
 

 

1. Turn off all electronic devices. 
 

2. Each page produced should include a header or footer containing your name, school, state, 
and job number. If one of your documents has a required header or footer, please key this 
information in the other (i.e.—if your document has a footer already, put your name, etc. in 
the header.) 

 

3. You have one hour to complete this test. Additional time will be allowed for general 
directions and warm-up. There is a possibility that you may not complete the entire test. 
Judges will consider the overall quality, as well as quantity, of your work when judging this 
event. Sometimes the problems are designed to build upon prior work. 

 
Job No. Document Type Point Value 

1 Itinerary 15 
2 Letter with Envelope 20 
3 Table with Gridlines 15 
4 Report with Works Cited 30 
5 Table of Contents 10 
6 Memorandum 10 

 
4. Please name all files Lastname_Firstname_JobX.pdf (example: Sanders_Melissa_Job1.pdf) 

to ensure that judges are always able to match the correct file with your submission. 
 

5. At the completion of each job, print the job as a .pdf, and make sure you remember where it 
is saved on the computer; name files per the instructions in Step 4 above. At the end of 
your test time, you will upload all saved .pdf files to the appropriate locations on the 
submission form. 

 
6. Proofread all work because results are based on accuracy of your documents. Your 

documents will be evaluated by a panel of judges, and all decisions of the judges are final. 
 

7. After the test begins, no help may be given to you concerning the normal operation of the 
equipment. However, if your machine fails, call your adviser or another adult to assist you. 

 

8. When you have completed the exam, you will upload all your .pdf files to the submission 
form. The submission form is found at go.fbla.org/ProductionTests. Make sure that you 
only hit the submit button once when you are finished uploading. 

 

9. Remember that you will be required to complete the second portion of the competition, an 
objective test covering relevant theory, vocabulary, and application knowledge, during the 
National Leadership Conference. This objective test will count for 15 percent of your final 
score. Both portions of the event must be completed to be eligible for an award. 

 
10. Once you have submitted the test, you will need to destroy or delete all your materials, 

including this test and any documents you may have printed, or the test will not be scored. 

 
GOOD LUCK! 

2022 FBLA Regional Conference 

Word Processing Production Test 
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JOB 1: Itinerary (15 Points) 
 

Create an itinerary for Dr. Barbara Lange for April 8-11 of the current year. Follow the FBLA-PBL 

Format Guide guidelines for creating an itinerary. 

 

Dr. Lange will depart from Kansas City International Airport on Frontier Airlines, Flight 

783, nonstop to Boston, Massachusetts, Logan International Airport. Her flight is 

scheduled to leave at 10:10 a.m. and is scheduled to arrive in Boston at 2:15 p.m. 

There is a cocktail party scheduled at the ABC Book Publishing Company headquarters 

penthouse at 101 Beacon Street starting at 6:30 p.m. that evening with dinner to follow. 

On April 9, Dr. Lange is to attend the XYZ Conference at the Boston Marriott Copley 

Hotel starting at 9 a.m. Dr. Lange also needs to remember to contact Dr. Harold 

Puffnstuff at Harvard University to confirm their dinner appointment that evening. 

Dinner is to be at 7 p.m. at The Budapest Café. 

On the 10th, Dr. Lange will be at the conference with workshops starting at 9 AM. 

There is to be an awards dinner in the Venice Ballroom at the Boston Marriott Copley at 

6 p.m. On the 11th, Dr. Lange will leave the Boston Marriott Copley at 6 a.m. for the 

airport with her flight scheduled to leave Logan International Airport at 9:45 a.m. with 

arrival at Kansas City International scheduled for 1:45 p.m. 

