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Rank ________


BASIC OFFICE SYSTEMS & PROCEDURES (25)

REGIONAL—2003


Objective Questions (15 @ 10 pts. each)
_______ (150 pts.)


Production Portion


Job 1
Letter
_______ (100 pts.)


Job 2
Table
_______ (180 pts.)


Job 3
Telephone Log
_______ (100 pts.)


Job 4
Speech
_______ (120 pts)



TOTAL POINTS
_______ (650)

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 competitions.

GENERAL INSTRUCTIONS

1. Answer the 25 objective questions using the Scantron scoring sheet provided.

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

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

4. 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.

5. Please use two-letter state abbreviations for all addresses. Use the current date on all correspondence unless directed differently.  You may use reference materials, but you may not share references with other contestants.  Assume these jobs are waiting for you upon arrival in the morning.  You may complete the jobs in any order you choose.
6. 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.

7. When turning in your contest, place your scoring sheet on top of your jobs.  The jobs should be arranged in numeric order. (Your test administrator will decide how he/she wants to have the Scantron scoring sheet turned in.)  Use your time wisely.  You have 90 minutes to complete this test.

DIRECTIONS:  Answer the following questions by filling in the best choice on the Scantron.

1. When you believe your computer is infected with a virus, which of the following is NOT recommended?

a. Replace older backups with current ones.

b. Run a virus protection program to kill the virus.

c. Let others who have used your computer know about the potential virus.

d. Check all disks that may have come in contact with the computer.

2. Which of the following is correctly divided as a database field as indicated by slash marks?

a. Monday,/December/30,/2003

b. Monday,/December 30,/2003

c. Mr./Edward E./James

d. Mr. Edward/E. James

3. Which of the following is considered good writing?

a. The report will be read by the department chair.

b. Mrs. Prindle will deliver the address.

c. He isn’t going to take a vacation this year.

d. The money was recorded by the treasurer after the meeting was over.

4. The name that we give to our principles of right and wrong that affect the decisions toward others is

a. ergonomics.

b. morale.

c. ethics.

d. coping strategies.

5. Which of the following is the correct method for copying text from the Internet into a word processing program?

a. Right-click text, save, open in word processing program

b. Double-click text to open it in a word processing program, save

c. Select text, copy, and paste in word processing program

d. It is not possible to copy text from the Internet

6. The www before numerous Internet addresses means which of the following

a. Wide World of the Web

b. Web World Wide

c. World Wide Web

d. Worldwide Web Working

7. A single discount equal to a discount series of 21%, 15%, and 11% is

a. 47.15%

b. 59.76%

c. 41.85%

d. 52.85%

8. Which of the following best describes the mailing address format on an envelope requested by the U.S. Postal Service?

a. No punctuation, serif font

b. All uppercase, serif font

c. No punctuation, serif font

d. All caps, no punctuation, sans serif font

9. The basic steps to follow to project a positive tone in your communication are to

a. emphasize the receiver’s viewpoint, project sincerity, stress positive rather than negative ideas, and use a conversational style.

b. gather the data, process the information, and choose the method of communications.

c. choose the method of communication, create and idea, stress the negative, and use a conversational tone.

d. choose the audience, then create an idea, and put it into a conversational tone.

10. The study of the relationship between the employee and the work environment is called

a. charting.

b. productivity.

c. ergonomics.

d. time management.

11. Which of the following is NOT a characteristic of the numeric filing method?

a. Indirect access method

b. Limited expansion

c. Confidential

d. Higher cost than alphabetic method

12. If you have to compose a message denying an adjustment, which of the following techniques should NOT be used?

a. Mention the negative point in the first paragraph and then give a courteous explanation.

b. Close the letter with a buffer.

c. Begin the message with a buffer, followed by a review of the facts.

d. State the unfavorable news after a review of the facts.

13. Which method below describes the proper procedure for handling a petty cash fund in the office?

a. Give full charge of the fund to your most trusted employee.

b. Establish a procedure to use the funds for necessary expenses.

c. Provide an accessible place for employees to be able to use funds as they want.

d. Establishing a petty cash fund is not recommended in today’s society.

