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P O S I T I O N  P A P E R

H B  2 5 7

HB 257 grants employment preference rights to individuals who hold the rating 
of certified professional secretary or professional legal secretary. It also 
provides for an advance step pay rate for a new employee or a one step 
increase for current employees who hold either of these ratings.

Section 1 grants employment preference rights for secretarial and clerical job 
classes to applicants who are certified professional secretaries or legal 
secretaries. Granting State employment preference rights for professional 
achievement is a radical departure from current public policy with respect to 
such statutory rights.

Siate employment preference rights are currently granted under Alaska 
Statute (AS) 39.25.150(19) to war-period veterans for initial hire in the 
classified service by adding points to qualified applicants' ’sccres. Severely 
handicapped persons receive employment preference rights under 
AS 39.25.150(21). This provision allows the noncompetitive appointment of the 
severely handicapped for up to four months to allow the individual to demon­
strate the ability to perform in the job.

The granting of employment (. reference rights under current law is aimed at 
assisting persons who have been removed from the traditional workforce to 
transition back into it. Current provisions do not differentiate between 
professions or training levels or opportunities. The effect of Section 1 
would be to provide preference in State employment to a limited number of the 
members of a specific profession as recognition for achievement in that 
profession.

Section 2 of HB 257 would provide monetary rewards to current State employees 
and those entering State employment who have successfully completed the 
certified professional secretary or professional legal secretary examinations. 
Current employees in secretarial or clerical positions would receive a one 
step increase, notwithstanding eligibility for other pay increases. A new 
employee holding the rating of certified professional secretary or profes­
sional legal secretary would automatically be hired above the entry step A in 
clerical or secretarial positions.

There are no current provisions, statutory, contractual or otherwise, which 
give automatic monetary incentives for professional achievement among State 
employees. Yet there are any number of State employees in professions or 
belonging to professional organizations which impose strict testing or other 
requirements on their members. Statutorily imposed monetary recognition of 
one profession can only lead to requests for similar recognition by other 
professions.
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It should be pointed out that current regulation provides for advance step 
hires in some cases. Article 8, 2 AAC 07.320(1) dealing with pay states:

A beginning salary higher than the minimum rate for the job class may be 
authorized by the director for a position in the classified service or by 
principal executive officer for a position in the partially exempt 
service. A salary rate higher than the minimum rate may be authorized

Certainly this provision in the Personnel Rules provides existing flexibility 
to provide advai.ce step pay for those possessing a CPS or PLS certificate i-* 
warranted. Parenthetically, imposing a statutory obligation to provide a 
higher rate of compensation for those with such a certificate may inhibit the 
hiring of such candidates in these economic times.

The language of the Bill, as currently written, would grant employment prefer­
ence rights to at minimum the 35 clerical/secretarial job classes covered by 
the Office Skills Test. There are currently 2,440 positions allocated to 
these 35 job classes. If it is the sponsors' intent that preference be 
granted only for those job classes in which the duties reflect the traditional 
secretarial profession, the Bill should be amended to reflect that intent.

Contemplation of adjusting pay rates in this manner at this point in time is • 
of particular concern in light of the current Classification Study. One of 
the principle goals of the Classification Study is to examine the issues of 
equity and consistency across job classes and pay practices.

The Department of Administration is opposed to this legislation.

if:

(1) the appointee is exceptionally qualified;

Department of Administration ’

Date
Department of Administration
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M E M O R A N D U M

DATE: M a y  15, 1987

TO: Members, H o u s e  State Affairs Committee

FROM: R e p r e s e n t a t i v e  Terry Marti

S U B J : H O U S E  B I L L  NO. 257 - Air ACT RELAT I N G  TO C E R T I F I E D
P R O F E S S I O N A L  SECRETARIES AND P R O F E S S I O N A L  L E G A L  
SE CRETARIES

C e r t i f i c a t i o n  as a professional secretary or a profes s i o n a l  
legal s e c r etary is a significant, m e a s u r a b l e  and a t t a i n a b l e  
goal for c a r e e r  orien t e d  secretaries w h o  seek to be identified 
as except i o n a l  in t heir profession.

To a c h i e v e  t h e  status of Certified Professional S e c r e t a r y  or 
Professional Legal Secretary, a two-day, six-part examin a t i o n  
must be s u c e s s f u l l y  completed. This rigorous e x a m i n a t i o n  is 
b a s e d  on an analysis of secretarial w o r k  and e mphasizes 
judgment, understanding, a n d  administrative a b i l i t y  g ained 
t h r o u g h  e d u c a t i o n  and w o r k  experience by t e s ting skills, 
t e c h n i q u e s  and k n o w ledge in behavorial science in business, 
bu s iness law, economics and management, accounting, 
c o m m u n i c a t i o n  applications and office admin i s t r a t i o n  and 
technology.

Be cause of the d i f f i c u l t y  of this examination, any s e c r etary 
ac h i e v i n g  the C e r t i f i e d  Professional Secretary or Professional 
Legal S e c r e t a r y  r ating demonstrates superior skills and 
p r o f e s s i o n a l  commitment. Knowledgable employers in the 
p r i v a t e  s ector often give h i r i n g  preference to job applic a n t s  
wi t h  a CPS or PLS; correspondingly, most employers will do 
their best to r etain their CPS/PLS's. Several stabes as well 
as the Federal G o v e r n m e n t  already recognize the d i s t i n c t i o n  of 
p r o f e s s i o n a l s  h o l d i n g  the CPS/PLS certification.

St a t i s t i c s  s h o w  that A laska ranks first in the n a t i o n  in terms 
of C e r t i f i e d  Professional Secretaries per capita. O f  the
5,754 secre t a r i e s  in Alaska, 437 (or 7.6%) are e m p loyed by
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the State of A l a s k a  . T h e r e  are 149 CPS's m  A l a s k a  , so only
2.6% of all s e c r e t a r i e s  in A l a s k a  are CPS's. 2.6% of 437 =
11.4 —  so o n l y  11 1/2 s ecretaries employed in state
g o v e r n m e n t  are l i kely to be affected.

H B  257 w o u l d  r e c o g n i z e  the professionalism, d e d i c a t i o n  and 
personal c o m m i t m e n t  of individuals p o s s e s s i n g  CPS/PLS 
c e r t i f i c a t i o n  b y  r e w a r d i n g  them with e m p l o y m e n t  prefe r e n c e  
rights a n d  g r a n t i n g  t h e m  a one step increase over t h e i r  normal 
p ay (if t h e y  are a l r e a d y  e m p loyed by the State) or by h i r i n g  
t h e m  at an a p p r o p r i a t e  a d v a n c e d  step.

