at pres-

ent state what the end results will be from this means of
introduction as the method is new and has not had suf-
ficient years of trial to prove its worth.

Another particular feature of this text is the

placement of the copy material. It is arranged just as

it will look on the student‘'s typewritten pare. It is a

tyoved copy, not a printed copy.
- %Stuart Typinh" i{s a well rounded textbook useful in

most any type of typing class. Her material is based on

experimentation, years of laboratory classroom work, and

well selected business forms.

The teacher does not have to supply additicnal mat-

erial for testing. 4ll the tests are in the book. all

copy is counted by strokes, and the student is tested at
frequent intervals against time on every type of work--
straight copy, letter writing, talulating rough draflt,

ete. His score is kept on a test record shest which
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makes it possible to compare the student’s rate and ac-
curacy on differnt types of work, and shows the temcher
what should be emphasized in the case of each individual.
Letter style studies are clear, and the content des-
ertbes each particuler style. all business forms are
given particular attention,
*Stuart Typing® is a large book containing a wealth
of material suitabls for both acadenic and commercial
students. This text is designed for both first and sec-

ond year students.
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THE WIESE-COOVER KINESTHETIC METHOD
OF LZARING TOUCH TYPING
AUTHORS

Mr. E. G. Wiese 1s an expert tynist, speed demon=-
strator, and supervisor of the Typing Department of the
Behnke~iJalker Business College, Portland, Cregon, lir.
Wiese has had many years of e.xp'erie'ne.e in trainings typ-
{sts. He has done some very remarkasble work in the
treining of typists who are interested in developing
great speed;

Dr. Coover is an associate professor of Psychology
at the Lelalnd Stanford Jr. University. lle is a professor
of note ainng these lines. In connection with typing he
1s exceptional in making analyses of typing faults and

errors and wuggestions for their remedy.

PUBLISHERS

The H. M. Rowe C-:',mpany published this textbook. The

main office address is Baltimore, jsryland. They also have
con-ections with various book depositories, such as the

.Calir-orn'i_a School Book Depository in San Francisco.

A BT T
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CHAPTER HEADINGS AND CONTENTS

Part I

The Development of Kinesthesis

This section tells of the importance of developing
the proper motion-feel. It gives illustrations and
shows Jjust how to develop this stroke. It explains the
tiger~str6ke. It shows the pupil how to assign the let-
ter-feel to the proper fingers. The pupil is started on

the homs-row strokes. The full position of home row is

given, then there is a gradual development to all the

upper reach letters of the two hands.
All this is sccompanied with drills of different

nature than that which is found in most textbooks as
these are g succession of letter drills, one letter
following érter another containing all the letters to
which the student has been introduced.

There are many puges of very fine letter drills.
These drills are in the succession of the simple to the
complex.

This drill work is designed and élanneﬁ to be done

off the keyboard by the means of desk work and finger ex-

ercises.
The pupil is next taught the kinesthetic control ef

the machine. This means the feeling of his position--not

the seeing. He is taught to find home row in this fashion

and all other keys in relation to this position.
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Directions in the operation of the machine follow,
The student is then placed at the machine with these
same types of letter drills. He is taken through the

alphabet in this fashion.

Paxrt II

The student is shown how to practice. This is of~

fered as a daily practice program;

(a) -ﬁérming-up exercises
{(b) Typing from Znglish copy for fifteen minutes

(e¢) Untimed typing practice

An analysis of errors is next in order. In this,

the student 1s shown how to record and analyze his own

8ITOrs.
Calculating his record, or as more frequently call-

ed, "figuring his speed test™ is demonstrated. The

graphic system of recording is shown.

Part III

Practice Copy for Assignments, Practice Copy for

Routine Assignment No. 1. (These drills are generally

called warming-up exercises.)

(a) Warming-up exercise No. 2. These are a series

of letter drills.
(b) Practice Copy for Routine Assignment No. 2.

The Classification of Errors
This is an analysis of errors as to position and the




reason for them.
{(a) Practice Copy for Routine Assignment No. 4

(b) Practice Copy for Routine Assignment No. 5
(1) This consists of emall letters, also sev-

aral pages of inside addresses.

Part IV
Samples of Procedure in Practice and Record Keeping.

_ Part Vv
Disgnostic Tests for the analysis of the pupil's
performance.
This unit containe various forms of word-kinesthe-

sis tests and how to use and evaluate their results.

Appendix
The Typewriter, Its Parts and How to Use Them
Rules for Correcting Typewritten Copy
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THZ METHOD OF DEVELOPMINT OR PROCEDURZ

The principles underlying all the developments in
this textbook have been in all cases to give the pupil
the feeling-sense of the typing. It is a touch system
in the pure¢st sense. The student finds the typewriter
by his sense of touch; he finds his keys by the same

sense and all keys are learned and known by their rel-

ation to the "Home Row."

The psychology of this system is to set up the pro-
per sensations and habits correctly in the first place.
Not only is this emphasized but shortest steps are the

ones taken in all cases. The process &f thinking has

been reduced in steps. For instance the old method of

teaching used to be a chart on the wall. The student

learned the letters by first seeing them on the wall

then thinking them to the proper fingers. This process

has been cut down by thinking them first te the proper
fingers and then writing them.
three steps.

This text advocates the use of straisht copy writ-
ing as a means of practice. Their theory being that in
that way the most frequent words receive the most prac=

tice in the normal fashion as it whould occur instea

setting them up in artificial drills.

A reduction of one of the

d of
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EVALUATION

This is probably the most scientific system or meth-
It has gone to the root of the

od on the market today.
This text-

psychology of the real processes of learning.
book has been particularily suecessful in training of
students in the early keyboard steps, and again just as
successful for those undergoing intensive speed training.

This i1s a small typing book but it involves some of

the princlpal processes of learning. It is a textbook

which is not always understood by pupils or teachers and

therefore they hesitate to attempt its use in the class~

room. On the other hand it is really a very simple system

and very easily worked out and most successful when the
steps of instruction are carefully followed.

The psychology of the theory underlying this system
is so essentislly correct in the analysis of the subject

that it is being consciously or unconscicusly imitated by

many of the better and newer systeas.




.TYPING FOR ACCURACY

AUTHOR
Walter T, White is a graduate of Stanford Univer-
sity, and has been connected with commerecial work for

about twenty years. He has served in both the teaching

fields of high school subjects and teachers' training
courses. Mr. White is the Pacific Coast representative
of the H. M. Rowe Company. For six years Mr. White hss

been conducting a survey of typewriting difficulties.

PUBLISHERS

The H. M. Rowe Company published this book. Their

main offices are im Baltimore, Maryland, and Chicacgo,

Illinois. This book may alsc bde obtained at the Cali-

forrdia School Book Depository in San Francisco.
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CONTENTS.
Section I
Substitution Drills

Marginal Settings
The Way to Work
Study 1

For Cerrection of Faulty "A" Stroke

Contains: three letter drills, short word drills,
long word drills and & speed test. These all emphasize
the letter "a".
{a)
Study 2

For Correction of Faulty "B" Stroke

Contains: three letter drills, short word drills,
long word drills and a speed test. These all emphasize
the letter "b",
(B)
Study 3

Far Correction of Faulty "C" Siroke

Contains: +three letter drills, three word drills
end a speed test. All of these stress the letter "c".
Study 4

For Correction of Faulty "D® Stroke

contains: three letter drills, three word drills

All the

of mixed Iong and short words and a speed test.

word emphasizes the letter "d".
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Study 5
For Correction of Faulty “E" Stroke

Contains: three letter drills, two word drills, a

speed test, special word drills for the correction of
striking "w®, "4", *r", ®"a® gnd "t" for the letter "e".
Study 6 |

For Correction of Faulty "F" Stroke

letter drills, special word drills for

COntains:
or "yt for the

the correction of striking ™d", "g", "r",
letter "f",
Study 7

For Correction of Faulty ®"G" Stroke

Contains:; letter drills, speed test and correc-

tion word drills. All work stresses the letter "g".

Study 8
For Correction of Faulty "H" Stroke

Contains: letter drills, word drills, speed test

and correction word drills. All work emphasizes the

letter "h".

Study 9
For Corresction of Faulty "I Stroke
letter drills, word drills, speed test

Contains:
The emphasis is made on the

and correction word drill.
lettar;"iﬂ.
Study 10
For Correction of Raulty "J™ and "K" Strokes
Contains: letter drills, word drills for correction,

and a speed test. All the work stresses the letter B
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and *kw®,

Study 11
For Correction of Faulty "L" Stroke

Contains: letter drills, speed test and correction

word drillg. Emphasis is madc on the letter "1v.

Study 12
For-Correction‘or Faulty "M Stroke

Goﬁtains: letter drills, speed test and correction

word drills. All the work stresses the letter "m".

Detail work has been carefully given to all the
letter studies up to the letter "n" and it is unnecessary
%o continue doing so with letter studies "n" to "2"

as they are similar to those mlready glven.

Section II
Drills for Double Letter Strokes

Study 23
Contains: word drills‘using the double letters ™b",
non wan  wen nfw . and ngnw
Study 24
Contains: @double letter drills for letters"l®, ",
e wo*. and “p".
Study 25

Contains: double letter drills for the letters "r",

nsn’_ntn’ and ="z%.
Study 26

Contains: a speed test and drills for the use of
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double letters-in words.

Section III
Capital Letter Drilis

Study 27
Contains: & word drill for practice of capital
letters. Letters "a"™ to "n" used.
Study 28
Contains: a word drill for practice of capital
letters. Lletters "o"™ to "2z" used.
Study 29
Contains: a word drill for practice of capital

letters and paragraph drills.