14. Amber worked a 50-hour week with Professional Business Associates, a company whose business operations place it under the Fair Labor Standards Act. Find her net pay at $6 per hour, 6.2% Social Security tax, 1.45% Medicare tax, $48.21 federal income tax withholding, and $25.43 state income tax.

a. $251.11

b. $231.21

c. $231.11

d. $203.41

15. Planning and using the hours and minutes of a workday in the most effective and efficient manner possible to accomplish the tasks assigned is

a. time management.

b. ergonomics.

c. charting.

d. productivity.

.

Job 1 – Letter

Please key the following letter in the format used by Professional Business Associates.  The letter is to Constance Sabino, Ideas, Inc., 5588 Peachtree Road, Atlanta, GA 30341 from Stacy Wiedermann, Chief Executive Officer, Professional Business Associates, 5454 Cleveland Avenue, Columbus, OH 43231-1234.  Supply an appropriate subject line, use today’s date, and make paragraph two a bulleted list.  


At the end of last week, I sent you a list of telephone techniques to be included in the June newsletter.  Since that time, the department manager has added the following information to the list:

1.   Listen carefully to the caller without interrupting.  Wait until a break occurs to ask questions 

      or to verify information.

2. Avoid nervous habits such as smacking, tapping a finger or pen on the phone, and rustling 

papers on the desk.  All of these noises can be heard by the caller and are annoying.

3. Know the procedures for transferring a caller and putting a caller on hold.

4. Never raise your voice to compensate for the caller’s soft or loud voice.

Please add these additional techniques to the June newsletter.  I will appreciate if you will let me know if you receive this letter in time for us to make the newsletter deadline.

Job 2 – Table 

The Marketing Department has compiled sales figures for several of our branch offices for 2001 and 2002.  The department estimates those sales for 2003 in all branches will increase 3% from the 2002 sales.  Calculate the projected sales for 2003 and key the table.  Round to the nearest dollar.  Please put the branches in alphabetical order when keying the table.  Write the formula you used to calculate the Projected 2003 Sales on your printout.

BRANCH SALES

Branch
2001
2002
Projected

2003

Kansas
$ 67,489
$ 76,948


Minnesota
187,400
208,500


Ohio
101,000
128,000


Indiana
152,340
176,540


Michigan
193,800
205,600


Texas
246,780
256,800


Job 3 – Telephone Log 

Use a table to log the following long distance telephone calls made on the current date.  Include columns for the date, person called, business/city, telephone number, and reason for the call.  Center the text in the cells vertically, and put a border around the table.  Supply an appropriate title for the table.  Print the table in landscape orientation.

Calls:

· Mark Patterson, Lee Corporation, Houston, Texas.  Get quotation on cost of sales training program.  713-555-6432

· Bradford School in Birmingham, Alabama.  Check employment references for secretarial applicant, Michelle Kelly.  205-555-8900

· Fred Amato, Economic Council, Salt Lake City, Utah.  Order 500 copies of pamphlet for next month's conference.  801-555-3489

· Addison Paper Products, New Haven, Connecticut.  Order stationery supplies for sales associates.  203-555-1906

· Diamond Resort Properties, San Diego, California.  Confirm reservations for regional sales conference.  619-555-9007

· Jake Bloom, Kansas City, Kansas.  Verify speaking engagement at St. Louis meeting.  
913-555-3645

· Helen Johnson, Executive Computer Systems, Denver, Colorado.  Check on installation of computers.  303-555-8000

· Tim Town, Moran Software Products, Boston, Massachusetts.  Inquire about computer software.  617-555-3427

Job 4 – Speech 

Please key this speech, making necessary corrections. Thanks, Roger Meyers!


MARKETING IS SEARCHING FOR A NEW CONCEPT

Can you visualize a new computer setting on your desk at home with a color monitor, a mouse, and a high-speed printer?  Why not?  The Marketing Department is sponsoring a company-wide contest to develop ideas for introducing a new software package.

The winner of the contest will receive a $50 savings bond.  However, if your idea is actually used to launch the new project, the prize will be much greater.  If the idea is used by the Marketing Department, the winner will receive a free copy of the software (valued at $495), a new JX5 Computer, color monitor, and a laser-quality printer.  The total value of the prize will exceed $5,000.

The new software package is an integrated package that utilizes a word processing program, a spreadsheet program, a database program, and a publishing program.  For further entry information, employees should contact Roger Meyer, Manager of the Marketing Department.  The deadline for entering the contest is June 1, 2003.  Help the Marketing Department, and help yourself to a new computer.