The State of A l a s k a  will b e n efit in e m p l o y i n g  C e r t ified 
Profes s i o n a l  S e c r e t a r i e s  and Professional L e g a l  S ecretaries 
w ho v i e w  t h e i r  jobs as w o r t h w h i l e  careers, b r i n g i n g  a h i g h e r  
c a l i b e r  of job p e r f o r m a n c e  and commitment to the workplace.

/laj

1 "Alaska O c c u p a t i o n a l  Information", A l a s k a  D e p a r t m e n t  of 
Labor, p a g e  25, t a b l e  II-l, p u b l ished January, 1985

2 A laska D e p a r t m e n t  of Administration, D i v i s i o n  of Personnel

3 Patti Rizer, A n c h o r a g e  Community College, O f f i c e  
O c c u p a t i o n s  Depart m e n t



S U C C E S S F U L  S T A T E  R E C O G N I T I O N  T O  D A T E

Florida

Illinois

Indi ana 

Iowa

Kentucky

Montana

North Dakota

Nebraska

Tennessee

Virginia

- Director of Personnel incorporated CPS in class specifica­
tions of Secretary III through Executive Secretary III, and 
placement on registers for consideration for promotion 
without further testing. Memorandum issued May 20, 1971.

- University Civil Service System added CPS in class specifica­
tions. In 1979 the Illinois Department of Personnel stated 
recognition of significant attainment and determined that 
for certain state positions requiring college training or 
experience in the business administration field, cer­
tification as a professional secretary can appropriately be 
recognized as being equal to the completion of two years of 
college training. This was implemented on April 1, 1979.

- The minimum qualifications required in applying for jobs 
will be modified to reflect the importance of the CPS 
Program and allow employees to qualify for promotions as of 
February 1, 1979. The State Personnel Division is pursuing 
the possibility of awarding additional recognition and/c 
monetary rewards.

- Iowa has two merit systems in state employment. The Iowa 
Merit Employment Department, in 1978, incorporated CPS in 
class specifications of Secretary I through Administrative 
Assistant I and II, and Administrative Officer I. It was 
stated that the Extra Meritorious Increase ruling would be 

relevant to the pay issue.

The Iowa Board of Regents Merit System has included CPS in 
class specifications of Secretary III and IV, and Office 
Coordinator 1 and II. Effective July 1, 1979.

- One-step increase for CPS rating granted by Department of 
personnel--1975.

- States recognition of CPS Program, and directs that a system 
be developed to "provide opportunity for merit pay or pro­
ductivity bonuses, based upon demonstrated superior job 
performance; and to implement the system to encourage 
employee initiative in gaining increased relevant job 
knowledge such as demonstrated by professional 
certification." Joint resolution passed in 1979.

- Bill passed the legislature in 1977, commending CPS in 
government employment as well as in business and private 
industry.

- Director of Personnel gave directive granting merit increase 
on presentation of certification--1976.

- 1972 legislation giving automatic two-step increase on CPS 
certi fication.

- 1975 legislation giving consideration for promotion for CPS.

R E V  5 / 8 0



E X H I B I T  7 . I . - 2 C .
EXAMPLES OF RECOGNITION BY FEDERAL GOVERNMENT

Marshall Space Flight Center in Alabama grants a two-step increase recognizing 
sustained performance after achieving the CPS rating.

Chanote Air Base in Illinois has offered CPS classes.

Goddard Soace Flicht Center induces CPS preparation classes as part of thier 
career aovancament program.

Department of State Secretarial Task Force Report of 1975 recommends recogni­
tion of CPS' rating in government employment.

Five entries in the Congressional Record by senators and representatives 

commending the CPS program.

NASA grants two additional step increases in recognition of sustained high 
quality performance above that ordinarily found in a secretarial 
position, as a direct result of special achievement in the CPS 
program.

Federal Regional Council of New England sent out proposals to .its various
agencies in 1574. The proposal granted two-step additional increases 
for certification, plus expenses involved in preparation for the 
examination. The proposal.was signed and accepted by:

Department of Labor 
Environmental Protection Agency 
Department of Housing and Orban Development 
Department of Transportation

iiid-Continent Federal Regional Council which includes Iowa, Kansas, Missouri, 
and Neoraska has agreed to distribute information on CPS to its 
agency offices.

•
Dvess Airforce Base at Abilene, Texas recommended CPS in its newsletter of 

June, 1577.

‘n'richt-Patterson Air-Force Base pays the registration and processing fee for 
tneir qualified candidates.

Further information on all of these recognitions is available from your district 
representative on the International CPS Service Committee.

C
I i
V
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A  s a m p l i n g  o f  q u e s t i o n s . . .

certified professional Secretary E X A M I N A T I O N

Certified Professional Secretary . CPS', is the registered 
sev 'ce 'nark tor the rating that has oecome tne recognized r tan- as'd o' measurement of secreta’ a Deficiency Since the first Cemifieo Professional Secretary Examination m 1951. 18.396 have achieved the CPS rating 7o attain the CPS rating, a secretary must meet certain ecu- cation qna work experience reguirements. anc pass tne two- cfa,1 examination The six-pah examination is admin'ste'ec annually m Ma\ c, the Institute lor Centring Secretaries a oeoartmen: o4 P'pfezsC'c- Secretaries Internationa'

Although ac-.antageous r  embe'S" p .n PSi is not reauirec to oeoorne a CPS T'ne CPS £xamira:-on cove’s six pan- oe- hano’ science m Pusmess Dus ness 'aw econom'cs a~c man­agement accounting c’hce Sdnvmstratand common oaton. anc o,:’ce technology For additions1 information and apo caton to st to’ me ex- amirs: on recuest a nee cop. o' Capstone horn PS!Tne 1986 CPS Examination wit oe ao~' r ’Ste'eo t.'a, 2 anc 
3 Deao1 ne for application k D e o e m p e ’ '

Tne Samsung o' cues : cos f'om the CPS Exam.nation canes 
was preps'sd for CPS caoa cate; to provide a genera* ove-view o' 
the exarmnct.or, Tne auescons are intended to ce representat .e 
of tne content examinee and to demonstrate the forma; in v.mcn 
auestons are cast The number of Questions in the sample tests is 
net commens'u'ate with tr.at m tne CPS Examination There is no 
intent to suggest tnat fam. .arity with the questions in this Doo-.et 

insure a'cancdate success on tne entire CPS Examination 
We do reromimena mat tsvmg objective examinations be a- 

imbonant pan o' any CPS study program Use of tnis sample w 
be a wohhwhi e expenence for candidates ana a guide for mst'uC- 
tors vho wish to develop otner examinations for their study courses 

