_FBLA-PBL FORMAT GUIDE

Pz

‘OVERVIEW

Today’s successfil businesses requite

4 Consistent message throughout the

otganization, A fouridation. of ‘this strategy

1§ the vise of a formiat guide so thata

‘cotporatiofi naintaihs-a uniform image
_through.all its comimunications. As:the events.

GENERAL GUIDELINES

Font Size;

Font Style:

" Spacing:

- Letters: )

" Bulleted Lists:

(enumétated itéms)

Memorandums;

Unbound Repott:

Leftbound Report:

Miscellaneous Documerits:

Miscellaneous Notes:

Refetences:

‘pternier student business-otganization, it is out responsibility to guide
our studetits according to today’s business practices: With this inmind,
we have ctafted 4 Fotmat Guide by which ot students: andadvisers
can prepaté fot the Computer Applications and Wotd Processing-skill
events, Please téview the Portnat Giiide ¢ateflly ir prepan.ng fot these

11 6£ 12
Times New Roman of Arial

1 or 2;spaces aftet-punctuation ending 4 sehténce (stay Consistent withiinthe docutrignt)
1 space after a semicolon . . 4

1 space after 2 comma

1 or 2:spaces after a colon: (stay consistent within the docuiheht).

1 space between state abbteviation and zip code,

Block Style with, Open Punctuation
Top Matgin: 2 inches
Side:and Bottom:Marginsi 1 inch

Single space individual items; double space between: items

Standatd Style
Top Ma.tgm 2finches
Side and Bottom Marging: 1 inch:

Body double spaced

Top Matgin: 2 inches fiist pagé, 1 inch teinainifig pages

Side and Bottom Mazgins: 1 inch

Page numbes is placed 0.5 inches at right matpin statting-oni,page 2

Body double spaced

‘Top Matgin: 2 inches first page, 1 inch remaining pages

Side Matgins: Left: 11/,.inches — Right 1 inch

Bottoim Matgini 1 itich

Page nutribet is placed: 05 inches at tight margm startingion page 2

Top Margiex: 2 inches (Agenda, Ttiieraty; Mmutes News Release, Outline, "Table of Contents)
Side and Bottofm Masging: 1 irich

Lieft justification: of documents Is to be used unless othetwise indicated.
Main and subheadings should be keyed in-boldface.

Al references must'bé placed in alphabetical order:

Note: Docurherits in this style manual may not show the correct top margins because of the mst:ucuon box -

at the top of thie page.
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,4,/ ADVANCED LETTER FEATURES.
) Mailing Notation; A mailing notation is:keyed a double space below the date in ALL CAPS followed by a
. double space before the-inside address;

side 4ddtess, When an attention

Attention Line: . An attenuon‘.hn‘e is keyed as the fitst hne:o‘f thie
line igused, the salutation: is “Ladies and Geritlenes,”
Subject Lme. ' : A sub)ect line:shiould be keyed a double space below the salutauon in- AL, CAPS, The
. ** subject line begins at the left: ma:gm The word “subjéct” 6t “te” are not us,ed_wheq :
keying: the subject line; .
Second Page Heading: . If aletter contains: ‘morg than-6n8 page, kéya headmg at the-top of :each: subsequent

page. Key the fiest line:of thie Inside address; page:mimbet;and; date at the lef margin
begmnmg oiie inch from the top of the:papet, Double space below the date before .
contmumg the body. of: the Jettet.”

Ms.Tetra Green
Page 2.
Curtent Date

Cornpatiy Naime; : ‘Key the company name:a double: space below the:complimentaty close:in ALL CAPS o
. . N Quadruple space to the: wiitet’s name. :

‘Enclosute Notation:: - Placeian enclosute: (or attachment). notation a douible space below the teferénce
initfals: If multiple enclosutes ate referred to in the lettes, follow the wotd
“Baclosures” with a colon and list edch enclosute.

