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INTRODUCTION 

Mission Statement 
The mission of Business Professionals of America (BPA) is to develop and empower student leaders to discover their 

passion and change the world by creating unmatched opportunities in learning, professional growth and service. 

Program Philosophy 
The Workplace Skills Assessment Program (WSAP) is an integral part of Business Professionals of America. The goal of 

the program is to provide all business students with the opportunity to demonstrate workplace skills learned through 

business education curricula. 

Students will: 

demonstrate occupational competencies. 

broaden knowledge, skills, and attitudes. 

expand leadership and human relation skills. 

demonstrate a competitive spirit; and 

receive recognition . 

Content of the Guidelines 
The WSAP Guidelines (Guidelines) contain general information for all events as well as specific details regarding 

el igibil ity, equipment use, scoring, etc. The information in the Guidelines is essential for contestants attending the 

National Leadership Conference. 

Purpose of the Guidelines 
The purpose of the Guidelines is to provide as much information as possible to help prepare students for a successful 

experience at the National Leadership Conference (NLC). 

The Guidelines regulate all national Workplace Skills Assessment Events. State Associations may choose to deviate from 

the guidelines provided. Individuals are urged to check with your State Association for any changes they may make at the 

regional or state levels. 

Authors, administrators, proctors, and graders will strictly follow these guidelines. 

Awards and Recognition 
For the Postsecondary and Secondary Divisions, the top ten (10) winners will be recognized at the National Leadership 

Conference. For judged events, all finalists shall be recognized at NLC. For Open Events, the top ten (10) scores, plus 

ties, will be recognized. 

Non-Discrimination Policy 
It is the policy of Business Professionals of America that no person on the basis of race, color, religion, national origin or 

ancestry, age, sex, marital status, sexual orientation, or disability shall be discriminated against, excluded from 

participation in, denied the benefits of, or otherwise be subjected to, discrimination in any program or activity for which it 

is responsible. 

National Leadership Conference 2026 

Nashville, TN 
May 6-10, 2026 

FUTURE NLC SITES 

Year Location Date 
2027 Denver, CO May 5-9 

2028 Orlando, !=L May 10-14 

2029 Washington, D.C. May 9-13 

Business Professionals of America Workplace Skills Assessment Program I Initial Release 1.0 September 1, 2025 
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2025-2026 WSAP 
What's Changed/What's New 

Welcome to the 2025-2026 membership year. Here's what's new for the Postsecondary and Secondary Guidelines and 

Supplemental Documents: 

General WSAP Updates (applicable to multiple competitive events) 
The WSAP for Postsecondary and Secondary Divisions are merged into a single document. Events exclusive to 

either postsecondary or secondary are marked with a textbox located at the top right of the page. 

The content has been reorganized, with sections and bullet points restructured for improved clarity and flow. 

Pre-submit time is changed from 5:00 p.m. to 11:59 p.m. eastern time. 

Technical and Presentation Rubrics now include: 

Criteria (skills or qualities to evaluate) 

Levels of Performance (Below Expectation, Meets bpectations, Above Expectations) 

Descriptors (what each level looks like for every criterion) 

The copyright statement on all WSAP Guidelines has been updated to read : 

"ft is the policy of Business Professionals of America to comply with copyright /aw." The previous link to the 

United States Code has been removed. 

Events-at-a-Glance: the following columns have been deleted 

Computer and printer provided by BPA 

Color printing allowed 

Judges utilized 

Associated division 

WSAP Updates (Specific Assessment Area Changes) 
Virtual Events 

V15 Virtual Interview and Digital Portfolio Design has been moved out of pilot status and adopted as a full 

event. 

10o's Finance I No Changes 

2oo's Business Administration I No Changes 

3oo's Management Information Systems 

WSAP will be changed to specifically state which integrated development environments (IDEs) may be used 

in the following programming events: 

C# (Visual Studio 2022, Visual Studio Code) 

C++ (Visual Studio 2022, Visual Studio Code, DevC++ with Ming compiler, Code::Blocks) 

Java (lntelliJ , Eclipse, NetBeans, BlueJ) 

Python (IDLE, Visual Studio, Visual Studio Code, PyCharm) 

4oo's Digital Communication and Design I No Changes 

5oo's Marketing, Management and Communication 

500 Global Marketing Team. Removed "The Marketing Plan must not exceed ten (10) pages single-sided 

(excluding the Title Page, Table of Contents, and Works Cited). The Marketing Plan must follow the 

Marketing Plan format in the Style & Reference Manual." 

Was replaced to read: "The Marketing Plan must not exceed ten (10) pages single-sided and must follow the 

Marketing Plan format (Sections 1-X) in the Style & Reference Manual. All other documentation is not 

considered to be part of the ten (10) single-sided pages." 

505 Entrepreneurship. Removed "Supporting documentation (excluded from 10 -page maximum) 

Financial analysis (include requested loan amount, income statement, balance sheet, cash flow 

statement, and other analyses) 

Supporting documents (research, charts, brochures, resumes, etc.)" 

Was replaced to read: "Supporting documentation submitted separately during presentation ONLY may 

include layouts, brochures, flyers, business cards, resumes, product designs, prototypes, etc." 

Business Professionals of America Workplace Skills Assessment Program I Initial Release 1.0 September l , 2025 

Material contained in this publication may be reproduced for contestant and/or event use only 
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(220) Basic Office Systems And Procedures 

Description & ~ligibility 
Evaluate fundamental skills in office procedures, records/file management, and document production. Any postsecondary 

or secondary division contestant may enter this application event. Contestants who have previously competed in Basic or 

Advanced Office Systems & Procedures cannot enter this event. 

Contestant Must Supply 
Published and/or unpublished non-electronic written reference materials 

Cordless calculator: Electronic devices will be monitored according to ACT standards. See NLC Calculator 

Guidelines. Contestants who violate this rule will be disqualified. 

~quipment/Supplies Provided 
Computer and software 

Competition Notes 
Method of evaluation: objective I application. 

All student-produced jobs completed on-site are uploaded electronically and are not printed at the national 

level. 

Previous Business Professionals of America tests and/ or sample tests (handwritten, photocopied or keyed) may 

not be taken into the testing area. Violation of this rule will result in disqualification. 

Length of event: no more than ten (10) minutes orientation, no more than ninety (90) minutes testing time, and no 

more than ten (10) minutes wrap-up. 

Entries vary by state. 

Contest Competencies 
Demonstrate knowledge of office procedures, records and file management, and office technologies 

Apply technical skills to manage information and produce business documents 

Proofread using edited copy 

Prepare written telephone messages 

Monitor and respond to electronic mail 

Provide customer support and service 

Compose business correspondence 

Key various business documents 

Create and format tables 

Prepare and maintain inventory of equipment and supplies 

Schedule and maintain appointments for supervisors 

Coordinate travel arrangements 

Maintain filing systems including alphabetical, subject, numerical, and chronological using ARMA rules 

Receive, sort, and distribute incoming mail 

Business Professionals of America Workplace Skills Assessment Program I Release vl.0 September l , 2025 

Material contained in this publication may be reproduced for contestant and/or event use only. 

Basic Office Systems and Procedures
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