
                                                                                                                                                                                     

 
           |      PA FBLA Middle Level Competitive Events Policy Handbook, Revised 11.2017 2 

STATE CHAPTER RECOGNITION INFORMATION ..........................................  98 
NATIONAL CHAPTER & INDIVIDUAL RECOGNITION ..................................  99 
 
FORMAT GUIDE .........................................................................................................  
 Overview ............................................................................................................  101 
 General Guidelines ............................................................................................  101 
 Advanced Letter Features ..................................................................................  102 
 Standards of Mailability .....................................................................................  102 
 Fair Use Guidelines for Educational Use ..........................................................  103 
 Agenda Sample ..................................................................................................  104  
 Itinerary Sample .................................................................................................  105 
 Label/Envelope Guide .......................................................................................  106  
 Business Letter Sample ......................................................................................  106  
 Personal Letter Sample ......................................................................................  107 
 Letter with Advanced Features Sample .............................................................  108 
 Letter and Memo Second Page Sample .............................................................  108 
 E-mail Sample ....................................................................................................  109  
 Memorandum Sample ........................................................................................  110 
 News Release Sample ........................................................................................  111 
 Minutes Sample .................................................................................................  112 
 Outline Sample ..................................................................................................  113 
 Report Sample ....................................................................................................  114 
 Endnote Page Sample ........................................................................................  115 
 Citation Sample ..................................................................................................  116 
 Reference Page Sample .....................................................................................  117 
 Tables Sample ....................................................................................................  118 
 Resume (Electronic) Sample .............................................................................  119 
 Table of Contents Sample ..................................................................................  120 
 
PDE EQUAL OPPORTUNITY STATEMENT .........................................................  121  



                                                                                                                                                                                     

 
           |      PA FBLA Middle Level Competitive Events Policy Handbook, Revised 11.2017 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

THIS PAGE WAS INTENTIONALLY LEFT BLANK.


