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Introduction

Purpose

This booklet is designed to help you propare for specific New York State civil service
exams. The 42 practice questions that follow are examples of the kinds of questions
you're likely to encounter in several actual exams designed to test your yecord
keeping ability. The actual test quesiions may be formatted differently from what
you sea here, but they will require the same basic skills. To do well on these
questions, you need to pay close attention Lo details. You also need to understand
basic arithmetic, but you do not need to be o math genius! You are allowed to use
a calculator toe answer these questiona.

Study Gulde Contents

The [irst part of this study guide is composed of 42 multiple choice questions. An
anawor koy is located on page 25, followed by explanations of the correct answers,
beginning on page 286.

How to Use This Booklet

Complete a group of questions and then review your answers in the hack of the
booklet. Keep in mind that test makers often like to pose questions that force you to
read very carefully. For example, one section of this book gives you data for two years
but asks you questions about only one. Unless you read these questions carefully,
you may misinterpret them and choose the wrong answer.

Recommendation

It is very important to bring a caleulator to oxams that inelude questions on record
keeping. Even if you are confident of your math ability, it is easy to make mistakes
when doing calculations by hand,

Read each question twice to make sure you understand it. Don’t rush. There is
unsually more than enough time to answer these questions.

Good luek!



Use the tables on this page and the next page o answer questions | through 8.

Length of Residence for Eight Local Villages

- Length of Rosidenvo (yoars)
Villago Less than 2 2-D - 1¢-14 1h ar more:

Alheria Homeowners 287 FLE 1,004 1,209 670

| :

f Non-Hemeowners 112 420 250 243 129 E

Burtoin :I Homeownors 384 #76 1,667 1,437 05 i

Non-Hemeowners 123 454 355 408 136 !

Carlisle Homeownors 114 a7 T4 1,008 ; 602 It

i

Non-Homeowners L 208 231 379 246 IJ|
" Denton Homeownoers (97 6842 1,398 1,067 921
I Non-Tlomenwners 405 431 p4Y 371 269
Enflticld Homeowners 104 ant a02 470 32y
Non-Tlomenwnera 62 134 251 240 64
Fai_rﬁnlf] Homeownera 711 1,587 1,344 1,208 Baa
Non-Homeowiners 805 HT2 THS 3h0 230
Garratt Homoownors 202 481 GBS T3 678
Non-IInmeowners 116 228 2a{) 302 124
Madiey Homeowners 203 TaT 1,084 1,332 GRS
Non-Homueowners 11% 323 261 344 195




Length of Residence — Hope and Midland Counties

Hope County

I.ength of Residenca {years)
Village 5 or lezs 6=-5 10 or more
e
Hadley 1,440 1,335 2,009
Carlisle
BEnlisld
Denton A
TOTAL

Midland County

Longth of Regidence (years)

Village i nr less G-8 ¥ ar mora
Garrotl 1,021 G540 1,836
Pairfield
Alhoria B
Burton

e
TCOTAL




For oach of the following questions, select the letter (a, b, ¢, d) thal represents the
best choice of the four poasible answers.

Use the tables on the previous two pages 1o answer guestions 1 through 6.

I. What is the value of A?
a. 1,002
b, 2,135
¢, 1,279
d. 8856

2. Which of the following villages has the greatest number of residents who have
lived in the village for 10 years or longer?

a. Hadley
L. Burten
c. Inficld
d. Pairfield

3. What is the value of B?
8. 1,452
b, 2,256
o 2615
d. 504

4. What poreentage of the residents of Hadley have lived there for live years or
leag?

a. 27
b. 33
c. 45
d. It is not possible to tell from the data given in the tables



5. Which village in ITepe County has the most homeownors?
a. Fairficld
b. Hadley
c. Denton
d. Carlisle

G. Which of the following villages has the fewest homeowneors who have lived there
for nine years or less?

a. Hadley
b. Fairfield
Enfield
Alberta

=S



Use the information on this page and the next page to answer questions 7 through
12.