Study 30

Contains: a speed test. EZmphasis is made on the

use of the capital letter.

Section IV
Drive and Accuracy Drills

The drills in this saction will be found extremely

helpful in placing pupils in their typings. These drills

may also be used by the very advanced pupils for the re-
lay races in typing. The drills, it will be found,

provide excellent material for one~minute, two-minute,

or three-minute tests for sneed and accuracy.

studies 31 to 35 inclusive. These

Contains:

studies consist of letter drills,




Section V
o 3 Concentration Drills.
Contains:: studies 36 to 37. 4ll of these stuyd-
ies have drills made up of complicated words to prevent

the typist from taking his eyes from the copy.

Seotion VI
Common Phrase Urills

Contains: studies 38 to 39 consisting of sinple

phrase drills.

Section VII
Special Finger Drills
Contains: studies 40 to 40 consisting of sp-cial

word and sentence drills.

Section VIII
More 8pecelal Finger Drills
Confusion often arises when adjacent strokes, such
as "rev, "gws", "ds", and "po" are to be made, The ad-
jacent finger drills in studies 44 to 45 help to over-
come this difficulty. Studies 46 and 47 contein sen-

tence practice drilis.

Section IX
Correcting Letter Omissions

The drills in this section are based upen words in

1%0

| Tl
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which strokes were either omitted or very lightly struck.

These drills are to be typed slowly several times and

used each day in regular order. The material is -excel-

lent for warming-up eXerclses or correctibe work.

Section X
S8troke Control Drills

This section gives special attention to the correc-

tion of faulty doubling of letters, poorly controlled

letters, and spacing.

Section XI
Syllable vivision Practice

All studies in this section are devoted to the cor-

rect division of words.

Section LTI |
Transposition Drills _1
r\,_t

The words which appear in these drills were taken
from the papers of thousands of students. Each word rep.

resents: sev:oral transpositions of the same letters,

npking it evident that the word and its sequence of let-

ters had influenced the transposition.

Seetion XIIX
Mumbers and Their Control

411 studies In this section contain drills for the

correct fingering of numbers.
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Section XIV
Special Characters
The studiss within this secticn are devotcd to sen-

tence and word drills stressing the use of characters.

Section XV
Straight Copy é&ceuracy Drills

This éﬁctibn contains eirhteen paragraphs for prac-

tice of speed and accuracy.

Suppiemcnt Alphabetic Sentences

Sentences containing every letter of the alphabet

make up this section.

Explanation of Tables
This part contains tables showing the errors made in

capitalization, omission, substitutlion, transposition, and

vowels,
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METHOD OF PROCEDURE

The method of procedure of this textbook has been

one of scientific study and investigation. A survey

was made of actual typewriting classes. Papers were
gathered f?om classes in typewriting from bundreds of
schools. In fact, there were more than 60,000 papers
collected and studied. BEvery fifth paper was selected

for analysis. A study of the errors discloses that

errors group themselves into d&rinitq classes.
Next, a study was made-of the causes of errors,
'an@'drilis to correct them. It is interesting to note
that from the many hours of study by the uuthor and as-
sistants the commonest)canse of errors is due to incor-

rect stroking habitis.
Much patient experimental work has done to construct

really worth while drills to correct errors. Lliterally,

scores of different types of drills were consiructed and

tried out in classroom work. One by one, these were dis-

carded until constructive drills were actually proven.

It is upon this basis that Ir. #hite has built this

really excellent error correction drill book,

S T .
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EVALUATION

This textbook is waluable fo teschers and students

alike in the typewrlting classroom. It mmkesa scientiftiec

analysis of the errors commonly found, and shows the
teacher how to aid the pupll to construct his own personal

drills, as well as how to use the very excellent ones

provided in the book.
Noit only has the author analyzed the various kiﬁds

of errors but he has tebulated the percentage of fre-~

quency in which they occur. This record is a nost val-

uable help to teachers. It gives him a busis for eval=-

uation of their teaching results in terms of the diffi-

culties found in zctual classroom work.

The writer has found it a most useful book to use

in connection with typewriting clesses. A snmall daily

amount of c¢lass time should be devoted to corrective

arror drills. 1% is interesting to observe that during

undirected practice time students often turn to this
¢orrective test and search for remedies for thelr own

errors. This clearly shows this book is meeting a need

felt by students as well as teagchers.
Typing for Accuracy represents a specialty type of

texthook. It is meant to meet a specific need in the

typewriting rield, not to cover by materiazls used as a

general daily textbook. The reader can, no doubt, observe

that the field of general daily class books has been amply

.
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supplied with the meny fine textbooks reviewed in this
thesis, but the field of special corrective texts is

not so plentiful.
Let us conclude by saying this 1s an excellent cor=-

rective erfor textbook based upon scientific survey of

the present field of typewriting.
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Aathors

Title Yaar Btyle of [Illus- Print Stresses |Stresses
of | Text |[trations| and Business |Academio
Pub. 1, 2, 3,|Arranzge-| Training and
¥ or 4% ‘ment General
i _ Materisl
Harned, William E. New Typewriting 1929 [Textbook 2 ] v v
Studies-Elementary 1st yr.
Course
Herned, Willien E. New Typewriting 1929 |Pextbook| 2 3 v
Studies-~Elementary 2nd ¥yr,
’ Dourse
Lessenburry, D. D. 20th Century 1933 |[Textbook] 1 1 - P
Typewriting lst and
| 2nd yr.
MeNemsra, Edwerd J.|  Typewriting for |1933[Pextbook| 3 2 ~ -
Immediate Use 1s% and
Markett, Mark L. 2nd yr.
Kean, Warren C. : |
Reigner, Charles G. Applied Typing |1930|Text end| 2 2 ¥ ¥
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Oftice
Practice
Book 2nd
YT
IRoss Tssentials of Typing}1928 [Textbook 3 3
lat wvr.
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Authors

Title Year|Style of [Illus~ |Print |Stresses Stresses
of {Tex% trations| and Business|Academic
Pub.j 1, 2, 3,] Arrante~|{Training| and
1 or 4* ment Genersal
. , ] | Material
oss New Intensive Typing] 1929| Textbook 3 3 ~ P
1st end
eigner, Charles G. 2nd yr.
lseRelle, Rupert P. Gregg Typing 1931] Textbook| 2 2 o v
Technlques and 1st and
mith, Hareld H, Pro jects 2nd yr.
Stuart, Este Ross Stuart Typing [1932] Textbook 2 2 e v
lst and
2nd yr.
White, Walter T.. Typing for Accuracy {1932} Error none b Useful |[Useful
Cor= In For
rection Office |Acadenmic
Fork Training|Students
#iess, Dr. E. A. Wiese-Coover 1927| Textbook| 2 1 L
Kinesthatic Method 1st yr.
Coover, Dr. J. B, of Learning Touch
Typewriting
*Key 1-~Excellent 2--Good 3--Average 4--Poor
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The detailed study of each textbook which we have
just made brings out cert:.in findings and sovnclusions.

First, we find that in the various hooks there are

definite individual theories of instruction. Each book

is not always & distinct system in itself but comdbines

ideas and theories from the others, Some books are indi-

vidual in theory. All the modern textbooks are based on

touch typewriting., The following are some of the most
distinet systemns which have been found. Jiese-Coover

Touch Typing by £. G. Wiese and J. E. Coover, published

by H. M. Rowe Publishing Company; 20th Century Typewriting
by E. A. Jevon and D. D. Lassénberry, published by South=-

Western Publishing Company; Gregg Typing Technique and

Projects by Rupert P. SoRelle and Harold H. Smith, pub-

lished by Greggz Publishing Company; Stuart Typing by Mrs.
Esta Ross Stuart, published by D. C. Heath Company.

Each of these particular theories adds some particular

elements to the teaching technique. iese-Coover analysis

of typewriting is very good. Its experimentation is inval-

This scientific investigation has brought us the

uable.
This has

round snatching stroke, called "tiger stiroke.™
proven to be quicker and more accuracte than the old punch-

ing stroke. It also results in an evenness of stroke not to

be had in any other way. They have also tested cut other de-

batable questions, such as which is the proper finger for
stroking number 6. They found that the shortest distance
lies between the fore finger ef the left hand and this
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number, Most other systems use the forefinger of the

right hand for this stroke.
tributed some very valuable letter drills,
The 20th Century and Gregg systems are partitularily

Wiese-Coover has slso con-

noted for their well organized business and c¢lesssroom

Their systems of early introduction to type-

mterial .
The optional work

writing are simple and essy to use,
plans ars inveluable, In them they especially recognize

the varying ability of typists. A new contribution given

us by 20th Century is paragraph writing with merked

syllable intensity. This system of graded material has

long heen recognized in shorthend but its application to

typewriting is an innocvation.
Stuart Typing makes a complete change in introductory

instruction, Mrs. Stuart does nbt start beginners on or-
They are immediately

dinary letter drill ksyboard work.
This style of writing

set to the task of writing words.

naturally adds to the students interest; he feels he is

making greater progress., It also takes away many of the

weary hours of classroom work on the part of the teacher

in training in letter drills. Time will tell what genersl

results may be had from the Stuart system.
We rind that all the material in the textbooks 1s
designed to meet the needs of both the commercial students

and academic students. Business writing, of course, holds

the predomir@at position, but materisl on all types of

writing 1s given its piace.
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It is not the purpose of this thesis to advise which
of the books is best or even best suited to any particular

need but rather to analyze each one in such a way that

the reader may be able to decide for himself whet he thinks

is best for the particular demands of his particular

school or clasa.
The findings of this study disclose the fact that

textbooks in typewriting have gone through many years of
evolution, and while they cannot be called finished pro-

ducts which anticipate no further change, at least they

are no longer in an experimental stege., These findings

are now scientific products of a fine degree of pro-

ficiency. Typewriting textbooks are grouped into {a)

daily classroom textbooks, (b) corrective textbooks, and

{c) specialized books. This review has mainly been con-

cerned with c¢lassroom textbooks, but one correciive bock

has been analyzed because it has added so much to the

teaching field.
Some of the concrete contribvutions whiech the books

have given us are scientific methods of instruction,
authentic business forms, new and interesting drill ma-

terial for speed tests, and as a final result of all these,

greater accuracy and increased skill and speed.