Copy Notation: Usea lowercase (c) by the name of the petson(s) to-recéive a copy: Place the copy
notation 4. double space below the last lme of the enclosute:- ‘hotation or-the refe:ence
line if theted 1s 16 enclosure

Postscript: A postscnpt -should be keyed as thelast lisie in the Jettet, It should be peceded by a.
' -  double:space arid begin t the left targin. The initials “PS> should not be used.

2 STANDARDS OF MAILABILITY

Materials subsnitted.in, these events are’ The following errors will make the, copy mailable with setious . | .,
graded against the standaed of zero etrots corrections and will result in a penalty of five (5) pomts pererfor.’ .
and business-like format. The Format Guide ®  Keying o spelling errors '

must be followed for |  propet: formattmg of ¢ Inserted ot omitted wotds that change:the meanmg of the

any type-of word processing documents jin sentence

Computer Applications (FBLA & PBL), *  Formiatting ertot

Word Processing T & IT (FBLA) and Word © @ Faihite o follow ditection

Procgssing (PBL). ) :

Etréss that will make copy: mmlable wlth
slighit cottections will résult in. 2 penalty of .
two (2) pomts, L . - o R
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FAIR Use GUIDELINES FOR EDUCATIONAL UsE

What You'Can Do’

According

Same rights:as "Printed
" -{Materlal":above

Students may-incorporate textin
multimedta projects. Teachers may

. Incorporate into. multimedia for

teaching courses.

Fair Use .Guidelin:
Educational Multimedia

“Toachors may. Use for Wo

years; after that permission Is:
required: Students may keep in

[portfolio forlife.

Laser| Discs
QuickTime Movies:

Encyclopedias (CD ROM})

Students "may use partions of lawfull
acquired gopyrighted works i theit
academic miltimedia", defined.as,
10%:or three minutes (whlchever is
less) of "motion media!"

- Fair Use Guidelines:for
"\ Ediicational Multimedia

"Proper-attribution-and credit
must be noted for all :
copynghted works ineluded - |
multimedia, including those
prepared under fair use.! Ting
Ivany; UC San: Dlego 12/08/95

Videotapes
DVD'
LaserDiscs
QuickTime Movies*
Encyclopedias (CD ROM):

may port '
acquxred copyrighted working In their
academic multimedia® .

Fa ‘Guidelines;for
EducationalMultimedia

The material. must.be
Iegltimately acquxred (alegal
copy,not bootleg or home
recording),

Ph‘otograbh
lllustration

Collections of photographs

Collections of lllustrations

Single-works may’be'used in their

an:artitist or photographer,
ciligction, not more than 1
10%; Whichever i§ less:

Fair Use Guidelines:for

entirety: but not more than 5 images by|Educational Miiltimedia

Older illustrations may be In
the:public domam, but the
Gollection tmay-be: copyrighted

7

Up to 10%of ‘a copyrighted musical
composition:may be reproduced,
performed anddisplayed as'partof: a
multimedia program produced byan’

" [educatoror student for educahonal

purposes.

Fair l/se. Guidelines for
Educational Multimedia -

maxlmum Iength of 30,
seconds. (www:ndlana edu);
some do notmention:a
maximuim {Tma Ivany, UCSD,
12/08/95) See below.

T

World Wide Web

5
Images-may: be downloaded for
studerit:projects.

Sound files' may be downloaded for

above),

use:Jil projects (see portlon restrictions,

Fair Use Guidelines for
Educatlonal Multimedia &

" [DmcA

permlsswn

In5ages may. not be reposted
onto the Internet without

‘

Sound:-or imusiciles maynot
be copied and posted-onthe

Hnternet without permission,

Sourges: United. States Copyright Office Circular 21; Sections-107, 108, and 110 of the:Copyright Act (1976) and:subsequent
amendments, Inéiuding the Digital Millennium CopynghtAct Fair Use Guxdellnes for Educational Multimedia; and cable systems

(and theif associations):
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AGENDA SAMPLE

Second PageTop: 1"

Top Margin: 2"
Side Margins: 1"

IEETR PO IR R

FUTURE BUSINESS LEADERS OF AMERICA-PHI BETA LAMBDA.

