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An Overview for Students

The Illinois State Board of Education (ISBE) provides this booklet to help you prepare for the Prairie State
Achievement Examination (PSAE). The first part of this booklet is an overview that answers some basic
questions about the PSAE: What is it? What will it cover? When will it be given? The second part of this
booklet is a preparation guide for the three tests that you will take on Day 2 of the PSAE. 

What is the Prairie State Achievement Examination, or PSAE? 
The PSAE is a state assessment given to grade 11 students and used for accountability. 

What subjects does the PSAE test? 
The 2014 PSAE tests four academic subjects: reading, mathematics, science, and writing. PSAE is a series of
eight tests which most students take over the course of two days.

What tests will I take on each day of PSAE testing? 
You will take the ACT Plus Writing on Day 1. The ACT® college readiness assessment multiple-choice battery
consists of four tests: English, mathematics, reading, and science. The ACT Writing Test is a 30-minute test
with a single prompt question.

On Day 2 you will take one test developed by ISBE with assistance from Illinois teachers and two 
ACT WorkKeys® tests. The ISBE-developed test is in science. The ACT WorkKeys tests are in reading and
mathematics. 

When will I take the PSAE? 
You will take the PSAE on April 23 and 24, 2014. For students who are not in school on one or both of these
test dates, makeup tests are given two weeks later on May 7 and 8, 2014. 

If you will be taking the PSAE with accommodations, you will have a two-week testing window during which
your high school may administer the Day 1 and Day 2 tests.

What is the purpose of the PSAE? 
The PSAE measures your academic achievement with respect to the Illinois Learning Standards and
determines whether you will receive recognition for excellent performance. PSAE results also show the
progress that schools and the state have made toward meeting the Standards. Current state law requires 
that students take the PSAE as a condition for receiving a regular high school diploma, unless a student 
is exempt. See www.isbe.net/assessment/psae.htm for more information about this requirement.

What are the Illinois Learning Standards? 
The Illinois Learning Standards are statements of the specific knowledge and skills that every public school
student should learn in school. Thousands of Illinois citizens—teachers, parents, school administrators,
employers, community leaders, and representatives of higher education—identified what they believe you will
need to know and be able to do after you graduate from high school. 

Whether you intend to go directly to a job or plan to attend a vocational or technical school, junior college, or
four-year college, you will have the academic background you will need to compete successfully if you meet
the Illinois Learning Standards.

Where can I find more information about the Illinois Learning Standards? 
To read more about the Standards, visit the website maintained by the Illinois State Board of Education (ISBE)
at www.isbe.net/ils/default.htm. 
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Why does the PSAE include different kinds of tests? 
The PSAE is designed to measure progress toward meeting the Illinois Learning Standards and also to provide
students with broad achievement information. For these reasons, ISBE includes tests that measure the Illinois
Learning Standards and that also provide a measure of workplace skills and readiness for college. 

The four ACT multiple-choice tests measure what you have learned in English, mathematics, reading, and
science. The ACT Writing Test measures what you have learned with regard to making and expressing
judgments, developing and supporting a viewpoint, organizing and presenting ideas logically, and
communicating clearly in original, first-draft writing. The two ACT WorkKeys tests add depth and breadth;
they address the “Applications of Learning” that are part of the Standards for every academic area, and they
increase the range of skills in reading and mathematics that are assessed. Complete coverage of the Standards
for science is accomplished by the inclusion of an ISBE-developed test in science. 

Your PSAE score for each subject will be based on two of the tests that make up the PSAE. For example,
PSAE science consists of ACT Science on Day 1 and ISBE-Developed Science on Day 2. The charts on 
pages 11 and 12 show how the tests that make up the PSAE fit together to assess each subject. 

Why are ACT WorkKeys tests included on the PSAE? 
ISBE decided to incorporate two ACT WorkKeys tests, Reading for Information and Applied Mathematics,
into the PSAE for three reasons: 

(1) ACT WorkKeys tests assess whether you can apply what you have learned in the classroom to 
non-classroom situations.

(2) ACT WorkKeys tests give you a set of scores that you can use to identify the workplace skills you
already have and those you need to acquire. 

(3) ACT WorkKeys scores are used by many employers as part of the process of determining whether a
job applicant is suited for a particular job or training program. ACT WorkKeys skill levels have been
used to describe thousands of jobs ranging from entry-level to those requiring postsecondary degrees.
You may include your ACT WorkKeys scores in your portfolio and present them for comparison with
the requirements of the job you are seeking. You may also use your scores toward earning an ACT
National Career Readiness Certificate™ (ACT NCRC™).

What are my obligations on test day? 
The PSAE is a confidential exam. You are not permitted to discuss the questions during or after the test. 
Your scores may be cancelled if there is reason to believe that the scores are invalid. Terms and conditions
associated with the ACT test are found in the Taking the ACT instruction booklet and those associated with 
the two ACT WorkKeys tests are found in this booklet (page 34).  

How and when will I receive my PSAE scores? 
In the fall, schools will receive the official PSAE score reports for individual students. In addition to your
PSAE score report, you will receive an ACT Plus Writing score report and a score report for each of the two
ACT WorkKeys tests. ACT will mail your ACT Plus Writing score report to your home address in May or
June. The ACT WorkKeys Reading for Information and Applied Mathematics score reports will be sent to
schools about the same time as the PSAE score reports in the fall. 

Will the PSAE scores become part of my school transcript? 
Your PSAE score in each subject will be recorded on your transcript, and the subjects in which you earned a
Prairie State Achievement Award will be indicated. However, the ACT Plus Writing score earned through
PSAE testing may be included in your transcript only by written permission.
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What is a Prairie State Achievement Award? 
A Prairie State Achievement Award is special recognition given for excellent performance. You will earn an
award for every PSAE subject in which your score is at the Exceeds Standards level. (There is no score or
award for the PSAE as a whole.) Each award you receive will be noted on your transcript, and you will
receive a certificate showing the subjects in which you received an award. Certificates will be sent to your
school with the PSAE score reports in the fall. 

Will I receive ACT scores that I can use when I apply to colleges? 
Yes, as long as you test under standard conditions or with ACT-Approved accommodations (if applicable). You
can send the ACT scores that you receive from PSAE testing to colleges of your choice, just as you can send
ACT scores from national testing. You may choose to have your scores sent to up to four colleges at no cost to
you. You will be given information about how to have your test scores sent to additional colleges when you
receive your ACT scores. ACT will mail your score report to your home address in May or June. 

Are ACT scores from state PSAE testing accepted by colleges and the Illinois
Student Assistance Commission (ISAC)? 
Yes. Colleges and universities throughout the United States and ISAC have indicated their willingness to use
ACT scores reported from state testing.

Are ACT scores from state PSAE testing accepted by the National Collegiate
Athletic Association (NCAA)? 
In 2006, the National Collegiate Athletic Association (NCAA) implemented rules changes that allow the use
of state ACT scores in determining initial eligibility for participation in Division I and Division II sports.
These changes were effective January 9, 2006, for Division II and August 1, 2006, for Division I. As a result,
students entering college on or after August 1, 2006, can use state ACT scores for both Division I and Division
II initial eligibility. Questions may be directed to the NCAA Eligibility Center at 877.262.1492.

Are the ACT WorkKeys scores from PSAE testing accepted for the ACT National
Career Readiness Certificate (ACT NCRC)?
Yes, if the tests are taken under standard conditions or with approved accommodations, ACT WorkKeys 
scores may be used toward an ACT National Career Readiness Certificate. However, scores earned for ACT
WorkKeys Applied Mathematics using the Spanish DVD format will not be applicable for the ACT NCRC.

Should students with disabilities take the PSAE? 
Students with disabilities must take the PSAE unless they have an Individualized Education Program (IEP)
that identifies regular state testing as being inappropriate for them, even with accommodations. Decisions
about participation and any need for accommodations that students with disabilities may have are made on an
individual basis by each student’s IEP team. 

Should students with limited English proficiency take the PSAE? 
Students with limited English proficiency must take the PSAE. As necessary, they may receive state-allowed
accommodations during testing to assist them in understanding the tests. Because these accommodations are
not approved by ACT, ACT scores from these administrations cannot be reported to colleges or universities. If
translated versions of the test or other unapproved accommodations are used, ACT WorkKeys scores are not
eligible for the NCRC.
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Spring 2014 Test Administration Schedule 

What is the 2014 test administration schedule? 

*ACT WorkKeys Locating Information scores will not be used in formulating a PSAE score.
However, eligible and qualifying scores may be combined with eligible and qualifying
Reading for Information and Applied Mathematics scores to earn an ACT National Career
Readiness Certificate.

Note

Standard time makeup testing for students who are not in school on one or both of these test
dates (April 23 and 24) will follow this schedule and be administered on May 7 (Day 1) and
May 8 (Day 2). 

The window for Day 1 accommodations testing is April 23–May 7, 2014, and the window
for Day 2 accommodations testing is April 24–May 8, 2014. 

Day 1
Wednesday,

April 23, 2014

ACT English
ACT Mathematics

ACT Reading
ACT Science

ACT Writing

45 minutes (75 questions)
60 minutes (60 questions)
[required 15-minute break]
35 minutes (40 questions)
35 minutes (40 questions)
[required 5-minute break]
30 minutes (one prompt question)

Day 2
Thursday,

April 24, 2014

ISBE-Developed Science
ACT WorkKeys Applied Mathematics

ACT WorkKeys Reading for Information
ACT WorkKeys Locating Information*

40 minutes (45 questions)
45 minutes (33 questions)
[required 15-minute break]
45 minutes (33 questions)
45 minutes (38 questions)
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PSAE Test Results
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ISBE-Developed Science Assessment 

You will take the ISBE-Developed Science assessment on Day 2 of the PSAE. It contains 45 multiple-choice
items. You have 40 minutes to complete this assessment. 

The questions on the science assessment measure critical thinking skills required in the natural sciences,
including interpretation, analysis, evaluation, reasoning, and problem solving. The assessment presents
scientific information in the form of short prompts, with each followed by one multiple-choice question. 

Test questions are distributed equally across the Illinois Learning Standards that cover science inquiry; the life,
physical, and Earth and space sciences; and the relationship among science, technology, and society. 

The following pages contain 45 sample questions that were written for the ISBE-Developed Science
assessment. Following the samples, you will find a key on page 32 that gives the correct answer for each
question. 
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Indicator Acid color
pH range where 

color change occurs Base color

Cresol red Red 1.0 – 2.0 Yellow

Methyl orange Red 3.2 – 4.4 Yellow

Bromthymol blue Yellow 6.6 – 7.4 Blue

Phenolphthalein Colorless 8.0 – 10.0 Pink
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Trial Average distance (m)

1 6.5

2 8,0

3 6,0

4 5.5

trajectory
angle = 15°

path the ball travels
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Terms and Conditions 

The test booklet is the property of ACT; it must be returned to ACT.   ACT WorkKeys assessments are 
secure assessments and are copyrighted by ACT.  You may not copy, photograph, memorize, disclose, 
or use any other means to convey, publish, disclose, or make known any content contained in these 
tests—before, during or after the exam is administered.  A violation of this prohibition may result in your 
scores being cancelled or not reported, as well as legal action being taken against you for violating  
ACT’s intellectual property rights.   
 