The table on the following page shows information you would need to use in ordering
office supplies. The table uses the following terms:

item The name of the item to be orderad

quaniity The minimum number that can be ordered. For example, the
quantity listed for pencils is 20. Even if you needed 25 pencils, you
would have to oxder 40 because you must order them in quantities
of 20Q.

beginning amt  ‘The amount on hand at the beginning of ithe monih.
amt recoived  The amount received during the month.
ending amt The amount on hand at the end of the month.

amt used The amount used during the month. You can use the followmg
equation to caleulate this amount:

amt used = beginning amt + amt received — ending amt

amt to order The amount to order. You assume that you will need at least as
much of each item as you used in the previous month. You can use
the following equation to caleulate this amoeunt:

amt to order = amt used — ending amt

If you end up with a negative number, this means that you have
more of an item on hand than you used in the previous month. You
don’t need to order any of this item,

Remembor to check the “quantity” column when you determane the
amount to erder, You may be required to order more of an item
than vou need. For example, if you needed 25 pencils, you would
have to order 40 hecause you must order them in gquantities of 20.

unit price The price for each unit of an item.

total price The total prico for the order. You can use the following equation to
calculate this amount:

total price = amt to order x unit price



iterm quantity | beginning amk ending | amtused | aml lo unit total
amt recaived amt order price peice
pencils 20 13 20 G 30 40 Bi 3.20
pens 12 20 12 18 12
paper 3 boxos 2 baxes Alboxes | 2 boxes 62
cHpsy
copy 0 reams T4} reams Sreams | 6 reams 4.25
paper
file 2 boxes 2 boxes 2 boxes 1 box .20
folders |
legal [ 10 24 20 10 75
pads
3-ring 12 8 12 i 3.29
binders

For each of the following questions, select the letter (a, b, ¢, d) that represents the

hest cholce of the four possible answers,

Use the table above and the definitions on the previous page to answer guestions 7
through 12.

7. How many reams of copy paper were used during the month?

a. 6
b, &
¢, 9
d 1

1




10.

11.

12.

How many pens should you order?
a. 12

b. 6

e O

d 24

What will be the total price of the legal pads you order?
a. $24.00

k. $7.60

c. $15.00

d. $22.50

Which of the following will you spend the second most moeney on?
a. paper clips
b, legal pads

pencils

d. copy paper

How many 3-ring binders should you order?
a. 8

h. 12

c. 24

d. 0

What will be the total price of the file folders you order?
a. $56.29

h. $12.58

c. L18.87

d. $25.16



Use the tables on this page and the next page to answor questions 13 through 18.

Department of Iluman Resources:

Payroll, Benefits, and Other Employee Expenses

1989 2000
1st and 3rd 4th 1st 2nd drd Al

Quarter Quarler Quarler Quartar Quarler Quarter Quartar Quartar

Salaries 92,044 83,542 81,023 54 667 95,134 95,332 94,104 94,890

Other Compensation | 23987 18,908 22,865 25,679 25,088 22,128 26,458 27,876
Health Insurance

Medical 7.258 7,634 7.813 7,459 8,028 B,101 7,832 8,001

Dental 1,256 1,357 1,200 1,200 1,492 1,603 1,302 1,358

Wision 1,011 1,129 a87 1,21 1,298 1,302 1,176 1,223

Life Insurance 72e 765 736 799 B03 823 768 I

Trainlng FO8 744 B75 70 71 B01 748 750
Travel and Living

Transportalion 1,109 1,204 1,409 1,908 1,2GB +,459 1,104 1,308

Lodging 998 BYS 908 1,011 8114 1,201 891 Bas

Meals 303 406 855 8490 504 876 538 580

Fenslons 7ob 795 728 829 833 863 7498 BOT

w




Department of Human Resources:

Payroll, Benefits, and Other Employee Expenses

15949
1st Half 2l half

Salaries and Other Compensaticn A

Health Insurance
Medical
Cantal

Wigian

Lile insurance

Traval and Living

Panslons

For each of the following questions, select the letter {a, b, ¢, d) that represents the
best choice of the four possible answers.

13. What is the value of A?
a, 185,586
b. 185,690
c. 234,234
d. 228,481

14, In the second half of 1999, what percentage of the amount spent on health
insurance was spent on dental insurance?

a. 12.0%
h. 13.0%
c. 12.6%
d. 25.0%

10



15. How much did the cost of life insurance increase [rom the first hall of 1999 to
the second hall?

a. 14
b. 34
c. B
d. 42

168. Which of the following did the Department spend the least on in the second half
of 19697

a. Travel and hiving
k. Life insurance
¢. Pensions

d. Dental insurance

17. By what percentage did the cost of salavies increase from the first half to the
second half of 19997

a. 104%
b. 5.6G%
c. .0B6%
d. 4%

18. Which of the lollowing eatepories had lower expenses in the second half than in
the first half of 19997

a. Pensions
b. Travel and Living

Life Insurance

S

Training

11



Use the tables on this page to answer questions 19 through 24.

