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Contestant Number ________



Total Work Time ________



Rank ________


ADVANCED WORD PROCESSING SKILLS (22)

Regional—2003

Job 1 – Memorandum

__________ (100 pts.)

Job 2 – News Release

__________ (150 pts.)

Job 3 – Letter

__________ (150 pts.)

Job 4 – Table

__________ (100 pts.)

Job 5 – Flyer

__________ (150 pts.)

Total Points

__________ (650 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 1-5.

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: Memo

Prepare a memo using appropriate Professional Business Associates’ format and compute the totals to complete the table.

TO:

Edna Renick, Administrative Support Department Manager

FROM:
Julie Smith, Human Resources Department Manager

DATE:

Current

RE:

Reimbursement for Expenses

Please reimburse me for the following travel-related expenses for last weekend’s product meeting in Chicago, Illinois.  As you will recall, I was given a $300 cash advance for the trip so please subtract that amount from my reimbursement.

	Expense
	Amount

	Hotel Room
	325.42

	Airfare
	190.00

	Shuttle Service
	30.00

	Meals
	75.25

	Printing
	25.00

	Total Expenses
	

	Total Due
	


If you have any questions or need additional information, please contact me at Extension 8337.  

JOB 2: News Release

Please key the following news release following proper Professional Business Associates’ format. The news release is from Nancy Wells, 5454 Cleveland Avenue, Columbus, OH 43231-1234.  The phone number is 614-555-5555.  The release date is August 1, 2003.  Be sure to correct any errors you find in the document.

DONNA HARDIN EARNS COMMUNITY ARTS AWARD

Donna Hardin, an employees of Professional Business Associates, has been named the recipient of the Community Arts Award for 2003.  The award, based on community service to the arts program, is given to an individual in the Columbus area who demonstrates a dedication to the arts and community service

What sits Donna apart for earning the award is her dedication to the arts program in the Columbus area.  She have given numerous hours of service to ensure that the arts continue.  In addition, she has been instrumental in bringing in various artists to the community.

Each year a community person is select to receive this award.  Professional Business Associates is indeed proud to have one of its own selected for this outstanding honor.

	
	


JOB 3: Letter

Prepare a letter using proper format for Professional Business Associates.  The letter is from Roger Meyer, Marketing Department Manager, to Mrs. Cyndie Johnson, 1234 Victoria Court, Dayton, OH 45432.  Please proofread and correct all errors found in the letter. Use the current date.

Your interest in working for Professional Business Associates this summer is appreciated!  Our company offers a wide range of internship opportunity in customer relations, software development, training, and communications.

I have forward your letter to Ms. Julie Smith, Internship Coordinator.  She careful reviews all applications in relationship to the available internship positions.  Ms. Smith will contact you shortly concerning your application and the interview process.

Enclosed is a booklet, which describes the primary job oportunities, required qualifications, preferred experience, and starting salary ranges.  This booklet should provide you with more insight into a particular area within our company that interests you for the internship program.

Good luck with your search for a rewarding internship expereince this summer.

Sincerely

JOB 4: Table

Please rekey the following table in correct format.  Use the formula table feature to calculate the amount of each quarter expenses and the next quarter estimate.  Use a 5% increase from this quarter’s total to calculate next quarter’s estimate.

NOTE:  Do not use a calculator to complete—use the formula (math) feature of word processing.

Write the three formulas used to perform the calculations on your printed copy.

PROFESSIONAL BUSINESS ASSOCIATES

First Quarter Delivery Expense Report

	Item
	January
	February
	March
	Quarter Total
	Next Quarter Estimate

	Advertising Expense
	1,500
	1,300
	1,250
	
	

	Delivery Expense
	750
	765
	800
	
	

	Insurance Expense
	500
	430
	650
	
	

	Interest Expense
	1,350
	1,200
	3,200
	
	

	Miscellaneous Expense
	2,500
	3,000
	3,200
	
	

	Salaries Expense
	45,000
	45,000
	47,000
	
	

	Supplies Expense
	5,000
	3,400
	4,500
	
	

	Utilities Expense
	8,000
	9,800
	10,900
	
	

	Total
	
	
	
	
	


JOB 5: Flyer

Create a flyer promoting Professional Business Associates’ “Upcoming Business Seminars.” List the seminars in ascending date order. 

Be sure to mark your calendar, and plan to attend one of the following seminars:

Public Speaking



August 9

1:00 – 4:00 p.m.

Computer Basics



August 3

1:00 – 4:00 p.m.

Telephone Etiquette



August 5

8:30 – 11:30 a.m.

Word Processing Shortcuts


August 8

2:00 – 5:00 p.m.

Internet Applications



August 4

1:00 – 4:00 p.m.

Professional Presentations


August 1

1:00 – 4:00 p.m.

Customer Service



August 10

9:00 – 11:30 a.m.

Business Communications


August 2

9:00 – 11:30 a.m.

Contact the Human Resources Department for additional information.

· When designing your flyer, please use:


Graphics


WordArt/TextArt


Borders


Symbols


Fonts

· Be creative!