Thi CPS Examination contains three levels of multiple choice 
questions

1. Facts, terminology, and dates (basic knowledge)

2 Concepts p'ocedures. a~d onrsc.p es -nce'Stanc ■:
2 Acbi c a io "  and mte’P'eta: :• o' cc':-:cts 
Le.e 2 a n a ie .e  3aue5t c-- s tes ;fo 'anp-e* ie .e  of-mow eoge 

anc a S'pnificam number o' ouestons ace oes gnec a' tnese e.e.s 
Pease re te ' to tne follow .ng  Questions n eacn can o' the samo e 

ajest ens ,o r r uSt'atons of o-est-ons a- eacn ,e<e
Example ri Questions Testing Each Level of Knowledge

f  cf Questions L*?.0: * Le-e I LrVr
Part l * mc. * tL
Part ll r) 5
Part III 6 9 12
Paft IV 7 11 5
Pan V 1 6 10
Part VI 15 11 ‘3

A N S W E R S H E E T  
F o r S a m p l i n g o f T e s t  I t e m s

For each item you a-e to decide which one of thefou' choices BEST answers!he Question o-completes ;ne statement 
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' The leade' wrattempts 
!o help a group organize 
themselves into a produc­
tive unit is usino 
A author tana- teaze-- 

sr.ip
5 Pu'ea.ucrat'C foaae'- 

snc
C free-rem leaae'-hip 
D participative leacf'- 

sho
2 You have been wo'vng fo' 

two months in tne Pur- 
;has nc depa'tment c' a 
large compan, Tne su- 
oervising secreta'y g .e; 
you a new ass gnmer- tc 
ao a-a sne ?e ~ , 3u :na‘ 
sne hopes you .v oo *n; 
job accurate > r'ousnoua 
A ask her wnat sne means

Pj her remanr smce n 
one has compiamec 
about you' wck 

B cnore tne rema'*
C sa; not" "c L_t ma-e

sure eve'vtnmg :s com­
pleted perfectly 

D suggest that she have 
someone else do the job 
if she does no! like your
WO'-\.

3 Brooks position is satis­
fying and there .s oppor- 
tunity for aovancemen* 
but Brooks has been o' 
ferec a position with an­
other company with a 
substantial increase m 
saiary What type o‘ con­
flict will be involved m 
Brooks oecision'
A Approach-approach 
B Appioach-avoidance 
C Avoioance-avoidance 
D Double approach- 

avo oance
4 Tne process of copying th-:- 

beha vor of a oem on high, 
regarded in a gruup or or­
ganization in orde' to en­
hance nis her chances o’ 
acceptance is caiie-d
A cognTive d'ssonance- 
B conlormity 
C identification 
D reaction formation

5 When Rosen pined a new 
firm. Rosen wanted to fee1 
a paM of the group Th-s

is called
A physiological drive 
B security onve 
C self-esteem 
D social drive

6 Pat is seeking certificate " 
as a CPS. and has ac­
cepted most of the pro'es- 
sionai value ana belie* 
communicated Py the CPS 
members of her loca1 PS’ 
Chapter These CPS 
members provde Pa: w "  
what is commonly know 
as
A control g'oup 
B formal gm id 
C informal c .uc 
D reference group

7 Roosevelt gves Floyd a 
hign rating as a secretar, 
because Fioyd ts pleas­
ant cooperative, a fas' 
typ s' willing to learn ar z 
a ways ounctua1 Fpyds 
typ>ng accuracy is poo' tc 
fair The mgr rating is an 
example o*
A harmonizing 
B the ’ halo effect 
C the Hawthorne effect 
D Theory 2

8 The tendency to evaluate 
an ind'vidua1 as high o- low

many traits oecause tne 
evauator already knows 
or believes the individual 
to bo high o' low in one 
t.rc t is known as 
A hato‘ effect 
B first ‘mp'ess'on 
C mmd-set 
D mistaken identity.

9 The most common re- 
soonse to the fear stim- U.US IS
A aggressive behavior 
B fugh! or fight 
C high biooo p'essu'o 
D internal reactions

10 You are the newly em­
ployed secretary to the 
manager of a small, out 
rapidly growing, insur­
ance company, with the 
resoonsibihty ot supervis­
ing a clerical staff of twelve 
You nave Deen given a free­
hand fo make any changes 
in procedures and rou­
tines mat you see fit You

have been proceeding 
cautiously but have ob­
served that you might have 
some opposition from five 
clenca1 workers who are 
very friendly—they go tc- 
getne’ ana socialize a‘‘e' 
hours In order to svoio 
some of these possible 
difficulties, you should 
A do all of the foliow.ng 
B determine the persona 

coals ot muiv Cu5 
meows anc worK w to 
tnem

C listen care)uiiy to sug­
gestions f'om mem- 
oe-'. n' me in fp 'm a 
croup

D try to fmc out now 
memoe's of this tr.fo'- 
mar q'ouo feei about
C£,r*3in C*~ 3G ^ v  Ov* 
•tVfln! to introduce

tr Tne office manage' vv~: 
st'esses tne importance 
o' cett-ng a'-ong wnose 
Sta*f proauct'O n is o r  s 
plateau, who ciose', fo!- 
lows outdated policies ana 
who discourages new 
iaeas is characterizea o> 
A conflict 
B conform ity  
C c'eativity 
D flexibility

12 Translating an iaea into a 
message is calied 
A communicating 
5 decoding 
C encoding 
D feedback loop

1 A contract which has fu 
legal effect as to one o' 
the parties, but is not en­
forceable against the other 
party against his wilt is
A valid 
B v o ig  
C voidable 
D unenforceable

2 Subject to certam excep­
tions the contracts en-

i3Fear of change can be 
disturbing as change itself 
because
A ail changes are not re­

sisted
B a» types of change are 

normal in employment 
C it produces loent ca 

symptoms 
D peopie wii: not secu-e 

themselves from, dis­
turbance o '  that bal­
ance

t4 A'ter nan explains a new 
proceouretoTavfor anew 
employee, she real zes 
f’om some nonverba' c j ~ i  
tna' Ta.ior ooes not u-- 
ae'stsnc completely wnat 
she nas said Han snou'd 
say
A As« me if yduhavean, 

djes'iO-ns wner. yo. ao 
it

B i repea’ wnat : .s* 
sa c sc I m certam you 
ur de's;anc 

C Lets go over it aga-n 
This hme you desc'-oe 
the procedure to me 

D "You don t understand 
do you9 I guess I dor t 
exo'an it very we1

15 A committee formed to c - 
03” ze a caree' confe-- 
ence is best describee a; 
a an
A ad hoc 
B project group 
C standing 
D tss- g'oup

te-ed into by minors a-e 
A nonvoidabie 
B valid 
C void 
D voidable 

3 While Gmger was visit ng 
Margie Margie offered to 
sell her a figurine for S50 
Ginger said she woufo like 
to have the figurine for S40 
When Margie refused to
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take S40. G in g e r  ag-eed 
to pay the 550 Must Mar- 
aie pari with the ficurine 
for £50 9
A No By making a quali­

fied acceptance Gin­
ger rejected tne ongmal 
offer

B No An offer lapses if it 
is nol accepfed wifnm 
the specified lime or 
within a reasonable time 
if no time is stated 

