
   

 

   

 

 

 

 
 

Administrative Support Team 

(255) 
 

REGIONAL 2025 
 

PRODUCTION 

 Job 1: Flyer    __________ (120 points) 

 Job 2: Spreadsheet with Formulas __________ (120 points) 

 Job 3: Memorandum   __________ (100 points) 

 Job 4: 2 Page Report   __________ (100 points)  

 

 

 

Test Time: 90 minutes 
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GENERAL GUIDELINES: 

Failure to adhere to any of the following rules will result in disqualification: 

1. Member must hand in this test booklet and all printouts if any.  

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 (handwritten, photocopied, 

or keyed) are allowed in the testing area. 

3. Electronic devices will be monitored according to ACT standards. 

 

EXAM GUIDELINES: 

1. Ensure this test booklet contains Jobs 1-4.  

2. Key all jobs according to the instructions given. 

3. Correct any and all formatting, spelling or grammar errors. Use the formatting guide in 

the Style & Reference Manual. 

4. Your name or initials should not appear on any work you submit. Use your Member ID in 

any occasion you would normally key your reference initials. 

5. In the lower right-hand corner of ALL work submitted (unless otherwise specified), key 

your Member ID and job number.  

6. If you complete the event before the end of the time allotted, notify the proctor. Time 

may be considered a factor in determining a winner when there is a tie score. 

7. Place your scoring sheet on top of your jobs. Jobs should be placed in numerical order. 

 

PRODUCTION STANDARDS 

0 Errors 100 Points 

1 Error 90 Points 

2 Errors 70 Points 

3 Errors 50 Points 

4+ Errors 0 Points 
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JOB  CRITERIA  POINTS POSSIBLE  POINTS  

Job 1 

Flyer 
120 points  

Production Standards  0 errors = 100 points  

1 error = 90 points  

2 errors = 70 points  

3 errors = 50 points  

4+ errors =   0 points  

  

Full Page Border  0-5 points    

At Least 1 Picture Incorporated 0-5 points  

Design – Creativity  0-10 points    

  Total  /120  

Job 2  

Spreadsheet  

with Formulas 

120 points  

  

  

  

  

Production Standards  

  

  

0 errors = 100 points  

1 error = 90 points  

2 errors = 70 points  

3 errors = 50 points  

4+ errors =   0 points  

  

Sorted in Number of Hours and 

Last Name (Ascending)  

 (all or nothing) 0 or 5 points    

Conditional Formatting  (all or nothing) 0 or 10 points   

Total Row Added  (all or nothing) 0 or 5 points   

    Total  /120  

Job 3   

Memorandum 

100 points  

Production Standards  

 

Refer to the  

Styles & Reference Manual 

0 errors = 100 points  

1 error = 90 points  

2 errors = 70 points  

3 errors = 50 points  

4+ errors =   0 points  

  

  Total  /100  

Job 4  

2 Page Report 

100 points   

Production Standards  

 

Refer to the  

Styles & Reference Manual 

 

0 errors = 100 points  

1 error = 90 points  

2 errors = 70 points  

3 errors = 50 points  

4+ errors =   0 points  

  

  Total  /100  

    
TOTAL POINTS  /440 

 

 

TEAM INSTRUCTIONS:  

Prepare the following jobs for Digital Solution’s Annual Technology Conference. The Annual 

Technology Conference is where Digital Solutions showcases its new and improved software to 

current and prospective customers. Employees of Digital Solutions will work together to make 

this event a success! 
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Job 1: Flyer – 120 points 

 
  

Note to Grader: Layout of flyers may vary. 
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Job 2: Spreadsheet – 120 Points 

2025 Annual Technology Conference 

Employee Assignments 

First Name Last Name Assignment 

Report 

Time 

Number of Hours 

Scheduled 

Andrew Abreu Exhibitor Showcase 11:00am 2 

Jane Kershaw Keynote 8:45am 2 

Layla Shields Exhibitor Showcase 9:00am 2 

Julie Smith Exhibitor Showcase 1:00pm 2 

Kyle Tremblay Exhibitor Showcase 7:00am 2 

Brandon Valentino Keynote 1:00pm 2 

Edna Renick Registration 6:00am 3 

Harvey Rosen Registration 6:00am 3 

Total       18 

2025 Annual Technology Conference 

Employee Assignments 

First Name Last Name Assignment 

Report 

Time 

Number of Hours 

Scheduled 

Andrew Abreu Exhibitor Showcase 11:00am 2 

Jane Kershaw Keynote 8:45am 2 

Layla Shields Exhibitor Showcase 9:00am 2 

Julie Smith Exhibitor Showcase 1:00pm 2 

Kyle Tremblay Exhibitor Showcase 7:00am 2 

Brandon Valentino Keynote 1:00pm 2 

Edna Renick Registration 6:00am 3 

Harvey Rosen Registration 6:00am 3 

Total       =SUM(E4:E11) 

Job 2  

Spreadsheet  

with Formulas 

120 points  

  

  

  

  

Production Standards  

  

  

0 errors = 100 points  

1 error = 90 points  

2 errors = 70 points  

3 errors = 50 points  

4+ errors =   0 points  

  

Sorted in Number of Hours and 

Last Name (Ascending)  

 (all or nothing) 0 or 5 points    

Conditional Formatting  (all or nothing) 0 or 10 points  

Total Row Added  (all or nothing) 0 or 5 points    

    Total  /120  
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Job 3: Memorandum – 100 Points
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Job 4: 2 Page Report – 100 Points 
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