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Contestant Number____________


Total Work Time____________


Rank____________


KEYBOARDING PRODUCTION (20)

Regional—2003

Documents




Points

Job 1


Memorandum




______(100 pts.)

Job 2


Letter





______(100 pts.)

Job 3


Report





______(100 pts.)

Job 4


Table





______(100 pts.)






TOTAL POINTS

______(400 pts.)

Failure to adhere to any of the following rules will result in disqualification.

1. Contestant must hand in this test booklet and all printouts. Failure to do so will result in disqualification.

2. No equipment, supplies, or materials other than those specified for this event are allowed in the testing area.  No previous BPA tests and/or sample tests or facsimile (handwritten, photocopied, or keyed) are allowed in the testing area.

3. No programmable cordless calculators, PDAs, or personal information managers may be used in any event.

30 minutes of orientation/warm-up/wrap-up

60 minutes for testing/production

90 minutes total time allotted


Do NOT open test booklet until instructed to do so.

Property of Business Professionals of America.  May be reproduced only for use in the Business 
Professionals of America Workplace Skills Assessment Program regional-level competitions.

Contestant Number__________

Production Standards

Points    
Job 1
0 errors
=
100 points
________

Memorandum
1 error
=
90 points


2 errors
=
70 points


3+ errors
=
0 points


Job 2
0 errors
=
100 points
________

Letter
1 error
=
90 points

2 errors
=
70 points

3+ errors
=
0 points

Job 3
0 errors
=
100 points
________

Report
1 error
=
90 points

2 errors
=
70 points


3+ errors
=
0 points

Job 4
0 errors
=
100 points
________

Table
1 error
=
90 points

2 errors
=
70 points

3+ errors
=
0 points




TOTAL POINTS
________(400)
GENERAL INSTRUCTIONS

1. Make certain this test booklet contains Jobs 1-4.

2. Correct all errors.  Copy is graded on production standards.

3. Use your contestant number for any job where you would normally use your reference initials.  Your name or initials should NOT appear on any work you submit.  

4. Key your contestant number and job number as a footer on all work submitted unless otherwise specified.

5. If you finish before the end of the 60 minutes of testing, notify the proctor.  Time may be a factor in determining the winner in the event of a tie.

6. When turning in your materials, place your scoring sheet on the top with your typed items in order by job number.

JOB 1—Memorandum

Directions:  Key the following memo using Professional Business Associates memorandum format.  The memo will go to Marketing Department Sales Employees, from Nancy Wells, Chief Executive Officer.  The subject of the memo is Positive Attitude.  Use today’s date.

There are two sides to the story, two sides of a coin, and two ways to face the day.

There are always the prophets of doom and the cynics who will be happy to lead their followers through long periods of drought and famine.

When an unfortunate individual starts blaming his own failures on others, and on conditions over which he has no control, he can usually forget about achieving his goals.

There are good times and bad times, but at all times there are sales that are made and sales that are lost.

You have all proven that you are not only capable, but excel as salesmen. I am proud of the accomplishments of our sales force and know that nothing can hold back the motivated individual who has an excellent product to sell.

In the months to come, I feel confident you will persevere in a manner that will result in an increase in sales and commissions to each and every one of you.

The outlook for the coming year is brighter than it has been for some time. With a positive, assertive attitude, nothing can stop us!

JOB 2—Letter

Directions:  Key the following letter using Professional Business Associates letter format.  The letter goes to Mr. Andrew Thomas Jones, Global Marketing Concepts, 4684 Liberty Street, Cleveland, OH 43045-7645.  The letter is from Roger Meyer, Marketing Department Manager.  Use today’s date, supply an appropriate subject line and any necessary formatting.

Our staff meeting on April 5 was a great success.  Thank you for providing your expertise to help us create a sound marketing plan that outlines excellent growth opportunities for the company.

Enclosed are the summary notes from our meeting and a draft of the plan we developed using your recommendations.  Please review these materials and let me know if you have any changes.  As you recall, we want to implement the new marketing plan in June.

When reviewing the plan, please make sure that we have included all of the pertinent information.  I would appreciate your comments and suggestions before May 15.  I look forward to hearing from you.

Sincerely

Job 3 – Report
Directions:  Key the following report from Stacy Wiedermann to Carlos Lopez, Manager, Human Resources, using Professional Business Associates report format.

Confidentiality in the Office


Confidentiality is not restricted to a lawyer/client relationship.  In a corporate climate we should treat confidential information with caution, sensitivity, and awareness.  Here are some rules that employees should follow to safeguard information:

1. Secure all important papers, files, floppy disks, and equipment in a locked drawer or filing cabinet.  Large equipment may need to be locked in a storage room.

2. Know who should have access to confidential materials and provide information to those who have a right to know it.

3. Close any files you have on your desk whenever you have to leave your computer and lock them in a drawer.  Close any confidential file on the computer that you have open.

4. Use a computer password composed of random letters and numbers and change it frequently.

5. Call before sending an important fax to make sure that the recipient is aware that it is being sent and to check the fax number.  Remember that confidential information should not be sent via fax since you cannot be sure who will see it on the receiving end.

Keep in mind that divulging confidential information has the potential to cause major damage.  Confidentiality applies to oral as well as written communication.  Be especially careful when discussing confidential information on a telephone, particularly a cellular phone, when other people are nearby and may hear your conversation.

Job 4 –Table
Directions:  Key the following names and addresses in two-column table format using proper Professional Business Associates format.  Title it AREA MANAGERS. Alphabetize the list by last name, and key the names and addresses in proper OCR format.  Use appropriate address abbreviations.

Angela S. Anders

780 Windsong Street

Indianapolis, IN  46255
Shannon McDermott

672 Linwood Ave.

St. Paul, MN   55104

A. Emers Robinson, II

14465 W. Sunset Ave.

Wayne, PA  19087
Stephanie Bridges

845 Del Rio Drive

Tempe, AZ  85282

Kenneth Edelblute

9634 Juniper Drive

Chicago, IL  60657
Julianne E. Moore

56 Emerson Dr.

Morgantown, WV  26104

Beverly Weaver

73 Fetlock Way

Eugene, OR  97402
Madeline LeBarron

6475 Marietta Way, Apt. #6F

Atlanta, GA  30303

Burt Fox, Sr.

56786 Beachside Rd.

Hilton Head Island, SC  29929
Jose Lopez

674 Sherman Lane

Bismarck, ND  58505