C Yes The tardiness of 
Ginger m making uo ner 
mmd to pay the S50 
should not preclude her 
from purchas'no the fig­
urine

D Yes There is a valid of­
fer and acceptance

4 The Statute o‘ imitations 
provides that
A after a certain numoer 

of years have oassed a 
contract in cia m is 
barred 

B the number of parties to 
a contract is limited in 
accoroance won the 
Statute 

C the terms of a contract 
are limited m accord­
ance with the Statute 

D the time a contract may 
run is limited in accord­
ance with the Statute

5 In order to establish tit'e 
to real propedv by ad­
verse possession, the 
party so claiming must, 
among other things
A be acting in gooa faith 
B have had a cont nuous 

possession tor tne pe­
riod prescribed by the 
statute of limitations 

C have originally been on 
the land with the con­
sent of Ihe owner 

D record Ihe clam

6 If Bill owed Barba's a oebt 
that became due and pay­
able June 1. 1982 (as­
suming a six-year statute 
of hmilations). the clam 
would be outlawed June 
1, 1988 However. Bill 
made a payment on ac­
count on May 1.1988. and 
Ihe clam thus wouio be 
outlawed
A June 1. 1988 
B June 1. 1994

C May 1.1988 
D May 1. 199J

7 The Statute o! Frauds pro­
vides that contracts mus* 
be in writing unless per­
formance can be com­
pleted withm
A 3 months 
B 6 months 
C 1 year 
D 2 years

8 A professions agent sucn 
as a lawyer or broker
A can be either a general 

or a special agent.
B is unoer his prmcbai s 

control as to the busi­
ness acts he perfo'ms 
for hmsetf 

C may not se've in that 
same capacity for a 
number of persons 

D must have a signec 
contract ot agency

9 When the endorser merely 
signs the paper the en- 
oorsement is
A biank.
B ouaiifieo.
C restrictive.
D special

10 Carmichael, as agent of 
Superior Construction 
Company, was author­
ized to purchase various 
quantities of different types 
of bunamg matenals He 
made a contract to pur­
chase such materials from 
Benderson Concrete Cor­
poration. but did no! dis­
close that he was acting 
as agent for the construc­
tion company Under these 
circumstances which of 
Ihe following statements 
is TRUE9
A The construction com­

pany •; not liable for the 
contra:! made by Ca'- 
michael. unless it rati­
fies the contract 

B The concrete corpora­
tion may hold the con­
struction company liable 
when n discovers the 
identity of the principal 

C The concrete corpora­
tion may not hold the 
construction company 
liable, since the con­
tract was not made in 
its name 

D Since Carmichael en­

tered into Ihe contract 
with the concrete cor­
poration in his own 
name be alone is re­
sponsible for the con­
tract

11 All employees of Ihe XYZ 
Corporation are reputed 
to sign an agreement stal­
ing that any inventions they 
design while employed 
mere are the property of 
the corporation. Bill Smith, 
an emDloyee. designed a 
camera smaller than the 
one marketed by the XYZ 
Corporation He did the 
work on his own time but 
useo the corporation s 
eouipment to builO the 
moae. Bill Smi'h tnen left 
the XYZ Corporation to 
market this camera Tne 
XYZ Corporation brought 
suit against Bill Smith Un­
der tnese circumstances
A B'll Smith shoufo be 

awaroec judgment. He 
designed the camera on 
his own time ana was 
not compensated for his 
efforts by the corpora­
tion

B Bill Smith should be 
awarded judgment 
Since he is no longer an 
employee of the XYZ 
Corporation, he can no 
longer be held to the 
agreement.

C the XYZ Corporation 
should be awarded 
juagmenl. The employ­
ment agreement is valid 

D the XYZ Corporation 
shouio be awa'deo 
judgment. Their equip­
ment was used in de­
signing the model so it 
has a claim on the in­
vention

12 Blav waE negotiating to 
purchase an oil painting 
owned by Whitney's es­
tate Blair insured the 
painting against lire wind­
storm and theft Could Blair 
recover the loss it any ol 
these perils damaged the 
painting?
A Yes—Blair paid tor Ihe 

insurance and could re­
cover the loss.

B Yes—Blair was negoti­
ating to purchase the

painting and therefore 
had proved intent to 
purchase.

C No—Blair did not hava 
an insurable interest in 
the painting.

D No—once the painting 
was destroyed or sto­
len. Blair lost any insur­
able interest

13 A buyer who. after ac­
cepting goods, discovers 
defects that could not have 
been found earlier by a 
reasonable inspection
A may make repa rs and 

bill tne seller.
B may revoke accept­

ance
C must keep the goods 

tnat have been already 
accepted 

D must return the goods 
immediately.

14 Georce bought an expen- 
s.ve watch from Joe who 
c:a mea that it was an in- 
her.:snce and that his 
grandfather s initials were 
eng-aved on the back. A 
shod time later. Phillip saw 
the watch and claimed that 
Joe had stolen it from him. 
Pn'Uip proved ownership 
of the watch and forced 
George to return the watch 
because
A Joe did not have title fo 

the watch.
B Joe s actions were not 

covered by the Uniform 
Sales Act.

C Joe could be prose­
cuted under the Statute 
of Frauds.

D George can sue for re­
covery of the purchase 
price plus damages

15 To enable a creditor to re­
ceive any distribution from 
the assets of a bankrupt 
oebtor's estate, he she 
must
A appear in court to prove 

the claim.
B tile in court a suit against 

the debtor.
C hie with the court a 

sworn statement of the 
claim and the basis 
thereof 

D w rite a demand letter to 
the debtor.



1 The setting ot objectives, 
utilization ot these objec­
tives in the management 
process and measure­
ment ol individual and or­
ganizational performance 
against these objectives 
is known as
A the Law ol Diminishing 

Returns 
B Management by Ex­

ception.
C Management py Ob­

jectives.
D the Management Pro­

cess Cycle.
2 Which o< the following 

schools of management 
relates specifically to an 
analysis of the experience 
of successful managers7 
A Decision theory
B Empirical 
C Mathemaiica.
D Socia. systems

3 The first step in achieving 
effective delegation is to 
A assign duties neces­

sary to complete the 
task.

