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OSPI Model Framework


	Business Communications 

	CIP Code: 520501
	Total Framework Hours: up to 180

	Course: Business Communication
	Exploratory:  FORMCHECKBOX 
    Preparatory: 
 FORMCHECKBOX 


	Career Cluster:  Business, Management & Administration        Cluster Pathway: Management

Date Last  Modified: 12/2010

	Resources and Standards used in Framework Development:

NBEA Standards
MBA Research Standards

WA State Standards

	COMPONENTS AND COMPETENCIES

	Performance Assessments: 

Throughout this course students will demonstrate understanding of the writing process by creating documents and utilizing:

· Prewriting

· Writing for audience and purpose

· Drafting

· Revising

· Proofreading

· Publishing

	STANDARDS AND COMPETENCIES

	C-1 Standard: The Writing Process                                                                                  

	

	C=Core   A=Advanced                                  
	Total Learning Hours for Unit:  20

	C-1.1
	Use acceptable steps in the writing process

	C-1.2
	Use acceptable standards for grammar, punctuation, and word and number usage

	C-1.3
	Use the direct or indirect approach correctly in context

	C-1.4
	Develop an outline to facilitate logical and understandable written documents

	C-1.5
	Use language that is free of bias, such as bias related to gender, race, age, religion, physical challenges, and sexual orientation

	C-1.6
	Write coherent business documents

	C-1.7
	Compose and produce a variety of business messages and reports using correct, style, format, and content

	C-1.8
	Use a variety of references and resources (both printed and digital) when writing business documents

	C-1.9
	Incorporate information that has been gathered from other sources into written documents by the use of paraphrasing and citations

	C-1.10
	Compose appropriate messages for specific audiences

	C-1.11
	Proofread business documents to ensure they are clear, correct, concise, complete, consistent, and courteous

	C-1.12
	Edit business documents to improve content and effectiveness

	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 

(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	

	Communications

	

	Social Studies – Civics

	

	Writing

	1.1.1
	Analyzes and selects effective strategies for generating ideas and planning writing

	1.2.1
	Analyzes task and composes multiple drafts when appropriate

	1.3.1
	Revises text, including changing words, sentences, paragraphs, and ideas

	1.5.1
	Publishes in formats that are appropriate for specific audiences and purposes

	1.6.1
	Applies understanding of the recursive nature of writing process

	1.6.2
	Uses collaborative skills to adapt writing process

	1.6.3
	Uses knowledge of time constraints to adjust writing process

	2.1.1
	Applies understanding of multiple and varied audiences to write effectively

	2.2.1
	Demonstrates understanding of different purposes for writing

	2.3.1
	Uses a variety of forms/genres

	2.4.1
	Produces documents used in a career setting

	3.1.1
	Analyzes ideas, selects a manageable topic, and elaborates using specific, relevant details and/or examples

	3.1.2
	Analyzes and selects effective organizational structure

	3.2.1
	Analyzes audience and purposes and uses appropriate voice

	3.2.2
	Analyzes and selects language appropriate for specific audiences and purposes

	3.2.3
	Uses a variety of sentences consistent with audience, purpose, and form

	3.3.1
	Uses legible handwriting

	3.3.2
	Spells accurately in final draft

	3.3.3
	Applies capitalization rules

	3.3.4
	Applies punctuation rules

	3.3.5
	Applies usage rules

	3.3.6 
	Uses complete sentences in writing

	3.3.7
	Applies paragraph conventions

	3.3.8
	Applies conventional forms for citations

	4.1.1
	Analyzes and evaluates writing using established criteria

	4.1.2
	Analyzes and evaluates own writing using established criteria

	4.2.1
	Evaluates and adjusts writing goals using criteria

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):

	 FORMCHECKBOX 
 Observe

 FORMCHECKBOX 
 Patterns

 FORMCHECKBOX 
 Sequence

 FORMCHECKBOX 
 Classify

 FORMCHECKBOX 
 Compare/Contrast

 FORMCHECKBOX 
 Predict
	 FORMCHECKBOX 
 Cause/Effect

 FORMCHECKBOX 
 Fact/Opinion

 FORMCHECKBOX 
 Main Idea

 FORMCHECKBOX 
 Summary

 FORMCHECKBOX 
 Point of View

 FORMCHECKBOX 
 Analysis
	 FORMCHECKBOX 
 Finding Evidence

 FORMCHECKBOX 
 Evaluation

 FORMCHECKBOX 
 Detect Bias

 FORMCHECKBOX 
 Inference

 FORMCHECKBOX 
 Conclusion

 FORMCHECKBOX 
 Metacognition
	 FORMCHECKBOX 
 Reasoning

 FORMCHECKBOX 
 Problem Solving

 FORMCHECKBOX 
 Goal Setting

 FORMCHECKBOX 
 Fluency

 FORMCHECKBOX 
 Elaboration

 FORMCHECKBOX 
 Flexibility
	 FORMCHECKBOX 
 Originality 

 FORMCHECKBOX 
 Risking

 FORMCHECKBOX 
 Inquisitiveness

 FORMCHECKBOX 
 Attending

 FORMCHECKBOX 
 Persistence

 FORMCHECKBOX 
 Precision

	Relevance to Work:. Effective written communication is essential to success in the workplace.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Students will compose documents for specific purposes using the writing process including, good news, persuasive, informational, information request, goodwill, and negative.
Students will demonstrate professional use of electronic communication through composing emails, blog posts, and text messages for business purposes.
Students will plan and participate in a meeting and compose related documents such as agendas, meeting handouts, and minutes.

