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Job 1 
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Flyer
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Lunch Menu



____________ (200 pts.)
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___________(800)
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.  

3. No previous BPA tests and/or sample tests or facsimile (handwritten, photocopied, or keyed) are allowed in the testing area.

4. Electronic devices will be monitored according to ACT standards.

30 minutes of orientation/warm-up/wrap up

90 minutes for testing

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 competition.

GENERAL INSTRUCTIONS

1. Check that this test booklet contains Jobs 1 through 4

2. Correct all errors.  Copy is graded on production standards along with additional criteria.

3. Any place you normally use your reference initials use your contestant/team number instead.  Your name or initials should NOT appear on any work your team submits.  Key your contestant/team number and job number in the footer in the lower left corner of all work submitted.

4. 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.

5. When turning in your contest, the jobs should be arranged in numeric order.  Use your time wisely.  You have 90 minutes to complete this test.

Production Standards:

0 errors
  = 100 points

1 error 
  =   90 points

2 errors
  =   70 points

3+ errors   =     0 points

TEAM INSTRUCTIONS
Your organization, Leadership Associates, under the leadership of Kelly Bell, President, will be host to the annual College Fair 2004 for their employees.  You have been asked to serve as members for the Administrative Support Team for this project.  Confer and work together to complete the jobs.

Job 1 – Data List

Create and print a data list in a database program for the College Fair 2004 using the following information:

	College
	Title
	First Name
	Last Name
	Address
	City
	State
	ZIP

	Mayville College
	Ms.
	Christine
	Clark
	10 Hampton Dr.
	Mitchell
	MI
	57301

	Chex University
	Dr.
	John
	Larsen
	1996 Sweet Rd.
	Piedmont
	WA
	57350

	Hampton College
	Dr.
	Emma
	Perkins
	PO Box 124
	Newport
	IN
	59711

	Citizen University
	Mr.
	Bill
	Crane
	1992 Cherry St.
	Longview
	OH
	58401

	Polar Community College
	Ms.
	Terri
	Winfield
	572 Salt Lake Dr.
	Grand Island
	MO
	56541


Save the file using your team number

Print the spreadsheet in landscape view with gridlines

Job 2 – Composition

Prepare a main source document to be merged with the data list created in Job 1.  Include the following in your letter:

Purpose of letter –


To confirm the college representatives as speakers for the College Fair 2004

Content of letter –


Invite college representatives to participate


Include vital details – 



Date: 
January 10, 2004



Location:
Leadership Associates Conference Room



Time:
11:00 a.m. to 2:00 p.m.


Contact Kelly Bell if there are any questions


Confirmation that the college representatives will be attending

· Create a letterhead that contains the company name

· Compose a letter including your ideas and suggestions.  Be sure to label appropriate fields based on the data list that was created in Job – 1.

· Print a hard copy of all 5 letters

Job 3 – Flyer

Create and print a flyer promoting the College Fair 2004 using the following information and guidelines:

College Fair 2004

January 10, 2004

Leadership Associates Conference Room

11:00 a.m. to 2:00 p.m.

Leadership Associates

5454 Cleveland Avenue

Columbus, OH 45231

For: Leadership Associates Employees

Colleges Representatives from:


Mayville College


Chex University


Hampton College


Citizen University


Polar Community College

Lunch Provided

To register call Kelly Bell at 614-555-1515

When designing the flyer include a variety of the following:

· Graphics

· Word Art

· Text Formatting

· Borders

· Font

· Symbols

· Bullets

Job 4 – Lunch Menu

Design a lunch menu for the College Representatives and Leadership Associates employees attending the College Fair 2004.  Use landscape page layout and include the following information:

College Fair 2004

A minimum of four choices of lunch

When designing the lunch menu include a variety of the following:

· Graphics

· Word Art

· Text Formatting

· Borders

· Fonts