B determine objectives 
C establish necessary 

controls 
D select best cand'date 

based on joo require­
ments

4 One of the major draw­
backs ot the division of 
work' principle is that

A it leads to boredom and 
cuts down on produc­
tivity

B no consideration is 
given to interpersonal 
relations 

C no consideration is 
given to the working 
environment 

D the focus is upon a sin­
gle segment of a com­
pany "

5 One of the primary advan­
tages ol individual propri­
etorship is the
A availability ot unlimited 

resources 
B contro' over issuance o' 

stock
C oecision-making flexi­

bility afforded tne owne- 
D limited liability of the 

owner for any debts in­
curred

6 Management is del neo as 
A money, materials and

human resources.
B serving goals and ob­

jectives for the benefit 
of an organization 

C setting goals and 
measunng results.

D the coordination of an 
resources

7 Discrimination agamst 
women in employment is 
prombited by the
A Civil Rights Act of 196-

B Equal Rights Amend­
ments

C Fair Labor Standaros 
Act of 1938 

D Nineteenth Amend­
ment

8 A serious problem facing 
business today in at­
tempting to comply with 
pollution controls in­
volves
A all of the following 
B complying with the re- 

auirements ol the Oc- 
cupat onal Safety and 
Heaitn Administration 

C maintaining good 
standing with the Or­
ganization of Petro­
leum Exporting 
Countries 

D providmo convenience 
P'oducls white main­
tain,no environments' 
aua'i'.y

9 Wmch o‘ the following is 
NOT consioereo a pro­
gressive tax'1
A Corporate income 
E Exc.se 
C Inho' tance 
D Persona, income

10 When prices go dov. , 
consumers wii: Duy more 
How much more is deter­
mined by the
A elasticity of demand 
B income elasticity 
C price elasticity.
D umtary elasticity

11 Tne rate o' int. -est paic to 
the Federal Reserve 
Banks by member banks 
is caned the
A discount rate

B federal reserve rate 
C prime loan rates 
D reserve rate

12 It national income tails 
unchanged tax rates on 
pe'sonai and corporation 
income will
A not change lax reccpts 

to the government 
B resuM in higher tax re­

ceipts for the govern- 
ment

C results in lower tax re­
ceipts tor the govern­
ment

D tend to be Hexible
13 Who or what has ultimate 

control over what wilt be 
done with the nation s re- 
sou'ces7
A Consumers 
B Soeciai interest grouos 
C T ng economy 
D T-e rise and fat* ot the 
G\=>

lAWne- oroducers aecioe 
now much they w„- pro­
duce w tnout giving 
thought to tne effect each 
one may nave on once

s *3  ̂'1C P-SCr
A An increase in supply 
B Ec-ilicr urn 
C Monopolistic competi­

tion
D Pure competition

15 R:smg wages of American 
workers are made possi-
Die py
A agg'egate demand 
B tne growing supply of 

laoor
C a higher standard of liv­

ing
D increased productivity

PART IV 

A CCCLT”
1 The check register is a 

simplified version of the 
A Capital account
B Cash Payments jour­

nal
C General journal 
D Petty Cash journal

2 To minimize the possibility 
of inefficiency, errors and 
fraud, assignments of a 
sequence of related op­
erations should be the re­
sponsibility of

A one department withm 
the company 

B one individual 
C the owner ot the com­

pany
D two or more persons

3 Tight Corporation has es­
tablished the policy that 
advantage be taken of a!' 
available cash discounts 
on purchases, even 
though it may be neces­
sary to borrow the money

witn which to make tne 
payment An invoice tor 
51.000. with terms ot 2 10 
n 30 is to be paid within 
the oiscoun: period witn 
funds borroweo for the re­
maining 20 days of the 
credit period at an annual 
interest ra'e of 6 percent. 
The net savings to the 
purchaser is 
A S 3.27.
B S10.20 
C S16.73 
D S20.00.

4 When a voucher system is 
used, the voucher register 
replaces which one of the 
following journals?

A Cash receipts 
B General 
C Purchases 
D Sales

Questions 5 and 6 are Daseo 
on the following information 
January i . Inventory 200 units 
at S9. March 10. Purchase 300 
units at 510: Sept 21 Pur­
chase 400 units at S11. Nov. 
18 Purchase 100 units at S12 
The phys'cal count on Decem­
ber 31 indicates that 300 units 
of the commodity are on hand.
5 Based on the last-m. first- 

out method of inventory, 
what is the value ot the 
December 31 inventory?
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A S2 800 
B 53.120 
C S3.400
D S3.500

6 Based or. the weighted- 
average methoo ot inven­
tory what is the value o! 
the Decerr.oer 31 
inven!ory7
A S2.800 
B S3 120 
C S3.400 
D S3.500

7 A tna< oalance indicates 
A comolete proof o< the

accuracy of tne ledger 
B net profit or loss 
C postings to the ledger 

are accurate 
D the debits ana credits 

are equal
8 The journal entry to record 

the issuance of a check to 
replenish the imp-est oett;, 
cash 'und is a dedit to
A Cash and a cred t to 

Petty Case 
B Petty Cash and credit to 

Cash
C the appropr.ete ex­

pense account and a 
credit to Cash 

D the appropriate ex­
pense account and a 
credit to Petty Cash.

9 Alter closing entries are 
posted, the temporary ac­
counts are ruled to indicate 
A that all temporary ac­

counts have been 
totaled 

B that the books are in 
balance 

C that the totals have been 
verified 

D the end c! one perioo 
and the beginning o' 
another

10 A trade discount is a (am 
A allowance for trade-in 
B credit tor defective

material 
C deduction from list or 

catalog prices.
D discount for prompt 

payment
11 The ledger balance in the 

Petty Cash account 
changes when
A a balance sheet is 

made

B a check is written to in­
crease the petty cash 
fund

C a check is written to 
reimburse lor items paid 
Irom the petty cash fund 

D the books are closed
12 Which of the following en­

tries should be made to re­
cord the expiration of 
prepaid insurance at the 
end o' the fiscal year'’
A Deb.t Cash. Credit Pre­

paid Insurance 
B Debit Insurance Ex­

pense. Credit Prepaid 
Insurance 

C Debit Prepaid Insur­
ance. Credk Cash.

D Deoit Prepaid Insur­
ance. Cred't Insurance 
Expense.

13 It a company gives a note 
payapie for S4.000 wh,ch 
one of the following de­
scribes Ihe effect ol the 
transaction upon the ac­
counting period7
A Assets increase by 

S-i.900 owner s equ.ty 
deceases by S4.000

B Both assets and liabili­
ties increase by S4.00C 

C Both assets and own­
er s equity increase by 
$4 000 

D There would be no 
change in the equation

14 The entry to record the 
cash payment for the store 
bunamg rental would be
A cebil Cash, credit Pre­

paid Rent 
B cebit Prepaid Rent 

credit Accounts 
Payable 

C debit Prepaid Rent.
credit Cash 

D oeDit Rent Expense: 
credit Prepaid Ren;

15 l‘ union dues have been 
ceaucteo from employ­
ees earnmgs the com­
pany must consider this 
aeduct.on until the 
amounts are paid to the 
union as a (am
A current asset 
B current liability.
C expense.
D ‘ *e-q iiab'litv

1 In o'canizing a repcr! there
must be
A a common aenommato' 
B a conclusion 
C a recommendation 
D subject coverage

2 The Paso reauiremen; o* 
a form sa es letter wouic 
be to
A ersure a positive 

response.
B gam attention.
C in'roouce tne p’Oduct 
D outline sales strategy

3Cohe'ence in a letter is 
BEST achieves by 
A arranging oa‘a in a log- 

ica1 order 
B repetitious use of the 

same words 
C the use of transitional 

words to tie in with the 
following sentence.