T0 THE STUDENTS AND TEACHEAS: Yours is the wealth

of opportunity end advantage. Authors and publishers

everywhere have made and studied surveys, investigated

business papers and materials, made them into correct

illustrations, and placed them in book form. lany of the
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taxtbooks which e&re in use today represent six or eight s
I
years of consatant work on the part of the author. Some .

of the textbooks contain information resulting from class-
: {
room work gathered throughout the entire United States, K
- If
lsrge publishing companies have representatives in the

field all the time gathering practical informetion con-

cerning their books, This information i1s the basis for

new and remodeled texts, Not only have they produced 4

such Tine textbooks for your use but they have made them

to sell at mecderate prices. Most of the two year texts

gsell for not more than two dollars snd meny of the smaller
What veluable material

ones sell for & dollar or less.

they are offering you at such a8 nominal cost!
Let us c¢lose with this 1little thought:

IS THE TEACHER AND STUDENT OF MODERN TYPEWRITING DAYS.

FORTUNATE
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JUNIOR BUSINESS TRAINING
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Junior Business Training holds e unigue and unusual

position in the high school curriculum. It is a hybrid

course made up of many factors but designed to mect spe=
cific aims. _

It is, of course, understood by all that Junior
Business Training aims to fit the student to make a sat-
isfactory entry into the business world, whether he be
a consumer or an actual member of that world.

Junior Business Training has had varied beginnings.
It has been tried in many high schools as an sxperimental
eourse. In some placés 1% has proven successful and has

prospered in attendance; in other places it has been tak-

en out after a few unsuccessful years. But there has been

a reversal of opinion among school authorities in the last

three years of depression; they no longer consider it a
debatable question, as to whether we should or should not

includes a 3éneral course of Junior Business Training in

the high school schedule. They feel the world has demon-

strated a crying need for some type of general, yet
elementary knowledse of the workings of business; now we

find Junior Business Tralning sirongly entrenched in the

minds of educators. They feel that this is one of the

surest means we have of mesting the changing economic

conditions.

The world has gone‘through an epnormous econonrtic change

since 1931.
been accustomed to going through econcuic depressions.

Since the time of industrialism, the world has

s
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These depressions have occurred at more or less regular

and frequent intervals. Some depressions are greater

than others. . Dr. Ira D. Cross says we generally havae

one major depression about every twenty years. Economie
theorists had hoped, with our greater control of mon-
etary affairs, through the means of the Federal Reserve
System we would never have to experience such a disas-
They found, however, that this control was

In fact, the

ter again.
not sufficient to mepet the situation.

present economic difficulties are of such a character

many people wonder if it is not of a more permunent

nature than most depressions. ilow can we hope to meet

these difficulties of readjustment and rebuilding? How

can we plan to avoid such difficulties in the future?

First let us go into some of the basic theories of our

01ld life which have led us astray. Since the Industrial

Revoiution we have based our thoughts on what we supposed

was econonic freedon. By economic freedom we have pur-

sued a let alone policy called "laissez faire®. Dr.

Harold F. Clark in an article in "The Business Edusation
World"™ entitled "ilconomic ilyths" sums up our mistalen

theories in these principles:

Economie Myth No, 1--If each person saved more, all would
be well; Economic I‘yth No. 2~~Coupetition insures a fair
price to the consumer; iyth No. 3-—Compet1tion is the most
efficient way to run any business; zZconomic liyth lic. 4--
There is equsal economic Opportunity for all; Economic Myth
Fo. S5--Jorking women keep men from jobs; Lconamic Xth 0.
-farried women, if they work, take :jobs from men.

1 Harola F. Clark, "Beconomics Myths", The Business fducation

world, XIV, 8-10, Sept. 1933
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The previous mythical ideas, and many others give a
concept of some of the ways we have argued in our pre-
vious industrial order; and it takes no argument now to

convince each one of us that our economic life has been

planned fundamentally wrong.
If the business life of the naticn und the world is

wrongly planned, we cannot expect to cure this economie

evil in a year or two or three, but we can hope to make
some permanent changes if we now educate the young and
future citizens into right thinking and planning,

An intelligently planned economic life is what we

have come to make as our goal. 4 successful business man

first making his most permanent plans, then executes his
We all

designs. Why shouldn't we as individuals plan?

want success. The way to economic success lies through

the paths of early training aﬁd.knowledge.
It is in economlcs thaet we analyze and study the

theories of our economic world, but it is in Junior
Business Training that we build the first rungs of the

ladder of practical busipess relations.

cur business life and elzssroom work have followed

the o0ld unplanned system largely because it was immediate

and the easiest way out., People in general respond to the

impulse to follow the line of least resistance and momen-

tary pleasure, but it is for us as educators to train our

students and help them into ways which will tenefit then
most and in turn make them most helpful to society. In




this spirit let us carry our new theories of economic life
into the practical coufse called Junior Business Training
and let us hope that even in a small way at least it may
become A LITTLE CAIDLE THROWING ITs BZall to light the way
to better life ahcad.

In the beginning the writer called this a hybrid
course, and rightly so, as it gathers its materials from

so many sources. The insiructors in early courses in

Junior Business Training attempted to build a course
around a few Business terms and rractices so that the stu-
dent would.bé'bettertable to understand the business
courses ne was to take later in his comaercial training.
From that time on more and more diversified clements have

entered in. New sections on thrift, on travel, and on

choosing an occupation are only a few of the newer flelds.
Gradually the idea became prevalent in the minds ¢f educa-

tors not to meke this a course which was only preparatory
to more advanced com.erecial work, Dut a course which
Another

directly helped the student to meet adult life.
; motive which is gradually creeping into this field of
! training is an idea which most teachers do not like to
5 admit. Junior Business Training is now becoming one of
f the useful courses given to retarded end telow-average
; students. The fact that it is now being used as this
5 type of course in some casecs, need not necessarily mean
f

that it is an easy course, or lacking in purpose OT
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vitality. The subject matter is such that it can be adjusted

to meet varying abilities. From these diverse angles the

reader can gain some knowledg: of underlying influences af-

fecting this course,
Fow let us closely examine its aims and objections.

“he aims of Junlor Business Training are to hély fit the

student to take his rightful place in the business world,

either as a consumer or a producer.
The objJectives by which this aim is carried out are

panifold. The most important are:

1. To aid in developing good citizens throush toach-

ing the fundamentali business practices which everyone should

understand and which so greatly affect the financiul success

of individuals in all walks of life. <(bviously, it is in-

nossible to master all msiness methods., 7The ones included

are those ﬁhich surveys have shovn t0 be used ::.08% comuoaly,

to be most vaiuable, or to be the common sources of errors.
2. To give the studont further leborator: practice

in the skill he has already acquired in inglish, letter

writing, oral specch, arithmetic, penmanship and alli~d

subject matter.
3. 'To encourage ﬁupils to continue in school us
lonz us vossible. Variocus fields of kaowled e are open-

2d and the velue of céﬁtinuing their study is suggested.

4, To aid in discovering aptitudes, abilities, wnd

interests which will help pupils in planning a school
program, and finally in selecting a vocztion.

5. To provide a background for tie study of
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commercial subjects, although the content of the text is
of general interest, vet those who elect to continue the

study of business subjects will find that they have a
background which will aid them in efficiently mastering the

advanced courses. Time will be saved, especially in book~-

keeping céurSes, because of the eliminaticn of the need for

a study of ordinary business papers and simnle bookkeeping

methods.
To give the general information which will be

Strictly vocation~

-

Ve

nost useful to those entering busiress,

el information, wvaluable in only a few positions and to
only a linited number in each class, is avoided. On the

other hand, the general information of value to everyone

entering business is emphasized.
The students and teachers can report very definite

results gained from the study of Junior Business Training.

Teachers everywhere wish to make this course a prerequisite

to all further commercial study. LCspoecially is it of

value to the student wishing to go on in the fields of
shorthand, bookkeeping, and generel clerical work. It

not only gives them concrete tools of knowledge with which

to work, but it gives them an understanding of principles
which can be gained in no other way. Employers, too, are

enthusiastic over the help their employees receive from

this training.
The students come in dailly with reports of how they
have put their knowledge into practice. The writer has

made & follow-up study of information gained from former

T T T—— e L e
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students in their application of Junior Business Training.

#hen the summer was over, several students came back to
school showing the tsacher copies of their personal bud-
gets. These budgets were based on money they had earned
during the sumrer months. They had made estimated and
plans of their expenses for the ensuing school year. An-
other interesting case was that of a girl of Italien
parentage. She said she had always attended to the letter
writing and business pavers for her father. Now she was
taking pleasure in knowing how to write a check just right
as well as many othey business transactions.

