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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. Electronic devices will be monitored according to ACT standards.

Maximum test time is 90 minutes

(A five-minute warning will be given to ensure all printing is complete.)

NOTE:  The administrator should allow time for orientation, instructions,

warm-up, checking equipment, etc., before starting test time.


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

2. Correct all errors.  Copy is graded for errors according to 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 in a footer on all documents in the lower left-hand corner of all work submitted.

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

5. When turning in your completed work, place your scoring sheet on top of all of your jobs.  The job should be arranged in numerical order.  Turn in all partial jobs completed.

CONTEST INSTRUCTIONS:

Your organization, Professional Business Associates, under the leadership of Nancy Wells, will be the host for the annual “Career Exploration Fair” for area high school and business students.  You have been asked to serve as members of the Administrative Support Team for Professional Business Associates.  As members of the team, you will complete the following tasks for our company in preparation for the career fair.  Confer and work together as a team to complete the tasks.

As members of the team, it will be your assignment to create, design, and produce the following materials for Professional Business Associates.

Job 1─Flyer

Using the following information, prepare an appropriate flyer promoting the Career Exploration Fair.

Career Exploration Fair

February 24, 2005

9:00 a.m. – 4:00 p.m.

Professional Business Associates

5454 Cleveland Avenue

Columbus, Ohio  43231

Sponsored by Professional Business Associates

For:  Area high school and post-secondary business students

Seminars:
Writing a Cover Letter



Interviewing Tips



Completing an Application Blank



Personal Data Sheet Preparation

To register, call Nancy Wells, at (614) 555-1212

Select meal from brochure
When designing your flyer, be sure to use a variety of the following:


√
Graphics


√
WordArt/TextArt


√
Borders


√
Symbols


√
Bullets


√
Fonts

JOB 2—Menu 

Create a menu for the meal to be attached to a letter being sent to all participants.  When designing your menu, be sure to use a variety of the following:


√
Graphics


√
WordArt/TextArt


√
Borders


√
Symbols


√
Bullets


√
Fonts

Sandwiches (hamburger, ham & cheese, turkey, pizza, roast beef)

Chips (potato, corn)

Soups (vegetable, chicken noodle)

Desserts (brownie, cookies, sundae)

Job 3─Composition

Please prepare a letter document to be used as a template.  Include a field for current date, inside address, and salutation.

Purpose of Letter:

To invite area business leaders to serve as seminar speakers for the workshops for the Career Exploration Fair 2005.

Content of Letter


Invite leaders to participate;


Include vital details (date, location, time, etc.);


Contact Nancy Wells if there are any questions;.


Encourage leaders to participate.

Tasks:

1. Compose an appropriate letter, including your ideas and suggestions.  

2. Print a hard copy of the letter.

Job 4─Certificate of Participation

Design a “Certificate of Participation” for all persons attending the Career Exploration Fair.  Use landscape page layout and choose an appropriate page border.  Be sure to include the following information:

Name of Person Attending Seminar

Title of Seminar

Date

Place

Sponsored by Professional Business Associates

Signature Line for Nancy Wells to sign as leader

When designing your certificate of participation, be sure to use a variety of the following:


√
Graphics


√
WordArt/TextArt


√
Borders


√
Symbols


√
Bullets


√
Fonts