	STANDARDS AND COMPETENCIES

	C-2 Standard:   Workplace Communications                                                         

	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  40

	C-2.1
	Describe types of business correspondence

	C-2.2
	Select medium of business communication appropriate for a given situation

	C-2.3
	Identify audience, purpose and scope for business communication

	C-2.4
	Gather information for business messages and identify three attributes of quality information

	C-2.5
	Organize business messages effectively

	C-2.6
	Use sentence style to affect emphasis within a message

	C-2.7
	Compare the strengths and weaknesses of the print and electronic media available for short messages

	C-2.8
	Utilize the writing process for electronic media

	C-2.9
	Explain the need to treat email as a professional medium

	C-2.10
	Create effective subject lines

	C-2.11
	Explain why identifying your audience, purpose and scope is vital to successful digital communication

	C-2.12
	Ask for a specific action in a courteous manner

	C-2.13
	Explain how creating informative messages differs from responding to information requests

	C-2.14
	Make an effective goodwill message

	C-2.15
	Adapt negative messages for internal and external audiences

	C-2.15
	Maintain a high standard of ethics and etiquette when delivering negative messages

	C-2.16
	Apply seven ways to establish credibility in persuasive messaged

	C-2.17
	Apply the AIDA (Attention, Interest, Desire, Action) model for persuasive messages

	C-2.18
	Identify potential objections before writing persuasive messages

	C-2.19
	Apply effective approaches to identifying selling points and audience benefits

	C-2.20
	Avoid ethical lapses in persuasive messages

	C-2.21
	Identify meeting purpose

	C-2.22
	Set meeting agenda

	C-2.23
	Apply meeting protocols

	C-2.24
	Take clear notes in a meeting, and revise notes into meeting minutes


	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	1.3.2
	Understand and apply content/academic vocabulary critical to the meaning of the text, including vocabularies relevant to different contexts, cultures, and communities

	2.1.3
	Apply comprehension monitoring strategies during and after reading: determine importance using theme, main idea, and supporting details in grade-level informational/expository text and/or literary/narrative text

	2.2.2
	Apply understanding of complex organizational features of printed text and electronic sources

	2.2.3
	Analyze story elements

	2.2.4
	Apply understanding of text organizational structures

	2.3.4
	Synthesize information from a variety of source

	2.4.2
	Analyze author’s purpose and evaluate an author’s style of writing to influence different audiences

	2.4.3
	Analyze and evaluate text for validity and accuracy

	2.4.4
	Analyze and evaluate the effectiveness of the author’s use of persuasive devices to influence an audience

	Communications

	1.1.1
	Applies a variety of listening strategies to accommodate the listening situation

	1.2.1
	Evaluates effectiveness of and creates a personal response to visual and auditory information

	2.1.1
	Analyzes the needs of the audience, situation, and setting to adjust language and other communication strategies

	2.2.1
	Uses communication skills that demonstrate respect

	2.2.2
	Applies skills and strategies to contribute responsibly in a group setting

	2.3.1
	Analyzes the influence of cultural principles, beliefs, and world views on intercultural communication

	2.3.2
	Creates personal intercultural communication norms to guide one’s self in a diverse social system

	3.1.1
	Applies skills to plan and organize effective oral communication and presentation

	3.3.1
	Applies skills and strategies for the delivery of effective oral communication and presentations

	Social Studies - Civics

	

	Writing

	1.1.1
	Analyzes and selects effective strategies for generating ideas and planning writing

	1.2.1
	Analyzes task and composes multiple drafts when appropriate

	1.3.1
	Revises text, including changing words, sentences, paragraphs, and ideas

	1.4.1
	Edits for conventions (see 3.3)

	1.5.1
	Publishes in formats that are appropriate for specific audiences and purposes

	1.6.1
	Applies understanding of the recursive nature of writing process

	1.6.2
	Uses collaborative skills to adapt writing process

	1.6.3
	Uses knowledge of time constraints to adjust writing process

	2.1.1
	Applies understanding of multiple and varied audiences to write effectively

	2.2.1
	Demonstrates understanding of different purposes for writing

	2.3.1
	Uses a variety of forms/genres

	2.4.1
	Produces documents used in a career setting

	3.1.1
	Analyzes ideas, selects a manageable topic, and elaborates using specific, relevant details and/or examples

	3.1.2
	Analyzes and selects effective organizational structure

	3.2.1
	Analyzes audience and purposes and uses appropriate voice

	3.2.2
	Analyzes and selects language appropriate for specific audiences and purposes

	3.2.3
	Uses a variety of sentences consistent with audience, purpose, and form

	3.3.2
	Spells accurately in final draft

	3.3.3
	Applies capitalization rules

	3.3.4
	Applies punctuation rules

	3.3.5
	Applies usage rules

	3.3.6
	Uses complete sentences in writing

	3.3.7
	Applies paragraph conventions

	3.3.8
	Applies conventional forms for citations

	4.1.1
	Analyzes and evaluates writing using established criteria

	4.1.2
	Analyzes and evaluates own writing using established criteria

	4.2.1
	Evaluates and adjusts writing goals using criteria

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):

