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Task 

Respond to a public inquiry so that the inquiry is answered accurately, courteously, and in 

accordance with applicable policies and procedures 
Conditions and Outcome 

Given an actual or simulated scenario of public inquiry and a set of policies and 

procedures, the candidate shall be able to relate interpersonally and respond to a public 

inquiry.  The candidate will complete this task with a minimum of 6 items 

answered correctly. 
Number Task Steps First Test Retest #1 Retest #2 

Pass Fail Pass Fail Pass Fail 

1 Properly identify issue in accordance with scenario 

 

      

2 Respond to public inquiry in a courteous and respectful 

manner in accordance with policies and procedures 

      

3 Answer questions accurately according to policy and 

procedure 

      

4 Provide written or verbal response to public inquiry in 

accordance with applicable policies and procedures 

      

5 Respond to public inquiry in accordance with applicable 

policies and procedures 

      

6 Refer citizen’s inquiry if appropriate       

7 Assure citizen that the inquiry will be handled and proper 

action will be taken as applicable 

      

Final Test Result for Entire Task       
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