Total Enrollment in Elective Courses

Coursge Oth grado 10th grade 11th grivlo 12th prado
French
French § 110 3 1 3
French [T 34 an 4% 20
French T \ 23 Bl 57
Spanish
Spanish | 114 a0 T B
Spanigh 1T 48 H 5l q2
Spanish 171 24 40 at
Trelnoliogy
Wl 12 46 A0 23
Autn s T4 33 nh
Electricity 0 37 34 2
Arl
Drrawing and Tainting 1 35 34 24
Seulplure 13 a3 22 24
Compuler Science
Iniro to Computoer Scienes 4% nl 45
Nesipning Web Pagoes 44 B 34
Driver's Education 0 G 205 183
Total Enrollment in Elective Courses
Driver's Compuler
Technology Art Frlucation Irench Spanish Seienoen
Oth grade 20 24 0 144 153 0
10ih grado
1ith grade A
12Lh grade

12




FFor each of the following questions, select the letter (a, b, ¢, d) that represents the
best choice of the four possible answers,

19. Which grade has the largest enyollment in art courses?

a. 9th
b, 10th
c. 11lth
d. 12th

20. In 10th grade, what percontage of total enrollment in eloctive courses is
represented by enrollment in foreign languages?

a. 33
b. 52
c. 50
d. 28

21. What percentage of 12th graders who are enrolled in Fronch classes are taking
I'rench [T?

a. h7
b. 20
c. 25
d. 10

22, What is the value of A?

a. 152
k. 5

c. l44
d. 131

13



23.

24,

Which eloctive has the greatest envollment of 11th graders?
a. Spanish

lr. Driver's Education

¢. Technology

d. Art

In which grade do the fowest students take Spanish?
a. 9th

b. 10th
e, 11th
d. 12th

14



Use the tables on this page to answer questions 25 through 30.

Contract Schedule for Current Program Year

Contract Number RFT™* Iesuad Proposals Due Award Date Start Date
A2T71-001 April 3 May 20 duly 2 August. ]
AZ1T7-002 April 3 May 20 June 21 July 18
BOO1-451 April 3 June 18 July 1 July 28
C319-030 May 18 July 1 July 20 Auvgust 12
C671-000 May 21 July 20 August § Augusi 30
DAY -022 Juna 12 Auguat B Aupust 20 Beptember 1
DO988-001 July 1 HBeptember 1 Soplemboer 10 September 15
F762-009 July 20 September 18 October 5 Oetaber 20

*RFF = Requost for Proposals

Contract Schedule for Current Program Year

Apwril May June July Aupust | Septomber | Octolber

RFP A271.0010 | C319-030 | DOBT-022 { N9H8-001
Izsurd AZ17-002 | CG71-0{5) F762.009

BO01-451
Propusals AZ2T1-001
Due AZ1T.002
Awnrid A217-002
Daie
Sturt. A217-00)2
1ale B001-451




For each of the following questions, scleet the letter (a, b, ¢, d) that represents the
best choice of the four possible anawers.

25. Which of the following coniracts has an award date in July?
a. AZ17-002
b. D987-022

A271-001

Ce71-009

= 0

2G. Of the contracts that have a start date in August, how many have proposals due
in May?

1

e

=

2
3
G

o p

27. For which contracts are proposals due in July?
a. AZ71-001 and A217-002
b. D988-001 and F762-009

B001-451

1. C319-030 and CE71-009

=

-

28. Which contract with an award date in July has the earliest scheduled start
date?

a. AZ17-002
b. B0O1-451
AZ271-001
£319-030

=S

1G



2.

30.

How much time is there between the “RFT Issued” and the “Proposals Due”
dates for contract D998-0017?

a. 1 month
b, 2 months
c. 3 months

d. none of the above

What percentage of contracts have an award date in August?
a. 20

h. 25

c. 33

d 125

17



Use the tables on this page and the next page to answer gquestions 31 through 36.