	 FORMCHECKBOX 
 Observe

 FORMCHECKBOX 
 Patterns

 FORMCHECKBOX 
 Sequence

 FORMCHECKBOX 
 Classify

 FORMCHECKBOX 
 Compare/Contrast

 FORMCHECKBOX 
 Predict
	 FORMCHECKBOX 
 Cause/Effect

 FORMCHECKBOX 
 Fact/Opinion

 FORMCHECKBOX 
 Main Idea

 FORMCHECKBOX 
 Summary

 FORMCHECKBOX 
 Point of View

 FORMCHECKBOX 
 Analysis
	 FORMCHECKBOX 
 Finding Evidence

 FORMCHECKBOX 
 Evaluation

 FORMCHECKBOX 
 Detect Bias

 FORMCHECKBOX 
 Inference

 FORMCHECKBOX 
 Conclusion

 FORMCHECKBOX 
 Metacognition
	 FORMCHECKBOX 
 Reasoning

 FORMCHECKBOX 
 Problem Solving

 FORMCHECKBOX 
 Goal Setting

 FORMCHECKBOX 
 Fluency

 FORMCHECKBOX 
 Elaboration

 FORMCHECKBOX 
 Flexibility
	 FORMCHECKBOX 
 Originality 

 FORMCHECKBOX 
 Risking

 FORMCHECKBOX 
 Inquisitiveness

 FORMCHECKBOX 
 Attending

 FORMCHECKBOX 
 Persistence

 FORMCHECKBOX 
 Precision

	Relevance to Work: Effective communication contributes to workplace success.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Given a topic, students will evaluate sources for credibility and justify their evaluation.
Students will compose an informal research report using a variety of sources, proper citation, and the writing process.

	STANDARDS AND COMPETENCIES

	C-3 Standard:    Informal Research Report                                                                     

	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  30

	C-3.1
	Explain the differences between types of reports and select appropriate type for audience and purpose

	C-3.2
	Select appropriate citation methods for the style of report

	C-3.3
	Use citation methods

	C-3.4
	Define the report problem or topic

	C-3.5
	Determine the scope of a report

	C-3.6
	Develop a plan of work for reports

	C-3.7
	Apply organization of reports

	C-3.8
	Use effective research techniques for business research

	C-3.9
	Use primary and secondary sources 

	C-3.10
	Evaluate sources for credibility, validity

	C-3.11
	Apply the complementary nature of search engines, web directories, and databases

	C-3.12
	Plan and conduct primary research

	C-3.13
	Create bibliography notes

	C-3.14
	Create research notes

	C-3.15
	Effectively organize notes

	C-3.16
	Create a report outline

	C-3.17
	Analyze research data

	C-3.18
	Draw conclusions and make recommendations

	C-3.19
	Adapt to audiences when writing reports

	C-3.20
	Apply parts of a formal report to report organization

	C-3.21
	Incorporate information that has been gathered from other sources into written documents by the use of paraphrasing and citations

	C-3.22
	Apply appropriate writing style for type of report

	C-3.23
	Apply the writing process to creating a report

	C-3.24
	Edit reports for conventions and readability

	C-3.25
	Apply appropriate citation 

	C-3.26
	Publish report 


	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	1.3.2
	Understand and apply content/academic vocabulary critical to the meaning of the text, including vocabularies relevant to different contexts, cultures, and communities

	2.1.3
	Apply comprehension monitoring strategies during and after reading: determine importance using theme, main idea, and supporting details in grade-level informational/expository text and/or literary/narrative text

	2.2.2
	Apply understanding of complex organizational features of printed text and electronic sources

	2.2.3
	Analyze story elements

	2.2.4
	Apply understanding of text organizational structures

	2.3.4
	Synthesize information from a variety of sources

	2.4.2
	Analyze author’s purpose and evaluate an author’s style of writing to influence different audiences

	2.4.3
	Analyze and evaluate text for validity and accuracy

	2.4.4
	Analyze and evaluate the effectiveness of the author’s use of persuasive devices to influence an audience

	3.1.1
	Analyze web-based and other resource materials (including primary sources and secondary sources) for relevance in answering research questions

	Communications

	

	Social Studies - Civics

	

	Writing

	1.1.1
	Analyzes and selects effective strategies for generating ideas and planning writing

	1.2.1
	Analyzes task and composes multiple drafts when appropriate

	1.3.1
	Revises text, including changing words, sentences, paragraphs, and ideas

	1.4.1
	Edits for conventions (see 3.3)

	1.5.1
	Publishes in formats that are appropriate for specific audiences and purposes

	1.6.1
	Applies understanding of the recursive nature of writing process

	1.6.2
	Uses collaborative skills to adapt writing process

	1.6.3
	Uses knowledge of time constraints to adjust writing process

	2.1.1
	Applies understanding of multiple and varied audiences to write effectively

	2.2.1
	Demonstrates understanding of different purposes for writing

	2.3.1
	Uses a variety of forms/genres

	2.4.1
	Produces documents used in a career setting

	3.1.1
	Analyzes ideas, selects a manageable topic, and elaborates using specific, relevant details and/or examples

	3.1.2
	Analyzes and selects effective organizational structure

	3.2.1
	Analyzes audience and purposes and uses appropriate voice

	3.2.2
	Analyzes and selects language appropriate for specific audiences and purposes

	3.2.3
	Uses a variety of sentences consistent with audience, purpose, and form

	3.3.1
	Uses legible handwriting

	3.3.2
	Spells accurately in final draft

	3.3.3
	Applies capitalization rules

	3.3.4
	Applies punctuation rules

	3.3.5
	Applies usage rules

	3.3.6
	Uses complete sentences in writing

	3.3.7
	Applies paragraph conventions

	3.3.8
	Applies conventional forms for citations

	4.1.1
	Analyzes and evaluates writing using established criteria

	4.1.2
	Analyzes and evaluates own writing using established criteria

	4.2.1
	Evaluates and adjusts writing goals using criteria

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):