 
Print to .pdf Job 1: naming the file Lastname_Firstname_Job1.pdf 
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JOB 2: Letter with Advanced Features and Envelope (20 Points) 
 

Job 2.1: Type the information shown between the dotted lines as a business letter following 
the guidelines in the FBLA Formatting Guide. Be sure to follow all guidelines for typing a 
business letter with advanced features. The company you are working for (ABC Consultants) 
prefers to have its name in the closing block as well as the name of the consultant sending the 
letter. Additionally, it prefers all letters have subject lines. This letter will be sent certified mail. 
Be sure you include all necessary “letter” parts. 

 
The letter is to go to Mr. William T. Hesser, the president of American Training & Development 
Association at 3500 Weeping Willow Boulevard in Oklahoma City, Oklahoma 73020. David T. 
Graham is the consultant for ABC Consultants sending the letter. 

 
After you complete the letter, follow the instructions below the bottom dotted line. 

 
…………………….. 

 
It is a pleasure to accept your invitation to speak at the American Training & 

Development Association’s Annual Convention to be held in Dallas, Texas, September 15-18, 
2020. I will be glad to speak either on the pros and cons of utilizing cloud computing or on the 
impact of social media on today’s business office. 

As you know, I have spent considerable time advising various firms on how cloud 
computing can save time and money for them and have extensively researched the use of 
cloud computing in today’s office environment. 

If you wish, I could also speak on the impact of social media on the productivity of 
today’s white-collar workers. Research indicates that due to social media availability in the 
workplace, the 4/8 Theory of Productivity probably should now be called the 3/8 Theory of 
Productivity. 

Please let me know by June 1, 2020, which topic you would prefer I use in my 
presentation. I have enclosed an outline of each topic so you can make an informed decision. 
…………………….. 

 

Include a copy notation to Marion Jones, HR Vice President 
 
Include a postscript that says: It will be great to see you again in September. 

 
Print to .pdf Job 2.1: naming the file Lastname_Firstname_Job2.1.pdf 

 

Job 2.2: Create a correctly formatted envelope for this document. There is no need for a return 
address since the envelope has a return address printed on it (this is the assumption). 

 

Print to .pdf Job 2.2: naming the file Lastname_Firstname_Job2.2.pdf 
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JOB 3: Table with Gridlines (15 points) 
 

Create a 5 column, 8 row table following the FBLA Formatting Guide. Bold and center column 
headings. There should be gridlines. The left side of the table should start one-half inch from 
the left margin, and the right side of the table should be one-half inch from the right margin. 
The column headings should be centered; follow the guidelines in the Format Guide for other 
formatting. Please note that the main heading/title is two lines. There is no secondary 
heading in this table. Columns should be distributed evenly. Center the table vertically on the 
page. In the YEAR column (very left column), the actual years (1950, 1960, etc.) should be 
centered; all other number formatting should follow the formatting guide rules. 

 
 

YOUTH AGE GROUPS AS PERCENT 
OF TOTAL U.S. POPULATION 

 

 
 

Year 

Years Percent 
of Total 14-17 18-21 22-24 

1950 5.5 5.8 4.7 16.0 

1960 6.2 5.3 5.7 15.2 

1970 7.8 7.2 4.9 19.9 

1980 7.1 7.7 5.6 20.4 

1990 5.3 6.0 4.4 15.7 

2000 6.1 5.8 3.7 15.6 
 
 

Print to .pdf Job 3: naming the file Lastname_Firstname_Job3.pdf 
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JOB 4: Report with Works Cited (30 points) 
 

Create a new report. This report will be two pages. Follow the guidelines in the FBLA Format 
Guide for keying a left-bound report. This report will have side headings and will also have a 
references page. Additionally, there will be a long quotation/citation that should be indented 
correctly following regular word processing rules on how to type quoted material of four or 
more lines. Use page numbering as directed in the FBLA Format Guide. Use the FBLA 
Format Guide to type the bulleted items correctly. 

 
The References page should be at the end of the document (on its own page). Follow the 
rules for keying a References page. 

 
After you have completed the report, save it. The report begins below the dotted line and 
continues to the next page of these instructions. 