D using action words.
4 Deciding the caption by 

which an item is to be filed 
is called 
A coding

B indexing 
C screening 
D sorting

5 A convenient memory aid 
where pending work is 
noted by due date is callea 
a
a. daily work plan 
B schedule 
C tickler file 
D work flow chart.

6 In reprographics, the term 
duplexing is used when

referring to
A copying on both sides 

o! a sheet of paper 
B dual finishing.
C dual imaging 
D two drums on a copier

7 Which one ot the following 
answers correctly com­
pletes this statement A 
passport
A has no expiration date 
B includes a photograph 
C is issued at no charge 
D may include more than 

one member ol a family

8 A broken bar chart is useo 
to show that
A components are from 

two different time 
periods 

B different (actors con­
tribute to a total figure 

C Quantities are so large 
some parts have been 
left out 

D the zero is placed at 
midpoint on the scale 
instead of on the verti­
cal axis

9 Tne you" attitude in letter 
writ.ngisBEST expressed 
by which one o! the follow­
ing statements7
A Avoid too frequent use 

of the pronoun I.
B Repeat the reader s 

name Irequentty in the 
letter

C Use the pronoun "you 
Irequently 

D Write from the reader s 
point ot view

10 When typing a report for 
the next board meeting. 
Sharon had to use various 
levels of head ngs lor cap­
tions) Which one of the 
foliovvir.q statements is 
CORRECT7
A Subheadings may be 

fiush with lett margin or 
indented, depending on 
degree.

B Subheadings will be all 
capta1 letters, without 
underlining 

C Superior headings may 
be flush with left margin 
or indented five spaces. 

D Superior headings will 
be fiush with lett margin 
and underlined.

11 Which one ol the following 
statements would be Ihe 
BEST indication of the re- 
soect a writer has lor the 
reader7
A Although you did not 

make your payment on 
time, we will still credit 
your account.

B Since we are the larg­
est dealer in this prod­
uct. we can afford to give 
you a good deal 

C Since we value your



opinion, please com­
plete the enclosed reply 
card concerning your 
recent order 

D The only way to ensure 
prompt delivery is to mai 
your order early

'2 An ultimate goal of busi­
ness communications is to 
create
A a good corporate image 
B d 've rS'fication.
C goodwill 
D less paperwork

13 When organizing a report 
you should build the out­
line around
A new items.
B predetermined problem 

factors 
C the objective o' tne 

report 
D the table of contents

14 Which one ot the following 
sentences illustrates 
CORRECT capitalization7 
A A laminar New Orleans

landman- is Ihe french

Quarter area 
B A 1984 Porsche 

emerged from the Hol­
land Tunnel 

C Correcl Capitalization 
helps to clarify ideas and 
also emphasize woras 

D The White House is lo­
cated in Washington in 
the District Of Cotumoia

15 Air fares ana services vary 
substantially. Which one 
0> the following state­
ments regarding air fares

and services is 
CORRECT7
A Coach lares j ic  the 

leastexoensiveofallair 
tares

B Excursion fares are 
higher because ot spe­
cial arrangements 
available 

C First class service pro­
vides more (rills 

D Night (lights provide 
more specialized ser­
vices because of fewer 
travelers

1 The office management 
concept o' integrating <e,  
information funct'ons 'n;e 
one comouter-basec sys­
tem is called a an
A automated o,f-ce 
B satellite office 
C systen.j office 
D technology o*fice

2 Coo es that aopea1 to ra ve 
been p-o'ess.ona . onn-.ec 
most likeiy come from
A copy sets 
B phototypesetting 
C spin! duplicat-ng 
D xerography

3 If your firm does not have 
a computerized ma-iing list 
system to handle a large 
monthly maJ-Ou! i! I - e . uses* 8 an
A addresse'-pnnte’
B copier-duplicator,
C electronic typewriter 
D typmg pool.

4 A central,zed purchas-ng 
Drocess that is estab­
lished for the procurement 
ol office furniture 
equipment
A allows flexibility to ad­

just to maividua neecs 
E may nave functions as­

signed to each option 
C provides improved 

planning ana control 
D requires agreements to 

match individual ce- 
par!men! budgets

5 Which one of the following 
is NOT a magnetic
ned-um7 
A Card 
B Disk 
C Record 
D Tape

6 Tne most efficient method 
ot producing catalogues 
c-rocnu'es reports, etc 
where n -. aned type styles. 
sizes anc coiors are de­
sired. is tne
A azograph process 
B o.azo process 
C duplicator
D offset composer

7 Tne maid'.-, o‘ wore pro­
cessing feasibility stoats 
focus on the work per­
formed by
A managers anc princi­

pals
B manage'5 ana secre­

taries.
C principals 
D secretaries

8 A traditional !e::e'-S‘zea 
cabinet in a central filing 
system requires
A 3 to 5 sauare fee!
B 5 to 7 saua'e tee!
C 6 to 10 sauare feet 
D ro tc- 12 sauare feet

9 Tne Jones Company has 
deodea to restructure us 
office system to use au­
tomated cecaration of 
typewritten ana printed 
documents p-epared Dy 
specialized office person­
nel This function is know 
as
A adrnmistrat ve support 
B computat-on support 

system 
C records management 
D wora processing

10 Jordan has a micro com­
puter at home To com­
municate with the 
computer system at the 
office, which of the follow­

ing eouoment will be re­
quired at n-s residence7 
A Mooem 
B Lin-vrtg car'e 
C Electronic typewrite- 
D Cathode rav tube

11 Whicn one 0 ‘ trie following 
devices p-ocesses data 
transferee to it by a ' in­
put device and m turn 
trans*ers the results to an 
output dt.-ice7
A Centra processing unit 
B Contrp- urn;
C Baton processor 
D RepO't prog'am oper- 

atof
12 The reprographic p'ocess 

which comPmes capabili­
ties o' a computer and 
phototypesetter is the
A electronic copier 
B fiber optic copic-r 
C intelligent cop-e- 
D photocopier.