DS)
‘Board of Directors Agenda » ¢

L) ,
Tuesday, March 20, 20—
Ds)

1. Callto Order—TJéan Biickley, Chief Exetutive Officer

2. jl%?])'Cull—Mary,Anvil;;Secreja;y

3. Heading of the Minites—Mary Auvil, Sebretary

4, ‘T{eﬂsi];te[?s Repqrft—i_Hérvey ‘Weinberg, Treasurer X

5. Other Officer Reports

6. Corimittee Reports :
-Accounting—Mildred Wright P .
Social—Betty Einstein :(S8)
‘Fund:raising—Bret Rushmore

7;  Unfinished Business,

8. NewBusiness e

9. Dateof Next Meeting

10, Adjournment

Note:.

Nunibers.may be left or right aligned.
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ITINERARY SAMPLE

' Sunday, October 10

9:é0'-:a.m.

s)
1:02 pm,
®S)
5:30 pim
Mbnila;y', 6ctob'er 1
9:00 am.
.Renih;idér:
B 'i‘u'esday, dctoher 12
9:00 am.,
700 p..
Wednesdny, October 13
«9:30 2m.
12:20 pm.

7:15-pam,

Top Margin
Side Matgins:
Second Page Top' i

M. J 8 anson

@8)
October 10-13, 20—
(DS)

Depart Mempkiis Muriicipal Airport, United Axrlmes, Hlight 433
rionstop; lunch sérved.

Arrive San Francisco Tnternational Afrport: .

Depart Hotel for Chiristown visit:

Conference at Mark Hépkins Hotel,

Call'Pat Martif 6 Confitm dinner arrangements for tomorrow:. , '

Confererice at Mark’i—lopl&ﬁ's Hotel,

Dinner with Pat Martin:

Depart hotel for aitport., B

Depart San Francisco International Airport; United Axrlmes,
Flight.700,-6ne stop, lunch served. .

Arrive Memphis Municipal Airport.
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LageL/ENVELOPE FORMAT SAMPLE

MS JUNE R THERINA

CLAIMS DEPARTMENT

GOLDEN INSURANCE COMPANY
1846 MARKET STREET

SAN FRANCISCO CA 94102-1234

The Optxcal Chara ter Recogmnon (OCR) stylc,'
including all récommerided abbreviations, is to be uséd
by the company:for all:labels and envelopes,

 BUSINESS LETTER SAMPLE

Top Margin: 2" :
Side Margms. L i

Current Date

Qs

Ms,/Terra Green

1923 Deseraia Citcle
Cottonwood, AZ.86326
@S)

Dear Ms. Gr,een

(DS)
This letter. is keyed'in block style-with open- punchxanon All lines; including the dafe; inside
address; salutation, and closing begin:af the left:margin. A double space is left between all

letter parts éxcept before the inside addressand the writer's name, where 2 quadruple space |,

(4 returns) will be found.

(DS) .

This letter style.is to be used-for FBLA-PBL, comipetition,
©9)

Sincerely

(Qs)

Barbara Small
. Director 'of Education

9
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% PERSONAL LETTER SAMPLE - o o .
a ' -

Top: Margin: 2" )
Side Matgins: 1"

1912 Association Drive

Reston, VA 20191-1591 .

Current Date: -

(Qs)y

Ms, Terra Green

1923 Déserama Circle.

Cottonwood,. AZ:86326'

®s). )

Dear Ms. Green

o) o :

This lefter represents an acceptable’formiat for. o' ersonial business lefter. As you can see, the .
format is identical to a business lefter keyed in block style with:open putictuation. Additioni
ally, reférénce initial§ are not included.

Sincerely
, (Q8):

Barbara Small

ST
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LETTER WITH ADVANCED FEATURES SAMPLE . :

Top Margin*;
Side Margms.

Cuzrent Date

®S). o
CONFIDENTIAL  (Ifno:mailing nofation, QS after date.)

®) ,

Attention FBLA=PBL Compétitors . . 1

FBLA -PBL;, Inc. B ;] o ‘
3 Yy . 3 . g .