ACT reserves the right to cancel test scores when there is reason to believe the scores are invalid.  
You agree to cooperate with ACT in any investigation and to adhere to all ACT score review procedures.
In all cases, the final and exclusive remedy available to examinees who want to appeal or otherwise 
challenge a decision by ACT to cancel their test scores shall be binding arbitration through written 
submissions to the Dallas, Texas, office of the American Arbitration Association.  The sole issue for 
arbitration shall be whether ACT acted reasonably and in good faith in deciding to cancel the scores.   
 
Limitation of Remedies and Damages. In the unlikely event that ACT is responsible for (1) an error in 
handling, shipping, processing, or scoring answer documents, (2) an error in reporting scores, or (3) 
disruptions or compromises in the testing process, ACT, in its sole and absolute discretion, will correct the 
error if possible, permit you to retest at no additional fee, or refund the fee paid for you to take the test to 
the person who paid such fee. These remedies are the exclusive remedies available to you for the 
circumstances described. IN NO EVENT SHALL ACT’S LIABILITY TO YOU FOR CLAIMS ARISING OUT 
OF OR IN ANY WAY CONNECTED TO YOUR EXAM EXCEED THE FEE ACT WAS PAID TO 
PROCESS YOUR INDIVIDUAL EXAM.   
 
Use of Data. Your scores and other information provided on the answer document (“Information”) will be 
conveyed to ACT and may be used and disclosed by ACT as set forth in its data use policies, which can 
be reviewed at www.actstudent.org/datause.html.  Generally, ACT will provide your Information to a 
third party only at your direction or after you have been given notice and an opportunity to opt out of such 
sharing; however, there are certain exceptions to this general policy.  For example, ACT may provide your 
Information (1) to the person that has paid the fee for your test (2) to your school or government agencies 
and educational institutions that have authority over your school, (3) to your parent or guardian if you are 
under eighteen years of age, (4) to state and national scholarship programs and agencies for purposes of 
recognizing achievement and providing financial support for higher education, (5) to third party 
researchers that have agreed to maintain the confidentiality of the Information, (6) within the ACT family 
of companies, (7) to contractors retained by ACT provided that such contractors agree to keep the 
Information confidential, (8) to persons involved in the administration of the assessment for the purpose of 
facilitating the testing process and as a means of disseminating scores to you, (9) to government 
agencies and others as necessary to comply with law or in response to legal or administrative processes 
such as subpoenas, and (10) in the unlikely event that ACT deems release necessary to protect the 
health or safety of its customers or to legally protect ACT, its affiliates, or service providers.  You also 
agree that ACT may, for the purposes of providing you a career readiness certificate, disclose your 
Information to persons or entities that pay for you to receive the certificate and to those involved in 
distributing them to you.   
 

ACT endorses the Code of Fair Testing Practices in Education and the Code of 
Professional Responsibilities in Educational Measurement, guides to the conduct of 
those involved in educational testing. ACT is committed to ensuring that each of its 
testing programs upholds the guidelines in each Code. A copy of each Code may be 
obtained free of charge from ACT Customer Services (68), P.O. Box 1008, Iowa 
City, IA 52243-1008, 319.337.1429. 

© 2012 by ACT, Inc. All rights reserved. 
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Some Basic Information 

What is ACT WorkKeys®? 

The ACT WorkKeys system from ACT is designed to help you develop better workplace skills.  Better skills mean 
better-paying jobs—in any career field. 

The ACT WorkKeys system consists of job analysis (finding out which skills are needed on the job), assessments 
(the tests you’ll be taking plus several others), reporting (telling you how your skills match job requirements), and 
instructional support (guidance to educators related to improving students’ skill levels). 

Why is ACT WorkKeys important? 

In many places throughout the United States, employers find that students are not adequately trained even for entry-
level jobs.  ACT WorkKeys helps businesses and educators work together to ensure that you leave school prepared for 
real jobs in the real world. 

What types of skills are needed? 

ACT WorkKeys measures skills that employers believe are critical to job success—skills such as reading, math, 
listening, locating information, and teamwork.  These skills are valuable for any type of occupation—skilled or 
professional—and at any level of education. 

How does the system work?  

ACT WorkKeys helps you figure out how prepared you are for jobs that interest you and guides you to the education 
and training you need.  The system documents your work skills in key areas, giving you an edge with employers when 
you apply for jobs. 

So are these tests designed for only low-level, blue-collar jobs?  

Not at all.  ACT WorkKeys has analyzed the job skills needed for over 17,000 job titles, ranging from accountant to 
automotive technician and from welder to webmaster.  In fact, the fastest growing types of ACT WorkKeys job profiles 
are being done for professional, technical, and managerial jobs that require at least a bachelor’s degree.  The 
abilities to learn, listen, communicate, work in teams, and solve problems—all areas addressed by ACT WorkKeys—
are important assets for any employee, regardless of career choice. 

Do higher skills mean higher salaries?  

Studies show that jobs requiring higher skills in math, locating information, and reading pay higher entry-level 
salaries.  By increasing your skills while you are still in school, you increase your opportunities for higher salaries 
both now and in the future. 

Why should I care about these tests?  

Since ACT WorkKeys tests aren’t the college entrance exam that many high school students focus on, some students 
don’t see the purpose in trying to do their best on them.  You need to remember, however, that everyone enters the 
workforce eventually, whether you get a job right out of high school, work part time while continuing your 
education, or go through extensive postsecondary training.  ACT WorkKeys stresses skills development important for 
every type of employment. 
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Why do some of the test questions seem irrelevant to my career choice?  

Since ACT WorkKeys questions relate to a variety of real-life experiences, the situations sometimes deal with work 
environments that do not interest particular students.  Even very difficult exams, such as the Law School Admission 
Test or the Graduate Record Examination, routinely contain analytical reasoning questions that feature taxi drivers, 
executives, carpet sellers, professors, bellhops, architects, and numerous other workers.  The basic skills needed to 
solve a legal question, configure a computer, or schedule employee vacations may be similar for all these tests.  
And while some ACT WorkKeys test questions can be fairly easy, others are quite difficult—to measure the widest 
possible range of skills. 

Can I study for the tests?  

Since ACT WorkKeys measures applied skills, you can’t cram to memorize answers for the tests.  However, you can 
use these practice sets to see and work with typical ACT WorkKeys test questions. 

What happens to the test results?  

You can use your ACT WorkKeys results to get a better picture of jobs you are ready for and to improve areas 
where your skills are weak.  Employers can use the results to determine your qualifications for positions in their 
organizations.  And schools can use the information, along with input from employers, to ensure that their 
curriculum provides adequate work skills training to meet business needs. 
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Test Taking Tips 

Although there are several different ACT WorkKeys skill areas, you will be taking the Applied Mathematics and Reading
for Information tests as part of the examination.  A description of each follows.  Both tests contain multiple-choice 
items followed by five possible answers from which you are to choose the best one.  The following suggestions 
apply to both tests. 

Pace yourself. 

The time limits set for each ACT WorkKeys test give nearly everyone enough time to finish all the questions.  However, 
it is important to pace yourself.  Don’t spend too much time on one problem or reading section; go on to the other 
questions and come back if there is time. 

Listen to and read the directions for each test carefully. 

Before you begin taking one of the ACT WorkKeys tests, pay careful attention to the directions.  These tests ask for 
the best  answer.  It is important to keep this in mind when answering the questions, since it will sometimes be possible 
to think of responses that would be better than any of those offered or to defend a choice as not entirely wrong.  
Best-response formats are consistent with the real world, where choosing among less-than-perfect alternatives is 
routine.

You may want to work out the answer you feel is correct and look for it among the choices given.  If your answer is 
not among the choices provided, reread the question and consider all of the answer choices again to find the best 
one.

Read each question carefully. 

It is important that you understand what each question asks.  Some questions will require you to go through several 
steps to find the best answer, while others can be answered more quickly. 

Answer the easy questions first. 

The best strategy for taking a test is to answer the easy questions and skip the ones you find difficult.  After 
answering all of the easy questions, go back and try to answer the more difficult ones. 

Use logic in more difficult questions. 

When you return to the more difficult questions, try to use logic to eliminate incorrect answers to a question.  
Compare the answer choices to each other and note how they differ.  Such differences may provide clues as to what 
the question requires.  Eliminate as many incorrect answers as you can, then make an educated guess from the 
remaining answers. 

Answer every question. 

Your score on the ACT WorkKeys tests will be based on the number of questions that you answer correctly; there is 
no penalty for guessing.  Thus, you should answer every question within the time allowed for each test, even if you 
have to guess.  The test administrator will announce when there are five minutes remaining on each test. 

Review your work. 

If there is time left after you have answered every question on a test, go back and check your work on that test.  
Check to be sure that you marked only one answer to each question.  You may not mark answers to a test after time 
has been called on that test.  You may not go back to any other test. 
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Be precise in marking your answer document. 

Be sure that you fill in the correct ovals or circles on your answer document.  Check to be sure that the number for 
the line of ovals or circles on your answer document is the same as the number for the question you are answering.  
Position your answer document next to your test booklet so you can mark your answers quickly and completely. 

Erase completely. 

If you want to change an answer on your answer document, be sure to erase the unintended mark completely. 
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ACT WorkKeys Applied Mathematics Assessment 
 
Applied Mathematics is skill in applying mathematical reasoning and problem-solving techniques to work-related 
problems.  Solving mathematical problems in the workplace can differ from solving problems in the classroom.  
While the math skills needed are the same, math problems in the workplace are not usually laid out neatly in a 
textbook format.  Instead, the employee may be responsible for locating and identifying the necessary information 
(e.g., on a cash register, price tag, or catalog) and for knowing what to do with that information.  It is, therefore, 
critical to strengthen your core mathematics skills and to develop your problem-solving strategies.  Individuals 
possessing these Applied Mathematics skills will be able to successfully tackle new situations involving mathematics 
problems in the workplace.  Because an employee would have access to a variety of resources for problem solving, a 
formula sheet that includes all formulas required for the assessment is provided. 
 
There are five levels in the Applied Mathematics skill scale, ranging from Level 3, the least complex, to Level 7, the 
most complex.  These levels were developed based on two main criteria: 
 
• the types of mathematical operations employees must perform, and 

• the form and order in which employees receive the information; that is, the presentation of the information. 
 
The skills at the lowest level involve using whole numbers and some decimals in basic math operations: addition, 
subtraction, multiplication, and division.  As the levels progress, the math operations involve more steps.  Higher 
levels include decimals and fractions, conversion of units, averaging, calculating area and volume, and ratios.  
 