Evidence of the practicality of Junior Business courses
for the adult years is found on all hands. Business men
everywhere make repeated statements of tieir desires for
well trained-erficiont help. Much of this training comes
from Junior Business work. Students in later years also
report to Ualtheir pleasure in being correctly trained
and informed in business practices. They often make the
statement that they feel it has marked the cifference
between their mediocrs participation in business and
suceess. _

We are now hoping not only to give them the fundasmen-:
tal background for business practices but to give them a
philosophy for business life which will make them, not
merely followers in the old worn out customs which bave
brotught so much suffering, but ieadars in the new econon-

ie order from which we expect to bring new and nore worth

while life for all.
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These new economic and sccial changes are attracting
interest from prominent educators and speakers everywhere.
Some of their fhougnts are listed in this article. Elmer
H. Straffelback, Director of Research of California Tea-

chers' Asscelation, in an article called "Education for

American Democracy® says,

Out of the distress and suffering of the past few
years the conviction is slowly being fixed in the minds
of the common citizens of this country that present
conditions’demand extraordinary thought, and pessidbly ex-
traordinary action, It -has been a characteristic of the
common people throughout all the eges, in all times and
lands to cherish their institutions, to suffer in silence,
and to keep faith with their leaders enen after their
leaders have lost all thought of their obligetions to
the people themselves., It is typiecal of the common people,
howevar, that they can be aroused to action. The pages
of history show that once in a while a generation of the
gommon people express themsalves emphatically on matters

of vital humsn importance,

Today the common people of America are being rudely
awakened under the lash of economic and social necessity
to the fact that lidberty, Jjustice, and democratic equal-
ity are not to be won ovnce and for all. Once again a
generation of American citizens faces the nscessity of
examining itself and its institutions eritically. They
are as yet by no mesns fully aware of this necessity.

The great masses of our people see little else to
do in their present distress than to await hopefully the
solution for the present difficulties which they trust

$heir economic and pelitical leaders 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, A4 nore
important question faces the Amirican people. How shall

these reforams be brought about?
Another educator expresses the modern views in an

editorial in "Business Training Teachers*® Bulletin:"

The average man or woman in our country has been as ig-
norant as & child of ordinary sound business principles

1Elmer H. Straffelback, "Education for American Democracy”,
Sierrs Educational News, XXIX, 17-21, Sept. 1933,
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in the conduct of his daily life, and the same

true of millions of small business nen throsghoﬁzytgg
nation. How could it have been otherwise when nowhere

in our school life has any education been devoted to

such knowledgs? Many business men today are having a
struggle to do business according to the rules set down
recently by the National Recovery Act. These untrained
business men have grown up in an atmosphere of unscrupu-
lous methods and cannot now change and do businsss in any
other way. They simply don't know how to do it secord-
ing to ethical prineciples, and they are now too old to
learn. Our only hope for improved ethical practices in
business must come from the younger generation now grow-
ing up--young people not steeped in the old forms of
racksteering which we have in the past called business.
When our governnment has finally been forced to step in
and to forbid such unsound practices as sales below cost,
secret rebates, fraudulent and deceptive practices, price
cutting, missappropriation of competitor’s business,
price discrimination, commercial bribery, second hand
allowances, premiums, repudiation of contracts, misleading
guarantees, defamation of co :petitor, and a dozen more
outrages, it is evidence enough that there has been a
weakness in our educational system somewhere in the past.?

Mr. Louis B. Plumner in "Sierra sducamticnal Newsa"®

peints out some of the falacies of our old education in our

econonic and social order. Let us quote in part, his article

in "Bducation, a Way to Salvation.™

The doctrine of individualism and consequent selfishness
bhas been characteristic of educational procedure. Parenis
have been ambitious, in general, that their children be
educated. They have said, with a good dezl of Teeling,
that they did not want their children to be forced fto
meet the hardships they had had to endure. Education

was the way out. We teachers have encourapged them in
this thought by comparing the earning-power and prestige
of the edueated with that of the ignorant or unschooled.,
We have appealed in every way to the private persongl 5
interest of pupils and parents in our attempts to develop
motives for school work. whether the education we have
offered has been cultural in nature or vocational, we

24, B, Zu Tavern, Business Training,Teachers' Bulletin,

Bul. 11, 1




have had an eye_ single to the pleasure and well-being of
the individual.l

Not the least of these educators is Dr. Finney. 1In

his book called “A Sociological Philosophy of Education®,
in 1929, the year when people were enjoying prosperity,

he said that the American people have an obsession for

money and money making. This statement of his clearly

marks that his insight into the evils of our econcnic sys-
tem was not being veiled by the apparent prosperity of
the nation.?®

And now in the light of these newer demands made in

Junior Business Training let us sum up some of the major
branches of study which are necessary for a well rounded
course.

It is the consensus of opinion that the major sub-
Ject of first importance in all business life is mouney,

A good textbook should give a corplete and thorough study

of this subject. Money should be dealt with from all

angles: from historical times to the present; forms of
money transmitting, as well as handling should be

considered, The student should also be given a philasophy
in regard to money and its relationship to economic life.
Money should not be treated as an end in itself tut as a
means toward an end.

Ma jor means of communication play a large part in

l0uis E. Plummer, "Education a Way to Salvation",
Sierra Educational News, XXIX, 41-42, Dec. 1933

2Ross L. Finney, Ph.D, A Socioclogical Philosophy of Education,
| 145-48
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modern business. This subject should be studied in all

its branches. It is an interesting fisld which is grestly
; en joyed by the students.

g Other divisions of such a course should be devated

J to letter writing, insurance, budgets-~personal and bust-
{ ness, vocational analysis of prospective life work,

business orgenization, business law, and filing, and many

other allied topies.
Subject matter should be so presented that the stu-

A good texibouvk should have sufficient authentically

correct illustrations which will apreal to the students.

|

i
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i dent will gain an intelligent philosophy of business lifs.
§

; The most ideal way to carry out such a program would

be some socialized classroor discussion, with a large part

of the time spent in working with actual business situat-
ions and business forms. This latter part of the plan is

not possible in very many schools. It is pe* mossible for

the studen*: *co cerrtec¢t actual business situations, because
too often neither time nor opportunity afford this experience.
To overcome the lack of actual business relations practically

all authors of modern textbooks have prepared elaborate work-

books to accompany the text. 1In this way the student is

supplied the means of experience with actual business practice.
Thnese workbooks are very helpful to both the student and teach-

er. WNithout them the course would lose much of its effec-

tiveness..
With these views in mind let us study the reviews of the

rollowing leading textbooks in Junior Business Training.
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ELEMENTS OF BUSINESS TRAINING

AUTHORS

John i, Brewer is an Associate Professor of
education and Director of the Bureau of Vocational Guid-
ance at Harvard University. He is in a position to keep
track of all the latest tendencies in these important
fields of education and to pass judgment upon their
permanent value. His view is that of one who sees as a
composite picture the problems of hundreds of classrooms
&ll cver the country. Professor Brewer is well known for
his revision of Gowin and Whéatley's "Occupations™, a
book which is used extensively in the Junior high schools
of this country.

Floyd Hurlbut, experienced as a high-school prin-
cipal, and as a superintendent of schools at Bay Shore, l'ew
York, contributes detailed knowledre of the objectives for
the Junior Business Trairing course and th: best ways of
meeting them. As a member of commitiecs which have drawn
up state and loeal courses of study in this inmportant field,
he has for a number of years felt special interest in the
problems of Junior Business Traini:ig, and 1is thoroughly
versed in the requirements of such a course.

Miss Juvenilia Caseman, both as Advisory Teacher of
Cormerciel subjects and as a practicing teacher in the
schools of Buffalo, is outstending for her skill in pre-

senting the subject of Junior Business Training so that it

R e ey
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will appeal to the pupil end be of the utmost 'value -

h_im_..
PUBLISHER
Boston New York Chicago London
Atlante Dalles Columbiz Sen Frencisco
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CHAFTER 1
Your Relation to the Businsss World

This chapter is an introduwtory discussion of an indi-

vidual's relations to the business world.
CHAPTER II
Travel Ianformation

Traevel and its importance in modern iife is discussed,

routes, time tebles and maps are illustrated. Problems

and qmsfions follow. The ramainder of the chapter is de-

voted to other essentials of travel such as, buying ticket,
travelers' aids, ete.
CHAFTER III
Telephone and Telegraph

Methods of Communicstion are takenm up, slsoc how to

make different types of ealls. Telegrems, day and night

letter, and night messages are explained, Ceblegrems and

radiograms are discussed.
CHAXTER 1V

Insurance

This chapter deals with the uses of modern insurance.

The difference between fire, life, temr:, esutomobile, work-
men's compensations, snd other types of insurances are ex=

plained. Vocsbulary seitences and questions follow also

related arithmetice.
(HAPTER V

Meking Paymen ts

The widesprecd use of money is discussed. Checks &re
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illustrated and explained when and how to use them., Ac-
ceptances are a&ll illustrated and explained. Questions
and projects tbilow- !
CHAPTER VI
Banking 1
Banking takes up the different types of banks and ;
the use of each. How to depésit money is explained. A l
list of precautions to be observed in writing checke are :
given. Other gervices of the bank are deseribed.
CHAPTER VII
Thrift

The meaning of thrift. Flanning for the future. wWith

thrift and earning goes health. yuestions and problema fol-

low,
CHAPTER VIII

Saving and Investing Your Money .
Savings banks, scheool banks and other ways of saving are |

explained. Characteristics of good investments are given.

‘@uestions and problems follow.
CHAPTER IX

Business Organization-~Types of Uwnership ;
Advantages and disadvantagae of single proprietorship

The partnership aes another type of owner- "
The

are discussed.

ship is given. Articles of co-gartnership are given.

disadvantages and advantages of the partnership are ex~

plained. The corporation is fully discussed. <Questions

and problems follow.