Restor, VA20191-159] . ‘ ”
S): ) - Lo
Ladies'and Genflemen
LETTER FORMAT WITH ADVANCED FEATURES: -
(If no subject lifie, DS aﬁer salistation, y)
sy .
This latter iliustrates the placemcnt of all advanced Tetter- parts as;descnbed o theerclosed J
sheet, It-also.illustiatés'the block: style letter with open punetiation. B .
®S) ) 3
Please refer to this letterwhen keying such a dociiment:to avoid making fortatting;errots,
S,
Sincerely o ;
o)
FBLA-PBL, INC.

Q8).

Barbara Small
Director of Education
@S)

x).(‘.

Ds)

Enclosure

o3 .
¢ Ms. Jean Buckley; President/CEQ:

Bestiof Tuck in your competition!

Top Margin: 1"
Spacing-of Matetialst S8

i Spacmg after Date to Body: DS

‘Nariie of'Addréssee or Conipany
Page2  (SS)
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MEMORANDUM : .

Top Margin: 2"
Side Ma.tgms- m

T0: FBLA-PBL Competitors

@s) " , :

FROM:  Judging Comirnittee;

o)

DATE: , Current: . L. :

©3) )

SUBJECT:: Formaiting a Standard Memorandum. "
®S) : .

Whefi formatting a staiidard tenorandun, vse:a 2:irich top:ihdrgin, Neéxt; key the heading

lines with.a-double space between each, Note that’each heading is typed in ALL-CAPS #nd
informationalilines are:aligned on the'left; The:subject line should be, keyed wnh initial caps

dnid foflowed by & double space.. "

Paragraphs are-aligned at the [eft margm and:are single. spacad witli'a‘double betwéen each,
The:competitor shoiild key i iniitials-at the left margin a double space below the:body i -
of the last paragraph in lowercase letters, If ari iittachment or enclosiite is inehided, the word i
“Attachment” or “Enclosure:should be, keyed at the left margin-a:double space. below the
B compétitor’s Initigls, :

XX
@)
Enclosure
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oy
Release May 1, 20—

Top Margin: 2" B
Side Margins; 1" -

Body: DS é -

NEWS RELEASE

@S). ‘

‘Contact: Patricia Wells; Adviser
XYZClib

1801.E. National Avenue
Phoenix, AZ'85007-0032:
602-555-1234

Q9
STUDENTS -EARN TRIP TO FBLA' NATIONAL CONFERENCE

@Sy

¢

Fifteen XYZ Club members have been.selected to represent:Arizonaat the Naﬁonal
Leadership Conference. .

These students havé the:bfapémiﬂity'to attend;this:cofiferéiice with over 5,000 delegates
‘represeniting gach stite, .

To raise finds to attend'this conference; members will hold a:yard sale:and‘silesit auction
May 23-24 from 8'am. to 2‘ip.mﬁ.v at the:school,

Any:community memibers wishinig to riiake & dohation for thé yérd sale/silent duction tiiay
coritact Patricia Wells at'the above hiinber:

os)
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MiNUTES _ LT e e

Top Margin: 2"
Side Margms., "

XYZ CLUB
. oS
Minutes of Sepfember, 1, 20—

(Qs)y

Call to.Order
(0S)

The regular meeting of the XYZ- Club was called to order ofl Monday, September 1,20—at

3:30'p.m. President Steve Dockray called:fhe:meeting toorder:with Secretaty: Dale Williaziis:

recording minufes. b §
oS) . . :
Attendance;

All members were ir attendance,
Minutes
‘The minuies of the'Augiist 1, 20— ecting:were: read Justin Vaughn friovedto epprovc the

minutes as,read. They were seconded and approved:

g
’

Treasurer’s Report,

Treasurer. Kelly Osborne repored.a chapter ‘balance as.of September 1; 20— of $347.16: The . . ) e l
report-was:filed. i

Usfinished Business

The date for the Winter Dance was afinovriced. It will be hefd November 27 i the main. gym:.
The:price per, person‘will be ‘$5ieach or $8 per-couple:

New Business
None:
Aunouncements

Retiinder for all members to begm collecting pledges for the March of D:mes Marchfor
Babies:.