As the complexity of the levels increases, the presentation of the information becomes more of a barrier to problem 
solving.  The wording becomes ambiguous, the presence of unnecessary information is more likely, and pertinent 
information is less obvious.  Regardless of skill level, most of these problems will involve one or more of the 
following applications: 

Quantity 
 
Employees often need to determine the number of items sold, produced, or purchased, or to figure totals on a per 
unit basis. 
 
Money 
 
Working with monetary units is a central part of business and relates to virtually every job, if in no other way than 
to understand a paycheck.  Tasks involving monetary units include figuring sales, costs, wages, and expenses. 
 
Time
 
Some tasks involve figuring elapsed time.  Other problems frequently involve time as it relates to production, sales, 
costs, distance, and area.  In many of these tasks, employees must be familiar with conversion of time units. 

Measurement
 
Calculating distance, area, weight, and volume is crucial to most work situations.  Again, employees must be 
familiar with conversions within and between English and metric measures, as well as the appropriate degree of 
accuracy needed for different situations. 
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Proportions and Percentages 
 
Proportions can be used in many tasks that require making predictions (e.g., if this is the amount needed for 
X units, how much is needed for Y units).  Percentages are used in the workplace to calculate commissions, 
discounts, taxes, price increases, changes in sales, and wage changes. 
 
Averages

Many records in the workplace are expressed in terms of averages (e.g., those involving sales records, wages, costs, 
hours worked).  These averages become tools in the decision-making processes of the business. 
 
Many math problems found in the workplace combine two or more applications:  What quantity can be produced in a 
specified time?  What distance can be traveled in a particular time?  What is the average cost in terms of money?  A 
common combination of applications is finding the best deal, which requires employees to perform various 
calculations and then compare the results in terms of relative cost.  Examples of typical problems are found in the 
ACT WorkKeys Applied Mathematics Practice Set. 
 

Calculators
 
Use of Calculators on the ACT WorkKeys Applied Mathematics Test 

It is your responsibility to bring a permitted calculator. ACT regularly updates information about which calculators 
are prohibited and provides the most current information only via the Web or phone. To be certain your calculator 
will be permitted on test day, go to www.actstudent.org and enter “calculator” as a keyword search or call 
800.498.6481 for the most up-to-date information on permitted and prohibited devices. If you use a prohibited 
calculator, you will be dismissed and your answer document will not be scored. 

You may use a calculator on the ACT WorkKeys Applied Mathematics test (but not on any of the other tests). You 
are not required to use a calculator. All the problems can be solved without a calculator. If you regularly use a 
calculator in your mathematics work, you may wish to use one you are familiar with as you take the Applied 
Mathematics test. Using a more powerful, but unfamiliar, calculator is not likely to give you an advantage over 
using the kind you normally use. You may use any four-function, scientific, or graphing calculator, unless it has 
features described in the current list of prohibited devices at www.actstudent.org. Other models may be permitted 
if you modify some of the calculator’s features, such as removing paper tape, turning off sounds, removing power 
cords, or covering infrared data ports.  

On Test Day 

Be sure your calculator is working and has reliable batteries. You may bring a backup calculator and extra batteries 
to the test center. Testing staff will not supply batteries or calculators. You will not be allowed to share calculators 
during testing. Testing staff will check your calculator to verify it is permitted, and they will monitor your use of 
your calculator to ensure that you: 

• use it only during the Applied Mathematics test;

• use your backup calculator only after it has been checked by a member of the testing staff; 

• do not share your calculator; and 

• do not store test materials in your calculator’s memory. 

If your calculator has characters one inch high or larger, or a raised display, testing staff may seat you where no 
other examinee can see your calculator.  
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Applied Mathematics Characteristics 

The chart below describes the five levels of Applied Mathematics.  The nature of the problems and the skills 
required to solve them change at each level. 

Paper-and-Pencil/Multiple-Choice Response 45 Minutes, 33 Problems 
Level Characteristics of Problems Skills

3

• Information translates easily from verbal 
setup to a mathematical equation 

• All information provided is necessary to 
solve the problems and is presented in logical 
order 

• Units of measurement not involved in actual 
calculations (i.e., function solely as labels), 
except dollars and cents 

• Perform single-step basic operations (addition, subtraction, 
multiplication, and division) using whole numbers 

• Change a number from one form to another using whole 
numbers, fractions, decimals, and percentages 

• Add and subtract negative numbers as well as positive 
numbers 

4

• Information may be presented out of order 
• Problem may include extraneous information 
• Problem may include simple charts or graphs 

• Solve problems that require one or two operations, such as 
addition, subtraction, or multiplication on several positive 
or negative numbers 

• Add commonly known fractions, decimals, or percentages 
(e.g., ½, .75, 25%), and three fractions that share a common 
denominator 

• Calculate averages, simple ratios, proportions, and rates, 
using whole numbers and decimals 

• Multiply a mixed number by a whole number or decimal 
• Put the information in the right order before they perform 

calculations

5

• Problems include considerable amount of 
extraneous information 

• Several steps of logic involved in calculations 
• Mixed unit quantities may need conversion to 

a single and/or different set of units (e.g., 4 
hours and 30 minutes = 4.5 hours) 

• Perform single-step conversions within and between 
English and non-English systems of measurement 

• Calculate using mixed units 
• Divide negative numbers 
• Calculate perimeters and areas of basic shapes 
• Calculate percentage discounts and markups 
• Compute the “best deal” using one- and two-step 

calculations and then comparing costs 

6

• May require considerable translation from 
verbal form to mathematical expression 

• May require considerable setup and involve 
multiple-step calculations or conversions 

• May involve transposition of formulas before 
calculating (e.g., v = ir  r = v/i) 

• May involve conversions using two formulas 
within a system of measurement  

• Calculate using negative numbers, fractions, ratios, 
percentages, and mixed numbers 

• Calculate multiple rates and then compare the rates or use 
them to perform other calculations 

• Find basic areas and volumes of rectangular solids 
• Calculate the “best deal” using the result in another 

problem 
• Identify and correct errors in calculations 
• Rearrange a formula before solving a problem 
• Look up and use two formulas to convert units within the 

same system of measurement or between systems of 
measurement  

7

• Content or format may be unusual 
• Information needed to solve the problem may 

be implicit and need to be derived from the 
setup 

• Involve several steps of reasoning and 
multiple calculations 

• May include nonlinear functions (e.g., rates 
of change), and applications of basic 
statistical concepts (e.g., error of 
measurement) 

• Solve problems involving more than one unknown 
• Calculate the percent of change 
• Calculate multiple areas of volumes of spheres, cylinders, 

and cones 
• Set up and manipulate complex ratios and proportions 
• Find the best economic value of several alternatives 
• Find mistakes in Level 6 problems 
• Convert between systems of measurement that involve 

fractions, mixed numbers, decimals, and/or percentages 
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ACT WorkKeys Applied Mathematics Practice Set 
 
This practice set can help you understand the ACT WorkKeys Applied Mathematics skill levels and give you practice 
for the actual ACT WorkKeys assessment.  However, remember that this practice set is not a full-length test and your 
score is not a substitute for the actual ACT WorkKeys test score.  The actual test consists of 33 problems and has a 
time limit of 45 minutes. 
 
The ACT WorkKeys Applied Mathematics assessment measures skill in applying mathematical reasoning to work-
related problems.  The test involves setting up and solving the types of problems and doing the types of calculations 
that actually occur in the workplace.  It is designed to be taken with a calculator and a formula sheet, as both would 
be available on the job.  There are five skill levels, ranging from Level 3 to Level 7.  As you move from Level 3 to 
Level 7, the mathematical concepts and calculations become more complex. 
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Applied Mathematics Level 3 
 

Individuals with Level 3 skills can set up and solve problems with a single type of mathematical operation (addition, 
subtraction, multiplication, or division) on whole numbers, fractions, decimals, or percentages. 

 
1. You work at a frozen-goods warehouse.  One of the walk-in freezers is set at -12°C, but it needs to be at -21°C.  How 

many degrees colder does the freezer need to be? 

A. 09°C
B. 11°C
C. 18°C
D. 21°C
E. 33°C

2. Your company safety officer has asked you to track the percent of your time at work that you spend standing.  You 
estimate that you stood 1

5  of the time today.  What percent should you record? 

A. 02% 
B. 05% 
C.  15% 
D.  20% 
E.  50% 

3. You need to set up some shirt displays in the clothing store where you work.  You have 15 shirts that you want to 
distribute evenly among 3 displays.  How many shirts should you put in each display? 

A. 03
B. 05
C.  12 
D.  15 
E.  18 
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Applied Mathematics Level 4 

Individuals with Level 4 skills can set up and solve problems with one or two different mathematical operations (addition, 
subtraction, multiplication, or division) on whole numbers, fractions, decimals, or percentages. 

1. PVC pipe sections are connected with an adapter, as shown. You need to connect 2 PVC pipes that have inside 
diameters of 3.25 inches and 0.4-inch thick walls.  What inside diameter, in inches, must the adapter have to fit 
tightly over the pipes? 

adapter

pipepipe

adapter

pipepipe

cross section
of PVC pipe

0.4 inches3.25
inches

A.  1.30 
B.  2.45 
C.  2.85 
D.  3.65 
E.  4.05 

2. One of your employees was out of the office today from 2:25 P.M. to 4:10 P.M. for personal reasons.  How many 
hours should be recorded as personal time? 

A.  1.45 
B.  1.75 
C.  2.15 
D.  2.25 
E.  2.45 
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3. Your dispatcher charges $1.80 per ton-mile for rough sand.  If you are hauling 8 tons of rough sand to a lot 2 
miles from the stockpile, how much is the charge? 

A. $11.80
B. $14.40
C. $18.00
D. $19.60
E. $28.80
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Applied Mathematics Level 5
 
Individuals with Level 5 skills can set up and solve problems with several steps of logic and calculation involving a 
mixture of whole numbers, fractions, decimals, or percentages. 

1. At the factory where you work, you spend about 3 out of every 21 workdays performing quality checks as needed.  
Approximately what percent of your time do you spend on quality checks? 

A. 00.07% 
B. 00.14% 
C. 01.4% 
D. 07.0% 
E. 14% 

2. For a rainwater study, you are collecting runoff in a pipe that has an outside diameter of 9.25 centimeters.  You 
need to insert the end of the pipe into a tank that already has an opening with a diameter of 5.75 centimeters.  You 
want a guide to show how much you need to grind away around the opening so that the pipe will fit.  How many 
centimeters do you need to measure from the edge of the existing opening? 

A. 1.75
B. 2.95
C. 3.50
D. 6.38
E. 7.50

3. As an electrician, you must determine how much current will flow through a circuit with a voltage of 120 volts 
across 16 fluorescent bulbs that are rated at 26 watts each.  About how much current, in amps, will flow through 
the bulbs? 