Voting in Recent School Board Elections
Ior the Five Towns in the Sheridan School District

Tovwwn 1587 1594 14360 20400

Caraon

number regiatered 3,212 3,451 3308 3,208

numbior voting 2102 2,307 2,98641 2,200
Meadowhrnok

mumher eogislored 1,084 0RT76 A | 0,002

numboer voting 4,985 a,001 5,110 4,008
Easzi Bay

numbir registered 1,800 1,84 1,401 1,825

number voting Ha7 901 028 1)
Bulivar

number rogislorvord 3.071 AT 3,990 3,764

number valing 2,085 1,904 2005 1,80k
Lansing

number regiziered 4,554 4,871 4,140 4,804

number voting 3,451 2,823 2,604 2,404

I8



Voting in Recent School Board Elections
For the Five Towns in the Sheridan School District

Town Mumber Registered MNumber Voting
Bolivar
189048 3,871 1,904
1964 3,080 2,085
2000 3,764 1,907

Cayrson
1808
1995
2000

Tingl Bay
1908
1415K)
2000

[ansing
15058
1404)
2000

Meadowhroak
1998

1990

2000
TOTAL

1008

1999 A
2000

19



For each of the following questions, select the letter (a, b, ¢, d) thal represents the
best choice of the four possible answoers.

31.

32.

33.

34.

What percentage of registered votors in the town of Carson voted in 15997
. 60.0%
. 69.0%
58.4%
d. TL.4%

| =ml-

o

What was the total number of registered voters for the five towns mn 19997
a. 12,996
b. 36,836
c. 23,840
d. 23,945

What was the average numbey voting in Lansing from 1998 through 20007
a. 4,950
b, 2,443
¢. 4,951
d. 2,445

How many registered voters did the town of Meadowbrock lose from 1998 to
20007

a. 649
k. 874
c. 542
d. 8,975

20



35. What was the porcentage change in the number registered in Bast Bay from
1997 to 15987

a. H'%
b. 50%
¢ 90%

d. -5%

36, What is the value of A?

a. 23,945
bh. 12,234
c. 12,336
d. 12,996

21



Use the tables on this page and the next page to answer questions 37 threugh 42.

Distribution of Health-Related Brochures

Number of Brochures 1aleibuted

Sulyjeci Budget Code | Public Schools Hospitals Public Clinies | Youth Centors
Smoking 81
1999 5,000 3,200 6,500 6,500
2000 5,900 4,000 7,000 7,000
Drrug Abnise 234
14049 3,700 3,600 7,000 R0
2000 9,000 4,204 7.000 8,000
Alcohol Abuse 80
1890 3,200 5,300 500 {3, 204}
2004 5,000 5,000 5,000 5,004
STDs* 215
159495 4,211 8,000 8,000 3,400
2000 5,200 7,100 8,000 4,000
Seat Belt Use 367
19949 2,000 3,600 4,200 2,200
2000 3,000 4,000 4,000 3,000
Drrunk Driving 030
1999 G,200 5,400 TR G, 200)
2000 G, A n, B0 h,800 7,000
High Blood 375
Pressure
1999 0 B 000 B, 000 0
2000 0 0,000 0,000 0

*ETe = Soxually transmitled diseases

22




Distribution of Health-Reluted Brochures, 1999-2000

Number of Brochures Distributoed

Sulsjeet Hospitals Public Clinies | Youth Ceniers | Pullic Schaols Tutal

Drug Ahuse B, 100 14,000 16,000 17,700 46,800

Seat Holt Use

ST A

Smoking B

Alechol Aluse

Drunk Triving

High Blood C
Prossuro

For cach of the following queslions, sclect the letter (a, b, ¢, d) that roprosents the
best choice of the four possible answers.

37. What is the value of A?
a. 215
b. 4,200
¢. §,200
d 9,400

38. How many publications were charged to budget code 357 during 1999 and
20007

a. 12,000
b. 16,000
c. 34,000
d. 26,000

23




39. What is the value of B?
a. 5,900
h. 11,800
e. 13,600
d. 6,500

40. ITow many publications were charged to budget code 980 during 1989 and
20007

a. 92,160
h. 18,600
c, 23,500
d. 43,500

41. What is the value of C?
a. 16,000
b. 34,000
¢. 17,000
d. 34,375

42. How many more publications on smoking were distributed in 2000 than in
194997

a. 1,000

h. 804
500

d. 1,800

24
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Answers and Explanations

1. The answer is choice b, Questions about record keeping often ask you to transfer
numbers from one table to another. Sometimes you need to add two or more
aumbers and enter the result in another table. T'o answer this gquestion, you
need te add four numbers from the table on page 2:

Homeowners in Denton who have ived there lor less than two years 597
Non-homeowners in Denton who have lived there for less than iwo years 405
Homeowners in Denton who have lived there for two to five years — G82
Non-homeowners in Denton who have lived there for two to five years 451
2,135

To answer questions like this, you need to understand the tables you axe given,
and you need to think carefully about what yeu are being asked to do.

