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You are working as an administrative assistant in the Administrative Services Department of Professional Business Associates. Your boss is responsible for planning the National Conference. You will be completing jobs related to the Exhibitors who will be renting space at the conference. Correct errors in spelling and word usage.
Job 1:  Memo
Key the following memo from Edna Renick in the Administrative Support department.  The memo is to all personnel. Use the current date and the subject of National Conference Exhibitors. Please send a copy to Nancy Wells, Chief Executive Officer.
As you know, our National Conferance in 2009 will be held in Dallas, Texas. The theme for the conference is La Vista de Mañana. Because of weather-related problems the last few years with a January conference, the conference date has been moved to April in 2009.
One of the highlights of the conference is the Exhibitor Hall. Thanks to you’re suggestions, each year the number of exhibitors keeps growing. Once again, we are asking you’re help in gathering contact information for possible exhibitors. If you have a new vendor you feel would be interested in exhibiting with us, please provide me with their name, company name, address, phone, and e-mail address.

You can contact me at extension 5211 or at erenick@pba.org. I look forward to receiving lots of new suggestions!
Job 2:  Table
Key the following information in a table with borders. The column headings will be Booth Size, Number Available, Cost, Furniture Provided, Table Skirt Provided and Table Cloth Provided.  In the Skirt and Table Cloth columns put yes if the item is provided and no if it is not. The title for this table will be 2009 National Conference. The subtitle will be Exhibitor Space Information.
BE SURE TO SAVE THIS DOCUMENT – YOU WILL INSERT THE TABLE INTO THE REPORT IN JOB 4.
8’ x 8’

32
$350
6 foot table and 1 chair

Table skirt provided

No table cloth provided

8’ x 10’

32
$375

6 foot table and 1 chair

Table skirt provided

No table cloth provided

8’ x 12’

24

$400

8 foot table and 2 chairs

Table skirt provided

Table cloth provided

8’ x 16’
20
$425
2-6 foot tables and 4 chairs

Table skirt provided

Table cloth provided

8’ x 20’

16
$450

2-8 foot tables and 4 chairs

Table skirt provided

Table cloth provided

Job 3:  Letter
Key the following sample letter from Ms. Edna Renick which will be sent to prospective vendors. Because we are waiting for Ms. Wells’ approval, please insert the word DRAFT at the top of the letter using an appropriate Word Art  or Text Art style. Use the current date.

Prospective Vendor, ABC Company, 123 Main Street, Anytown, OH 43231

Subject:  Exhibitor Information

Each year Professional Business Associates hosts a National Conference. More than 7,000 of our employees will meet to preview new products and services, review company policy and network with co-workers from around the country.

Our conference will be held in Dallas, Texas, April 20 – 23, 2009, and it is our hope your company will be one of many vendors in our exhibit hall. Traditionally, we have over 100 vendors attend our conference displaying their products that our employees use.
You will find enclosed this year’s Exhibitor’s Information Guide. Once you have reviewed the information, please contact me to reserve your space. You can e-mail me at erenick@pba.org or call me at 888-555-5211.

We look forward to having your company represented in Dallas in 2009!

Job 4:  Report
Key the following information sheet in report format for companies who are interested in being exhibitors at the National Conference. Use Prospective Vendors for the recipient’s name and there is no Recipient’s Department. The report is from Edna Renick. Use the current date. The Conference’s theme is in italics. Correct formatting errors.
The title will be 2009 National Conference Exhibitor Information.

Vendors associated with Professional Business Associates are encouraged to be an exhibitor at our Annual National Conference. The 2009 Conference’s theme is La Vista de Mañana and will be held in Dallas, Texas on April 20th – 23rd.
The following table shows booth sizes, cost, and furniture provided and table skirts and table cloths, if provided. All booths will be divided by royal blue back and side skirts. The side skirts will be half height, and the back skirts will be nine feet tall.
[Insert table from Job 2.]

Vendors who participate in our door prize program by donating at least $25.00 in products will get a $25.00 discount off the booth price. Door prizes are a favorite among our employees. To qualify for door prizes, employees must electronically register at 75% of the booths in the exhibit hall. We will provide the technology necessary for you to register our employees at your booth.
Door prizes are awarded throughout the conference. Larger door prizes are held for the final drawing at our banquet on the evening of April 22nd, which is the culminating event of our conference. Each exhibit booth will receive one (1) complimentary ticket to the banquet.
The Exhibit Hall will be open noon to 5:00 on April 20th and 9:00 a.m. to 5:00 p.m. on April 21st and 22nd. Exhibitors are required to have their display completely assembled by noon on April 20th. We ask that vendors do not dismantle their booth prior to 5:00 p.m. on April 22nd. 

To reserve your space or obtain more information, contact Edna Renick at Professional Business Associates at 888-555-5211 or e-mail at erenick@pba.org.
We hope to see you in Dallas!