13To integrate word pro­
cessing with other office 
functions n linkage can be

used to facilitate commu- 
n cations within the office 
O' company This eiec- 
t-onic lining is 
A central processing unit 
E local area network 
C snared resource sys­

tem.
C word processing mod­

ule
14 Tne D'ocess of reiavng 

messages from  one place 
tc another without paper IS C S 1’®-
A teecommjmcations 
B c.stncut on 
C ie.se- prmtmo 
D OCR

15 The pr.mary objective o) 
botn data and word pro­
cessing is
A to comp.ete the work in 

less time 
B to produce more infor­

mation 
C create fewer jobs.
D to have one piece of 

equipment to perform 
both functions.

CPS Sample Examination 
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May 15, 1987

The Honorable Fran Ulmer 
Alaska State Legislature 
P.O. Box V 
Juneau, AK 99811

Dear Representative Ulmer:

House Bill 257 relating to the recognition of secretaries with 
the Certified Professional Secretary (CPS) and Professional 
Legal Secretary (PLS) ratings ard working for the State of 
Alaska has come before the House State Affairs Committee for 
consideration.
I would like to thank you for scheduling this bill for hearing 
and submit the following information for the Committee's 
consideration.

A secretary's professional competence is demonstrated through 
the performance of routine as well as non-routine duties. New 
responsibilities are considered a challenge and an opportunity 
to expand and grow professionally. Striving for and receiving 
the CPS rating is a major step in the professional growth of a 
s ecretary.

Preparing for the two day examination requires a lot of time, 
effort, and dedication. The exam covers six different areas 
ranging from economics and business law to office communica­
tions and technology. Many secretaries are not exposed to all 
six areas in their jobs which means more research and studying 
is necessary to prepare. The six year time frame for passing 
all six sections is indicative of the difficulty of the exam. 
Figures from the 1985 test results show that only 12.9 percent 
of the 2,248 candidates passed all six sections on the first 
attempt. On the opposite end of the scale, 31.8 percent of the 
new candidates did not pass any of the sections.

Alaska presently has seven testing centers, all of which 
provide review courses for the CPS examination. As of 1935 the 
total number of secretaries in Alaska who had attained the CPS 
rating was 149. I received my certification in 1986.

If passed. House Bill 257 would be a great step toward
acknowledging the secretarial profession. A secretary with the



CPS or PLS rating is a great asset to the State of Alaska. 
Passage of this bill would mean that the State of Alaska as a 
whole recognizes the value of these secretaries and their 
dedication to the secretarial profession.

I respectfully request that HB 257 be moved out of committee 
with a do-pass recommendation to the Labor and Commerce 
Committee for consideration.

S ’.ncerely,

Gloria Birdsall, CPSg b



STATE OF ALASKA 1987 LEGISLATIVE SESSION
FISCAL NOTE

REQUEST
B i l l  V e r s i o n :  

P u b l i s h  D ate :
HB 257

R e v i s i o n  D a te :  ______________________

T i t l e :  An Act R e la tin g  to  C e r t i f ie d  
P ro fe s s io n a l S e c re ta r ie s  and Amending 
the Scope o f the  Personnel R u les .

Agency A f f e c t e d :_

BRU: Personnel
Admini s t r a t io n

SpO nSO I': M a r t in . P h i l l i p s ,  Hanlev, Barnes
R e q u e s t o r : __________________________________

C o m p o n e n ts  : Personnel

EXPENDITURES/R EVE JUES: (Thousands o f  D o l l a r s )
FY 87 FY 88 FY 89 FY 90 I FY 91 FY 92

OPERATING I
PERSONAL SERVICES 0 9.7 1 A .5 21.8  I 32.7 49.7
TRAVEL 0 0 0 0 I 0 0
CONTRACTUAL 0 10.0 0 0 I 0 0
SUPPLIES 0 0 0 0 I 0 0
EQUIPMENT 0 0 0 0 0 0
LAND 4 STRUCTURES 0 0 0 0 0 0
GRANTS, CLAIMS 0 0 0 0 I 0 0
MISCELLANEOUS 0 0 0 0 0 0
TOTAL OPERATING 0 19.7 n . 5 21.8 1 32.7 49.7

CAPITAL 0 0 0 0 I 0 0 .
REVENUE

FUNDING: (Thousands o f  D o l l a r s )

GENERAL FUND 0 19.7 14.5 21.8 32.7 49.7
FEDERAL FUNDS 0 0 0 0 0 0
OTHER 0 0 0 0 0 0
TOTAL 0 19.7 14.5 21.8 32.7 49.7

POSITIONS:
; !

FULL-TIME 0 0 0 0 0 0
PART-TIME 0 0 0 0 0 0
TEMPORARY 0 0 0 0 0 0

ANALYSIS: A t t a c h  a s e p a r a t e  page i f  n e c e s s a ry

See A t t a c h e d .

Prepared By:  Diana DeSimone
D i v i s i o n :  Personnel

Approved by C o m m is s io n e r : __________
Agency: De partment  o f  A d m i n i s t r a t i o n

D i s t r i b u t i o n  ( b y  p r e p a r e r ) :  

L e g i s l a t i v e  F ina n ce  

L e g i s l a t i v e  Sponsor 

Re qu est or

O f f i c e  o f  Management and Budget 

Impacted A g e n c y ( i e s )

Senate S e c r e t a r y Page

Phone:

Date:_

Date:

o f

46S-4430
A p r i l 13 . 1987

'3/1-2



FISCAL NOTE ANALYSIS 
HB 257

S e c t i o n  1 o f  t h i s  proposed b i l l  amends AS 3 9 . 2 5 , 1 5 0  t o  g r a n t  employment 

p r e f e r e n c e  r i g h t s  to  persons who ar e  c e r t i f i e d  p r o f e s s i o n a l  s e c r e t a r i e s  and 
p r o f e s s i o n a l  l e g a l  s e c r e t a r i e s  in  c l e r i c a l  or  s e c r e t a r i a l  p o s i t i o n s .

The b i l l  i d e n t i f i e s  " s e c r e t a r i a l  and c l e r i c a l  j o b  c l a s s e s "  as th o s e  to  r e c e i v e  

t h i s  employment p r e f e r e n c e .  The D i v i s i o n  o f  Pe rs onn el  would i n t e r p r e t  t h i s  to  

mean a l l  35 c l e r i c a l  r e l a t e d  j o b  c l a s s e s  co vered by th e O f f i c e  S k i l l s  T e s t .  
However, sp o n so r  s t a f f  i n d i c a t e d  by t e l e p h o n e  on A p r i l  2 ,  1987,  t h a t  t h i s  i s  

n o t  t h e  i n t e n t i o n .  I n t e n t  i s  to  i n c l u d e  o n l y  seven j o b  c l a s s e s :  S e c r e t a r y  I
and I I ,  L e ga l  S e c r e t a r y  I and I I ,  and E x e c u t i v e  S e c r e t a r y  I ,  I I ,  and I I I .