[Adjournment

There being no-furthiér business, the mieBtinig was adjoutriéd at4:10.p.in,
(QS)

Terra Green, Secretary’
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OUTLINE

Top Matgin: 2"
Side Margins: 1"
Spacmg in Body- §S

FORMATTING OUTLINES

@9
I  VERTICAL SPACING

S).

Title of Outline

"1, Two-irich top margin

2. Followed by'd quadriple spacé
‘B.  Mgjor. Hendmgs
1, Pirst majorheading preceded by-a

3 All subheadings- smgle spaced
“(08)
II, HORIZONTAL SPACING

@) . -
A:  Title of Outline Centered over Line of Writing

B.. Major Headmgs and Subheadings

1. Tdentifying lowercase roman.numerais ahgned ut leﬁ ‘margin or aligned

eadings. followed by 4 double:space o

, .

quadruple space; all others: preceded by

on'periods

2. Identifying letters and nunibers.f h quent level of subheadi &

_ aligned below the first word.of the precedmg hendmg 5‘}

@3): i

I :CAPITALIZATION"

®9) ~ ol

A Tifleof Ouline Keyedin ALL'CAPS 3

B.. Major Headi y ) &

'C. ‘First-6rdef Subheadmgs Keyed with all Major Words Beginning with Iitial Capy i

D; Second-order Su'bheadmgs Keyed with First Word Only Using Initial Cap J’:\l

ol

Note: o .y 7
Romari numerals ¢an be:left or riglit aligned. Q .

&l
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REPORT T ‘

Top Margin: 2"
Side Margins: 1" .
Spacing'in Body: DS o — —

REPORT FORMATTING - . il . .
© : - e
Standard Margins ] ) . o
“With the exception of the left margih, all margin seftings.are:the same:for. the:uibound.
and léftbound reports. The right margin is one inch. A top margin of two, inches and a boftom.
‘margin of one inch &résed: A1 remsining pagss are keyed with

thié fifst.page of repor(s

orie-ifich top and bottorivmirgins. Since the intemal spacing:oftepott pérts Viiries, a bottorn . . & T
margin:of exactly one-incl is:sonietimes not feasible, The bottom mirgin rday beviried to-  « o i
preventa side heading or first line-of a paragraph fiom prinfing as the lest line:on & page (ot~ | « . :

:pha), orthe last line-of a;paragraph;from occurring.at the top of a'iew page (widow.)
‘Page Nuimbering ) .
The first page of a report is not numbered. On'tﬁé?se"cond.hnd" subsequeérit pages,. .
‘place the page number in the upper right side:of the page heéader, Réfesence pages should, - '

»

also benumbered, v co e
Long Quotes: L o v N
Quoted material of four-ormore linés should Be singlé spaced, iidented 0.5 fhches from
‘both the left:and Tight margins, and double space sbove and below thie quoted miatéals,
Enumerated:or Bulleted Items i
Indent enumerated or bulleted items 0.5 inches from ﬂle;]eﬁ‘margi}l; block the lings\ét the
begitmiirig of the first word of the-item; The right:margin for enumerated-and bullete;if‘itgmsf
‘reming’at.one inich, Single space ifidividual iterts; double spaoe-beétween items as well as
above and below a series of items.
Headings.and Subheadings
ngn‘hendfng, Center the main heading in ALL CAPS and bold over;the budy. )
Sideheadings, Bégin side’headings af the leR margin. Capitalize the first lefter of the first:

word-and all othierinain words 1 each heading, Bold side headings.” :
Parggraph-headings; Indént paragraph headings 0.5 irichés froim’thie lefvmargin. Capitalize: : .
the first letter of the first word only. Underline the heading and follow it with a period.!. ’ i

T e A R R S
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ReporT CONTINUED

Top Matgin:
Side Matgifist
Spacmgm Body.

