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Regional—2009
Dedicated to the memory of Deborah Paul

	Job 1
	Flyer
	
	200 points

	Job 2
	Database
	
	150 points

	Job 3
	Letter Composition and Merge
	
	300 points

	Job 4
	Spreadsheet
	
	250 points

	Job 5
	Agenda
	
	200 points

	Total Points
	
	1100 points


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


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.

Grading Rubric

	JOB
	CRITERIA
	POINTS POSSIBLE
	POINTS

	Job 1 – Flyer
200 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	Content
	50 points
	

	
	Design/Creativity
	50 points
	

	Job 2 – Database 
150 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	All information included
	50 points
	

	Job 3 – Letter Composition & Merge
300 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	Content
	50 points
	

	
	Print with merge codes
	50 points
	

	
	Print merged letters (5)
	100 points
	

	Job 4 – Spreadsheet
250 points
	Correct information
	50 points
	

	
	Correct Formatting
	50 points
	

	
	Total Price Formula
	50 points
	

	
	Total Row/Formula
	50 points
	

	
	Column Chart w/correct information
	50 points
	

	Job 5—Agenda 
200 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	All information included
	100 points
	

	TOTAL POINTS
	
	1100 Points
	


GENERAL INSTRUCTIONS

1. Make certain this test booklet contains Jobs 1-5.

2. For any problem 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 # in a footer on all documents in the lower left-hand corner of all work submitted.

3. You may use templates.  However, your creativity score may be lowered.

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 completed.

CONTEST INSTRUCTIONS:

Your team has been hired by the Kalamazoo Area Runners to help them automate their membership procedures and plan a new member reception.  Your boss is Steve Downard, President of the Kalamazoo Area Runners.  He has asked your team to perform the following tasks for KAR. 
Job 1─Flyer

Using the following information, prepare an appropriate flyer promoting the new member run.
Kalamazoo Area Runners
New Member Run

Date:

Tuesday, May 14, 2009
Time:

6:00 p.m.
Location:
Borgess Health and Fitness Center, Meet in the Lobby
For:  

Anyone Interested in joining the Kalamazoo Area Runners
Join current members of the Kalamazoo Area Runners in a three mile fun run.  There will be food and beverages after the run.  Get to know the current members and find out how membership can help your running!
For more information, visit our website at www.kar.org or contact Steve at 555-5122.
When designing your flyer, be sure to use a variety of the following, yet maintain a professional look:


√
Graphics


√
WordArt


√
Borders


√
Symbols


√
Bullets


√
Fonts

√
Shadow Boxes
Print a copy of the completed flyer.

JOB 2—Database
Prepare a database report of current KAR members, their addresses, year joined, and membership expiration date.  This database will be merged with a letter in Job 3 and sent to the members informing them of the upcoming new member run. Title report Job 2.  Print a copy of the database report.
	Name
	Address
	City
	State
	Zip
	Join
	Expire

	Steve Downard
	111 Main Street
	Kalamazoo
	MI
	49009
	2/1/07
	1/31/09

	Bonnie Sexton
	278 Fifth Street
	Augusta
	MI
	49231
	12/1/01
	11/30/08

	Jennifer Shaffer
	101 W. Miller Road
	Mattawan
	MI
	49011
	5/1/06
	4/30/08

	Marty Buffenbarger
	555 10th St.
	Mattawan
	MI
	49011
	4/1/07
	3/31/08

	Carl Fried
	11 Specker Circle
	Kalamazoo
	MI
	49006
	4/1/01
	3/31/08


Job 3─Letter Composition and Merge
Prepare a business letter with merge fields from the database in Job 2 that will be sent to current KAR members.
Purpose of Letter:

The letter will inform the current members about the upcoming new member fun run.  It is from Sherri Mann, Event Director.
Content of Letter:
· Fun run details from Job 1
· Solicit members to volunteer to run, setup/take down information, and bring food and beverages.
· Contact Sherri Mann at smann@juno.com or 616-666-6125 if there are any questions

Tasks:

· Compose an appropriate letter
· Print a copy of the letter showing the merge codes

Merge and print the letters

Job 4─Spreadsheet
Create a spreadsheet of expenses for the new member run reception.  The expenses are listed below:
	
	Quantity
	Price Each

	Balloons
	10
	 $0.25 

	Subs (3 ft)
	3
	10.50

	Water
	50
	0.25

	Soda Pop
	50
	0.15

	Gatorade
	50
	0.30

	Chips (Bags)
	5
	3.00

	Cookies (Doz.)
	4
	4.00


Enter the title Kalamazoo Area Runners in A1.  Enter the Subtitle New Member Reception Expenses in A2. 

Add a column next to Price Each called Total Price.  Use a formula to figure out the total price for each of the items.

Add a total row after Cookies.  Use a formula to calculate the total of the Total Price Column.  Format to currency.

Merge and Center titles over spreadsheet—Columns A:D
Create a column chart to compare the total price of each item.  Include a title and appropriate X and Y axis labels.  Remove the legend.  Place the chart in A13:I30

Print spreadsheet in regular view and formula view.  Each printout should be on one page.

Job 5─Agenda
Immediately following the run and reception there will be a meeting to explain the club to new runners.  Mr. Downard would like a typed agenda to distribute.  The agenda should include the following:
· The agenda is for the Kalamazoo Area Runners for the New Member Informational Meeting

· The meeting will take place on Tuesday, May 14, 2009 in Conference Room B of the Borgess Health and Fitness Center at 7 p.m.
· Steve Downard, President will preside over the meeting

· Bonnie Sexton, Secretary will do the roll call and minutes.

· Ralph Meyer will give the Treasurer’s Report

· The Social Committee Report will be given by Sherrie Mann, Training Committee by Marty Buffenbarger, and Finance by Ralph Meyer.

· The new business to be discussed is an overview of KAR, membership benefits, corporate sponsors, membership dues, and group runs.

· The next meeting will be Tuesday, June 4 at 7 p.m.

Format the agenda according to the Style and Reference Manual.  Print a copy of the completed agenda.