2, The answer is choice b. To answer this question, you need to use two columns in
the table on page 2; the column headed “10-14" and the column headed “15 or
more.” For cach of the four villages given as possible answers, find the total
numbcer of homeowners and non-homeowners in these twoe columns,

10—14 13 or more Tulal
Hadloy
Homeownars 1342 iKY
Moo-Homeowners 243 Ja5
1675 + HE4 = 25560
Burton
Homoeuwners 1437 ]
Non-[{omenwners 408 135
18405 + 113 = 2975
Enliakd
Bomeownors 470 Ay
Non-LHomeowners 243 Ga
Tid + 3940 = 1109
Fairfield
Hoamrowners 1209 820
Non-Tlomeowners 450 241
15549 + 106G = 2115

26



3. The answer is choice b. To answer this question, you need to add four numbers

from the table on page 2:

Homeowners in Alberta who have lived therve for 10-14 yeara 1,209
Non-homeowners in Alberta who have lived there for 10-14 years 243
Homeowners in Alberta who have lived there for 15 years or more G675

Non-homeowners in Alberta who have lived there for 15 years or more 129
2,266

4, The answer is choice a. To answeyr this quastion, you need to know two things:

1.'.-":

the total number of residents in Hadley and the number who have lived there
for five years or less. The table on page 3 gives yvou the information you nead. To
find the total number of residents, add:

Number who have lived in Hadley five years or less 1,440
Number who have lived in Iladley fox 6-9 years 1,335
Number who have Lhved in Hadley [or 10 years or more 2,559
5,334

Divide the number who have lived in Hadley for five years or less by the total
number of residents (1440 + 5334). The answer will be in decimal format: .27,
This 15 equivalent to 27%.

The answer is choice ¢. Before you answer this question, check to see that all
four of the villages yiven as possible answers are in Hope County (sce the table
on page 3). In fact, Fairfield is not in Hope County, so you can climinate it right
away as a possible answer, For the three villages that remain, add the nunber
of homeowners in cach eolumn of the table on page 2.

T.ogs 15 ur

than 2 25 G-5 10-14 muri Tuoial
Hadlay 293 707 1,084 1,332 Gad 4,105
Demton 507 fRRZ 1,398 1,067 tZ21 4,065
Carlisle 118 hd 740 1,008 602 B RIN]




8. ‘The answer is choice c. T'o answer this question, you need to look at throe
eolumns in the table on page 2:

T.oss than Z—h -0 Tutal
TTadlay 203 707 1,084 2,084
Fairfield 741 1,547 1,344 34672
Fnficld 104 hi| 6032 0G7Y
Alboria 253 T05H }, 0054 2,072

Be sure to use only the numbers for homeowners. The town with the fewest
homeowners who have lived thore for 9 years or less is Enfield.

7. The answer is choice ¢. To determine the number used, add the begmmning
amount and the amount received and then subtract the ending amount.

amt used = beginning amt 4+ amt received - ending amt

9 reams = 10 reams + 5 reamns — 6 veams

8. The answer is choice ¢. Only 14 pens were used during the previous menth.
amt used = beginning amt + amt received — ending amt
14 =20+ 12 —18

You have 18 pens on hand, so you have mere than enough for the current month.
Therefore, you don't have io order any.

9. The answer is chaice . You used 34 pads during the previous month.
amt uscd = beginning amt + amt received — ending ami
34=24+20-10
You have 10 on hand, so you will need to order 24 more.
amt to order = ami used -- ending amt
24 = 34 -10

But you are required to order pads in quantities of 10, so you will have to crdey
30. At $.75 por pad, 30 pads will cost $22.50.



10. The answer is choice d. To answer this question, you need to fill in the missing
numbers in the table for each of the possible answers.

itom quantity | beginning armt ending { amtused | amtto unik totai
amt received amt order price price

pencils 20 15 20 3 30 40 08 3.20
paper 3 boxes 2 boxos 3boxes | 2Zboxes | 3boxes | 3 Dboxes b2 1.86
clips
copy Sreams | 10reams | Sreams | Hreams | 9reams | 5 reams 4.25 2123
paper
legal 10 24 20 10 34 30 75 2250
pacls

You will spend the most on legal pads (322,50) and the second most on copy
papor (321.25).