A t o t a l  o f  $ 1 0 ,0 0 0  i n  c o n t r a c t u a l  s e r v i c e s  would be r e q u i r e d  t o  implement  
S e c t i o n  1. Assuming t h a t  a d d i n g  p o i n t s  t o  f i n a l  sco res would be the  method 

used t o  award employment  p r e f e r e n c e ,  th e  D i v i s i o n  o f  Personnel  would have t o  
r e w r i t e  th e  two most complex  programs i n  th e  A p p l i c a n t  T r a c k i n g  System. I t  

would a l s o  r e q u i r e  m o d i f y i n g  th e  two l a r g e s t  re c o r d  f i l e s  on l i n e  p lu s  
a d d i t i o n a l  updates and m o d i f i c a t i o n s  to  o t h e r  p o r t i o n s  o f  t h e ' s y s t e m .

S e c t i o n  2 o f  t h e  proposed b i l l  would p r o v i d e  a d i r e c t  m o ne tar y  award i n  th e  
fo rm  o f  a "bonus"  s a l a r y  i n c r e a s e  to  th o s e  c u r r e n t  and p r o s p e c t i v e  S t a t e  

employees who h o l d  a C e r t i f i e d  P r o f e s s i o n a l  S e c r e t a r y  (CPS) o r  P r o f e s s i o n a l  
Legal S e c r e t a r y  ( P L S ) .  There ar e  a t  p r e s e n t  a p p r o x i m a t e l y  150 such i n d i v i ­

d u a l s  in  A l a s k a .  Th ere  are  c u r r e n t l y  266 p o s i t i o n s  i n  t h e  j o b  c l a s s e s  

me n t io n e d above t h a t  would  be e l i g i b l e  f o r  a CPS o r  PLS p r e f e r e n c e  und er  th is "  

b i l l .

The f o l l o w i n g  a ss u m p ti o n s were made i n  c a l c u l a t i n g  t h e  i n c r e a s e d  per so nal  
s e r v i c e s  c o s t :

As m e n t i o n e d  ab o ve ,  spo ns or  s t a f f  has i d e n t i f i e d  seven j o b  c l a s s e s  which 
would be impacted by t h i s  l e g i s l a t i o n .  The b i l l  s h o u ld  e v e n t u a l l y  be 

worded t o  s p e c i f i c a l l y  i d e n t i f y  th o s e  j o b  c l a s s e s .  C u r r e n t l y ,  th e  

w o rd in g i s  v e r y  broad, and would i n c l u d e  a l l  35 c l e r i c a l - r e l a t e d  c l a s s e s
c ov ere d by th e  O f f i c e  S k i l l s  T e s t .

A s t a r t i n g  f i g u r e  o f  seven p o s i t i o n s  i s  used which r e f l e c t s  the 

a s s u m p ti o n  t h a t  3 . OX o f  t h e  w o r k fo r c e  has o b t a i n e d  a CPS o r  PLS. T h i s  i s  
based on do c u m e n ta t i o n  p r o v i d e d  by th e  s p o n so r.  A c c o rd in q t o  t h i s  

d o c u m e n ta t i o n  t h e r e  are  5 ,7 5 4  s e c r e t a r i e s  employed t h r o u g h o u t  t h e  s t a t e .
A t o t a l  o f  170 have a CPS o r  PLS, a mo unt ing  t o  3 . OX o f  a l l  s e c r e t a r i e s  

t h r o u g h o u t  t h e  s t a t e .  T h i s  f i s c a l  n o t e  uses t h e  3 . OX f i g u r e  as su m p tio n  

t o  r e f l e c t  th e  number o f  CPS and PLS employees w o rk in g  f o r  the  S t a t e  i n
t h e  seven s u b j e c t  j o b  c l a s s e s .  3.0% t i m e s 266 p o s i t i o n s  rounded o f f
amounts t o  seven now p o s s e s s i n g  th e  CPS o r  PLS.

A f u r t h e r  a ss u m p ti o n  o f  a 50X i n c r e a s e  i n  the number o f  employees who 

o b t a i n  a c e r t i f i c a t e  w i t h  each su cc ee din g f i s c a l  y e a r  i s  a l s o  employed i n  

th e  f i s c a l  n o t e .  T h i s  ass u mp tio n  i s  made because S e c t i o n  2 p r o v i d e s  a 
d i r e c t  m o ne tar y  i n c e n t i v e  f o r  o b t a i n i n g  the  CPS or  PLS. T h e r e f o r e ,  th e  

i n c r e a s e d  c o s t  i n  s u c c e s s i v e  f i s c a l  y e a r s  i s  based on i n c r e a s e d  numbers 

o f  employees q u a l i f y i n g  f o r  th e  bon uses ,  n o t  on assumed s a l a r y  i n c r e a s e s .
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Calculation of Annual Costs

JOB CLASS
NO. OF 

POSITIONS

AVERAGE 

PAY RATE 

(MONTH)
WEIGHTED
TOTAL

Legal  S e c r e t a r y  I 91 $ 2 ,1 5 5 $19 6,1 05
Legal  S e c r e t a r y  I I 30 2 ,3 1 4 6 9 ,4 2 0
S e c r e t a r y  I 108 2 ,0 4 2 2 20 ,53 6
S e c r e t a r y  I I 22 2 , 2 3 6 4 9 ,1 9 2
E x e c u t i v e  S e c r e t a r y  I 3 2 , 3 2 4 6 ,9 7 2
E x e c u t i v e  S e c r e t a r y  I I 9 2 , 6 0 8 2 3 ,4 7 2
E x e c u t i v e  S e c r e t a r y  I I I 3 2 ,7 9 1 3 ,3 7 3

TOTAL 266 $ 5 74 ,0 7 0

5 7 4, 0 7 0
(W e i g h t e d )  Average M o n t h l y  Pay R a te :  266

Bonus S a l a r y  I n c r e a s e  Per Person M o n th l y

S a l a r y :  .0355 x $ 2 , 1 5 8
B e n e f i t s :  p lu s  .33

<76
25$101

FY 88 Annual  Cost f o r  8

FY 89 Annual Cost  f o r  12 (50% i n c r e a s e )

FY 90 Annual  Cost  f o r  13 (50% i n c r e a s e )
FY 91 Annual  Cost f o r  27 (50% i n c r e a s e )
FY 92 Annual  Cost  f o r  41 (50% i n c r e a s e )

Annual C os t  f o r  266 ( I n c r e a s e  t o  maximum)

$ 2 ,1 5 8

Per Person Annual

$ 912 
300 

S I , 212

$ 9 ,6 9 6  
14,544 

21,8 16  
32,7 24  

4 9 ,6 9 2  
$ 3 22 ,39 2
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