CHAPTER X
Business Organization--Levels of Service
The importance of internal organization is given,
Business functions; purchasing ana.selling are the most
i=portant. Questions and prablems follow.
CHAPTER XTI
First Positions in Business
CHAPTER XIX
Retail Selling
The importance of beginning training for retail sell=

ing 1in school. The advantages one has in this business.

The remainder of the chapter takes up the ways .nd nmeans

of completing a sale.
CHAPTER XIII
Handling Noney
Thie chapter explains the principal ways of handling

noney. The remainder of the chapter tells of the methods

used in keeping track of cash sales, cash paid out, petty

cash fund and how to record C. 0. D. sales.
CHAPTER XIV

The Business lLetter

Business letters are divided into two classes, those

that expl:in and those that stirnlate action. Both ere

illustrated. The parts and types of letters are fully ex-

plained and illustrated. Questions and problems follow.

138
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CHAPTER XV
Bandling the lail
The work of a clerk in handling incoming mails is
explained. Questions =nd vocabulary sentences follow,
% CHAPTER XVI

Filing
How to

The alphabet is used as a basis of filing.
Questions follew, Kinds of files

alphabetize is shown.
and types of filing systems are illustrated and explained.

CHAPTER XVII
Transportation of Goods
Importance and means of transportations are discussed.

The work of the shipping department in keeping records of
Questions on text follow.

goodzs shipped is shown.
CHAPTER XVIII

Shipping Goods by Freight
The prgcautions that should be taken in nmailing a

packageby express are taken up in this chapter. The terms

used by shippers are explained.
CHAPTER XIX
Shipping Goods by Parcel Post

Shipping packages by parcel post is the most widely
The chapter fully discusses these

used method of shipping.
points; also the optional services of rarcel poat are taken

up.
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CHAPTER XX
Buying Goods

This chapter discusses the transsctions used in pur-
Invoices, credit memorandums, statements,

chasing goods.
orier blanks and other business forms are illustrated and

Questions and problems follow.
CHAPTER XXI
Recelving and Storing Goods

Receiving and sloring goods takes up the duties of
the receiving clerk in the handling, unpacking, checking
and other tasks that are handled in this department.
CHAPTER XXII
Paying Wages
This chapter discusses the wage system; when and how

wages are paid, and the use and importunce of the time clock.

Projects follaw.
CHAPTER XXIIX

Securing a Position

The ways and means of securing a positicn are given.
Choose a jJob for its opportunities. Questions follow.
CHAPTER XX1V

Promotion and Advancement
This chapter is about the preparation for promotion

The disadvantages and advantages

in the dbusiness world.
of owning a business take up the remainder of this chapter.

Questions and projects follow.

R i~ S
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CHAPTER XXV
Charascter and Success

Characteristics that a person must have in order to

succeed in business are given. Contributions of business

to humanity ends the discussion of this chapter on character
Questions on the text follow.

REVIEY
The review of the books 1s taken up by two projects;

and suGcess.

A and B,
GLOSSARY

The glossary contains explanations and terms of the

business world,
ABBREVIATIONS AND SIGHNS

This last part of the book gives a complete list of

all abbreviations used in the preceeding chapters. All

are fully explained.

Tl g —— e Rt 4.
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i ‘ Method of Development of Subject Matter
The euthors of this textbook have attempted to bring
a complete,accurate and detajled story of business to the
Junior Business Training student.
They have carefully arreng:d the mat ricl in the book
to avoid presenting a mere miscellany of informrtion about

topics whose relation to one another is not esp:ecislly evi-
dent, and have made s direct appsal to the everyday exper-

" tences of the pupil.

Bach chapter is followed by questions on the teit, things
It is

to do and discuss,and workbook assigiment material.

f
by this means thet the student is given contact with actual

business mroblems,
This textbook alsc has eccompanying workbooks, teachcrs'

manusls and achievement tects.

————
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Evaluation
The style of the book has been carefully adapted to

the age and bdbackground of the pupil who will use it and
It

to the character of the subject with which it deals.
is nlear and simple, with a vocabulary well witlhin the

grasp of the eighth or ninth grader. It tends, however,

gradually to extend his vocabulary to include the most
At the same

irmpartant and widely used business terms.
tize it is business-like, as befits a book dealing with

business. It 1s neither too familisr and immature, nor
is it too technical and stereotyped.
The illustrations in this book are noteworthy for their
large number, their variety, their business-like quality,
their close relation to the context, and their helpfulness

in making clear the things which they serve to illustrate.
They include the most up~to-date business forms, special~
ly made drawings of business ectivities, photographs of
timely interest, illustrative diegrams, maps and time-
tables, and pictures designed to show at a glance fthe whole

series of ideas.
A special characteristic of the book is the natural

transition made from one chapter to another.

Elements of Business Training is = most attractive,
It is

interesting and modern business training textbook.
carefully planned, well organized and in every way suited
The only point in which this book is

to modern needs.
lacking is that not enoush ©f our newer economic theories

are stressed.
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GENERAL. BUSINESS TRAINING
AUTHORS

ERREST H, CRABBE
His professional training was in the itgh School of

Indianola, Iowa, and A. B. degree from Simpson College, In-

dlancla, Towa, and an L. B. A. degree from the Graduate

Sthool of Business Administration; Harvard. :
Teaching expe'riénce was as principal of High School,

kerna, Nebraska; and as a teacher in Jligh Schoel, Indianola,

Towa.

His business experiences were as manager of a retail

store, one year; a traveling salesman, three y=ars; Editor,

of the Scouth-dWestern Publishing Co., ten years.

CLAY D. SLINKER
His professionasl training was in the Drake Univer-

sity, Des Kolnes, Iowa, University of Colorsdo, Boulder,

Colorado, and Sheldon School, area, Illinois.
Some of the Professional asspociations are: Vice-Pres-
ident, American Vocational aissocistion, three years; Vice-

President, Nutional Assoeiation for Vocational Education;

President, National Commercial Teachers' Federa.ion.
teacher of Conmmercial

His teaching experiences were;
subjects, Eigh School, Nevada, Iowa, one and a half years;

Teacher in the Kansas State Teachers' College, summer term,

1907; Teacher in Harvard University, Graduate School of

.Ed_ilca tion,
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CHAPTER HEADINGS AND CONTEZIT

CEAPTER I MONKY
Section 1--Use of Money
This section devotes most of the time to the histori-

cal study of money. An excellent definition of money is

gi?ﬁ‘n‘ . ’
Section 2--Handling lioney
Change-meking is the important subject of this section.

Directions are given for the counting and wrapping af money.

Section 3~-lachines for Handling Coins
A complete summary of the most used types of machines

is given.
Each chapter is followed with a complete set of labora-

tory problems in reference to that particular chapter.

CHAPTER 11X BANK CHECKS

Seection l1--Form of Checks
Section 2-~Check stub and Check register

Section 3~-Writing Checks
Section 4--Writing Checks concluded

Laboratory problems follow.
TRANSFER CF CHiCKS

CEHAPTER IIIX
Sactioﬁ l-~Indorsement of Checks

This section begins with a discussion of necd of in-

dorsement, forms, and the responsibility of the indorser.

Section 2--Kinds of Indorsement
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Section 3--~Procedure in Transferring Checks

This is followed by laboratory problems on check

writing and indorsement.
CHAPTER IV THE BANK ACCOUNT

Section l---Egtablishing a Bank Account

An introduction is given to the open practices of

banking. This is followed with a full description of how

to open a bank account.
Section 2-«-Usging & Bank Account
Laboratory problema 'fo].loar_.

CHAPTER V BORROWING AND LENDING HONBEY

Section l=--Notes
Section 2«--Interest and Discount
A complete study is made of interest, and interest cal-

culating by the six per cent methods. Laboratory problems

follow.
CHAPTER VI

Section l---Honey Orders
Section 2---Additional HKethods of Transmitting FPayments

CREDIT

METHODS OF TRANSHITIING PAYIENTS

CHAPTER VII
Section l---Establishing Credit

Section 2--~-Using Credit

CHAPTER VIII THE TELEPHONE
Sect-ion l---The Telephone Directory
Section 2~--Receiving and Taking Calls

Complete explanation is given with illustrations.
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Section 3-«wToll Calls

The various kinda and prices of different calls and

their services to us is discussed in full. Laboratory

problams follow.

CHAPTER IX
Section l---Sending Telegrams

Telegrams are clasaified as to thelir service and cost.

THE TELEGRAPH

Explanation is given for the writing and sending of tele-

gramns.
sSection 2--«Cost of Telegrams

Section 3e~<Delivery of Telegrama~~Special Services
The book gives a fine illustration of the time belts
of the United States and the delivery of telegrams in

various sections in relation to different standard time.

Laboratory problems follow.

CHAPTER X
Section l---First Class Kail

MAIL

¥ail is classified.
Section 2~---Second, Third, and +rourth Class Mail

Rates are given and classifications analyzed for this

material. Special service is explained.
Section 3J~--Addressing Envelopes and Packages
Laboratory

Good illustrations are given of this work.

problems follow.

CHAPYTER XX
Section l---Express

EXPRESS AND FREIGHT

Seation Z2=-~~Freight

it g s " ol
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Problems follow

CHAPTER XII o TRAVEL

ment

Section l---Methode--The Time Table
A historical introduction of travel and its advance=

makes an i’ntéresting opening. The student is shown

the many advantages of our modern age. A thorough study

is made of the time tables.

CHAPT

Section 2-~~Using Time Tables
Section 3---Railroad Service
Section 4~«-Forms of Travel
Section 5-~-The Traveler's lioney
ER XIII # THRIFT
Section 1---Thrift

Labaratory problems follow.

