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Objective Test = 100 Multiple-Choice Questions in 1 Hour
Production Test = Creating and Formatting About 10 Different Documents
Link to Real Production Test: http://165.234.216.68/videos/NCATE/Business%20Ed/BIT%20391/FBLA%20Test%20Sample%201.pdf
Link to FBLA Format Guide (used during production test): http://www.fbla-pbl.org/docs/FBLA-PBLFormat%20Guide2010.pdf

My Description and Analysis:

Word Processing requires a lot of preparation in order for one to do well. In regard to studying for the objective test, I printed out old exams that I had found online. Since last year was the first time that Word Processing I and Word Processing II were combined into one competition, I had to make sure to print out old tests from both events. This definitely helped me since the old exams gave me ideas about the topics that I should thoroughly review. In regard to studying for the production test, I familiarized myself with the FBLA Format Guide. Even though one can use the Format Guide while taking the production test, he or she should review it prior to taking the exam since each competitor only has one hour to complete multiple tasks. Another piece of advice for the production test is for competitors to be sure to proofread all of their work, if time is available. The production test counts for 85% of each competitor’s score, and, thus, one has to be sure to make as little mistakes as possible. Proofreading can make the difference between sitting on a chair and standing on the stage in front of 10,000 other FBLA members at the National Leadership Conference.
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Word processing skills are necessary in today’s
world. This event recognizes FBLA members who
demonstrate that they have acquired entry level skills
Jfor word processing positions in business.

Eligibility

Each state may enter two (2) participants who
are members from active local chapters, on
record in the national center as having paid
dues by March 1 of the current school year.
Only members enrolled in grades 9 and 10 are
eligible.

Participants who are or have been enrolled in
office procedures, and/or skill-related courses
that included keyboarding instruction, and/
or keyboarding production work beyond

that taught in the basic one-year keyboarding
course or the equivalent must not be entered
in this event.

Overview

This event consists of two (2) parts:

an objective test and a production test.
Participants must complete both parts to be
eligible to win an award.

A one (1) hour objective test will be
administered based on the objective test
competencies. The score received on this
portion of the event will constitute fifteen (15)
percent of the final event score. Nongraphing
calculators will be provided.

One (1) hour will be given for the school-site
production test at a site designated by the
state chair/state adviser. The score received
on this portion of the event will constitute 85
percent of the final event score. Tests must
be sent by the state chair/state adviser or
designee and received by the national center
for judging by the third Friday in May.

Guidelines

The school-site production portion of this event is administered
prior to the NLC. The administration of the production tests will
be determined by your state chair or state adviser.

Calculators are not allowed on the production portion of the test.
The following reference materials are allowed at the test site:
dictionaries and the Format Guide.

Documents produced for this event must be prepared by the
FBLA competitors without help from the adviser or any other
person.

The production test will be used to break the tie.

Objective Test Competencies

related application knowledge

document formatting rules and standards

basic keyboarding terms and concepts

grammar, punctuation, spelling, and proofreading
printing

production of letters and memorandums
reports

tables

résumés

material from rough draft and unarranged copy

NBEA Standards Reinforced by Event

Communication: foundations, technological

Information Technology: computer architecture, operating
systems, environment and utilities, input technology, application
software

Career Clusters: Business Management and Administration;
Information Technology; Marketing
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A high level of word processing skill is a necessity for
employees in productive offices. This event recognizes
FBL.A members who demonstrate that they have
acquired word processing proficiency beyond entry level.

Eligibility

Each state may enter two (2) participants who
are members from active local chapters, on
record in the national center as having paid
dues by March 1 of the current school year.

Overview

‘This event consists of two (2) parts:

an objective test and a production test.
Participants must complete both parts to be
eligible to win an award.

A one (1) hour objective test will be
administered based on the competencies
listed. The score received on this portion of
the event will constitute 15 percent of the
final event score. Nongraphing calculators will
be provided.

One (1) hour will be given for the school-site
production test at a site designated by the
state chair/state adviser. The score received
on this portion of the event will constitute 85
percent of the final event score. Tests must
be sent by the state chair/state adviser or
designee and received by the national center
for judging by the third Friday in May.

Objective Test Competencies
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advanced applications

related application knowledge

document formatting rules and standards

basic keyboarding terms and concepts

grammar, punctuation, spelling, and proofreading
printing
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production of all types of business forms
letters, mail merge

memorandums

tables

reports

statistical reports

materials from rough draft and unarranged copy
e-messages

NBEA Standards Reinforced by Event

Career Clusters: Business Management and Administration;

Communication: foundations, technological

Information Technology: computer architecture, operating
systems, environment and utilities, input technology, application

software

Information Technology; Marketing




