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Regional—2008
Objective Questions (25 @ 4 pts. each)
_______ (100 pts.)

Production Portion


Job 1
Memorandum
_______ (100 pts.)


Job 2
Database/Name Badges
_______ (100 pts.)


Job 3
Letter w/Mail Merge
_______ (200 pts.)


Job 4
Table
_______ (100 pts.)



TOTAL POINTS
_______ (600 pts.)

Judges/Graders:

Please double-check and verify all scores! 

Property of Business Professionals of America.  

May be reproduced only for use in the Business Professionals of America 

Workplace Skills Assessment Program competition.
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MEMORANDUM
TO:

Julie Smith, Human Resources Department
[image: image2.wmf]
FROM:
Nancy Wells, Chief Executive Officer
CC:

Roger Meyer, Marketing Department
DATE:
Current Date

SUBJECT:
Artown (or an appropriate subject)

Our staff is very excited that Business Professionals of America is hosting their National Conference in Reno, Nevada,* this year.  Our staff wants to welcome them to our city and let them know a few of the exciting events that are happening in Reno.

Artown, one of the nation’s largest and most inclusive arts and culture festivals, has been presenting world-class cultural events in Reno for more than a decade. Artown has done it again with more legendary names and an exclusive selection of ticketed events and must-see performances from Herbie Hancock, Hell’s Kitchen Dance with Mikhail Baryshnikov, Pink Martini and American Ballet Theatre.

Our staff would love to help them attend any of the wonderful events that will occur during their stay.  You will find attached a copy of the sample events that may take place during their conference.  Please contact us with any questions that you may have.  
xx (xx should be their Contestant Number)

Attachment

Graders Notes:

Grayed words are errors that students should have corrected and should be counted as errors.

*Students could have added a comma after Nevada, and should not be penalized for the added comma.

	Len Overholser
[image: image3.wmf]Ageless Repertory Theater
	
	Susan Olenwine
All-American Song and Piano


	Landess Witmer
Art Paws

	
	Bea Whitney
Art Slaves


	Toni Lowden
Artouring

	
	Natasha Bourlin
Artown


	Holly Johnson
Asha Belly Dancers

	
	Sandra Adams
Bantu Spirit
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Current Date
<<Contact Name>>

<<Company Name>>

<<Address>>

<<City>>, <<State>> <<Zip>>

Dear <<Contact Name>>

Business Professionals of America is hosting the 2008 National Leadership Conference in Reno, Nevada, this coming May.  According to the tentative schedule, <<company name>> is performing during their conference time.  Several thousand students and advisors will be in town and would like to know if you would consider giving their group a special performance.  

Their students are very excited to attend the National Leadership Conference and would be thrilled to experience your show.  Please contact our office with any possible information.

Sincerely

Nancy Wells
Chief Executive Officer

xx (xx should be their Contestant Number)
Current Date

[image: image5.wmf]
Mr. Landess Witmer
Art Paws
P.O. Box 8997
Reno, NV 89507
Dear Mr. Witmer
Business Professionals of America is hosting the 2008 National Leadership Conference in Reno, Nevada this coming May.  According to the tentative schedule, Art Paws is performing during their conference time.  Several thousand students and advisors will be in town and would like to know if you would consider giving their group a special performance.  

Their students are very excited to attend the National Leadership Conference and would be thrilled to experience your show.  Please contact our office with any possible information.

Sincerely

Nancy Wells
Chief Executive Officer

xx (xx should be their Contestant Number)
Current Date

[image: image6.wmf]
Ms. Bea Whitney
Art Slaves
210 North Center Street
Reno, NV 89501
Dear Ms. Whitney
Business Professionals of America is hosting the 2008 National Leadership Conference in Reno, Nevada this coming May.  According to the tentative schedule, Art Slaves is performing during their conference time.  Several thousand students and advisors will be in town and would like to know if you would consider giving their group a special performance.  

Their students are very excited to attend the National Leadership Conference and would be thrilled to experience your show.  Please contact our office with any possible information.

Sincerely

Nancy Wells

Chief Executive Office
xx (xx should be their Contestant Number)

RENO PERFORMERS
May 2008

	Contact Name*
	Company Name
	E-mail Address
	Website

	Mr. Len Overholser
	Ageless Repertory Theater
	lromjo@aol.com
	

	Mrs. Susan Olenwine
	All-American Song and Piano
	susan@allamerican.com
	

	Mr. Landess Witmer
	Art Paws
	
	www.petfoliomagazine.com

	Ms. Bea Whitney
	Art Slaves
	beaonearth@sbcglobal.net
	www.artslaves.com

	Mrs. Toni Lowden
	Artouring
	artouring@gbis.com
	www.Artouring.com

	Ms. Natasha Bourlin
	Artown
	natasha@renoisartown.com
	www.renoisartown.com

	Ms. Holly Johnson
	Asha Belly Dancers
	ashanurseholly@yahoo.com
	www.ashabellydancers.com

	Mrs. Sandra Adams
	Bantu Spirit
	african_shonaarts1@bantuspirit.com
	www.bantuspirit.com


Graders Notes:

*Column headings may be centered over column or blocked at left of column
Students were instructed to remove hyperlinks so email address or website should NOT be underlined.
Contact Name = size 16


Company Name = size 12


Font = Times New Roman








Job 1—Memo





0 Errors = 100


1 Error = 90


2 Errors = 70


3+ Errors = 0











Job 3—Form Letter





0 Errors = 100


1 Error = 90


2 Errors = 70


3+ Errors = 0





20 points total for printing the form letter, Letter to Mr. Witmer, & Letter to Ms. Whitney.  All or nothing for these 20 points.  





Error Pts 100


Printing Pts 20


Witmer Letter 40


Whitney Letter 40


Total Job 3 Pts 200








Job 4—Table





0 Errors = 100


1 Error = 90


2 Errors = 70


3+ Errors = 0





Job 3—Letter to Ms. Whitney





8 Merge Codes


5 points each





40 Points Total


(To receive full credit, make sure there are no spacing mistakes before/after each code.)








Job 3—Letter to Mr. Witmer





8 Merge Codes


5 points each





40 Points Total


(To receive full credit, make sure there are no spacing mistakes before/after each code.)








Contestant Number


_1034492021

_1250929937