CHAPTER XIV , PERSONAL BUDGEYS AND KiCOHDS

Sectdon-1---Budzets
Section 2---Recorls

Lahoratery problems follow.

CHAPTER XVI INVESTMENTS

ment.

Section l---Qualities of Good Investments

Section 2---Savings Account

Section 3---Savings Banks and Cooperative Associations

Section 4---Stocks
Stocks and bonds are contrasted. Stocks are explained.

Section 5~-=-Bonds

Bonds are discussed in relation to the world of invest-

Laboratory problems follow.
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CHAPTER XVIIX INSURANCE OF PRUPERTY
Section l--=-Fire Insurance
Section 2--<Automobile Insurance

The various departments of automobile insurance aret

fire, theft, collision, property damage, and public liaw

bility. Laboratory problems follow.
CHAPTER XVIII | LIFE INSURANCE

Section l--~Life Insurance

Life insurance'is digecussed in the light of a pro-
tection to one's dependents and as a saving.

Section 2---Classes of Policies

1589 i

These c¢lasses are: term insurance policies, ordinary %

life ineurance policies, limiﬁed payment life insurance
policies, and endowment policies
Section 3--~Insurance as a Means of Saving
Laboratory preblems follow.
CHAPTER XIX BUSINESS CORRESPONDENCE
Section l--~Opening Mail
Section 2--Reading and Sorting lMail
Section 3~-Business Letters
Section 4---Preparing letters for the Kail
This section deals with the size, shape and address
of the envelope.
Section S--Composition of a Letter
This is a study of the elements of a good business

letter and its use.

o
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CHAPTER XX FILING
Section 1~-FPiling Devices
Section 2~-Indexing
Need of rules for indexing are explained and splendid
illustrations and examples are given,
Section 3--Filing Methods
Section 4--Using the File
The general use of the files is taught the student.
Laboratory problems follow.
CHAPTER XXI NHOLESALE SALES
Section l--#holesale sales
Section Z~~Retail Sales

Laboratory problems follow.

CHAPTER XXTY PINANCIAL RECORDS

Section l--Cash Transactions
Section 2--Customers' Accounts
Additional records, known as the ledser, are made of

the customer?s account. Illustrations.

Section 3--Statements
Section 4--Recelpts
Labhoratory problems follow.

CHAPTER ZXIII SALESMANSHIP

Section l--Importance of salesmanship

Section 2--Personality
Analysis of icportant elements of personelity is

gliven.
Section 3--Knowledge

170
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f General knowledge plays a necessary part in sales-

i
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mnship .
Section 4--Making the Sale
The plan of study is the necessary steps in making

2 sale.
Laboratory problems follow,

CHAPTER XXIV THs BUSINESS POSITION

Seetion 1~~A Desirable Position

Section 2--Jualifying for a Position
Education in and out of school as well as personality

are the chief qualifications.
Section 3--Applying for & Position
Section 4--Qualifying for a Promoilon

Laboratory problems follow.

CEAPTER XXV BUSIN.S3 ORGANIZATION

Section l1--Introduction
Section 2--Common Types of Organizations
Section 3-~Production and Distribution

Section 4~~Fincanical Crgamizations
CHAPTER XXVI LAY X7 BUSINESS
Section l--law as a Device to Control end to 4id
Business

Section 2-~Contracts
Contracts are considered the most important feature

of conmercial law.
Sqetion 3-~Parties to a Contrect

Section 4--Other Requisites of a Contract

Section S5--Agency




Law and Action throusgh representatives, with dis-

cussion as to who may be a principal, an agent, and the

classification of agents are topics of study.

Section €~-Naegotiable Instruments

CHAPTER XXVII SCURCES OF INFORMATIONS

Section 1—-ha$erence Books for Travel
Section 2~-Reference Books for =ail and Transportation

Section 3--Business Directories

Section 4--General Reference Béqks

This includes the dictionary, the encyclopedia, the
world almanac, and government publications.

This section concludes the general summary of the pre-

vious work.
At the end of the book there is an interesting word

study made of all the important words and terns found in

each chapter. These are listed in order as they occur in

the chapters.

 sommem
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DEVELGCPMENT OF SUBJECT MATTER

A unique &nd important feature of the second edition
o General Business Training is that both the first and
second parts of the course have distinet values to pupils
w:0 may eveniually enter business, and to pupils who may
ot enter bdbusiness,

In the rirst part of the text is found the inform-
ation which everyone should have in handliﬁg his personal
affairs. This includes such subjects as the use of money,
the use of checks, the bank mccount, and borrowing and lend-
ing. The primary purpose of the first-semester course is
to furnish generel informetion which is of value tou people
in all walks of 1ife, regardless ol their occupations.
The subject 18 presented from the point of view of using

tusiness servisces. Thue the elementary course prepares

pupils to be more intelligent consumers. The information

ie of particular value to those who may eventually enter
business.,

In the second part of the text is found information
w-ich everyone should have about the methods used in busi-
ness, This division of the text includes business cor-
respondencs, filing, business law, business orgenization,
and a discussion of the functions of various departments

This part of the course is especially val-
The subject is

ot business,
uable to pupils who wWill enter business,
presented from the viewpoint of rendering services in

business, Pupils are trained to be more efficient pro-
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ducers. At the same time, the information is of value to
those who & not enter business, for it essists them in

using to better advantage the services of the bBusinesses

with which they deal.
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EVALUATION

General Business Training is a new and modern text-

book. It is a revised edition of the older text of the

sane name.,

The material contained in the book represents
years of research and survey for appropriate subject matter,

together with just as many years of patient laboratory vork

in the classroom.
The textbook is orgmnized in a very logical and common-

sense fashion., The most important busines: facts and theo-

ries are given prominence.
the vay to the next, therebvy raking the contents more like

Each subject carefully leads

an interesting progressive story.
The illustrations are authentic and appropriate.

Three points of criticism of this text are the following:

(1) The chepter dealing with interest and discount is in-

adequate. Modern pupils do not have sufficient grounding

in simple arithmetic to be able to do this work properly.
The textbook should give further training in this brunch of

work. (2) Some of the daily unit lessons for class discus-
sion are too short, and thereby do not supnrly sufficiont

There is not sufficient drill in

subject matter. (3)
It is the opinion of the writer that

commercial arithmetic.
Jumior Business Trailning texts should supply & copious aw-

momt of training in business srithmetic calculations,

Excepting the three points mentioned above, all the fea-
tures of this book are most commendable., Its organization
Interest and classroom

and plan of development are good.
motive are generally stimulated by the use of this text.
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Chapter Headings asnd Contents |
Chapter 1 The Meaning of Business
This introduction deals with human needs, community
needs, and the satisfying of these wants. The student is
Business

shown the very complex nature of our modern life.
has had to adjust itself to these larger demands. Unusual

I1lustrations set into the margins eccompany this work.

Test preblens 'folls:w--

Chapter 2 Communication
Communication is discussed from historical times to

An unusual illustration accom-

its present intricateness,
It is followed by test problems and gquestions,

panies this.

The Business Letter

Chapter 3
Various styles are explained. The parts of these let-

Envelopes and their addresses are con-

ters are studied.
This chapter is followed by work material and

sidered.

guestions.

‘The telephone

Chapter 4
An opening discussion is given of the 1-portance of

the modern telephone. Telephone service and classifications

are studied next.
Chapter 5 Telegrams, Radiograms, Cablegrams
Other ty@es'of compunications are discussed in this

section, as well as illustrations of each, and rates of

e
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ssrvice are given. The chapter is followed by Questions,
writing

and experimental material for laboratory work,

practice concludes this work.

Chapter 6 Gotiing Along With People
This chapter deals with personal contact with other

It is largely concerned with developing person-

persons,
Ques-

alit,o
tions and problems follow.

Interesting illusirations accompany this,

Chapter 7 Sources of Business Information
Business information is found in the following sources:

Newspapers, magazines, public libraries, dictionaries, city

directories, encyclopedies, atlases, census reports, world
Problems and interest-

almanacs, year books, and Who's Who.

ing discussions follow,

Filing eand Finding Information

Chapter 8
The importance of filing ia dealt with in two terms:

Many interesting questions and pro-

riling and finding.
blems for investigations and discussion, and three-minute

talk suggestions, as well as examples of filing matter,
concludes this chapter.

Chapter 9 The Intelligent Buyer
This chapter deals with the purchase of goods. The

middle-man 15 explained, Purchasing plens ere discussed

Peenean e m T oaite o T



){' and where to buy is given an important place. Like the
: otker, this chapter is followed by many suggestions for
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class work. It also contains & lesson in writing.

/
/ Chapter 10 Business Procedure in Buying
|

; Chapter 11 The Successful Salesman
1
This section deals with the develornment. of salesman- i‘

The usual items are discussed in connection with

ehip.
_f this work. Problems follow,

} Chapter 12 Selling in Business

| Chapter 13 Transportation of Pecple

/ This section deels with the princiypal means of trans-
Problems for class supplementary

?' portation and travel.
j work follow.
ff Chapter 14 Trapnsportation By kail

A complete summary of the Mail Servics is given in

this chepter. Appropriate problems follow.

Trensportation of Goods by Express

Chapter 15
> Chapter 16 Transportation of Goods by Freight ?
/ Chapter 17 Money end Credit
Money is expleined from a historical background to

Amusing 1llustrations accompany

1ts present complicated use.
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this. Verious forms of money and credit are dealt with

in this section. Like the others, this chapter is followed

by problems,

Chapter 18 Thrift
Thrift is divided into thrift of time, energy, re-
. ereation, and thrift of money. Supplementary problems

follow,

Chapter 19 Budgets and Records

This chapter deals with personal records and budgets.