11. The answor 1s choice b, You used 14 binders during the previcus month.
amt used = beginning amt + amt received — ending amt
I4=8+12-6
You have 6 on hand, so vou will neod 8 maore.
amt to order = amt used — ending amt
B=14-6

But the minimum number you can order is 12.

12, The answer i3 choice b, You used 3 boxes of [ile folders during the month,
amt used = beginming amt - amt received — ending amt
3=2+2-1
You have 1 box on hand, so vou will need 2 moro,
amt to order = amt used — ending amt
2=3-1
At $6.29 per box, 2 boxes will cost 512,58,

29



13. The answor is choice c. The guesiion asks you to [ind the value of A, which 15

14.

the amount spent on salaries and compensation in the second half of 1998, To
find the answer, you nced to add four numbers:

amount spent on salaries in the third quarter: 91,023

amount spent on other compensation in the thivd quarier: 22,865
amount spent on salaries in the fourth quarter: 94,667

amount spent en other compensation in the lourth quarter: 25,679
234,234

To answer this question and all the other questions in this section, you need to
use only the data for 1999. The table on page 9 also gives you data [or 2000,
but you do not need to use it. Test dovelopers often inelude unnecessary
information such as this to see if you are reading the queslions cavefully.

The answer is choice ¢. T'o find the answer, you need to find the total amount
spent on health ingurance in the second half of 1989,

3rd Quastar | 4lh Quarter
Medical 7.813 7,498
Pental 1,200 1,300
Vision aRy 1.201
TOTAL 10,000 10,000

The total amount spent on all health insurance in the sccond hall'is $20,000
($10,000 in the third quarter plus $10,000 in the fourth quarter).

To find the amount spent on dental insurance in the second half, add the
amount from the third quarter and the amount from the fourth quarter:

12,000 + 1,300 = 2,500

Divide the amount spent on dental insurance by the total spent on health
insurance;

2 500 / 20,000 = .125

Expressed as a percentage, .125 = 12.5%.

30



15.

16.

The answer is choiee d,

To find the amount spent on life insurance in the first half of 1999, add the
amount spent in the first quarter and the amount spent in the socond quartey:

728 + 7G5 = 1493

Te find the amount spent on life insurance in the second half of 1699, add the
amount spent in the third quarter and the amount spent in the fourth quarter:

736 -+ 799 = 1535

To find the increase, subtract the amount spent in the first half from the
amount spent in the second half:

1535 — 1443 = 42

The answer is choice b. To answer this gueslion, yeu have to notice that the
travel and living category includes three things: transportation, lodging, and
meals. To find the amounts spent in the second half, add the amounts spent in
the third and fourth quarters.

3rd Quartar | 41th Quarer || Total for 2nd
haff

Heallh Insurance

Mad |cal

Dental 1,200 1,300 2,500

Visian
Lifa [nsurance 736 788 1,535
Travel and Living

Transporialion 1,408 1,908 3317

Lodging 209 1,011 1,820

Meals 5835 880 1,455

6,652

FPensions 728 820 1,557
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17.

18.

The angwoer is choico c.

"To find the lotal spenl on salaries in the first half of 1999, you need to add the
amount gpent in the first quarter and the amount spent in the second gquarter:

amount spent on salarios in the first quarter: 92,044
amount gpent on salaries in the second quarter: 93,642
185,586

'T'o find the total spent vn salaries in the second half of 1989, you need to add
the amount spent in the third quarter and the amount spent in the fourth
quarter:

amount spent on salaries in the third quarter: 91,023
dmount spent on salaries in the fourth quarter: 94,667
185,690

To find the inerease in the eost of salaries, subtract the amount spent in the
first half from the amount spent in the second half:

185,690 — 185,586 = 104

Ta find the perecentage increase, divide the difference, 104, by the amouni
gpent in the first half:

104+ 185,586 = 00058
Lixpreased as a percent, 00056 = .056%

The answer is choice d. T'e {ind the answer, you need to find the amount spent
in each halfl for the four possible answers.

¢ I'o find the amount spent 1n the first half, add the amount spent in the
first quarter and the amount spenti in the second quarter.

* To Oind the amount spenl in the sccond half, add the amount spent in the
third quarter and the amount spent in the fourth quarter.

