Speed Development Material
Key the entire line in 1 MINUTE (including the period!) with NO ERRORS.  When a line has been successfully completed, then go to the next line.  Successfully completing a line may take many tries; don’t give up!

2 WPM
A sad lad.
3 WPM
I was so glad.  
4 WPM
The cats ran fast.  
5 WPM
Lane will run to school.  





6 WPM
I will walk to that store soon.
7 WPM 
I like to workout and I workout hard.
8 WPM
Ask your dad if you can go to the show.  
10 WPM
I was asked to look at the north side of the door.  
11 WPM
Deb wants to see the globe that he has to sell this fall.  
12 WPM
Kent starts to work there as a clerk at the end of this week.  
15 WPM
Frank said we should try our best to do all the work right the first time.  

SPEED DEVELOPMENT MATERIAL

Key the entire line in 1 MINUTE (including the period!) with NO ERRORS.  When a line has been successfully completed, then go to the next line.  Successfully completing a line may take many tries; don’t give up!

16  WPM


Ed has many games for all of the children to play with when they come to visit.  

17  WPM


I must type the drill at a very fast rate of speed if I want to go on to the next line.  

19  WPM


I must go for the prize of speed by having good form, good posture, and a firm, quick stroke.  

20  WPM
Why waste time when there is so much that needs to be done and so little time in which to do it all.

25  WPM
You can build speed and accuracy at the same time if you will just give all the time to drill asked of you by your teacher.

29  WPM
Each day you are to give, at the very least, five minutes of practice to these lines; all the extra time you can give now will count much for you.

34  WPM
You are required to type this set of drill lines every day until you can type the entire group of lines with no errors.  Give every bit of spare time to this sort of typing.

40  WPM
As soon as you can type accurately and within one minute the lines on which you are now working, you are to proceed to the next drill.  This drill has five more words than the one you have just written.

45  WPM
By the use of this easy program you will not fall into any habit of slow, lazy stroking.  You will be trying each day to raise your stroking rate. You will also be striving for good typing that is free of mistakes of all kinds.

52  WPM
In typewriting, as in other skill subjects, you must keep right at it.  There are no short cuts in learning to type well.  You may be sure I would have found them if they existed, for I am a firm believer in doing things with the least possible physical effort.

59  WPM
You may have noticed by this time that fewer and fewer easy words are being used in these special lines.  The stroke intensity is made higher in each drill.  You know, of course, that we find the stroke intensity by dividing the total number of strokes by the actual number of words in the drill.

67  WPM
If you can possibly do so, type these special drills outside of the regular class period in the typing room.  As you write in your class period, strive to maintain a smooth, continuous rate.  Do not permit your stroking to lag as you type your assignments, such as letters, manuscripts, or legal papers.  Keep your typing rate at its best.

71  WPM
It has been said that the only reason for the existence of this machine of keys, cogs, and levers known as the typewriter is its power to increase speed in the writing of business letters and all sorts of legal and business papers.  That statement is quite true, but there must also be added to this factor of speed the valuable quality of accurate typing.

76  WPM
As simple as this paragraph drill may seem to you it is most effective.  It is a strange fact that we mortals seem to believe that any exercise must be difficult if we are to accomplish anything through its use.  That belief is far from the truth.  Actually, a simple exercise on the typewriter, repeated over and over, is one of the most effective ways of building speed and accuracy.

78  WPM
It sometimes happens that some words cannot be completed on a line.  They must consequently be divided by a hyphen.  The correct use of the hyphen for dividing words is a distinguishing characteristic of competent secretaries and typists.  There are certain fixed principles for dividing words.  The most important one is the rule that words are divided according to their component syllables.

80  WPM 
The secretary is always dealing with words.  A chemist deals with chemical elements.  He knows how to use elements to produce various compounds.  In just the same way the secretary must know both the words of the English language and the correct arrangement of those words in sentences.  You can see that the study of English and letter writing has direct and real vocational value to a would-be secretary.

85  WPM
The efficient office worker is accurate in everything he does  –  in minute details as well as in the broader aspects of his work.  He never takes something for granted; he makes certain that each piece of work which is assigned to him is finished accurately.  Accuracy is a trait which you must develop.  Persons are never born either accurate or inaccurate.  The habit of accuracy is the outcome of individual jobs done accurately.

90  WPM
Another important aspect of dealing with words as such lies in the correct use of the apostrophe.  Good secretaries have trained themselves to recognize at a glance any word which calls for an apostrophe.  The omission of the apostrophe when it is required or putting the apostrophe at some incorrect place in the word is just as inexcusable as misspelling that word some other way.  Learn to type words correctly because words are your stock in trade.

95  WPM
Your primary object at the moment is to perfect yourself in three vocational skills that are fundamental in the career for which you are being trained.  The task to which you have set yourself is not impossible.  It is one that has been mastered by tens of thousands of young people.  The fact is, nevertheless, that vast numbers of office workers are deficient in one or more of these vocational skills.  The largest number are deficient in a knowledge of correct English usage.

100  WPM
There are some psychological factors which are just as important as vocational competence.  The secretary is continually working with other people.  He does not work in a vacuum, so to speak.  Right there is where the factor of personality comes into the picture.  Some people who are vocationally competent have the wrong attitude.  They will not graciously and uncomplainingly cooperate with others in getting the work of the office done.  They do not smile or greet visitors pleasantly and courteously.