	 FORMCHECKBOX 
 Observe

 FORMCHECKBOX 
 Patterns

 FORMCHECKBOX 
 Sequence

 FORMCHECKBOX 
 Classify

 FORMCHECKBOX 
 Compare/Contrast

 FORMCHECKBOX 
 Predict
	 FORMCHECKBOX 
 Cause/Effect

 FORMCHECKBOX 
 Fact/Opinion

 FORMCHECKBOX 
 Main Idea

 FORMCHECKBOX 
 Summary

 FORMCHECKBOX 
 Point of View

 FORMCHECKBOX 
 Analysis
	 FORMCHECKBOX 
 Finding Evidence

 FORMCHECKBOX 
 Evaluation

 FORMCHECKBOX 
 Detect Bias

 FORMCHECKBOX 
 Inference

 FORMCHECKBOX 
 Conclusion

 FORMCHECKBOX 
 Metacognition
	 FORMCHECKBOX 
 Reasoning

 FORMCHECKBOX 
 Problem Solving

 FORMCHECKBOX 
 Goal Setting

 FORMCHECKBOX 
 Fluency

 FORMCHECKBOX 
 Elaboration

 FORMCHECKBOX 
 Flexibility
	 FORMCHECKBOX 
 Originality 

 FORMCHECKBOX 
 Risking

 FORMCHECKBOX 
 Inquisitiveness

 FORMCHECKBOX 
 Attending

 FORMCHECKBOX 
 Persistence

 FORMCHECKBOX 
 Precision

	Relevance to Work: Effective research contributes to the success of organizations.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Integrated throughout the course, students will enhance business documents and presentations through the appropriate use of visuals.

	STANDARDS AND COMPETENCIES

	C-4 Standard:  Visual Communication                                                                                         



	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  15

	C-4.1
	Select points in message to illustrate 

	C-4.2
	Use visuals ethically

	C-4.3
	Apply the communication power of visuals

	C-4.4
	Select appropriate options for presenting data in a visual format from common options

	C-4.5
	Use visuals effectively

	C-4.6
	Apply principles of design to improve quality of visuals (Consistency, Contrast, Balance, Emphasis, Harmony, and Unity)

	C-4.7
	Review quality of visuals

	C-4.8
	Enhance documents through the use of enhanced layout design and graphics


	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	

	Communications

	

	Social Studies - Civics

	

	Writing

	

	Art

	1.4.1
	Applies, analyzes and evaluates audience conventions and responsibilities according to setting and culture

	3.1.1
	Applies, analyzes, evaluates and creates visual arts to express and present ideas and feelings

	4.2.1
	Analyzes, evaluates, and creates presentations that integrate the arts with other content areas

	4.5.1
	Analyzes and evaluates how arts knowledge, skills, and work habits are vital and transferable to the world of work

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability:.
1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):

	 FORMCHECKBOX 
 Observe

 FORMCHECKBOX 
 Patterns

 FORMCHECKBOX 
 Sequence

 FORMCHECKBOX 
 Classify

 FORMCHECKBOX 
 Compare/Contrast

 FORMCHECKBOX 
 Predict
	 FORMCHECKBOX 
 Cause/Effect

 FORMCHECKBOX 
 Fact/Opinion

 FORMCHECKBOX 
 Main Idea

 FORMCHECKBOX 
 Summary

 FORMCHECKBOX 
 Point of View

 FORMCHECKBOX 
 Analysis
	 FORMCHECKBOX 
 Finding Evidence

 FORMCHECKBOX 
 Evaluation

 FORMCHECKBOX 
 Detect Bias

 FORMCHECKBOX 
 Inference

 FORMCHECKBOX 
 Conclusion

 FORMCHECKBOX 
 Metacognition
	 FORMCHECKBOX 
 Reasoning

 FORMCHECKBOX 
 Problem Solving

 FORMCHECKBOX 
 Goal Setting

 FORMCHECKBOX 
 Fluency

 FORMCHECKBOX 
 Elaboration

 FORMCHECKBOX 
 Flexibility
	 FORMCHECKBOX 
 Originality 

 FORMCHECKBOX 
 Risking

 FORMCHECKBOX 
 Inquisitiveness

 FORMCHECKBOX 
 Attending

 FORMCHECKBOX 
 Persistence

 FORMCHECKBOX 
 Precision

	Relevance to Work: Effective use of images contributes to the effectiveness of communication.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Students will research, plan, and present an oral report.