Chapter 20 Investments

Now that the student has learned the value of saving,

he is taught what To do with his savings. Investments are

the answer. Supplementary material concludes this chapter.

Chapter 21 Insurance
Insurance and its many phases of both investment and
protection are given explanation in this division of the

The chapter conciudes with problems.

work,
Chapter 22 Bank Service
Chapter 23 Kinds of Business

Classification and types of organization are dealt with

in thia section of the work, ©Problems conclude this chapter.,
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Chapter 24 Business Organization and Management

Modern Business hes grown rapidly; intricate manage-

ment is now necessary. This division of labor and salary

soales 18 given an interesting treatment here,

Chepter 25 The Employee in Business

This chapter deals with business from the point of

view of the worker himself., Vhat his duties and qualifica-~

tions are, end what he may expect from it, are well ex-
plained. Problems follow., '

Chapter 26 Looking Ahead

This section discusses. choosing a vocation and mak-

4ing the most of our opportunities. Interesting problems

contlude this chapter.
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DEVELOPMENT OF SUBJECT MATTER

Introduction to Business provides a new approach

to elementary business training in that it coordinates
It

the facts of business with the business of living.
teaches the business fundementals indispensable in modern
1ife, and helps each pupil to become an enlightened c¢on-

It provides treining for citizenship which is

sumer,
equally valuable with that found in the so-called cultural

subjeots. It opens up new fields for exploration and is
rich in guidance and pre-vocational materisl. A4ll new

trends and modern developments in business procecure are
included, and the book is pedagogically sound, interesting

to the student, and intensely practical.
Complete workbooks, teacher's msnual, and achieve-

ment tests accompany this textbook.

T
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EVALUATION
Introduction to Business is simple, logical, and ab-

solutely new. It teaches the business fundamentals in-

/ai_éspensable to modern life, and helps each pupil to become

an enlightened consumer.
All leading state and city courses of study have been

considered in the preparation of Introduction to Business.

The supplementary teaching aids provided with this

text are most helpful. One of the most unusal feutures

of the workbook is the different colored sheets used in

difrferent business forms.
The reader feels this textbook stands in u class all

its omn. Not only is it an excellent textbook because it

studiss all the usual fields of Junior Business Training,
This

but also it adds a feature not found in most texts.
book, as one resads it through, pgives one a sense of interest
and vitality which is often hard to attain in this subject.
It is the writer's opinion that this feeling of interest is

gained not only from the pleasing style of writing but most
These 1llusg-

particularly from the unususl illustrations.
trations are very plentiful and in a great variety of style.

iiany are photographic impressions of real situaticns, other

are reproductions of cartoons, diagrams, charts, and busi-

ness forms. Also many small illustrations are inset into

the margin to attr:et interest.
Lessons in penmanship are a novel feature..

B )
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ereate further inilerest,

T

It ean truly be claimed of this text that it meets

all the necessary requirements and sdds many others which
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CHAPTER HEADINGS AND CONTENTS

The chapters in this text book are very short and

‘the titles are entirely exnlieit so that it is not neces-

sary to give detailed informution of each.
Chapters
I Introduction
II Thrift
III Budgeting

IV Records
¥ Personal Account Records

¥l Personal Account Records
VII Two-Column Cash Records
.VIII Special Column Cash Record
IX Special Column Cash Record {Continued)
X Inventory Records
XI The Bank--Checking Service
XII Promissory Hotes
XIII Promissory Lotes
XIV The Bank--lending Service
. XV The Bank~--Depository Service
- XVI Savings Banks
XVII Cooperative Banks
XVIII Business Forms
XIX Generall Exercises--Business Forms
XX Filing Methods
XXI Telephone Service and Yow to Use it
XXII Use of Directories of Information

186




XXIII Télegraph Service and How to Use it
XXIV How Packages Should Be Shipped
xv Exﬁfess and Freight Shipments
XXVI How to Carry loney when Traveling
XXVII How to Send Money Safely

JXXVIXII How to Use Railroad Information Service

XXIX Simple Business Law
XXX Insurance
IXXT Preﬁéiation for Service
XXXII Choosinge a Vocation
IXXIIX “Vocational Information
XXXIV Einds of Businesses
XXXV _ﬁus 1n;e ss Ownership
XIXXVI Departments of Business
‘IIIVI]? Sesking & Fosition
IXXVIII Getting Ahead in Life
xx:i:xx- Messenger Service--Unit No. I
. Messenger Service Practice
X1LI Bi_z_ai ness Caleulations
XLII File Clerk Service--Unit io. II
XLIII Statement Clerk Service--Unit lio. III
XLIV Cashier Service--Unit ¥o. IV
XLV Cashier Practice
XLVI Shipping Clerk Service--Unit lic. v
XLVII Shipping
XLVIII Purchase

Clerk Practice
Order Clerk Service--Unit llo. VI

XLIX Business Calculations
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Billing Clerk Service~-~Unit No. VII
Receiving Clerk Service--Unit No. VIIIX

Stock Clerk Service~-Unit Ho. IX

11X
1111 Timekeeper and Payroll Clerk Service-~Unit No. X
LIV Business Calculations

'BEach chaﬁter is followed by various types of summary

Examples of the supplementary

and supplementary work.
exercise problems, which con-

work are listed as follows:
sist of problems for class discussion; vocational guidance

exercises, which consist of probless helping to orient the

student; writing exercises, and lastly a word list of
terms used in that particulap chiapter. These words are

written in script so that they may be used for writing

practice and vocﬁbulary building work.

e
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keeping and accounting.

Method of Development of Subject  latter

This general introduction to business practice is
intended to precede the formal study of elementary book=
Part One is devoted to business

training on the basis of personal needs. Part Two con-

tinues this training but with special relation to certain
junior clsrical duties.

Business arithmetic and busines:s writing are an in-

tegral part of the course. ODrill is provided in the

fundamentals and all the work is motivated. Business
caleculations interspersed throughout are intended to de-
velop not only skill in figure work but also "figure sense",

Emphasis is placed on vocational guidance. The author
believes this course should not only give business training,
but should be & course in which students have a chance to
analyze their abilities and aptitudes,

The textbook is accompanied by complete workbooks,

achievement tests and teachers' manual,
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Evaluation

} New Junior Business Training in most respects is a
f very ordinary textdbook. It has ro unusucl nor outstand-
f ing features.

j The illustrations re not so nuwaercus as found in

most Junior Business Training books but those which do

ocour are of fair character. _

! The print of the book is quite small, and the page,

} for that reason is given s crowded appearance. Thlis does
not add to the interest of the pup@ls.

I The orgenization and plan of the textbook is quite

good. GSubjecet matter is well developed, and each subject

; is well correlated with the next. The author has alsc

j spent much time and thought in the prenaration of supple-

f mentery problems., 'hey are designed to give complete

j practical skill in business forms and procedure. Particu-

j' larily are the supplementary word lists good. They give

f the stud:nt an immediate business vocabulary as well as

; examples in writing material.

J Another commendable feature of the book is the inter-

est the author takes in helping the student discover his

abilities and aptitudes.
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! Chapter Headings and Contents

Chapter I The Meaning of Business

Introductory remarks
; School business

f Business at home

/ Comemani ty business

i
Classification of business
[ activities of Class: Key words, review guestions, dis-

( cussion topics, projects, and exercises.
Unit I Communication

| Chapter II The Mall Service

Bistory of commnication
Types of communication
The business letter and its plan

#
: Envelopes and mail service

i
/ Activities of Class: same as before.

/ Chapter III The Telephone

Importence of the telephone
private and individual lines

Types of telephones:
The telephone directory and how to use the telephone

Activities of Class: sams as before.

Cther Means of Communication

Chapter IV
The telegraph and classification of messages

Writing the message and its cost
Airplane reservations
Cable letter and service

The wireless and radiograms
Printed natter: the newspaper, books :nd magezines
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Activities of Class: same as before.

Chapter V Recording and Filing
Records and their value
Filing: various means are discussed.
ﬂbusihg equipment and sﬁpplies
Activities 6? Class: same as before.

Unit II Savings

Chapter VI Thbrift in Saehool
Thrift plan to prevent waste

Activities of Class: same as before

Chapter VII Thrift in the Home

Activities of Clazs: same as before.

~ Chapter VIII Community Thrift

Activities of Class: samg as before.
Unit IIX Finance

Chapter IX Home and School Use of Bank Services

History of Banking
Inereased use of banks
Home and school use of banks

Activities of Class: same as before.

Chapter X Banking Procedure
Opening and using a bank account
Additional bank services

Activities of Class:; same as before

Chapter XI The Merchant's Use of Banks

Business banking
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‘Pederal reserve system

i
' Activities of Class: same as before.
/ Unit IV Transportation

Chapter XII The Automobile and the Trolley
The machine age and the history of travel
Bffects of the automobile

¥otor bus lines

"Electric trolleys

Activities of Class: same as before.

Chapter XIII: The Rallroad
Services and means of travel

Avtivities of Class; same as before.

Chapter X1V Other Ways to Travel

Activities of Class: same as before.

Unit V Qrganization

Chapter XV Organization for ilanagement

The maaning of organization
Financial control

Record keeping

The school organization

Activities of Class: same as before

Chapter XVI Business Organization

Management
Organization

Activities of Class: same as before.
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' b Unit VI Ordering

i

"‘ Ordering in Home and School

Chapter XVII
Activities of Class:

same as before.
Chepter XVIII Crdering in Business
! Need for ordering

&u‘!_:hor_ity $o order

Purchasing departaent
kg'tivitié_s of Class; same as before

e i o

|
Chap ter XIX Receiving and Storing
same as before.

