
The 10 Cardinal Rules – Rule 1
Rule #1: A variety of skillbuilding routines must be 
employed to build speed and improve accuracy.

Skillbuilding Routines



The 10 Cardinal Rules – Rule 2

Rule #2:
Skillbuilding is not 
incidental—it is 
intentional; and it 
must follow a well 
planned, 
systematic 
sequence of 
activities designed 
specifically to 
promote either 
higher speed or 
improved accuracy.

Skillbuilding System



The 10 Cardinal Rules – Rule 3

Rule #3: For 
skillbuilding to be 
effective, you 
must first identify 
the kinds of 
errors the 
student is 
making and then 
prescribe 
appropriate drills 
to minimize or 
eliminate those 
errors.

Misstroke Analysis and Prescription (MAP)



The 10 Cardinal Rules – Rule 4a
Rule #4: Skillbuilding does not occur automatically in a 
timed writing.  If a timed writing is to be used to build skill, 
then specific activities must be designed as a result of the 
student’s performance on the timed writing.

Pretest/Practice/Posttest Routine



The 10 Cardinal Rules – Rule 4b

Step 1: Take a 1-minute 
timed writing. Review 
your speed and errors.

Step 2:
(Speed): If you made 
2 or fewer errors on 
the Pretest, type each
individual line 2 times. 
(Accuracy): If you 
made 3 or more errors, 
type each group of lines (as though it were a paragraph) 2 times.

Step 3: Repeat the Pretest timed writing and compare performance.

Pretest/Practice/Posttest Routine



The 10 Cardinal Rules – Rule 5

Rule #5: Typing speed is built through a series of 
prescribed 
drills administered over short periods of time on easy, low-
syllabic intensity copy.

12-second Sprint



The 10 Cardinal Rules – Rule 6

Rule #6:
Accuracy is built 
through a series of 
prescribed drills 
administered only 
after the student’s 
errors have been 
identified so that 
appropriate 
remedial drill lines 
can be prescribed.

Misstroke Analysis and Prescription (MAP)



The 10 Cardinal Rules – Rule 7

Rule #7: Copy that contains at least one instance of 
every letter of the alphabet should be used to improve 
accuracy.

MAP Pretest



The 10 Cardinal Rules – Rule 8
Rule #8: Students striving for higher keyboarding speeds 
should always be prompted to type faster than the speed 
at which they are comfortable at the keyboard.

Paced Practice Routine



The 10 Cardinal Rules – Rule 9

Rule #9: When students are 
striving for higher keyboarding 
speeds, the instructor should 
never insist on zero errors.

“0” errors



The 10 Cardinal Rules – Rule 10

Rule #10: In the keyboarding classroom, you can 
encourage students to type faster or you can encourage 
them to type more accurately; but you should never 
encourage them to strive for both in the same activity.

2nd Attempt:  Accuracy1st Attempt:  Speed


	The 10 Cardinal Rules – Rule 1
	The 10 Cardinal Rules – Rule 2
	The 10 Cardinal Rules – Rule 3
	The 10 Cardinal Rules – Rule 4a
	The 10 Cardinal Rules – Rule 4b
	The 10 Cardinal Rules – Rule 5
	The 10 Cardinal Rules – Rule 6
	The 10 Cardinal Rules – Rule 7
	The 10 Cardinal Rules – Rule 8
	The 10 Cardinal Rules – Rule 9
	The 10 Cardinal Rules – Rule 10