	STANDARDS AND COMPETENCIES

	C-5 Standard:   Communication and Listening Skills                                                             



	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  20

	C-5.1
	Listen objectively and record major points of a speaker’s message

	C-5.2
	Direct courteous attention to speakers

	C-5.3
	Use active listening techniques

	C-5.4
	Identify and overcome barrier to listening

	C-5.5
	Interpret nonverbal messages across cultures

	C-5.6
	Ask questions with confidence to elicit specific information

	C-5.7
	Provide appropriate and constructive feedback to presenters

	C-5.8
	Use technology appropriately to enhance presentations

	C-5.9
	Use proper techniques when delivering a presentation

	C-5.10
	Handle questions effectively in presentations

	C-5.11
	Present in formal individual and group presentations using appropriate graphics, media, and support materials

	C-5.12
	Organize and lead discussions

	C-5.13
	Deliver extemporaneous and planned speech with confidence

	C-5.14
	Demonstrate the ability to speak persuasively

	C-5.15
	Express options and discuss issues positively and tactfully

	C-5.16
	Speak clearly, avoiding the use of expletives, slang, unfamiliar jargon, acronyms, and technical terms inappropriate to the audience

	C-5.17
	Plan spoken presentations 

	C-5.18
	Analyze audience for presentations

	C-5.19
	Determine mode of delivery for presentation

	C-5.20
	Organize presentation introduction, body, and closing

	C-5.21
	Compare and Contrast planning outlines and speaking outlines

	C-5.22
	Outline presentation

	C-5.23
	Practice spoken presentations

	C-5.24
	Apply methods to hold audience attention

	C-5.25
	Apply appropriate nonverbal symbols in presenting (eye contact, facial expressions, gestures, and posture)

	C-5.26
	Identify major issues related to  telephone and online presentations and meetings


	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	2.3.4
	Synthesize information from a variety of sources

	3.1.1
	Analyze web-based and other resource materials (including primary sources and secondary sources) for relevance in answering research questions

	Communications

	1.1.1
	Applies a variety of listening strategies to accommodate the listening situation

	1.2.1
	Evaluates effectiveness of and creates a personal response to visual and auditory information

	1.2.2
	Evaluates the effect of bias and persuasive techniques in mass media

	2.1.1
	Analyzes the needs of the audience, situation, and setting to adjust language and other communication strategies

	2.2.1
	Uses communication skills that demonstrate respect

	2.2.2
	Applies skills and strategies to contribute responsibly in a group setting

	2.3.1
	Analyzes the influence of cultural principles, beliefs, and world views on intercultural communication

	2.3.2
	Creates personal intercultural communication norms to guide one’s self in a diverse social system

	3.1.1
	Applies skills to plan and organize effective oral communication and presentation

	3.3.1
	Applies skills and strategies for the delivery of effective oral communication and presentations

	4.1.1
	Analyzes and evaluates strengths and weaknesses of one’s own communication using own or established criteria

	4.1.2
	Analyzes and evaluates strengths and weaknesses of others’ formal and informal communication using own or established criteria

	4.2.1
	Applies strategies for setting grade level appropriate goals and evaluates improvement in communication

	Social Studies - Civics

	

	Writing

	1.1.1
	Analyzes and selects effective strategies for generating ideas and planning writing

	2.1.1
	Applies understanding of multiple and varied audiences to write effectively

	2.2.1
	Demonstrates understanding of different purposes for writing

	2.3.1
	Uses a variety of forms/genres

	3.1.1
	Analyzes ideas, selects a manageable topic, and elaborates using specific, relevant details and/or examples

	3.1.2
	Analyzes and selects effective organizational structure

	3.2.1
	Analyzes audience and purposes and uses appropriate voice

	3.2.2
	Analyzes and selects language appropriate for specific audiences and purposes

	3.2.3
	Uses a variety of sentences consistent with audience, purpose, and form

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):

	 FORMCHECKBOX 
 Observe

 FORMCHECKBOX 
 Patterns

 FORMCHECKBOX 
 Sequence

 FORMCHECKBOX 
 Classify

 FORMCHECKBOX 
 Compare/Contrast

 FORMCHECKBOX 
 Predict
	 FORMCHECKBOX 
 Cause/Effect

 FORMCHECKBOX 
 Fact/Opinion

 FORMCHECKBOX 
 Main Idea

 FORMCHECKBOX 
 Summary

 FORMCHECKBOX 
 Point of View

 FORMCHECKBOX 
 Analysis
	 FORMCHECKBOX 
 Finding Evidence

 FORMCHECKBOX 
 Evaluation

 FORMCHECKBOX 
 Detect Bias

 FORMCHECKBOX 
 Inference

 FORMCHECKBOX 
 Conclusion

 FORMCHECKBOX 
 Metacognition
	 FORMCHECKBOX 
 Reasoning

 FORMCHECKBOX 
 Problem Solving

 FORMCHECKBOX 
 Goal Setting

 FORMCHECKBOX 
 Fluency

 FORMCHECKBOX 
 Elaboration

 FORMCHECKBOX 
 Flexibility
	 FORMCHECKBOX 
 Originality 

 FORMCHECKBOX 
 Risking

 FORMCHECKBOX 
 Inquisitiveness

 FORMCHECKBOX 
 Attending

 FORMCHECKBOX 
 Persistence

 FORMCHECKBOX 
 Precision

	Relevance to Work: Effective oral communication contributes to the success of organizations.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Students will create an employment portfolio.