A. 0.2
B. 0.3
C. 3.5
D. 4.6
E. 7.5
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Applied Mathematics Level 6 
 

Individuals with Level 6 skills can set up and solve problems containing unnecessary information and requiring multiple 
steps.  Calculations involve a mixture of whole numbers, fractions, decimals, or percentages. 

1. You are a manager at a storage company.  A customer wants to rent the smallest storage unit possible for the 
following boxes:  52 boxes that measure 1

21  feet by 1 foot by 6 inches, 36 boxes that measure 2 feet by 2 feet by 
2 feet, and 64 boxes that measure 9 inches by 6 inches by 3 inches.  What is the total volume of the boxes, in 
cubic feet? 

A. 00,333 
B. 00,468 
C. 01,810 
D. 11,124 
E. 67,392 

2. You work in a circuit-board lab.  You need to make up an 85-gallon bath that should be 1 percent sulfuric acid.  
How many liters of sulfuric acid will you need for the bath? 

A. 0.2 
B. 0.9 
C. 2.2
D. 3.2
E. 8.5

3. On a construction project you estimate a total of 250 hours of labor.  Ten percent of this time is for your work. 
The cost of your labor is $31.00 per hour.  The rest of the labor time is divided equally between your 4 assistants.  
The two assistants at level A earn $19.00 per hour and the two at level B earn $15.00 per hour.  What is the total 
estimate for labor cost? 

A. $1,943.75 
B. $3,050.00 
C. $4,600.00 
D. $5,025.00 
E. $5,450.00 
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Applied Mathematics Level 7 
 

Individuals with Level 7 skills can set up and solve complex problems requiring extensive calculations.  They can 
calculate rate of change, set up and manipulate complex ratios and proportions, find multiple areas or volumes of two- and 
three-dimensional shapes, find the best economic value of several alternatives, and locate errors in multiple-step 
calculations.

1. You are a caterer preparing a casserole at a corporate retreat center.  You have mixed all of the ingredients and 
now have 2 stock pots, each containing 12 quarts of a mixture that needs to be transferred into 
10-inch-by-15-inch-by-2-inch baking pans.  How many pans will you need to bake all of the mixture? 

A. 02
B. 03
C. 04
D. 05
E. 10

2. At the furniture store you manage, your cost for a leather sofa is $762.  You are selling it for $1,905.  What is the 
percent markup on the sofa? 

A. 015% 
B. 040% 
C. 060% 
D. 150% 
E. 250% 

3. You work in an auto supply store, and you need to order a particular automobile part.  One supplier sells the part 
for $112 per 4 parts.  Another supplier sells the same part for $285 per 12 parts.  Between these 2 suppliers, how 
much money would you save on an order of 36 parts using the less expensive supplier? 

A. $004.25 
B. $051.00 
C. $153.00 
D. $221.00 
E. $855.00 
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An Important Consideration about the Answers to the Practice Sets 
 

Some ACT WorkKeys questions have a response choice (the “key”) that can be clearly defined as right or correct and other 
response choices (the “distractors” or “foils”) that can be identified as wrong or incorrect.  Many ACT WorkKeys questions, 
however, are in a best-response format:  the keyed response is simply the best of those available.  It is important to keep 
this in mind when discussing such questions, since it will sometimes be possible to think of responses that would be better 
than any of those offered, or to defend a distractor as not entirely wrong.  Best-response formats are consistent with the 
real world, where choices among less-than-perfect alternatives are routinely the case. 

 
Note:  The solutions shown indicate one or two ways to solve each problem.  There may be other, equally valid methods 
of solving the problems. 
 

Answers to Applied Mathematics Level 3 Practice Set 
 

 
Answer to Level 3 Sample Item 1: 
 

A. Correct.  I(-12°C – (-21°C)I = I(-12 + 21)I = 9°C colder.  Find the absolute value of the difference between the two 
degrees. 

B. Incorrect.  -11 – (-22) = -11 + 22 = 11°C (switched ones digits) 
C. Incorrect.  -21 ÷  -12 = 1.75   17.5   18°C (divided, shifted decimal, and rounded up) 
D. Incorrect.  21°C (used the desired temperature setting) 
E. Incorrect.  -12 – (-21) = -12 – 21 = -33°C   33°C (subtracted incorrectly OR added temperatures (without 

negatives)) 
 

Answer to Level 3 Sample Item 2: 
 

A. Incorrect:  (1 ÷  5) × 10 = 2 (multiplied by 10 instead of 100) 
B. Incorrect:  5  ÷  1 = 5 (divided 5 by 1 instead of 1 by 5 and did not multiply by 100) 
C. Incorrect:  15 (wrote 15 because the fraction has the numbers 1 and 5) 
D. Correct:  (1  ÷  5) × 100 = 0.2 × 100 = 20%.  Convert the fraction to a decimal by dividing the numerator by the 

denominator, then multiply by 100 to convert to a percent. 
E. Incorrect:  (5  ÷  1) × 10 = 50 (divided 5 by 1 instead of 1 by 5 and multiplied by 10 instead of 100) 

 
Answer to Level 3 Sample Item 3: 

 
A. Incorrect:  15  ÷  5 = 3 (took the number from the problem or made a division mistake by dividing 15 by the correct 

answer) 
B. Correct:  15 shirts  ÷  3 displays = 5 shirts/display.  Divide the number of shirts by the number of displays.  
C. Incorrect:  15 – 3 = 12 (subtracted instead of dividing) 
D. Incorrect:  15 (took the number from the problem) 
E. Incorrect:  15 + 3 = 18 (added instead of dividing) 
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Answers to Applied Mathematics Level 4 Practice Set 

Answer to Level 4 Sample Item 1: 
 

A. Incorrect:  3.25 × 0.4 = 1.30 (multiplied the inside diameter by the wall thickness) 
B. Incorrect:  3.25 – (2 × 0.4) = 2.45 (subtracted two times the wall thickness) 
C. Incorrect:  3.25 – 0.4 = 2.85 (subtracted one wall thickness) 
D. Incorrect:  3.25 + 0.4 = 3.65 (added only one wall thickness) 
E. Correct:  3.25 inches + (2 × 0.4 inches) = 4.05 inches.  Add the inside diameter and the 2 wall thicknesses to get 

the necessary inside diameter of the adapter. 
 

Answer to Level 4 Sample Item 2: 
 

A. Incorrect:  4:10 – 2:25 = (3 – 2) + (70 – 25) = 1:45  1.45 (did not convert minutes to the decimal equivalent) 
B. Correct:  4:10 – 2:25 = (3 – 2) hours + (70 – 25) minutes = 1 hour + (45 minutes ÷ 60 minutes/hour) = (1 + 0.75) 

hours = 1.75 hours.  Subtract the earlier time from the later time, borrowing correctly. 
C. Incorrect:  4:10 – 2:25  4 – 2 and 25 – 10 = 2:15  2.15 (subtracted the bigger number from the smaller 

number in hours and minutes and did not convert the minutes to the decimal equivalent) 
D. Incorrect:  4:10 – 2:25  4 – 2 and 25 – 10 = 2:15 = 2.25 (subtracted the bigger number from the smaller number 

in hours and minutes, but correctly converted the minutes to the decimal equivalent) 
E. Incorrect:  4:10 – 2:25  4 – 2 and 0:10 – 0:25  2:45  2.45 (did not borrow from the hours column when 

subtracting and did not convert the minutes to the decimal equivalent) 
 
Answer to Level 4 Sample Item 3: 
 

A. Incorrect.  1.80 + 8 + 2 = 11.80;  Simply added the three given numbers. 
B. Incorrect.  1.80 × 8 = $14.40;  Forgot the mileage factor. 
C. Incorrect.  1.80 × (8 + 2) = 18.00;  Added the tonnage and mileage factors, then multiplied by the price factor. 
D. Incorrect. (1.80 + 8) × 2 = 19.60; Added the price and the tonnage factor, then multiplied by the mileage factor. 
E. Correct.  $1.80/ton-mile × 8 tons × 2 miles = $28.80.  Multiply the ton-mile charge, number of tons, and the 

number of miles. 
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Answers to Applied Mathematics Level 5 Practice Set 
 
Answer to Level 5 Sample Item 1: 
 

A. Incorrect:  (21 ÷ 3) ÷ 100 = 0.07 (reversed the numerator and denominator and divided by 100 instead of 
multiplying) 

B. Incorrect:  3 ÷ 21 = 0.14 (divided 3 days by 21 days but did not convert the decimal to a percent) 
C. Incorrect:  (3 ÷ 21) × 100  1.4 (correctly set up the equation but incorrectly placed the decimal point) 
D. Incorrect:  21 ÷ 3 = 7 (the numerator and denominator were reversed and the result was mistaken for a percent) 
E. Correct:  (3 days ÷ 21 days total) × 100 = 14.3%, rounded to 14%.  Divide the days performing quality checks by 

the total workdays and multiply by 100 to obtain the percent. 
 

Answer to Level 5 Sample Item 2: 
 
A. Correct:  (9.25 cm – 5.75 cm) ÷ 2 = 3.50 cm ÷ 2 = 1.75 cm.  Find the difference between the diameters of the 

pipe and tank opening and divide by 2. 
B. Incorrect:  9.25 ÷ 3.14 = 2.95 (divided pipe diameter by pi) 
C. Incorrect:  9.25 – 5.75 = 3.50 (subtracted diameters, didn't divide in half) 
D. Incorrect:  9.25 – 5.75 ÷ 2 = 9.25 – (5.75 ÷ 2) = 9.25 – 2.875 = 6.375 rounded to 6.38 (neglected use of 

parentheses) 
E. Incorrect:  (9.25 + 5.75) ÷ 2 = 15.00 ÷ 2 = 7.5 (added instead of subtracting diameters) 
 

Answer to Level 5 Sample Item 3: 
 

A. Incorrect:  26 ÷  120 = 0.22, rounded to 0.2 (found the current for only one bulb) 
B. Incorrect:  120 ÷  (26 × 16) = 120 ÷  416 = 0.29, rounded to 0.3 (divided the volts by the total watts instead of the 

total watts by the volts) 
C. Correct:  (26 watts/bulb × 16 bulbs) ÷  120 volts = 416 watts ÷  120 volts = 3.47, rounded to 3.5 amps.  Multiply the 

bulb’s wattage by the number of bulbs and divide by the voltage. 
D. Incorrect:  120 ÷  26 = 4.62, rounded to 4.6 (divided the volts by the watts in one bulb instead of the total watts by 

the volts) 
E. Incorrect:  120 ÷  16 = 7.5 (divided the volts by the number of bulbs instead of dividing the total watts by the volts) 
 

 

52AM09P15



   

Answers to Applied Mathematics Level 6 Practice Set 
 
Answer to Level 6 Sample Item 1: 
 

A.  Correct:  [52 boxes × (1.5 feet × 1 foot × 0.5 feet)] + [36 boxes × (2 feet × 2 feet × 2 feet)] + [64 boxes × (0.75 
feet × 0.5 feet × 0.25 feet)] = 39 cubic feet + 288 cubic feet + 6 cubic feet = 333 cubic feet.  Convert inches to 
feet, then find the area of each box size in cubic feet.  Multiply the area of the box by the number of boxes of that 
size, then add the results. 