Endnotés
Eridaotes.are placed at'the erid Etis.report, and the endriote 3s sited by & supsisérpt

number. The endnotes page has'the same;top and side margins as'the first page of the report
and is numbered. Each endnote:is-single:spaced with a:double space’ between.; endnqtes‘ <The
first line of each endnote is-indented 0,5 inches from the left margin;all other lines:begin at
the:left margm.
Referérices . ) . .
All Feferences cited will be listed alphabetically viider the Heading REFERENCES ot
BIBLIOGRAPHY or WORKS CITED: The page has the same; fop and side: ma.rgms as'the
first page: of the report and is numbered. Each_reference is.single spaced with, i

bétween references. The fitst line of dackireference begihs at the:lefi mtg]

are mdented 0.5 mches from the left margm. ‘i oy . PRTRNE | -
“The:MLA Style Manusl will be used for References/Btbeography

Note: i .

Putjust the page riumber ori‘thie Sécond-and subseqiterit pages-in the upper right side of the: _« -

page hieader 0.5 inch from:top of page.

SRR

ENDNOTE PacE

Top Margin: 2"
Side Margins: 1"
Spacing in Body: &

" ENDNOTES.
@s).

'D. F. Dansereau, “Learning Strategy Research;" Thinking and Learning Skills, Vol..1,
Hll]sdale, NJi Lawrerice Erlbaum, 1999, p. 111,

®s) - ) ) .
*Rose Huber, “Teaching Studenis How-to Study,” Easiside: Weekend, September 1-7; 1998,

S)
3Theodore Silver, Study-Srart, New York:; Villard Books, 2000, p.99.,
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RerFERENCE PAGE

Top Margin: 2"
Side Marginsy 1"
Spacmg in. Body

REFERENCES
: MLA Style Mantial
QS)
Saniple Bogk Reférence: )
Bohlman, Herbert. ‘M., arid Maty Jane Dyiidas; TheLegal, Eﬂucal ana Intematxonal Exmronment
‘of Business. Sth ed: Cincinnati; OH: West 2002.

Sample Interwew Reference; 4 i .
‘Chirac; Jacques. Interview. Tinie 16 Feb. 2003. 10, Oct. 2005
http //www.tlme.com/tlmeleuropelmngaz:ne/2003/0224/cover/interview.html.

Sample Magazine Reference:

"Coca-Cold Pald CEO: $32 Million U:S.in. 2007." Toronto Stnr 4 ‘Mar,:2008: B2..

Sample. Magazine Referenice:

Cohen, Stephen:S.; and.J. Bradford DeLong. "Shaken and Stixred." Atlantxc Monthly Jan.-Feb.
2005: 112+,

Sample Bookletlpamphlet Refererice: : . .
Diabetes Care: Blood:Glucose Monfioring; . Burnaby, BC: LifeScan. Canada, 1997, Book; movie or' 2K

filr Féview.

Sample'DVD References ‘ ; o
Encarta 2004 Reference Library, CD-ROM. Microsol‘t, 2003, -

Sample literniét Refererice:-
JournalismJohs.com. Feb;2003,19 May 2007- <llttp /lwwaoumaHstobs.coml]nwrence Tee:cfm>

Saiitple Encyclopedia Reference: . . .
“Nazi Party," New Encyclopedia Britaiinica, 1097 ed.

Sample Radio/Television Reference:
‘New York:Museum Celebrafes Life of Einstein," By Martha Graybow, Reuters, New ‘York. WBFO; .
‘Buffalo, 13 Nov, 2002,

Sample Internet Reference: ) o o .
‘Thomason, Larisa, "HTML Tip; ‘Why Valid.Code Matters." Webniaster Tips Ne ewsletter, Dee,
2003, NétMechanic, 6 Jan, 2008‘<l;tjp;//\ywwaetmech,anic,cqml news/vol6/html_no20.hims,

Sample Governmment Pubs Reference:, A ’ .

