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APPENDIX A 
Sample Test Questions 

 
Alphabetizing 

 

Select the correct place for the name, Robinson, Jan, if the list is in alpha order. 

a.  > 

  Robins, J. 

b.  > 

  Robinson, James 

c.  > 

  Robinson, Jane 

d.  > 

  Robinson, Janice 

e.  > 
Filling 

Indicate which filing cabinet drawer from that set would be used by selecting the appropriate 
letter.  Remember to follow the rules for alphabetizing; rules vary depending on the material to 

be filed. The drawers shown for each set are in alphabetical order. Do not try to memorize 
these drawer designations since different ones may be used for each question set on the test.  

 

Indicate which filing cabinet drawer would be used for, Fredrickson, Dunbar & Crane; 
Attorneys at Law 

a.  Aa -- Ch  b.  Ci -- Dh 

c.  Di -- Fl  d.  Fm -- Ht 

e.  Hu -- Jm     
 

Test questions may also include spelling, basic arithmetic, and comparing text and numbers. 
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