B.  Incorrect:  [(52 × (1.5 + 1 + 0.5)] + [36 × (2 + 2 + 2)] + [(64 × (0.75 + 0.5 + 0.25)] = 156 + 216 + 96 = 468 (added 
the box dimensions instead of multiplying)  

C.  Incorrect:  [(52 × (1.5 + 1 + 6)] + [36 × (2 + 2 + 2)] + [(64 × (9 + 6 + 3)] = 442 + 216 + 1,152 = 1,810 (did not 
convert inches to feet and added box dimensions instead of multiplying) 

D.  Incorrect:  [52 × (1.5 × 1 × 6)] + [36 × (2 × 2 × 2)] + [64 × (9 × 6 × 3)] = 468 + 288 + 10,368 = 11,124 (did not 
convert inches to feet) 

E.  Incorrect:  [52 × (1.5 × 1 × 0.5)] × [36 × (2 × 2 × 2)] × [64 × (0.75 × 0.5 × 0.25)] = 39 × 288 × 6 = 67,392 
(multiplied the volumes of each box size instead of adding them) 

 
Answer to Level 6 Sample Item 2: 
 

A. Incorrect:  85 × 0.01 × 0.264 = 0.224, rounded to 0.2 (reversed conversion factor for gallons to liters) 
B. Incorrect:  85 × 0.01 = 0.85, rounded to 0.9 (did not convert from gallons to liters) 
C. Incorrect:  85 × 0.1 × 0.264 = 2.244, rounded to 2.2 (multiplied the number of gallons in the bath by 10% instead 

of 1%, and reversed the conversion factor for gallons to liters) 
D. Correct:  1% acid/bath = 0.01 gallons acid/gallon bath; 85 gallons bath × 0.01 gallons acid/gallon bath ÷ 0.264 

gallons/liter = 3.2 liters acid.  Multiply the number of gallons in the bath by the percent of sulfuric acid needed in 
the bath to find the number of gallons of acid needed, then convert from gallons to liters. 

E. Incorrect:  85 × 0.1 = 8.5 (multiplied the number of gallons in the bath by 10% instead of 1%, and did not convert 
from gallons to liters) 

 
Answer to Level 6 Sample Item 3: 
 

A. Incorrect:  250 + (250 × .10) = 275; 275 ÷  4 = 68.75; (68.75 ÷  2 × 19) + (68.75 ÷  2 × 15) = $1,168.75; 25 × 31 = 
$775; $1,168.75 + $775 = $1,943.75.  (added 10% of the total hours given to the total hours given, divided total 
by 4, then divided each fourth in half and multiplied by pay rate to calculate workers’ pay, then added your pay) 

B. Incorrect:  250 – (250 × .10) = 225; 225 ÷  4 = 56.25; (56.25 × 2 × 19) + (56.25 × 2 × 15) = $3,825; 25 × 31 = $775; 
$3,825 – $775 = $3,050.00.  (subtracted your pay from the total of the other workers) 

C. Correct:  250 hours × .10% = 25 hours; 250 hours – 25 hours = 225 hours; 225 hours ÷  4 workers = 56.25 
hours/worker; (56.25 hours/worker × 2 workers × $19/hour) + (56.25 hours/worker × 2 workers × $15/hour) = 
$3,825; 25 hours × $31/hour = $775; $3,825 + $775 = $4,600.00. 

D. Incorrect:  250 ÷  4 = 62.50; (62.50 × 2 × 19) + (62.50 × 2 × 15) = $4,250; 25 × 31 = $775; $4,250 + $775 = 
$5,025.00.  (divided total hours by 4, calculated pay, then calculated your pay for 10% more hours) 

E. Incorrect:  250 + (250 × .10) = 275; 275 ÷  4 = 68.75; (68.75 × 2 × 19) + (68.75 × 2 × 15) = $4,675; 25 × 31 = 
$775; $4,675 + $775 = $5,450.00.  (added 10% of the total hours given to the total hours given, divided total 
hours by 4, calculated pay for other workers, then calculated your pay and added that to the total of the other 
workers) 
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Answers to Applied Mathematics Level 7 Practice Set 
 
Answer to Level 7 Sample Item 1: 
 

A. Incorrect.  2 (did not do the conversion or the volume calculation; chose the number of stock pots) 
B. Incorrect.  12 ÷ 4 × 231 = 693; 10 × 15 × 2 = 300; 693 ÷ 300 = 2.31, rounded up to 3 (forgot to multiply by the 

number of stock pots) 
C. Incorrect.  2 × 12 × 1/4 × 231 = 1,386; 10 × 15 × 2 = 300; 1,386 ÷ 300 = 4.62, rounded to 4 (rounded down 

instead of rounding up to accommodate the remainder) 
D. Correct.  2 × 12 qt × (1 gal/4 qt) × (231 cu in/1 gal) = 1,386 cu in; 10 in × 15 in × 2 in = 300 cu in/pan; 1,386 cu in 

÷ 300 cu in/pan = 4.62, rounded to 5 pans.  Find the volume of the two stock pots (mixture), the volume of the 
baking pans, and divide the stockpot value by the baking pan value; round up to the nearest whole number. 

E. Incorrect.  12 × 231 = 2,772; 10 × 15 × 2 = 300; 2,772 ÷ 300 = 9.24, rounded to 10 (forgot to convert quarts to 
gallons and used only 1 stock pot) 

 
Answer to Level 7 Sample Item 2: 

 
A. Incorrect:  (1,905 – 762) ÷ 762 = 1.5  15 (correctly calculated percent markup but misplaced the decimal) 
B. Incorrect:  (1,905 – 762) ÷ 1,905 = 0.6 × 100 = 60; 100 – 60 = 40 (divided the markup by the wrong price and 

subtracted the resulting percent from 100%) 
C. Incorrect:  (1,905 – 762) ÷ 1,905 = 0.6 × 100 = 60 (divided the markup by the wrong price) 
D. Correct:  ($1,905 – $762) ÷ $762 = 1.5 × 100 = 150%.  Divide the difference between the selling price and the 

cost by the cost and convert to a percent by multiplying by 100. 
E. Incorrect:  1,905 ÷ 762 = 2.5 × 100 = 250 (divided the selling price by the cost and converted to a percent) 

Answer to Level 7 Sample Item 3: 
 

A. Incorrect:  112 ÷  4 = 28; 285 ÷  12 = 23.75; 28 – 23.75 = 4.25 (calculated the savings on 1 part, not 36 parts) 
B. Incorrect:  112 ÷  4 = 28; 285 ÷  12 = 23.75; 28 – 23.75 = 4.25; 4.25 × 12 = 51 (calculated the savings on 12 parts, 

not 36 parts) 
C. Correct:  $112 ÷  4 parts = $28/part; $285 ÷  12 parts = $23.75/part; $28 – $23.75 = $4.25; $4.25 × 36 parts = 

$153.00.  Calculate the cost per part from both suppliers and find the difference, then multiply by the number of 
parts needed to find the amount saved. 

D. Incorrect:  112 ÷  4 = 28; 285 ÷  12 = 23.75; 28 – 23.75 = 4.25; 4.25 × (4 + 12 + 36) = 221 (added all 3 numbers of 
parts mentioned and calculated the savings on that total) 

E. Incorrect:  285 ÷  12 = 23.75; 23.75 × 36 = 855 (calculated the cost of 36 parts at the lower rate)       
 

54AM09P15



    

ACT WorkKeys Reading for Information Assessment 

Reading for Information is skill in reading and understanding work-related instructions and policies.  Such material, known 
as procedural text, differs from the explanatory and narrative text on which most reading programs are based.  In addition, 
unlike reading and content-area texts, which are usually organized to make the reading easy to understand, workplace 
communication is not necessarily designed to be easy to read.  It may even be poorly or unclearly written.  These differences 
can affect the skills employees need when they encounter job-related reading tasks.  Reading for Information skills included 
can be loosely grouped into the following four categories: 

Choosing Main Ideas or Details 

This skill requires selecting the important information and supporting details from a written document.  Looking for main 
ideas and details is a common reading task.  But, as mentioned previously, reading texts encountered in the workplace differ 
from the selections most often used in reading programs.  In such programs, the main idea is generally found in the topic 
sentence at the beginning of a paragraph or occasionally in a concluding sentence.  However, written communication found 
in the workplace is often not constructed in such an organized manner.  Consequently, the employee needs to be able to use 
clues other than placement to identify the main ideas and important details. 

Understanding Word Meanings 

Although some basic vocabulary is involved in this skill area, the emphasis is on using context to determine specific word 
meanings.  The demands of the workplace progress from the need to know simple words and identify definitions clearly 
stated in the reading to the need to use the context to determine the meanings of more difficult words.  Jargon, technical 
terminology, and words with multiple meanings are used increasingly as the contexts become more complex. 

Applying Instructions 

Conveying instructions is the principal purpose of a great deal of workplace communication.  Skill in applying 
instructions involves sequencing and generalizing.  As in the other skill areas, the workplace requirements range from the 
simple to the more complex.  As the levels increase, the instructions contain more steps and conditionals are added.  At 
the lower levels, employees need only apply instructions to clearly described situations; at the higher levels, employees 
must apply instructions to less similar and, eventually, to new situations. 

Applying Information and Reasoning 

Often, for effective performance of a task, it is necessary for employees to apply information given in workplace 
communications to similar or new situations, to predict consequences of certain actions, and to understand the reasoning, 
which may or may not be stated, behind a policy.  As in the previous category, employees may be asked to apply information 
and reasoning to clearly described situations at the lower levels, while, at higher levels, they must apply information and 
reasoning to similar and then to new situations. 
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Reading for Information Characteristics 

The chart below describes the five levels of the Reading for Information skill.  Both the nature of the documents and the 
tasks using the documents change at each level. 