+  Bemember that travel and living includes three sub-categories:
trangportation, lodging, and nmeals.
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Subtract the amount for the first half from the amount [or the second half to
find the change in expenses.

15t Half 2nd Half Chanye
Life Insurance 1,493 1,535 +42
Tralnlng 1,452 1,445 -7
Travel and Living 4,884 6,602 +1,788
Penzions 1,652 1,567 +4

The answer is choice b. To answer this question, you need to calculate the
enrollment in art classes for each grade. There are two art classes listed in the
first table; (1) Drawing and Painting and (2) Sculpture, When you add the
enrollments in these classes for each grade, you get the following:

9th grade: 24

10th grade: 58
11Lh grade: 58
12th grado; 48

The 10th grade has the largest envollment in art classes.

. The answer is choice ¢. To answer this guestion, you first necd to find the total

enrollment of 10th graders in foreign language classes. To find this number,
add the following numbers from the first table;

Frengh [ 34
FyemchII 98
FrenchIII 23
Spamshl 39
Spanish IT 89
Spanish 11T 24

TOTAL 319

Now you need to find the total enrollment for 10th grades in all clective courses.
Add all the numbers in the coelumn headed “10th grade” in the Grst table, The
total is 638. To find the percentage of total enrollment represented by
cnrollment in foreign languages, divide 319 (envollment in foreign languages) by
638 (total enrcllment in eloctivos). The answer is .5. Expressed as a percont, .5
15 50%.

[
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21. The answor i8 choice ¢. Answering this question reguires two steps.

22.

23.

24.

Calculate the total enrollment for 120h graders in all French classes. To
do this, add the mumber enrelled in French [, Fronch I1, and French 11
The total is 80.

Divide the number of 12th graders enrolled in French 11 (20) by the total
number of 12th graders envolled in all IFrench classes (80).

The answer 15 .25. Expressed as a percent, .25 equals 25%.

The answer is choice d. This question asks you to find the value of A, which iy
the total number of 11th graders enrolled in all French classes. To find the
answer add the number of 11th graders envolled in French 1 (5), ['rench IT (46),
and French III (81). (5 + 45+ 81 =131}

The answer is choice b. To answer this question, you need to caleulate the total
number of 11th graders envolled in each of the four clectives given as possible
answers. When you do this caleulation, you get the following resulls:

Spanish: 148
Driver's Kducation: 205
Technology: 142

Avt: 56

The answer is choice d. To answor this question, you necd to find the total
enrollment in Spanish courses for each grade, Use the numbers from the fivst

table.
Courso Oth grade 10th grada L1th grade 120h greade
Spanish
Spanish I 115 34 T 4
Spanish IT BY) a4a A2 42
Bpanish IT1 0 28 M| al
Total 153 164 148 1640
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28,

27,

29,

30,

The answer is cheice c¢. The questions in this section reguire careful attention
to detail. The award dates for the four possible answers are:

A217-002 June 21
DG87-022  Auguat 20
AR2TI-001  July 2
Ce8T1-009  August 8
Coniract A271-001 is the only one with an award date in July.

The answoer ts choiee a. Three contracts have start dates in August: AZ71-001,
C319-030, and C871-008. Of these three, only one {(A271-001) has a proposal
tlue in May.

‘The answer 18 choice d. The proposals for both C318-030 and C671-008 are due
in July.

» Choice a is incarreet hecause the proposals for both A271-001 and A217-002
are duo in May.

o Choice b is incorrect because the proposals for D998-001 and F762-009 are
due in September.

« Choies ¢ is incorrect because the proposal for BO01-451 is due in June.

. The answer is choice b. Three contracts have an award-date in July: A271-001,

BO01-451, and C319-030, Of these three, B001-451 has the earliest acheduled
start date. Contract A217-002 has an earlier acheduled start date, but it docs
not have an award date in July.

The anawer is choice b. For contract D898-001, the “RFP Issued” date is July 1
and the “I’roposals Duc” date 1s September 1. These dates are lwo months
apart.

The answer is choice b. Two contracts have an award date in August: C871-009
and D987-022. Therc are cight contracis listed on the table, To find the
percenlage of contracts that have an award date in Anguat, divide 2 by 8. The
angswer is .25, Expressed as a percent, .25 equals 25%.
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32,

33.