Activities of Class:
Unit VII Selling

Chapter XX Types of Sales Organizations
Requirement for success in sales work
Agtivities of Class: same as before.

Chapter XXI Sales Forms and advertising
Business forms common to sales woTrk

Advertising

Activities of Class: same as before.

Chapter XXII Shipoing

Parcel post and express

Freight

Aetivities of Cluss: same as before.

Unit VIII Paving

Chapter XXIII Cash Pa’yments

Necessity for cash records
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Recording cash in proper boocks
Aetivities of'ﬂlass: sane as before

Chapter XXIV Credit Buying
The meaning of credit
Opening & charge account

same as before.

Activities of Class:
Unit IX Responsibility

Chapter XXV Personnel

Activities of Class: sams as before.

Chapter XXVI  The Single Proprietorship and the

- Partnership
same as before

- Aetivities of Class:

Chapter XXVIIX The Corporation
Nature of a corporation
Advantages and disadvantages of the corporction

dctivities of Class: seme as befors
Chapter XXVIII Guidance--Educational and Vocational

The future
Qualifications for success in business

Activities of Class: same as before.
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Method of Development of Subject Matter

Introduction to Business emphasizes the social ap-
proach to business. It also proceeds on the theory that
a thorough knowledge of business is necessary for suc-
cessful living. The authors have tried to base this book
around practical everyday living problems. !
This book is organized into major units, such as
Transportation and Pinance, while the separate chapters
take up the various subjects in natural, logical.order,
beginning with the Meaniny of Business and endingz with 1
work on Vocational and Educational Guidance, to care for H
the immediate needs of the pupil. ‘

- Practical experience and supplementary work are cared

for in the forms of compliete workbook, and quaestions and
problems at the end of the chapter. The work is summarized

by achievement tests.
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i o e Evaluation
Introduction to Business is an outgrowth of success-

ful classroom experience and wide observation of scho:ls

and the bdusiness world. For this reason it is a particu-

; larily useful textbook.
The approach of this textbook is easy and natural;

: an understanding of business is developed gradually and

effectively by applying principles of business to the
| home, the school and the community. This direct principle
; of applying the subject matter to everyday problems maikes
5 it much more intercsting to the student.

The general organiz:tion of the subject matter of
! this 1s particularily well planned and well thought out.
; It shows the authors have made a complete survey of the
; bﬁsiness field and the students' needs,
‘ An Iinteresting feature of the book is the really

; valuable sumnary at the end of each chapter given in the
L form of questions., DBesides these varied questions, the
suggested activities include vocabulary drills, topies
for individuel and group aiscussions, projects, and ex-
ercises which contiin simple, carefully graded, and

: practical mathematical examples.

.i A special feature is the illustrations, which pro-
} vide pictures of actual business processes and equipment
/ as well as modern blanks and forms used in comaerce.

These have been checked by leading metropolitan business and
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financial institutions and therefoére illustrate current

rather- than traditional usage.
The book is especially teachable, and the subject

matter motivated throughout. It contains an abundance

of ‘interesting practical material, with stimulating ap-

plications and frequent reviews of the prineciples of
The extensive learning exercises

business arithmetic.
There is ample

are adapted to pupils of varying abllity.
material for the brighter students, while the slower
pupils are challenged by interesting stories and concrete
applications’ of business principles to the actual cir-

cumstances of thelr everyday life at home and in school.
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In this review five Junior Business Training books
have been considered. This is noi the complete field but

many of the prin¢ipal beoks have been studied.
There are certain general characteristics found in

all the textbooks. In each the author has made an attempt

to survey the field of business and make an estimate of
the subjecta most needed for this training. Practically

all the textbooks recognizecertain unite and division of

organization. For instance, each considers money, com

munication, vocational aids, buying and s elling and other
related subjects as major divisions of study. Another
common feature is the universal use of workbooks and

achievement tests. Many of these workbooks are very elab-

orate and are worked out in very careful detail. Authentic

illnstratioﬁs are found in all th# books.
The Jﬁnior Business Training textbooks have the above

mentioned views in common, but there are some very evi-

dent diffsrences in many of these books. In the case of

these ©ive books reviewed they vary, in the writer's estima-

tion, from the very good down to mediccre. Some of the newer

and better features which make some of the books cut-

standing are: many attractive and outstanding illustra=~

tions, of unusual character; subject matter presented in
an interesting manner; subject matter presented sco as to
éiva the student the broader philosophy of life; subject
matter for both commercial and academic students; good
follow~up lhboratory problems; and last, but not leasst,

attractive printing and binding of the book. It is the
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opinion o:‘Fhe writer that Introduction to Busines: by
Eirk, Buckley and ﬁaeacﬁe is the teitbook which most near-
iy fits the description given above. Several of ths other
taxtbooks‘fyllow succeséfully in merits. Reference to the
enclosed c¢hart will give indication of their relative merits,
| 4 very ;nteresting study could be made from a co.-
parison of first and second editions of these same text-
books. thereiis not time nor space to £0 into that here
but ths welfer wouls Iike to make mention of the fact that
such an improvement is shown 1n the newer texts. Most
not&blg amnngithe changes is attractiveness to the reader.
¥ore illustrations are appearing, many of them in color;
some are o{ cértoon type; bright colore&lbock bindings
are_prevalanti print is larger and clearer; organization
of material is more acutely atuned to business nceds;
the.social.value of the subject matter is stressed.
While maﬁy of these texts may be classed as good,
or very good, none of them are exactly based on the newer
economic thought of a controlled econonic life nor the
broadest ideals of econcﬁie service to mankind. The
reason they aée not ~lanned with this thousht in mind is
probably because at the time of their preparation and pub-
lication such ideas were not prevalent. This leck of
planning-need'not make the text Wnusable, however, as the
teacher may bfing‘this line of rezsoning into class dis-
cussion and use the textbook as the source of business

and technicallinformation@
In general conclusion it may be stated that Junior
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COMPARATIVE CHART

Authors Name of Book Yeayr of | Organi~ Illus- |Print a,ndl Supple-~
Publi- zation of! trations| Arrenge- | mentary
cation Textbook | 1, 2, 3,lment 1, | Materials

1, 2, 3, 2, 3, or
or 4% ' 4% -
Brewer, John M. Elements of 1931 X 2 Workhooks
Business Training| Revised Tests
Hurlbut, Floyd Edition Teachers®
Manueal
Caseman, Juvenilia
Buckley, Harold B. Introduction to 19832 1 | Torkbooks
Business Tests
Kirk, John G. Teachers*
Manual
Waesche, Mary A. .
Crabbe, Earnest H. Generel Business 1931 1 2 “OFKDOOKS
Training Second Tests
Slinker, Clay D. Editicn Teachers'
' Manual
Wichols, Frederlck The New Junior 1930 3 3 WOrkbook:.
Business Training| Second Tests
Edition Teachers'
N¥enual
Reed, Clinton A. Introduction to 1932 2 2 "orkbooks
Susiness Second Tests
Yorgan, V. James REditiecn Teachers'
lianual
*Yay l--Excellent 2~~Good BT £=% of - V24 ) 4-~-00T
.... i e P — e PE ] Ty
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Business Training is quite well supplied with a few good
textbooks, Many other fields of study in the hizh school
curriculum have a larger selection, The selection of text-
books in Junior Business is growing ysarly. This field
of ectivity is one of growing interest and importance snd
therafore more and more attention is being shown it,
Possibly in the near future we shallve having some texts
planned which definitely carry out the mewest economic be~
liefs. At least we c¢an definitely say that, to have good
textbooks we must always be having new ones, as they, st
all times, must conform to our newest business practices

and beliefs.

i o i AU
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GENERAL CONCLUSICN aND RICOMIZNDATICHS

From this study we find that the two branches of Com-
merclal work, namely, Typewriting and Junior Business
Training, are well supplied with textbooks. The field of
Typewriting has many more in number, and they can be classed
more nearly as a finished product than those found in the
Junior Business Training. It 1s the belief of the writer
that this sitwation is due to two causes, (1) the greater
number of years writers have been interested in Type-
writing rather than Junior Business Training; (2) the
direct economic rewards which have come from training typists.
This result leads us to the conclusion that Junior Business
Training.is'still calling Tor expert asuthors and persons of
businzss experience to help guide the future generations.

A second result found from this study is that while
lé do not belleve we have reached‘ouf limits in either

subject, each has made rapid advancement in the style, form,

and scientific analysis of its subject. Prac.ically, each

of the textbooks studied represents years of classroom
laboratory experimentation, plus much study, on the part of
the suthor, of state and city syllabi, business surveys,
and other leading sources of business infeormation. 1In
other words the textbooks for the most part are no longer

in a "guess-work™ stage but can truly be classed as

scientific.
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In conclusion one speecific recommendation can be
made, It is true that, in general, eany comnentator on
textbooks would be happy to survey such a wealth of good i
material, yet the fact remains that the work of the Com-

: mercial field is never done nc matter how fine may be the
: books 1t produces. The Commercial world is one which is
changing dally and for that reason the author's work is
never finished. Constant study and observation of the
current changes must be made so that the student may be
thoroughly trained in modern methods, Iilowhere in the
textbook field is the subject matter of such & changing
character as is ours--THE COMMERCIAL.

In closing let us say that the Commercial world is

ever beckoning on and we must at all times keep pace with
it; more than that we should be training future business
participanfs, This younger generation of busines. pare
ticipants should be so guided during their training years
that they will be able to lead the business world £OWards

& better philﬁsophy of business life than we have had in

tke past.
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