Paper-and-Pencil/Multiple-Choice Response 45 Minutes, 33 Problems 
Level Characteristics of Reading Materials

and Questions 
Skills

3

Short, uncomplicated passages which use 
elementary vocabulary 
Basic company policies, procedures, and 
announcements 
All necessary information stated clearly in the 
reading materials 
Wording of the questions and answers similar or 
identical to the wording used in the reading 
materials 

Pick out the main ideas and clearly stated details 
Choose the correct meaning of a word that is clearly 
defined in the reading 
Choose the correct meaning of common everyday 
and workplace words  
Choose when to perform a step in a series of steps 
Apply instructions to a situation that is the same as 
the one in the reading materials 

4

Straightforward but longer sentences than at Level 3 
More detail and greater number of steps in 
described procedures 
Described policies and procedures include changing 
conditions that affect the best action 
Common words but some harder words also 
Questions and answers paraphrased from the 
passage 

Identify important details that may not be clearly 
stated
Use the reading material to figure out the meaning of 
words that are not defined  
Apply instructions with several steps to a situation 
that is the same as the situation in the reading 
materials 
Choose what to do when changing conditions call for 
a different action 

5

More details, greater complexity, and broader topics 
than those at Level 4 
Specialized words and phrases (e.g., jargon and 
technical terms), and some words with multiple 
meanings
Application of information given in the passage to a 
situation that is not specifically described in the 
passage 
Several considerations to be taken into account in 
order to choose the correct responses 

Figure out the correct meaning of a word based on 
how the word is used 
Identify the correct meaning of an acronym that is 
defined in the document 
Identify the paraphrased definition of a technical 
term or jargon that is defined in the document 
Apply technical terms and jargon and relate them to 
stated situations 
Apply straightforward instructions to a new situation 
that is similar to the one described in the material 
Apply complex instructions that include conditionals 
to situations described in the materials 

6

More complex presentation of information 
Excerpts from regulatory and legal documents 
More elaborate procedures and concepts described 
Advanced vocabulary, jargon, and technical terms 
Most necessary information not clearly stated in the 
passages 

Identify implied details 
Use technical terms and jargon in new 
situations 
Figure out the less common meaning of a 
word based on the context 
Apply complicated instructions to new 
situations 
Figure out the principles behind policies, 
rules, and procedures 
Apply general principles from the materials to 
similar and new situations 
Explain the rationale behind a procedure, policy, or 
communication 

7

More difficult passages 
Denser information 
Complex concepts 
Difficult vocabulary 
Jargon and technical terms whose definitions must 
be derived from context 
Lacks clarity and direction 

Figure out the definitions of difficult, 
uncommon words based on how they are 
used 
Figure out the meaning of jargon or 
technical terms based on how they are 
used 
Figure out the general principles behind the policies 
and apply them to situations that are quite different 
from any described in the materials 



    

ACT WorkKeys Reading for Information Practice Set 
 
This practice set gives examples of the reading materials and questions on the ACT WorkKeys Reading for Information 
assessment.  It can help you understand the ACT WorkKeys skill levels and give you practice for the actual ACT WorkKeys 
assessment.  However, remember that this practice set is not a full-length test and your score is not a substitute for the 
actual ACT WorkKeys test score.  The actual test consists of 33 questions and has a time limit of  45 minutes.  Several 
questions may be grouped together and relate to a single piece of reading material. 

ACT WorkKeys Reading for Information is the skill people use when they read and use written text in order to do a job.  
The written texts include memos, letters, directions, signs, notices, bulletins, policies, and regulations.  It is often the case 
that workplace communications are not necessarily well-written or  targeted to the appropriate audience.  Reading for 
Information materials do not include information that is presented graphically, such as in charts, forms, or blueprints.  
There are five skill levels, from Level 3 to Level 7.  As you move from Level 3 to Level 7, both the materials and the 
tasks become more complex. 
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Reading for Information Level 3 

Individuals with Level 3 skills understand basic words and can identify main ideas.  They understand how and when 
to follow each step in a set of instructions and can use the instructions in situations that are the same as the one they 
are reading about.  Level 3 materials include simple instructions, company policies, and announcements.  They are 
short and straightforward, and contain basic vocabulary. 

1. You are a metal grinder for Brown Metallics, Inc.  According to the information shown, the best face protection for 
grinding is a: 

A.  face shield. 
B.  filtered lens. 
C.  pair of goggles. 
D.  pair of safety glasses. 
E.  welding shield. 
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2. You are the floor monitor for your area.  According to the procedure shown, the reason all employees should gather 
at the northeast corner of the parking lot is so that: 

A.  employees can leave the area in their cars. 
B.  the fire department can get in. 
C.  they can re-enter the building easily. 
D.  they can hear the all-clear signal. 
E.  you can account for everyone. 

3. You are the floor monitor for your area.  According to the procedure shown, when you hear the alarm, the first thing 
you should do is: 

A.  call x4144 to get help. 
B.  check each employee’s space. 
C.  check the conference rooms for visitors. 
D.  exit the building through the main door. 
E.  take the stairs to the ground floor. 
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Reading for Information Level 4 
 
Individuals with Level 4 skills can apply instructions to situations that are the same as the situations in the reading 
materials.  They can identify cause-effect relationships and understand words that are not defined for them, based on the 
context.  Level 4 materials may include several details or describe processes involving several steps. 

1. You work at Gracie Industries.  According to the notice shown, if your PC continues to show a message saying it will 
reboot automatically, you should: 

A.  check that your patches are up to date. 
B.  click the Install Now button. 
C.  restart your PC. 
D.  send a message to technical support. 
E.  update the system setting. 
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2. You are a teacher at Elm Street Elementary School.  According to the memo shown, after April 2, where should you 
dismiss your students? 

A.  At a personally designated area on campus 
B.  At the gate adjacent to room #1 
C.  At the gate on Elm Street 
D.  By the yellow curb next to the cafeteria 
E.  Through the gate closest to the Kindergarten classrooms 

3. You are an Elm Street Elementary teacher on bus duty after school.  A parent drives up and wants to know where to 
park so he can attend a short parent-teacher conference at the school.  According to the memo shown, you should tell 
the parent he may park: 

A.  along the side of the driveway. 
B.  in a space in front of the school. 
C.  in an unoccupied staff parking space. 
D.  in the parking lot at the side of the school. 
E.  in the parking lot behind the cafeteria. 



   

Reading for Information Level 5 
 

Individuals with Level 5 skills can apply information from reading materials to new situations that are similar to those 
described in the materials and they can understand words and phrases with specialized or multiple meanings.  Level 5 
materials include company policies, procedures, and announcements.  All the information in them is stated clearly and 
directly, but there are many details. 

Cable Shopping Club Policies

Shipping and Handling:

Returns:

Customers pay all shipping and handling (S&H) charges, $8.50 for standard 3-5 day 
delivery.  For jewelry, $2.00 will be added to S&H; electronics will be $5.00 in addition to 
S&H.  This upcharge will automatically be added to each order in OrderSys.  Cable 
Shopping Club only ships within the United States.  Special S&H charges apply for 
shipments to Alaska and Hawaii ($12.50 for standard 3-5 day delivery).  For mattresses, 
ShipSys does not allow shipments to Alaska or Hawaii.  Live package tracking is available 
in ShipSys starting on the business day after the ship date.  External tracking numbers will 
be noted in AcctSys once the order has shipped.  These may be given to customers if they 
request them.  These numbers may be entered at carrier websites for basic tracking when 
it is not available in the CSC system.  For speci�c shipping-related concerns not addressed, 
customers should be referred to the shipping help line at 800-555-4CSC.

Cable Shopping Club agrees to accept, for refund or exchange, any item shipped within the 
last 30 days.  Items shipped 31-60 days ago may be returned for exchange or store credit 
only.  Defective or damaged items may be returned for exchange or refund within 90 days 
of shipping.  S&H is only credited or refunded for defective or damaged items returned 
within 60 days.  A 5% restocking fee applies to all non-defective returns of electronics, 
which must be applied in AcctSys.
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1. You process returns for Cable Shopping Club.  A customer received some dishes that were broken during shipment 
45 days ago and would like to return them for a refund.  According to the policies shown, what type of credit should 
you issue the customer for the return? 

A.  Full refund for the product and S&H 
B.  Full refund for the product only 
C.  Refund for the product after a 5% restocking fee 
D.  Store credit for the product and S&H 
E.  Store credit for the product only 
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2. The main purpose of the inspection policy shown is to: 

A.  allow owners to move into their new homes early under special circumstances. 
B.  encourage city inspectors and builders to work together. 
C.  ensure that a new home is safe before the buyers move in. 
D.  establish eviction procedures to follow when building requirements are not met. 
E.  explain the legal issues regarding the use of occupancy permits. 

3. As used in the last sentence of the policy shown, bond refers to: 

A.  a certificate providing a loan in return for interest. 
B.  a policy covering losses arising from the acts of a builder. 
C.  a sum of money paid as a guarantee of certain action. 
D.  an adhesive used to join two surfaces. 
E.  durable paper used in preparing legal documents. 
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Reading for Information Level 6 
 

Individuals with Level 6 skills can read and understand complex documents and generalize from the materials to new 
situations.  They can correctly apply complex instructions from these materials and understand the rationale behind 
policies and procedures described in the materials.  Level 6 materials may include complex regulatory and legal 
documents, and rental agreements. 
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 1. Based on the memo shown, the vice president of marketing is NOT: 

A.  being receptive to new ideas. 
B.  expressing his opinions. 
C.  listening to his employees. 
D.  showing satisfaction with Regency Line sales. 
E.  working with the team members toward solutions. 

2. Based on the memo shown, the vice president of marketing believes that trade shows are: 

A.  a means to gain useful contacts. 
B.  a waste of time. 
C.  important to boost sales immediately. 
D.  not to be included in the marketing plan. 
E.  opportunities for employment. 

3. Based on the memo shown, what does the vice president think is a weakness of the proposed Regency Line 
marketing campaign? 

A.  Improvements to the product literature would be too costly. 
B.  The direction that the campaign will take is unclear. 
C.  The marketing analysis is not consistent with the theme. 
D.  The marketing theme is weak and limited. 
E.  The product line needs to be reduced. 
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Reading for Information Level 7 
 

Individuals with Level 7 skills can figure out the underlying principles in complex documents and apply them to situations that
are quite different from any described in the materials.  They can understand unfamiliar terms from the context.  Level 7 
materials are densely detailed passages, such as excerpts from complex regulatory and legal documents.  They contain 
complicated concepts and procedures.  The language includes jargon and technical terms. 

68RI07P15



   

1. As a librarian, you are developing a policy for cataloging your library’s audiovisual materials.  According 
to the guidelines shown, why do AV materials need subject analysis guidelines? 

A.  AV materials require additional equipment to access their content. 
B.  New subject authority files must be created for AV materials. 
C.  Non-topical headings for print materials are more applicable to AV materials. 
D.  They are not as easy to shelve or browse as other library materials. 
E.  They are segregated from other library materials, so they must be cataloged separately. 

2. You are a librarian responsible for developing a policy for AV subject analysis.  According to the 
guidelines shown, the primary reason your policy should follow the field’s established subject analysis 
practice is because this will: 

A.  allow flexibility in the arrangement of materials. 
B.  facilitate automated retrieval. 
C.  offer ready access to a broad range of materials. 
D.  promote an efficient cataloging workflow. 
E.  promote resource sharing among libraries. 