 
Print to .pdf Job 4: naming the file Lastname_Firstname_Job4.pdf 

 
…………………….. 

 
Improve Your Writing 

 
 

All of us write from time to time. Writing well is a problem that has become a national concern. 
 
What Is Writing 
The National Council of Teachers of English formed a Committee on Writing Standards to try 
to find out what good writing is all about. The Committee (1979) has given us a useful 
definition of writing. “Writing is the process of selecting, combining, arranging, and developing 
ideas in effective sentences, paragraphs, and often longer units of discourse.” “Good writing,” 
according to the American Psychological Association (1967), “is clear, precise, unambiguous, 
and economical.” 

 
The Difference Between Written & Spoken English 
Our written English differs greatly from our spoken English. According to Graves and Hodge 
(1979): 

 

“There are obvious differences between written and spoken English everywhere. A speaker 
reinforces his meaning with gestures and vocal inflections, and if people he addresses still do 
not understand, they can ask for further explanations; whereas a writer, not enjoying either of 
these advantages, must formulate and observe certain literary principles if he wishes to be 
completed understood.” 

 
Why Is Writing Important? 
Writing helps us review and revise our ideas as we think through what it is we want to write. 
Writing leads to the kind of human development that Henry David Thoreau called “being alive.” 



FBLA Word Processing Production Test 2022 Regionals 

P a g e | 6 

 

 

But writing also helps us to remember things and so makes us better learners, and that’s a 
very practical goal in our culture. Being able to write well also contributes to success in school. 

 
Some Suggestions to Help You Improve Your Writing 
People must read, read, read. In order to write, you must use words, and you can’t use words 
you don’t have in your vocabulary. Having a large vocabulary increases your potential as a 
writer. 
When we use words, we should stay away from jargon. Jargon is intended for use in specific 
areas of business. Not all readers will understand jargon, so it is important to use a vocabulary 
that your primary target audience can understand. 
You must also write, write, write. Practice does make perfect, so it is important to write in 
order to perfect your writing.  Here are the basic steps of the writing process. 

 

 Select a topic 

 Pre-writing preparation, including planning 

 Draft writing 

 Editing, rewriting, with feedback and evaluation from your peer group 

 Final writing, publication, or sharing 
 

Summary 
Now what about your writing style? The basic requirement of writing style is to follow the 
elementary rules of grammar and good usage. Each of us must develop a writing style that is 
unique to us. But we must start somewhere, and that somewhere is to start by writing. 
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JOB 5: Table of Contents (10 Points) 
Create a table of contents using the FBLA Format Guide for instructions. This table of 
contents is for the report that you just created (Job 4). Use appropriate commands to create 
the leaders and the page numbers. This will be a very basic table of contents using the side 
headings for the topic areas. 

 
Print to .pdf Job 5: naming the file Lastname_Firstname_Job5.pdf 

 
 

 
JOB 6: Memorandum (10 Points) 
Create an interoffice memorandum using the FBLA Format Guide for formatting instructions. 
The memo body is shown between the dotted lines. The memo is to go to Harold Ledbetter 
and is from Roger Jones. You should determine an appropriate subject line. 

 
…………………….. 

 

I would like to congratulate you and the members of your department for receiving industry 
certification in December 2019. All of you have worked very hard during the last two years 
preparing for this process, and I am extremely proud of this accomplishment for you and for 
our school. 

 
Being industry-certified indicates that our Technology Fabrication Department has met the 
standards set by industry for meeting the needs of our students. They will truly be better 
employees and better citizens after taking our business courses. The industry certification 
distinction will definitely help to recruit students. Attached is a Certificate of Certification to 
hang up in your classroom. 

 
Congratulations on a job well done from the entire administration, staff, and student body. 

 
…………………….. 

 
Print to .pdf Job 6: naming the file Lastname_Firstname_Job6.pdf 