	STANDARDS AND COMPETENCIES

	C-6 Standard:   Employment Communications                                                              



	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  25

	C-6.1
	Assess interests, skills, and abilities as they relate to selecting a job/career

	C-6.2
	Identify and use a variety of ways to find appropriate jobs

	C-6.3
	Research job and company identified in application process

	C-6.4
	Use job posting and employer information to tailor job attainment documents

	C-6.5
	Use the writing process to create employment attainment documents

	C-6.6
	Create employment documents that are free from fraud

	C-6.7
	Write an application letter

	C-6.8
	Create a resume

	C-6.9
	Create a reference document

	C-6.10
	Complete a job application form

	C-6.11
	Discuss appropriate interview questions and behavior for employer and applicants

	C-6.12
	Write responses to commonly asked interview questions

	C-6.13
	Write questions to ask interviewer  

	C-6.14
	Write a follow-up letter

	C-6.15
	Write a letter of resignation

	C-6.18
	Format documents for publication in multiple forms (traditional, scannable, plain text, Word, HTML, or PDF)

	C-6.19
	Relate career Interests to opportunities in the global economy

	C-6.20
	Assemble a career portfolio for use in lifelong career activities including resumes, letters of recommendation, examples of work and technical skills, awards, documentation of extracurricular activities, and community service activities


	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	1.3.2
	Understand and apply content/academic vocabulary critical to the meaning of the text, including vocabularies relevant to different contexts, cultures, and communities

	2.1.3
	Apply comprehension monitoring strategies during and after reading: determine importance using theme, main idea, and supporting details in grade-level informational/expository text and/or literary/narrative text

	2.2.2
	Apply understanding of complex organizational features of printed text and electronic sources

	2.2.4
	Apply understanding of text organizational structures

	2.3.4
	Synthesize information from a variety of sources

	3.1.1
	Analyze web-based and other resource materials (including primary sources and secondary sources) for relevance in answering research questions

	Communications

	1.1.1
	Applies a variety of listening strategies to accommodate the listening situation

	2.1.1
	Analyzes the needs of the audience, situation, and setting to adjust language and other communication strategies

	2.2.1
	Uses communication skills that demonstrate respect

	2.3.2
	Creates personal intercultural communication norms to guide one’s self in a diverse social system

	3.1.1
	Applies skills to plan and organize effective oral communication and presentation

	3.3.1
	Applies skills and strategies for the delivery of effective oral communication and presentations

	Social Studies - Civics

	

	Writing

	1.1.1
	Analyzes and selects effective strategies for generating ideas and planning writing

	1.2.1
	Analyzes task and composes multiple drafts when appropriate

	1.3.1
	Revises text, including changing words, sentences, paragraphs, and ideas

	1.4.1
	Edits for conventions (see 3.3)

	1.5.1
	Publishes in formats that are appropriate for specific audiences and purposes

	1.6.1
	Applies understanding of the recursive nature of writing process

	1.6.2
	Uses collaborative skills to adapt writing process

	1.6.3
	Uses knowledge of time constraints to adjust writing process

	2.1.1
	Applies understanding of multiple and varied audiences to write effectively

	2.2.1
	Demonstrates understanding of different purposes for writing

	2.3.1
	Uses a variety of forms/genres

	2.4.1
	Produces documents used in a career setting

	3.1.1
	Analyzes ideas, selects a manageable topic, and elaborates using specific, relevant details and/or examples

	3.1.2
	Analyzes and selects effective organizational structure

	3.2.1
	Analyzes audience and purposes and uses appropriate voice

	3.2.2
	Analyzes and selects language appropriate for specific audiences and purposes

	3.2.3
	Uses a variety of sentences consistent with audience, purpose, and form

	3.3.1
	Uses legible handwriting

	3.3.2
	Spells accurately in final draft

	3.3.3
	Applies capitalization rules

	3.3.4
	Applies punctuation rules

	3.3.5
	Applies usage rules

	3.3.6
	Uses complete sentences in writing

	3.3.7
	Applies paragraph conventions

	3.3.8
	Applies conventional forms for citations

	4.1.1
	Analyzes and evaluates writing using established criteria

	4.1.2
	Analyzes and evaluates own writing using established criteria

	4.2.1
	Evaluates and adjusts writing goals using criteria

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: Electronic Career Portfolio

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):
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	Relevance to Work: Employment documents are required as part of the job search process.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Integrated into projects throughout the course

	STANDARDS AND COMPETENCIES

	C-7 Standard:  Ethics, Diversity, and Cultural Awareness                                                          



	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  10

	C-7.1
	Identify common ethical issues (plagiarism, selective misquoting, misrepresenting data, distorting visuals, manipulative language)

	C-7.2
	Apply ethical standards 

	C-7.3
	Compare/Contrast ethical dilemmas and ethical lapses

	C-7.4
	Apply strategies to write more ethically

	C-7.5
	Address issues of ethics and technology

	C-7.6
	Recognize that editing and revising are closed tied to making ethical choices

	C-7.7
	Discuss the dilemma of deciding what is best for oneself, for the company, and for the customer

	C-7.8
	Recognize legal considerations (copyright laws, trademark and service mark laws)

	C-7.9
	Apply cultural understanding to overcome communication barriers

	C-7.10
	Demonstrate traits and actions that demonstrate a professional attitude

	C-7.11
	Apply strategies for speaking and corresponding successfully with people from other cultures

	C-7.12
	Demonstrate appropriate etiquette for business situations (written communication, oral communication, online correspondence)

