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Answers to Multiple Choice Questions:
	1.
	C
	14.
	D

	2.
	D
	15.
	B

	3.
	B
	16.
	A

	4.
	A
	17.
	F

	5.
	C (WordPerfect has 1,000,000 rows and 256 columns with 18,728 sheets)
	18.
	T

	6.
	B
	19.
	T

	7.
	D
	20.
	T

	8.
	A
	21.
	T

	9.
	C
	22.
	T

	10.
	C
	23.
	F

	11.
	D (Not Active Cell—that’s the one that is currently selected and open for editing)
	24.
	T

	12.
	B
	25.
	T

	13.
	D
	
	


Month DD, 2008
«First» «Last»
«School_Name»

«Address»
«City», «State» «Zip»
Dear «Title» «Last»
 Thank you for the generous invitation to «School_Name»’s job fair.

Professional Business Associates has an overwhelming need for summer interns in numerous areas of study including: software development and design, human resources, financial services with emphasis in accounting and marketing.  We have developed a simple kiosk presentation for your approval.  You may go to www.pba.com/recruiting to view the show.
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Contestant #






 If you have any suggestions or changes you would like made to the presentation you may contact me at hrassistant@pba.com or you may call me at (555) 555-0140 anytime.  We are excited for this opportunity and our recruiters are looking forward to a productive event. 

Sincerely
Contestant #

Human Resources Assistant

Month DD, 2008
Andrew Kelly

Hug High School


2880 Sutro Street

Reno, NV 89521
Dear Principal Kelly
 Thank you for the generous invitation to Hug High School’s job fair.

Professional Business Associates has an overwhelming need for summer interns in numerous areas of study including: software development and design, human resources, financial services with emphasis in accounting and marketing.  We have developed a simple kiosk presentation for your approval.  You may go to www.pba.com/recruiting to view the show.
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 If you have any suggestions or changes you would like made to the presentation you may contact me at hrassistant@pba.com or you may call me at (555) 555-0140 anytime.  We are excited for this opportunity and our recruiters are looking forward to a productive event. 

Sincerely


Contestant #

Human Resources Assistant







�Grader,  These may be interchanged. Either way is okay.


�Slide will be slide 4 from the presentation


�Grader,  These may be interchanged. Either way is okay.


�Slide will be slide 4 from the presentation


�Grader the phone number in the original copy is incorrect.  Please double check among other things that the test taker has corrected the phone number.






[image: image5.wmf][image: image6.wmf][image: image7.wmf]Software Development & Design





Contestant #









We are in special need of talented Interns to fill these two  areas. Recruiters if you have anyone who is interested regardless of age or school, interview view them on location in accordance with PBA standard company format, have them fill out a job application, collect their resume and references and forward them to Julie Smith in Human Resources.  Let them know they will be contacted within one week.
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