United States. National Council on Disability. Cnrryulg on.the Good Fight Summary Pnper from

‘Think Tank-2000 - Advancing the Civil and-Human Rights of People with Disabilities from Diverse @
Cultures, Washington' GPO,2000. ¢
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% TABLES
ki : ) '

Speclal Instructions

Bold titles-and column headings.
»  Column’ headmgs maybe’centered over column or blocked at lefr.' of column,
*  Tables using bothone- and two-line column headings should be aligned:at the bottom of the call.-
*  Por two-line column headingsin tables without'grdlines, uniderline:the bottom word of the Lieading .
¢ Gridlines-are optional;unless otherwise stated. '
= If gridlines are:not used, undetline:column headings and DS aftet heading:
»  Donotinclude § with dollat:amounts in.colutnns, Dollat signs may be-placed.in Total Row:
¢ Allcolusing containing nuimbets shiould be sight or decitrial dligried,
*  All columinis containing text shotld be Jeft aligred.
*  Thebodyof the table may be single of dguible spaced.
+  Tables within another docamerit should be céntered hotizontally unless othermse indicated:
. DS befox:e atid a.fter the table -

i

Center. Vertlca]ly

Center Hotizontally

Exanple Table witl:Grillines : )
SALARY/CHART TABLES :
o) , )
Adminjstrative Support Department ﬁ
(©8)
o
N : Curr‘ent‘," Percent _A'movu‘nt ‘r
‘Position | Salary | Increase Increase 3
p—— [ 2600000 PR 160000
[ Adminisiative Assistant | 2300000 | 55 126500 ;
. | Data Fritry Clerke 1 16,500.00 4.5 742250 JH
| Executive Assistant 12500000 - &5, 1,625.00 26,625.00 3
i 19.000.00- 5.0 05600 19.950 00 | s
L Total : £169,500.60° . $6,272:50 | §115372.50. 4 i
* :
Example Table without:Gridlines )i'
SALARY CHART
D) ,
Administrative Support Department
©@s)”
Cu;'rent Pefcent = Amount New
+ ‘Position Salary Increase Jucrense Salary’ il
. Accoutarit’ 26,000.00 6.5 1;,690,00 27,290.00 3
Administrative Assistant 23,000:00 55 1,265,00 24,265.00 A
‘Data’Entry. Clerk. 16;50000, 4.5 742,50 17.242.50 \‘;
Executive Assistant. 25) 000,00 6.5 1,625.00 26,625.00: g
Office Specialist: _19.000,00 50 © _95000 _19.950.00 '§
Total $109,500.00. $6,272.50 . $115,372.50 1
BRI Ol A B! ST .«, A R R N e S AT G SR A R RS ST ﬁ
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RLC AND SLC TIEBREAKERS

Tiebreakers will be determined as follows:

Written Objective Tests

First ticbreaker:

All objective tests will be graded through the online test service. If there is a tie between
competitors, the last ten (10) test questions will be compared and the individual/team with the
highest number of correct answers will be ranked higher. The process will continue in groups of
ten (10) questions until the tie is broken. If, after reviewing the entire test, the tie cannot be
broken, the individual/team submitting the test in the least amount of time will be ranked higher. -

I Here are two tiebreaker examples:
Example 1: I

Two students have scored a 90 on their RLC or SLC fest.
In questions 91-100, Student A has 2 incorrect questions in that group of 10.
In questions 91-100, Student B has 3 incorrect questions in that group of 10.

I Student A is ranked higher because he/she has fewer incorrect answers in the group of 10 |
questions.
Example 2: ' _
Two students have scored a 90 on their RLC or SLC test. I

In questions 91-100, Student 4 has 3 incorrect questions in that group of 10.
In questions 91-100, Student B has 3 incorrect questions in that group of 10.

Therefore, questions 81-90 (the next group of 10 questions) will be compared: I
| In questions 81-90, Student A has 5 incorrect questions in that group of 10.
In questions 81-90, Student B has 0 incorrect questions in that group of 10.

Student B is ranked higher because he/she has fewer incorrect ansWers in the group of 10 I
questions.

Second tiebreaker: :
After all groups of 10 questions have been compared, participants or teams who submitted
his/her completed test first will be rated higher.

**¥(Note: In the event of a tie in the team score of the Parliamentary Procedure written
test, the-first tiebreaker is the team that has the highest individual test score. Proceed
to the second tiebreaker (first tiebreaker for all other written objective tests) only if

“individual test scores are identical.)**
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