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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 competition.
GENERAL INSTRUCTIONS

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

2. Correct all errors.  Copy is graded according to production standards.

3. For any job 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 on all documents.

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 jobs should be arranged in numerical order.  Turn in all partial jobs.

JOB 1—News Release 

Prepare the following press release from Julie Smith, 5454 Cleveland Avenue, Columbus, OH 43231-1234, 614-555-5555

It should be released January 10, 2007.  
Professional Business Associates Offers Accounting Scholarships  
College students pursuing an education in accounting may apply for financial assistance from Professional Business Associates.  Anyone studying accounting at an accredited Ohio college or university is eligible.  Applications are available at the corporate Web site, www.pbassoc.com.  The deadline for applications is February 28.

This is the fifth year that Professional Business Associates is offering the scholarship.  Past recipients include employees at Smith & Caruthers in New York City and a comptroller for the state of Ohio.  This year, PBA expects to give away $3,500 to two qualified applicants.

Professional Business Associates has been in business in Columbus since 1992.  For more information, contact Julie Smith by phone at (614) 555-5555, or online at jsmith@pbassoc.com.

JOB 2—Memo  
Key the following memo to All Employees from Julie Smith, Human Resources Department.  Use the current date.  The subject is Casual Fridays.  

Center the guidelines.  
Most of you know that we recently instituted a Casual Friday policy.  It has come to my attention that some of you are not sure exactly what that means.  In a nutshell, the object is to be comfortable and relaxed while still maintaining a professional atmosphere.  The goal is to encourage creativity as well as to foster a positive, friendly working environment.  

As for what constitutes appropriate attire for Casual Fridays, please use common sense.  For example, do not dress for the beach.  Also, if you have a meeting with a client who is not expecting Casual Friday, you should not dress for Casual Friday.

Here are a few guidelines:

Khakis instead of dress slacks or skirts

Sweaters instead of suit coats

Sneakers instead of high heels

If you have any questions, feel free to contact me.  I think that in a few weeks we will all be completely comfortable with the Casual Friday atmosphere.

JOB 3—Speech  
Prepare the following speech using Professional Business Associates standards.  The speech will be given to the local Rotary Club.  The title of the speech is Immigration to the United States in the Nineteenth Century.    

The United States is sometimes called the “Nation of Immigrants” because it has received more immigrants than any other country in history.  During the first one hundred years of US history, the nation had no immigration laws.  Immigration began to climb during the 1830s.  “Between 1830-1840, 44% of the immigrants came from Ireland, 30% came from Germany, 15% came from Great Britain, and the remainder came from other European countries.”


The movement to America of millions of immigrants in the century after the 1820s was not simply a flight of impoverished peasants abandoning underdeveloped, backward regions for 

the riches and unlimited opportunities offered by the American economy.  People did not move randomly to America but emanated from very specific regions at specific times in the nineteenth and twentieth centuries.  “It is impossible to understand even the nature of American immigrant communities without appreciating the nature of the world these newcomers left.”


Many immigrants came to America as a result of the lure of new land, in part, the result of the attraction of the frontier.  America was, in a very real sense, the last frontier—a land of diverse peoples that, even under the worst conditions, maintained a way of life that permitted more freedom of belief and action than was held abroad.  “While this perception was not entirely based in reality, it was the conviction that was often held in Europe and that became part of the ever-present American Dream.”

JOB 4—Table

Prepare the following table with borders according to the Professional Business Associates Style Manual.  Single space the body of the table.  Please shade every other line in the body of the table with 20% shading.   
Tuition Income 
For Fiscal Year Ending June 30, 2006

	Department
	This Year
	Last Year
	Percent Change

	Accounting
	$96,948.00
	$89,052.00
	
8.9

	Administrative Management
	25,548.00
	222,939.00
	
11.4

	Business Teacher Education
	14,750.00
	14,180.00
	
4

	Communications & English
	124,654.00
	126,958.00
	
-1.8

	Computer Information Systems
	44,563.00
	48,675.00
	
-8.4

	Economics & Finance
	35,980.00
	34,540.00
	
4.2

	Management & Marketing
	112,274.00
	108,541.00
	
3.4

	Quantitative & Natural Sciences
	95,613.00
	94,590.00
	
1.1

	Social Science
	113,542.00
	115,652.00
	
-1.8

	Totals

	$663,872.00
	$655,127.00
	
1.3
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Failure to adhere to any of the following rules will result in disqualification.


Contestant must hand in this test booklet and all printouts.  Failure to do so will result in disqualification.


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.


Electronic devices will be monitored according to ACT standards.




