3. You are the librarian responsible for cataloging a recent recording of a program produced by a local 
television station.  Due to the nature of this recording, standard subject headings do not apply.  According 
to the guidelines shown, in order to provide the most accurate subject access possible, you should first: 

A.  assign a non-topical subject heading. 
B.  create a new subject term to be used in your library. 
C.  integrate the item into an existing bibliography. 
D.  provide subject access to parts of the item as well as the whole. 
E.  provide subject access to the implicit and explicit topics. 
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An Important Consideration about the Answers to the Practice Sets 
 

Some ACT WorkKeys questions have a response choice (the “key”) that can be clearly defined as right or correct and other 
response choices (the “distractors” or “foils”) that can be identified as wrong or incorrect.  Many ACT WorkKeys questions, 
however, are in a best-response format: the keyed response is simply the best of those available.  It is important to keep 
this in mind when discussing such questions, since it will sometimes be possible to think of responses that would be better 
than any of those offered, or to defend a distractor as not entirely wrong.  Best-response formats are consistent with the 
real world, where choices among less-than-perfect alternatives are routinely the case. 
 

Answers to Reading for Information Level 3 Practice Set 

Answer to Level 3 Sample Item 1 

A. Correct.  face shield.  The safety rules say that face shields should be “use[d] for face protection from chemicals 
or when grinding or chipping.” 

B. Incorrect.  filtered lens.  Filtered lenses are part of welding shields, not a stand-alone item.  Furthermore, the 
safety rules say that face shields should be “use[d] for face protection from chemicals or when grinding or 
chipping.” 

C. Incorrect.  pair of goggles.  Goggles are the best eye protection, but do not protect the face.  The safety rules say 
that face shields should be “use[d] for face protection from chemicals or when grinding or chipping.” 

D. Incorrect.  pair of safety glasses.  Safety glasses provide the least amount of protection and do not protect your 
face.  The safety rules say that face shields should be “use[d] for face protection from chemicals or when grinding 
or chipping.” 

E. Incorrect.  welding shield.  Welding shields protect your face from burns when welding, brazing, soldering, and 
cutting.  The question asks about face protection while grinding.  The safety rules say that face shields should be 
“use[d] for face protection from chemicals or when grinding or chipping.” 

Answer to Level 3 Sample Item 2 
 
A. Incorrect.  employees can leave the area in their cars.  The procedure states, “All employees should gather at the 

northeast corner of the parking lot…so that everyone will be accounted for.”  There is no mention of employees 
leaving in their cars, even though they are in the parking lot. 

B. Incorrect.  the fire department can get in.  The procedure states that the fire department will come for anyone who 
needs assistance leaving the building and will give the all-clear signal.  There is no mention of how the fire 
department will enter.  The reason for gathering in the northeast corner of the parking lot is so that you can 
account for everyone. 

C. Incorrect.  they can re-enter the building easily.  There is no reference to whether they should be able to re-enter 
easily.  The reason for gathering in the northeast corner of the parking lot is so that you can account for everyone. 

D. Incorrect.  they can hear the all-clear signal.  While it might be possible to hear the signal from the parking lot, the 
reason for gathering in the northeast corner of the parking lot is so that you can account for everyone 

E. Correct.  you can account for everyone.  The procedure states, “All employees should gather at the northeast 
corner of the parking lot…so that everyone will be accounted for.” 

Answer to Level 3 Sample Item 3 
 
A. Incorrect.  call x4144 to get help.  The procedure states, “When the alarm goes off, first check each employee’s 

space to make sure they leave the building.”  You should call x4144 if the fire department needs to help someone 
get out of the building. 

B. Correct.  check each employee s space.  The procedure states, “When the alarm goes off, first check each 
employee’s space to make sure they leave the building.” 

C. Incorrect.  check the conference rooms for visitors.  You should check the conference rooms for visitors after you 
check each employee’s space. 

D. Incorrect.  exit the building through the main door.  The procedure states, “When the alarm goes off, first check 
each employee’s space to make sure they leave the building.”  You should exit the building after checking each 
employee’s space. 

E. Incorrect.  take the stairs to the ground floor.  The procedure states, “When the alarm goes off, first check each 
employee’s space to make sure they leave the building.”  You should tell everyone to take the stairs just before 
you leave the building. 
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Answers to Reading for Information Level 4 Practice Set 

Answer to Level 4 Sample Item 1 

A. Incorrect.  check that your patches are up to date.  According to the notice shown, “if you keep getting a pop-up 
window saying that your PC will automatically reboot,” it is a sign that something is wrong and you should send an 
e-mail to technical support.  If you already have the most current patches, you will not get a pop-up window 
asking you to reboot. 

B. Incorrect.  click the Install Now button.  According to the notice shown, “if you keep getting a pop-up window 
saying that your PC will automatically reboot,” it is a sign that something is wrong and you should send an e-mail 
to technical support.  You will not have an Install Now button. 

C. Incorrect.  restart your PC.  According to the notice shown, “if you keep getting a pop-up window saying that your 
PC will automatically reboot,” it is a sign that something is wrong and you should send an e-mail to technical 
support. 

D. Correct.  send a message to technical support.  According to the notice shown, “if you keep getting a pop-up 
window saying that your PC will automatically reboot,” it is a sign that something is wrong and you should send an 
e-mail to technical support. 

E. Incorrect.  update the system setting.  According to the notice shown, “if you keep getting a pop-up window saying 
that your PC will automatically reboot,” it is a sign that something is wrong and you should send an e-mail to 
technical support.  This error would occur after you update your system. 

 
Answer to Level 4 Sample Item 2 

A. Incorrect.  At a personally designated area on campus.  The memo mentions that parents and caregivers may 
meet students at a designated area on campus and it might be incorrectly concluded that the students would be 
dismissed at the same place. 

B. Correct.  At the gate adjacent to room #1.  The memo states “Any students arriving after this time must use the 
gate adjacent to room #1.  This will also be the gate where the students will be dismissed.” 

C. Incorrect.  At the gate on Elm Street.  This location is in the first sentence of the memo, but the memo states that 
“the gate closest to the Kindergarten classrooms on Elm Street will be locked at 8:30 A.M.” 

D. Incorrect.  By the yellow curb next to the cafeteria.  This is an attractive choice because it is mentioned as a 
student drop off and pick up for the parents.  The pick up spot could be confused with dismissal, but the memo 
states, “The yellow curb is for drop off and pick up only.” 

E. Incorrect.  Through the gate closest to the Kindergarten classrooms.  This location is mentioned in the first 
paragraph, but the memo actually states that “the gate closest to the Kindergarten classrooms on Elm Street will 
be locked at 8:30 A.M.” 

 
Answer to Level 4 Sample Item 3 

A. Incorrect.  along the side of the driveway.  This might appear logical for parking, because the parent will be at the 
school for a short time, but the memo states, “Cars should not be left unattended in the driveway at any time, for 
any reason.”  The parent should park in a space in front of the school. 

B. Correct.  in a space in front of the school.  The memo states, “Spaces in front of the building are designated for 
visitor parking.”  The parent should park in a space in front of the school. 

C. Incorrect.  in an unoccupied staff parking space.  It might appear logical to park here, because it is unoccupied 
and the parent will be at the school for a short time, but the memo states, “Parents may not park in staff 
designated parking spots.”  The parent should park in a space in front of the school. 

D. Incorrect.  in the parking lot at the side of the school.  This parking area is mentioned in the memo, but it is for 
staff only.  The parent should park in a space in front of the school. 

E. Incorrect.  in the parking lot behind the cafeteria.  This parking area is mentioned in the memo, but the memo 
states that it is for staff only.  The parent should park in a space in front of the school. 
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Answers to Reading for Information Level 5 Practice Set 

Answer to Level 5 Sample Item 1 

A. Correct.  Full refund for the product and S&H.  The return policy states, “Defective or damaged items may be 
returned for exchange or refund within 90 days of shipping.”  Since the dishes were damaged and the time given 
is 45 days after shipping, the customer’s return would qualify for a full refund.  With regard to S&H charges, the 
policy states, “S&H is only credited or refunded for defective items returned within 60 days.”  In this case, S&H 
would be refunded, since the item is being returned within 60 days. 

B. Incorrect.  Full refund for the product only.  Attractive because the policy states, “Defective or damaged items may 
be returned for exchange or refund within 90 days of shipping.”  However, S&H is also “refunded for defective 
items returned within 60 days,” which is the case in the scenario given. 

C. Incorrect.  Refund for the product after a 5% restocking fee.  Attractive because the product purchase price would 
be refunded, but the restocking fee would not apply in this case, since that fee is only for non-defective returns of 
electronics. 

D. Incorrect.  Store credit for the product and S&H.  Attractive because the refund policy says, “Items shipped 31-60 
days ago may be returned for exchange or store credit only.” Readers must realize that an exception is given that 
would apply here: “Defective or damaged items may be returned for exchange or refund within 90 days of 
shipping.” S&H would be refunded, since the item is being returned within 60 days. 

E. Incorrect.  Store credit for the product only.  Attractive because the refund policy says, “Items shipped 31-60 days 
ago may be returned for exchange or store credit only.”  Readers must realize that an exception is given that 
would apply here:  “Defective or damaged items may be returned for exchange or refund within 90 days of 
shipping.”  Also, S&H would be refunded, since the item is being returned within 60 days; the policy states: “S&H 
is only credited or refunded for defective items returned within 60 days.” 

Answer to Level 5 Sample Item 2 
 

A. Incorrect.  allow owners to move into their new homes early under special circumstances.  The first paragraph 
suggests that the city is willing to allow early move-in; however, the second paragraph cautions that special 
permits will not be issued if any life/safety issues are unresolved. 

B. Incorrect.  encourage city inspectors and builders to work together.  Although this is also mentioned in the first 
paragraph, the first two paragraphs make it clear that safety is the overriding issue. 

C. Correct.  ensure that a new home is safe before the buyers move in.  The first paragraph states, “However, be 
informed that the inspector’s job is to ensure that the standards established by the building codes for all structures 
and the surrounding site are met.”  The next paragraph cautions that special permits “will not be granted if the 
inspector finds any life/safety problems in the home.” 

D. Incorrect.  establish eviction procedures to follow when building requirements are not met.  The inspector’s power 
to evict owners is mentioned in the third paragraph only as a caution regarding the importance of safety. 

E. Incorrect.  explain the legal issues regarding the use of occupancy permits.  Although occupancy permits are 
mentioned, the memo does not descuss any legal issues regarding their use. 
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Answer to Level 5 Sample Item 3 
 

A. Incorrect.  a certificate providing a loan in return for interest.  Although the memo discusses a bond being posted 
or given and returned, it is not a loan nor is anything borrowed.  As used in this memo, “bond” refers to a sum of 
money paid as a guarantee that the City will not have to pay the cost of completing work that is supposed to be 
completed by the builder.  You can infer this meaning from the statement that “additional bond must be posted” if 
the original amount is not high enough. 