34,

The answer is choice d. T'o (ind the percentage of registered voters in Carson
who voted in 1999, divide the number who voted {2,361) by the number of
registered voters (3,309). The answer is .714 or 71.4%.

The answer is choice ¢. To find the answer, you need to add the number of
registered voters in the five towns in 1999,

Carson 3,309
Meadowbrook 9,651
ast Bay 1,901
Bolivar 3,999
Lansing 4,080
TOTAL 23,840

The answer is choice b, Mo find the average number voting for these three years,
first add the number voting fox each year:

1998: 2,223
1999: 2,502
2000: 2,604

TOTAL 7,329

To find the average, divide the total (7,329) for all three years by 3. The answer
ig 2,443,

The answer is choice b. To find the answer, subtract the number of registered
voters in Meadowbrook in 2000 (9,002) frem the number of repistered voters in
1598 (9,876). Whon answering questlions sueh as this, be sure to chooso the
right town, the right years, and the vight data (nunbor registered not number

voting},

The answer is choice a. 'This quastion asks you to find the pereentage change 1
the number of registered voters in East Bay from 1997 to 1998. Te find the
answer, you first have Lo find the change in the number of registerod voters.

1698: 1,890
1947: -~1,800
TOTAL 40

There wore 9¢ move registered voters in 1998. To find the percentage increase,
divide 90 by the number of registered voters in 1997 (1,800). The answer is .05,
Fxpressed as a percent, .05 equals 5%.
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37.

38,

The answer 1s choice d. This question asks you te find the value of A, which is
the total number voting in the five towns in 1999, To find the answer, go to the
column on the first table headed “1999” and add the numbor voting for the five
towna,

Carson 2,361
Meadowbrook 5,110
Tast Bay 028
Bolivar 2,095
Lansing 2.602
TOTAL 12,996

The answer is choice d. This question asks you to find the value of A, which is
the number of brochures ahout STDs distributed to public schools in 1999 and
2000. To find the answer, vou neoed to add these numbers [rom the first table:

Brochures distributed in 1999; 4,200
Brochures distributed in 2000: 3.200
9,400

The answer is choice 4. The publications chavged to budget code 357 are in the
“Seat Belt Use” row in the firsi table. To find the answer, you need to add
these numbers:

Bubject Mublic Schoals TTogpitals Pullie Clinies | Youith Conters Tatal

Seat Bolt Use
145D 2,000 3,600 4,200 2,200 12,000
2000 &, {110 4,00H) 4,004 3,000 14,000
26,000

39.

The answer is choice ¢, This question asks you to find the value of B, which is
the number of hrochures about smoeking distributed to public elinics in 1999
and 2000. To find the answer, you need to add these numbers (rom the first
table:

Brochures distributed 1n 1999; 6,500
Brochures distributed in 2000; 7,000
13,500
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40. The answer is choice a. Budget code 980 was charged [or brochures on two

subjocts: Alcohol Abuse and Drunk Driving. Find the total number of brochures

distributed {or both subjects in 1999 and 2000.

Sulyject I'ublic Schools Haspitals Pulilie Clinjes | Yeouwth Confers Tutal
Aleohol Alwsae
1509 G,200 8,300 fa, BOD 6,200 23,500
2000 f, 000 5,000 &,0:00 5,000 20,000
Irunk Drivings
16559 {3,200 5,300 5,800 G200 23,500
2000 6,500 5,800 5,800 7,000 25,100
Total 02,100

41. The answer is choica b. This question asks you to lind the value of C, which 15
the total number of brochuves distributed on high bleod pressure in 1859 and
2000. To find the answer, add the mumber of brochures on high blood pressure
sent to public schools, hospitals, public elinics, and youth centers.

Sukypeal. Public Schools TToapitals Public Clinies | Youth Cenlers Tolal
ITigh Blood
Presaure
L5990 G 3,000 i, (HH) (l LG, (1600
2000 ] 9,00) &, 000 (} 18,0004
34,000
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42. The answer is choice d. Fivst, find the total number of brochures on smoking

distributed [or each year,

Subjoct. Public Sehools Hospitals Pulilie Clinics | Youlh Centers Tatal
Smoking
19¢) 5.900 3,200 G,000 3,500 22,100
2000 5,900 4,000 7,000 7,000 23,4900

To find out how many more publications were distributed in 2000, subtract the
total for 1999 from the total for 2000.

Brochures distributed in 2000:
Brochures distributed in 1999

39

23,900

1,800

22,100




