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Contestant Number ____________



Time ____________



Rank ____________

FUNDAMENTAL WORD PROCESSING SKILLS (21)

Regional—2003  


Production Portion

Job 1 
Memorandum

__________ (100 pts.)

Job 2 
Proofreading and Letter

__________ (100 pts.)

Job 3 
Flyer

__________ (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

90 minutes for testing/production

120 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 competition.


GENERAL INSTRUCTIONS

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

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

3. For any problem where you would normally use your reference initials, use your contestant number.  Your name or initials should NOT appear on any work you submit.  Key your contestant number and job number as a footer in the lower left-hand corner of all work submitted.

4. Software templates may be used but must be modified to meet standards set by Professional Business Associates.

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

6. When turning in your contest, the jobs should be arranged in numeric order.

Production Standards:

0 errors
=
100 points

1 error
=
90 points

2 errors
=
70 points

3+ errors
=
0 points

Job 1

Please key the following memorandum to Nancy Wells using proper Professional Business Associates’ memo format.  It is from Julie Smith, Personnel Director.  Use current date.  The subject is "Speaker Invitation".

Thank you for agreeing to speak to the members of The Office Network on the topic of the office of the future.  I have heard your interesting presentation on this topic before, and I believe it will be an inspiring talk for our organization.  I know your talk will be interesting and motivating to our members.

The Office Network will meet on March 30, 2003, in the Mercer Building, Room 185.  There will be approximately thirty-five participants at our monthly meeting.

Please contact me at 614-555-1212 to let me know if your plans still allow you to speak to us or if your schedule changes.  Again, we look forward to hearing your exciting presentation!

Job 2—Two-page letter and proofreading   

Please proofread the body text for the following letter.  Circle all errors you find.  Errors may be found in spelling, grammar, and punctuation.  Key the letter.  It is from Ms. Julie Smith, Personnel Director, in Professionals Business Associates format.  The date is April 15, 2003.  It should be sent to the following address.

Mr. Martin Davidsen

Public Address Associates

Technical Research Institute

15 Main Street

Phoenix, Arizona 85038

Thank you for agreeing to be our keynote speaker for our summer computer conference being held on July 15 at Convention Meeting Central in Dublin, Ohio.  The conference will last for 2 days.  

Your presentation will be on Friday at 11 p.m.  Lunch will follow immediately after your address.  Your topic, Technology 2003 Odyssey of Transition, will fit perfectly with the other presentations being planed for the conference.  

We thought you might be interested to know that Randi Travis will be our other keynote speaker.  She will be talking about software piracy and the recent government crackdowns on illegal use of software.  The other seminars cover topics raging from software usage to zip drives.  

We are planning your arrival for Thursday evening, July 14 at Columbus International.  Jane Rericha will pick you up and take you to your hotel, BayView Suites. We are planning a diner for you with several of our employees at the Royal LaMaster In.  The food and service there are excellent.  Our office will arrange all other transportation.  Your return flight will be booked for Monday morning.  We are delighted that you will be staying with us for the entire conference.

We have made arrangements for the projection system that you have requested for your presentation.  All our computers have zip drives and CD-ROM drives, so we should have no trouble loading your presentation.  We always have a back-up computer ready if the main one should fail.

Your honorarium for the presentation will be as we agreed, $1,000.  We will have the check ready for you at the conference.

Everyone at Professional Business Associates is looking forward to meeting with 

you and exchanging ideas on the direction technology will be taking during this new millennium.

If you have any questions or need to make any changes in the plans please let us know.  We will do our best to accommodate you.

Sincerely,

Job 3—Flyer

Key the following flyer, inserting a graphic of choice as it pertains to the information within the flyer.

OCEANSIDE SOCCER CLUB


P.O. Box 678

Oceanside, NY  11543

SOCCER REGISTRATION

Pee Wee Soccer—August 30, 2003

Intramural Soccer—August 31, 2003

Travel Soccer—September 1, 2003

Premiere—September 2, 2003

All Oceanside residents are invited to register for any of the above soccer programs.  Children must be born before September 1, 1997, for Pee Wee Soccer; before September 1, 1995, for Intramural Soccer; before September 1, 1992, for Travel Soccer; and before September 1, 1988, for Premiere Soccer.

Note:  Use your creativity to design an attractive flyer.

Job 4—Table

Please key the following table in unruled format.  The title should be Service Leaders.  The subtitle will be Final Totals.  The column titles should be centered and the text columns should be left aligned. 

Employee

Department


Hours

Mallory Jones
Accounting


80

Megan Reese
Transportation 

70

Hallie Edgar

Development


69

Julie Smith

Human Resources

60

Nancy Wells

CEO



58

Bill Stemm

Development


55

Steve Forrester
Sales



51

Sallie Kirkpatrick
Development


49

Jim Jones

Accounting


45

Jeff Kingston

Sales



41