	C-7.13
	Take responsibility for all spoken and written communication and actions taken

	C-7.14
	Demonstrate appropriate interpersonal relationships 

	C-7.15
	Use strategies to work collaboratively in teams

	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	1.3.2
	Understand and apply content/academic vocabulary critical to the meaning of the text, including vocabularies relevant to different contexts, cultures, and communities

	2.1.3
	Apply comprehension monitoring strategies during and after reading: determine importance using theme, main idea, and supporting details in grade-level informational/expository text and/or literary/narrative text

	2.2.2
	Apply understanding of complex organizational features of printed text and electronic sources

	2.2.3
	Analyze story elements

	2.2.4
	Apply understanding of text organizational structures

	2.3.4
	Synthesize information from a variety of sources

	2.4.2
	Analyze author’s purpose and evaluate an author’s style of writing to influence different audiences

	2.4.3
	Analyze and evaluate text for validity and accuracy

	2.4.4
	Analyze and evaluate the effectiveness of the author’s use of persuasive devices to influence an audience

	3.1.1
	Analyze web-based and other resource materials (including primary sources and secondary sources) for relevance in answering research questions

	Communications

	1.1.1
	Applies a variety of listening strategies to accommodate the listening situation

	2.1.1
	Analyzes the needs of the audience, situation, and setting to adjust language and other communication strategies

	2.2.1
	Uses communication skills that demonstrate respect

	2.2.2
	Applies skills and strategies to contribute responsibly in a group setting

	2.3.1
	Analyzes the influence of cultural principles, beliefs, and world views on intercultural communication

	2.3.2
	Creates personal intercultural communication norms to guide one’s self in a diverse social system

	Social Studies - Civics

	

	Writing

	

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):
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	Relevance to Work: Understanding ethics, diversity, and cultural awareness will contribute to higher productivity in organizations.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Students will read literary and informational text related to business.

	STANDARDS AND COMPETENCIES

	C-8 Standard:                                                                                                                             



	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  20

	C-8.1
	Understand business concepts through the interpretation of literature

	C-8.2
	Apply business concepts to interpret works of literature

	C-8.3
	Describe ways reading is used in the workplace

	C-8.4
	Explain why reading is important for workplace success

	C-8.5
	Practice strategies to improve reading skills

	C-8.6
	Analyze and synthesize information from published sources for group discussions and team-building activities

	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	1.3.2
	Understand and apply content/academic vocabulary critical to the meaning of the text, including vocabularies relevant to different contexts, cultures, and communities

	2.1.3
	Apply comprehension monitoring strategies during and after reading: determine importance using theme, main idea, and supporting details in grade-level informational/expository text and/or literary/narrative text

	2.1.4
	Apply comprehension monitoring strategies for informational and technical materials, complex narratives, and expositions: use prior knowledge

	2.1.5
	Apply comprehension monitoring strategies for informational and technical materials, complex narratives, and expositions: synthesize ideas from selections to make predictions and inferences

	2.1.6
	Apply comprehension monitoring strategies for informational and technical materials, complex narratives, and expositions: monitor for meaning, create mental images, and generate and answer questions

	2.1.7
	Apply comprehension monitoring strategies for informational and technical materials, complex narratives, and expositions: determine importance and summarize the text

	2.2.2
	Apply understanding of complex organizational features of printed text and electronic sources

	2.2.3
	Analyze story elements

	2.2.4
	Apply understanding of text organizational structures

	2.3.1
	Analyze informational/expository text and literary/narrative text for similarities and differences and cause and effect relationships

	2.3.2
	Evaluate informational materials, including electronic sources, for effectiveness

	2.3.3
	Evaluate the use of literary devices to enhance comprehension

	2.3.4
	Synthesize information from a variety of sources

	2.4.1
	Analyze informational/expository text and literary/narrative text to draw conclusions and develop insights

	2.4.2
	Analyze author’s purpose and evaluate an author’s style of writing to influence different audiences

	2.4.3
	Analyze and evaluate text for validity and accuracy

	2.4.4
	Analyze and evaluate the effectiveness of the author’s use of persuasive devices to influence an audience

	2.4.5
	Analyze text to generalize, express insight, or respond by connecting to other texts or situations

	2.4.6
	Analyze and evaluate the presentation and development of ideas and concepts within, among, and beyond multiple texts

	2.4.7
	Analyze and evaluate the reasoning and ideas underlying author’s beliefs and assumptions within multiple texts

	3.1.1
	Analyze web-based and other resource materials (including primary sources and secondary sources) for relevance in answering research questions

	3.2.2
	Apply understanding of complex information, including functional documents, to perform a task

	3.3.1
	Apply appropriate reading strategies for interpreting technical and non-technical documents used in job-related settings

	Communications

	

	Social Studies - Civics

	

	Writing

	

	Art

	

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):
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	Relevance to Work: Interpreting text contributes to workplace success.


	COMPONENTS AND COMPETENCIES

	Performance Assessments:

Students will create a business plan or a proposal.

