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ADMINISTRATIVE SUPPORT TEAM (30)
Dedicated to the memory of Deborah Paul
Regional– 2010
Production

Job 1
 Database Report
_____ (150 pts.)

Job 2
 Letter w/Mail Merge
_____ (150 pts.)

Job 3
 Flyer
_____ (150 pts.)

Job 4
 Spreadsheet
_____ (150 pts.)

TOTAL
_____ (600 pts.)

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. 
No more than ten (10) minutes orientation

No more than 90 minutes actual testing time

No more than ten (10) minutes wrap-up


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

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

3. For any problem where you would normally use your reference initials, use your team captain contestant number. Your name or initials should NOT appear on any work your team submits.  Key your team captain contestant number and job number in the footer in the lower left corner of all work submitted unless specified otherwise.
Example:
Team Captain Contestant Number



Job 1
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
You are part of the administrative support team for the Human Resources Department at Professional Business Associates, 5454 Cleveland Avenue, Columbus, OH 43231-4021.  Julie Smith, your supervisor, is the director of Human Resources for the company.  You have been charged with the task of organizing the Company Retreat scheduled for July 23-25.  

Ms. Smith has asked you and your team to perform the following functions:

Job 1 – Database Report
Create a database for the possible retreat destinations listed below:

	Title
	First Name
	Last Name
	Hotel
	Address
	City
	State
	Zip

	Mr. 
	John
	Banister
	Arcadia  Residential Suites
	11180 Dowlin Drive
	Cincinnati
	Ohio
	45241

	Mrs.
	Elaine
	Speer
	The Barn Inn
	6838 C. R. 203
	Millersburg
	Ohio
	44654

	Mr.
	Cameron
	DeHoyos
	Brownstone Inn Downtown
	3649 Prospect Avenue
	Cleveland
	Ohio
	44115

	Ms.
	Ann
	Taylor
	Colonel Taylor Inn & Gift Shop
	633 Upland Road
	Cambridge
	Ohio
	43725

	Mr. 
	Cooper
	Davis
	Garden Gate Get-A-Way B&B
	6041 Township Road 310
	Millersburg
	Ohio
	44654


Save the table as Job 1a–Contestant #.

Sort the data in ascending order by zip code and then last name.  Print the database in Datasheet view in landscape orientation (it should all fit on one page).
Create a Database Report that shows only the Hotel Name and the City.  Sort the list in ascending order by hotel name.  The title of the report is Possible Retreat Destinations.  Please place your Job 1b-Contestant # as the subtitle.  Print the database report in Portrait Orientation.  Make sure none of the information is truncated.
Job 2 – Letter w/Mail Merge
Key the following letter from Julie Smith, Director of Human Resources to the managers listed in the database from Job 1 using the current date.  Bullet the list of items needed.

Professional Business Associates is planning their fifteenth annual Company Retreat for July 23–25.  I would appreciate any information you can send about your facilities and the surrounding areas. There will be approximately fifty employees and their families attending the retreat.
In your informational packet, please include:

· Prices
· Floor Plans
· Amenities
· Meeting Rooms
Once we have gathered all of the information, we will make a decision as to whether or not we will be using your facilities for our retreat.

Printing Directions:

· Print the letter with the merge codes showing.

· Print the letters to those with an address in Millersburg.
JOB 3 – Flyer
Create and print a flyer that describes the types of rooms available for the company retreat.  The flyer should also request that the employees pick which type of room they would like reserved for their family during the retreat.  The employees must email Julie Smith with their room choice by January 15. Julie’s email address is jsmith@pba.org.  Make sure the employees know that their room choice will be selected on a ‘First Come First Served’ basis.
Be sure to include the following information about each type of room:

· Studio Suite

· Queen Size Bed

· Kitchen

· Executive Studio Suite

· Double Bed

· Sofa Bed

· Kitchen w/Dishwasher

· One Bedroom Suite

· King Size Bed

· Sofa Bed

· Living Room

· Kitchen w/Dishwasher


· Double Suite

· Two Double Beds

· Sofa Bed

· Kitchen w/Dishwasher

· Two Bedroom Suite

· Two Rooms w/King Size Beds

· Two Bathrooms

· Living Room w/Sofa Bed

· Kitchen w/Dishwasher

· Kitchen Table

· Jacuzzi Suite

· King Size Bed

· Sofa Bed

· Jacuzzi

· Kitchen w/Dishwasher

The flyer should have a page border. Clip art may be used. Please use appropriate font styles and sizes.  
Job 4 – Spreadsheet

Create a spreadsheet that calculates the number of rooms needed to be reserved and the associated costs.

· In the first row, center and merge across columns A:D, in 16 point bold all caps: Professional Business Associates.  

· In the second row, center and merge across columns A:D, in 14 point: Retreat Reservations.  
· In the third row, center and merge across columns A:D, in 12 point:  July 23-25, 2010.
· Using a formula, calculate the total cost for each type of room.

· Using a formula, calculate the total number of rooms.

· Using a formula, calculate the subtotal.
· Using a formula, calculate the tax based on a 6.125% tax rate.

· Using a formula, calculate the total cost.

· The hotel requires a deposit of 25%.  Using a formula, calculate the amount of the deposit.
· Center and Bold the column headings.  

· Apply Wrap Text for Cell C5.  Column C should have a width of 11.
· Add a border to the bottom of Row 11.

· Add grey shading to cell D16.

· Center C6:C12.
· Format the dollar amounts in Row 6, 11, 13, 14, 15 and 16 as Currency with two decimal places.  Format all other dollar amounts with Comma Style and two decimal places.

· Print the completed spreadsheet centered horizontally and vertically in landscape orientation fitting on one page.

· Print the completed spreadsheet centered horizontally and vertically in landscape orientation fitting on one page—with the formulas displayed.  Make sure the gridlines and the row and column headings are shown.
	
	A
	B
	C
	D

	5
	
	
	Number of Rooms
	Cost

	6
	Studio Suite
	79.99
	4
	

	7
	Executive Studio Suite
	89.99
	6
	

	8
	One Bedroom Suite
	99.99
	3
	

	9
	Double Suite
	109.99
	4
	

	10
	Two Bedroom Suite
	119.99
	18
	

	11
	Jacuzzi Suite
	129.99
	15
	

	12
	Total # of Rooms:
	
	

	13
	Subtotal:
	

	14
	Tax:
	

	15
	Total Cost:
	

	16
	Required Deposit:
	