B. Incorrect.  a policy covering losses arising from the acts of a builder.  Although the memo mentions covering 
costs, nothing describes covering losses.  As used in this memo, “bond” refers to a sum of money paid as a 
guarantee that the City will not have to pay the cost of completing work that is supposed to be completed by the 
builder.  You can infer this meaning from the statement that “additional bond must be posted” if the original 
amount is not high enough. 

C. Correct.  a sum of money paid as a guarantee of certain action.  If the work is not completed, the bond money 
can be used to hire someone else to finish the job.  This meaning is implied when the text states, “If the inspector 
feels that the typical $500 bond is insufficient to cover the costs…additional bond must be posted with the City 
prior to occupancy.” 

D. Incorrect.  an adhesive used to join two surfaces.  This meaning could seem logical because the topic of the 
memo is construction; however, as used in this memo, “bond” refers to a sum of money paid as a guarantee that 
the City will not have to pay the cost of completing work that is supposed to be completed by the builder.  You can 
infer this meaning from the statement that “additional bond must be posted” if the original amount is not high 
enough. 

E. Incorrect.  durable paper used in preparing legal documents.  Although durable “bond paper” can be used in 
preparing legal documents, this is not what the term “bond” refers to in the memo.  As used in this memo, “bond” 
refers to a sum of money paid as a guarantee that the City will not have to pay the cost of completing work that is 
supposed to be completed by the builder.  You can infer this meaning from the statement that “additional bond 
must be posted” if the original amount is not high enough. 

73RI07P15



   

 
Answers to Reading for Information Level 6 Practice Set 

 
Answer to Level 6 Sample Item 1 
 

A. Incorrect.  being receptive to new ideas.  In the third paragraph, the vice president states, “In sum, I think you 
have the makings of a really good idea here, but are still looking at it too much from a ‘business as usual’ 
framework.”  This shows that the vice president welcomes new ideas. 

B. Incorrect.  expressing his opinions.  In the first paragraph the vice president states, “…and to share my opinion 
that my expectations for first year sales from our newly acquired Regency Line have been largely unrealized.” 

C. Incorrect.  listening to his employees.  In the first paragraph the vice president states, “This memorandum is in 
response to our discussion on January 30.  Its intent is not to dictate, but to reflect my understanding of the 
team’s current objectives and priorities….”  He is responding to what his employees have said earlier. 

D. Correct.  showing satisfaction with Regency Line sales.  In the last sentence of the first paragraph, the vice 
president implies this when he states “…my expectations for first year sales from our newly acquired Regency 
Line have been largely unrealized.” 

E. Incorrect.  working with the team members toward solutions.  The vice president has made useful suggestions in 
the third paragraph such as, “There are certainly some gaps in the product line that perhaps could be filled by 
reconstructing product literature and adding a few new products.  This would spearhead a really dynamite 
marketing campaign.” 

 
Answer to Level 6 Sample Item 2 
 

A. Correct.  a means to gain useful contacts.  The vice president states in the fourth paragraph, “My general 
experience has been that attendance is fun, informative, and a good way of gaining and maintaining contacts, 
some of whom may be useful some day, but not a great way to make quick sales.” 

B. Incorrect.  a waste of time.  Although the vice president states that trade shows are “not a great way to make 
quick sales,” he does acknowledge the value of attending trade shows, because they are “a good way of gaining 
and maintaining contacts, some of whom may be useful some day.” 

C. Incorrect.  important to boost sales immediately.  The vice president says that trade shows are “a good way of 
gaining and maintaining contacts, . . . but not a great way to make quick sales.” 

D. Incorrect.  not to be included in the marketing plan.  The vice president states in the last sentence of paragraph 
four that the decision to include trade shows in the marketing plan is up to the team members.  He states, “I do 
not know enough about the trade shows you propose to attend to think of micro-managing your decisions.” 

E. Incorrect.  opportunities for employment.  Although there are many vendors at trade shows, and therefore 
possible opportunities for new employment, the vice president does not state this nor would he logically desire to 
lose employees to other businesses. 

 
Answer to Level 6 Sample Item 3 
 

A. Incorrect.  Improvements to the product literature would be too costly.  There is no discussion about costs being 
too high for product literature.  In paragraph three, the vice president states, “There are certainly some gaps in the 
product line that perhaps could be filled by reconstructing product literature and adding a few new products.”  His 
statement indicates that improvements to the product literature are very possible. 

B. Correct.  The direction that the campaign will take is unclear.  Although the vice president praises the marketing 
analysis, the memo states, “However, when I review next year’s sales projections, I have difficulty envisioning a 
simple mapping of your theme.” 

C. Incorrect.  The marketing analysis is not consistent with the theme.  Although the vice president has “difficulty 
envisioning a simple mapping of your theme,” the third paragraph states that analysis does fit under the theme. 

D. Incorrect.  The marketing theme is weak and limited.  The marketing theme is described in paragraph three: “You 
have identified a potentially powerful organizing theme, and I didn’t see anything in your analysis that could not fit 
comfortably under such a banner.” 

E. Incorrect.  The product line needs to be reduced.  The product line is mentioned in the memo; however, the memo 
states, “There are certainly some gaps in the product line that perhaps could be filled by reconstructing product 
literature and adding a few new products.  This would spearhead a really dynamite marketing campaign.”  This 
statement indicates that the vice president thinks the product line may need to be expanded. 
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Answers to Reading for Information Level 7 Practice Set 
 
Answer to Level 7 Sample Item 1 
 

A. Incorrect.  AV materials require additional equipment to access their content.  The guidelines state, “AV materials 
… are not easily browsed” and imply that AV materials may not always be shelved with other items.  Attractive 
because it is true that some AV materials (sound recordings, films) need additional equipment, but there is no 
indication in the guidelines that this requirement would affect the cataloging of these materials. 

B. Incorrect.  New subject authority files must be created for AV materials.  The guidelines state that “AV materials ... 
are not easily browsed” and imply that AV materials may not always be shelved with other items.  Attractive 
because it is true that new subject headings must occasionally be created for AV materials, but it is not always the 
case that this must happen. 

C. Incorrect.  Non-topical headings for print materials are more applicable to AV materials.  The guidelines state, “AV 
materials ... are not easily browsed” and imply that AV materials may not always be shelved with other items.  
Attractive because AV materials often require special considerations when applying subject headings, but there is 
no indication in the guidelines that non-topical headings used for print materials are more or less applicable to AV 
materials. 

D. Correct.  They are not as easy to shelve or browse as other library materials.  The guidelines state, “AV materials 
... are not easily browsed” and imply that AV materials may not always be shelved with other items.  Not too 
obvious because it is not stated directly. 

E. Incorrect.  They are segregated from other library materials, so they must be cataloged separately.  The 
guidelines state, “AV materials ... are not easily browsed” and imply that AV materials may not always be shelved 
with other items.  Attractive because it is true that AV materials are often shelved separately; however, the 
guidelines make clear that AV material listings should be integrated into the existing catalog, not separately. 

 
Answer to Level 7 Sample Item 2 
 

A. Incorrect.  allow flexibility in the arrangement of materials.  The guidelines state, “Adherence to standard subject 
analysis practice ... is desirable in order to promote cooperative agreements and resource sharing.”  Attractive, 
since this is an advantage of a good AV cataloging policy; however, it is not the primary reason the policy should 
follow established standards.  The library could create its own standards and still allow for flexible arrangement of 
library materials. 

B. Incorrect.  facilitate automated retrieval.  The guidelines state, “Adherence to standard subject analysis practice ... 
is desirable in order to promote cooperative agreements and resource sharing.”  Attractive because this is an 
advantage of a good AV cataloging policy; however, it is not the primary reason the policy should follow 
established standards.  The library could create its own standards and still allow for easy automated retrieval. 

C. Incorrect.  offer ready access to a broad range of materials.  The guidelines state, “Adherence to standard subject 
analysis practice ... is desirable in order to promote cooperative agreements and resource sharing.”  Attractive 
because this is an advantage of a good AV cataloging policy; however, it is not the primary reason the policy 
should follow established standards.  The library could create its own standards and still provide access to a wide 
range of materials. 

D. Incorrect.  promote an efficient cataloging workflow.  The guidelines state, “Adherence to standard subject 
analysis practice ... is desirable in order to promote cooperative agreements and resource sharing.”  Attractive 
because this is an advantage of a good AV cataloging policy; however, it is not the primary reason the policy 
should follow established standards.  The library could create its own standards and still have an efficient 
workflow.

E. Correct.  promote resource sharing among libraries.  The guidelines state, “Adherence to standard subject 
analysis practice ... is desirable in order to promote cooperative agreements and resource sharing.”  It would be 
difficult to share resources with other libraries if all used different cataloging standards, so this is the primary 
reason given in the guidelines for following the established guidelines.  Not obvious because the wording is 
different in the original guidelines. 
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Answer to Level 7 Sample Item 3 
 

A. Incorrect.  assign a non-topical subject heading.  The guidelines state that, in the case of standard subject 
authority files lacking appropriate terms, one option is to create an appropriate term for local use.  Because this is 
a local item for which there are few established subject headings, creating a new term for local use is the best 
way to provide complete access.  Attractive because assigning a non-topical heading is a cataloging option, but is 
not the best way to provide complete access in this particular scenario. 

B. Correct.  create a new subject term to be used in your library.  The guidelines state that, in the case of standard 
subject authority files lacking appropriate terms, one option is to create an appropriate term for local use.  
Because this is a local item for which there are few established subject headings, creating a new term for local 
use is the best way to provide complete access.  Not obvious because this particular scenario is not explicitly 
described in the guidelines. 

C. Incorrect.  integrate the item into an existing bibliography.  The guidelines state that, in the case of standard 
subject authority files lacking appropriate terms, one option is to create an appropriate term for local use.  
Because this is a local item for which there are few established subject headings, creating a new term for local 
use is the best way to provide complete access.  Attractive because easily integrating items into a bibliography is 
one result of good cataloging, but it is not a method for providing subject access. 

D. Incorrect.  provide subject access to parts of the item as well as the whole.  The guidelines state that, in the case 
of standard subject authority files lacking appropriate terms, one option is to create an appropriate term for local 
use.  Because this is a local item for which there are few established subject headings, creating a new term for 
local use is the best way to provide complete access.  Attractive because the guidelines discusses providing 
subject access to both parts and the whole (though it says you should provide access to the parts and the whole), 
but this not the best way to provide complete access in this particular scenario. 

E. Incorrect.  provide subject access to the implicit and explicit topics.  The guidelines state that, in the case of 
standard subject authority files lacking appropriate terms, one option is to create an appropriate term for local use.  
Because this is a local item for which there are few established subject headings, creating a new term for local 
use is the best way to provide complete access.  Attractive because the guidelines discusses providing subject 
access to both implicit and explicit topics (though it says you should provide access to the implicit and the explicit 
topic), but this not the best way to provide complete access in this particular scenario. 

 