	STANDARDS AND COMPETENCIES

	C-9 Standard:   Integrated Project                                                                                           



	C=Core   A=Advanced                                 
	Total Learning Hours for Unit:  20

	C-9.1
	Use strategies from all standards to create a communication piece

	EALRs,  GLEs, Math and Science Standards (Taught & Assessed in Standards) 
(Samples included below of GLEs, EALRS,  Math and Science Standards must be modified for district frameworks)

	Reading

	1.2.2
	Apply strategies to comprehend words and ideas

	1.3.2
	Understand and apply content/academic vocabulary critical to the meaning of the text, including vocabularies relevant to different contexts, cultures, and communities

	2.1.3
	Apply comprehension monitoring strategies during and after reading: determine importance using theme, main idea, and supporting details in grade-level informational/expository text and/or literary/narrative text

	2.2.2
	Apply understanding of complex organizational features of printed text and electronic sources

	2.2.3
	Analyze story elements

	2.2.4
	Apply understanding of text organizational structures

	2.3.4
	Synthesize information from a variety of sources

	2.4.2
	Analyze author’s purpose and evaluate an author’s style of writing to influence different audiences

	2.4.3
	Analyze and evaluate text for validity and accuracy

	2.4.4
	Analyze and evaluate the effectiveness of the author’s use of persuasive devices to influence an audience

	3.1.1
	Analyze web-based and other resource materials (including primary sources and secondary sources) for relevance in answering research questions

	Communications

	1.1.1
	Applies a variety of listening strategies to accommodate the listening situation

	1.2.1
	Evaluates effectiveness of and creates a personal response to visual and auditory information

	1.2.2
	Evaluates the effect of bias and persuasive techniques in mass media

	2.1.1
	Analyzes the needs of the audience, situation, and setting to adjust language and other communication strategies

	2.2.1
	Uses communication skills that demonstrate respect

	2.2.2
	Applies skills and strategies to contribute responsibly in a group setting

	2.3.1
	Analyzes the influence of cultural principles, beliefs, and world views on intercultural communication

	2.3.2
	Creates personal intercultural communication norms to guide one’s self in a diverse social system

	3.1.1
	Applies skills to plan and organize effective oral communication and presentation

	3.3.1
	Applies skills and strategies for the delivery of effective oral communication and presentations

	4.1.1
	Analyzes and evaluates strengths and weaknesses of one’s own communication using own or established criteria

	4.1.2
	Analyzes and evaluates strengths and weaknesses of others’ formal and informal communication using own or established criteria

	Social Studies - Civics

	

	Writing

	1.1.1
	Analyzes and selects effective strategies for generating ideas and planning writing

	1.2.1
	Analyzes task and composes multiple drafts when appropriate

	1.3.1
	Revises text, including changing words, sentences, paragraphs, and ideas

	1.4.1
	Edits for conventions (see 3.3)

	1.5.1
	Publishes in formats that are appropriate for specific audiences and purposes

	1.6.1
	Applies understanding of the recursive nature of writing process

	1.6.2
	Uses collaborative skills to adapt writing process

	1.6.3
	Uses knowledge of time constraints to adjust writing process

	2.1.1
	Applies understanding of multiple and varied audiences to write effectively

	2.2.1
	Demonstrates understanding of different purposes for writing

	2.3.1
	Uses a variety of forms/genres

	2.4.1
	Produces documents used in a career setting

	3.1.1
	Analyzes ideas, selects a manageable topic, and elaborates using specific, relevant details and/or examples

	3.1.2
	Analyzes and selects effective organizational structure

	3.2.1
	Analyzes audience and purposes and uses appropriate voice

	3.2.2
	Analyzes and selects language appropriate for specific audiences and purposes

	3.2.3
	Uses a variety of sentences consistent with audience, purpose, and form

	3.3.1
	Uses legible handwriting

	3.3.2
	Spells accurately in final draft

	3.3.3
	Applies capitalization rules

	3.3.4
	Applies punctuation rules

	3.3.5
	Applies usage rules

	3.3.6
	Uses complete sentences in writing

	3.3.7
	Applies paragraph conventions

	3.3.8
	Applies conventional forms for citations

	4.1.1
	Analyzes and evaluates writing using established criteria

	4.1.2
	Analyzes and evaluates own writing using established criteria

	4.2.1
	Evaluates and adjusts writing goals using criteria

	Art

	1.4.1
	Applies, analyzes and evaluates audience conventions and responsibilities according to setting and culture

	3.1.1
	Applies, analyzes, evaluates and creates visual arts to express and present ideas and feelings

	4.2.1
	Analyzes, evaluates, and creates presentations that integrate the arts with other content areas

	4.5.1
	Analyzes and evaluates how arts knowledge, skills, and work habits are vital and transferable to the world of work

	Science Standards

	

	Mathematics Standards

	

	SKILLS

	Leadership: 1.3 The student will demonstrate oral, interpersonal, written, and electronic communication and presentation skills and understands how to apply those skills.
FBLA Competitive Events: American Enterprise Project, Business Financial Plan, Business Plan, Community Service Project, Electronic Career Portfolio, Local Chapter Annual Business Report

DECA Competitive Events: Business Services Operation Research, Buying and Merchandising Operations Research, Finance Operations Research, Hospitality and Tourism Research, Sports and Entertainment Marketing Operations Research

	Employability: 1.2 The student will demonstrate the ability to acquire and use information in a family, community, business and industry settings.  This means that the student can acquire and evaluate data, organize and maintain files, interpret and communicate, and use computers to process information.

	Analytical, Logical & Creative Thinking (check those that students will demonstrate in this lesson):
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	Relevance to Work: Business communication contributes to the success of organizations.
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