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Business Procedures 
Competency in performing daily tasks is a necessity in business.  This event provides recognition for FBLA members who 
possess knowledge of basic skills and procedures and the ability to make intelligent business decisions.  
 
Competencies 
The written objective test may include questions on human relations, technology concepts, communication skills, decision 
making, career development, business operations, database management, and ethics.  Proofreading and decision-making 
activities may also be included.  
 
Career Cluster(s): 
Business, Management, and Administration; Information Technology 
 
Business Education Curriculum Standard(s): 
Career Development, Communication, Computation, Economics and Personal Finance, Information Technology 
 
Region Eligibility 
Each chapter may enter three (3) participants who are members of active local chapters and are on record in the Pennsylvania 
state and the FBLA-PBL national offices as having paid dues by January 31.  If the region conference is scheduled before 
January 31, then dues must be paid prior to that conference date as established by the region and posted on the PA FBLA web 
site. 
 
Participants are permitted to compete in this event one year only.  Under no circumstances may a student repeat in this 
event. 
 
It is the responsibility of the: 

local chapter adviser 
� to pay membership dues for all competitors by the published region deadline and to register students through the PA 

FBLA online registration system by the published deadline. 
region adviser 
� to verify that membership dues of participants at the region conference comply with the deadlines listed above. 

 
State Eligibility 
The minimum number of competitors each region may enter is the first-, second-, and third-place winners who are members of 
active local chapters and are on record in the Pennsylvania state and the FBLA-PBL national offices as having paid dues by 
January 31 or prior to the region conference by the date posted on the PA FBLA web site. 
 
If any of the eligible winners cannot attend the SLC, it is the responsibility of the: 

local chapter adviser 
� to contact the region adviser about the student who will not be attending.   
region adviser 
� to contact the adviser of the next eligible competitor about participating at the State Leadership Conference.  
� to notify the PA FBLA Executive Director/State Chairman of the change before the deadline date published at 

www.pafbla.org/importantdates.php, which is posted on the PA FBLA web site. 
 
Region and State Procedure 
1. A one-hour written objective test will be administered based on the previously listed competencies.  All participants in 

this event must report at the event time listed in the program.  If a participant arrives after the objective test has 
begun, he or she will be admitted to the testing area and will be permitted to take the test in the remaining amount 
of time for the event.  The participant will not receive any additional instructions from the event administrators. 
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2. The participant must comply with the PA FBLA Dress Code which can be found at 
www.pafbla.org/dresscode.php. If the participant does not comply, the participant will not be admitted to the 
testing area until he or she is in compliance.  

 
3. At the State Leadership Conference, participants or the chapter adviser must confirm the event.  Participants who are not 

confirmed will be disqualified. 
 
4. Participants must furnish their own No. 2 pencils and erasers. 
 
5. At the Region Leadership Conference, the participant may use his or her own cordless calculator unless one is provided 

by the region.  At the RLC, no scientific calculators, graphing calculators, PDAs (Palm Pilots, etc.), phones, or other 
memory storage devices are allowed to be used in this event. 

 
6. At the State Leadership Conference, the participant will be provided a calculator to use in this competitive event.  

Participants may not use their own calculators.  At the SLC, no scientific calculators, graphing calculators, PDAs (Palm 
Pilots, etc.), phones, or other memory storage devices are allowed to be used in this event. 

 
Region and State Judging 
At the Regional Conference, the following tiebreaker policy will be followed: 

First Tiebreaker 
� The student who has the most correct answers in the last ten questions of the test will be rated higher.  Proceed to the 

second tie breaker only if both tests are identical. 
Second Tiebreaker 
� The student who has the most correct answers in the last twenty questions of the test will be rated higher.  Proceed to 

the last thirty questions only if both tests are identical. 
At the State Leadership Conference, tests will be machine and/or hand graded.  Ties will be broken as follows: 

First Tiebreaker 
� Contestant who progressed furthest through the entire test without making an error will be rated higher.  Proceed to 

the second tiebreaker only if both tests are identical. 
Second Tiebreaker 
� Contestant who submitted his or her completed test first will be rated higher. 

Tiebreaker implementation examples can be found in this handbook or at www.pafbla.org/tiebreakers.php. 
 
Region Awards 
Each region may decide the number and type of awards to be presented at the RLC. 
 
State Awards 
The state chapter will present a maximum of ten (10) awards at the State Leadership Conference. 
 
National Conference Eligibility 
The first-, second, and third-place award winners at the State Leadership Conference are eligible to attend the National 
Leadership Conference.  Advisers and participants should refer to the latest edition of the National Chapter Management 
Handbook for official National Leadership Conference event guidelines. 
 
In the event that the first-, second, or third-place winner cannot attend, it is the responsibility of the: 

local chapter adviser 
� to contact the PA FBLA Executive Director/State Chairman about the student who will not be attending.   
PA FBLA Executive Director/State Chairman 
� to contact the next eligible award winner about participating at the National Leadership Conference.   
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