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	I.  Course Description

	This course is designed for Business students who have successfully completed another business/computer course and wish to learn more about productivity of electronically produced business documents from letters to advertising materials. This area of instruction benefits students by enhancing the word processing, desktop publishing, advanced computer software, and communication skills needed in business today.

	Topics to be Covered:
	· Keyboarding Skills 
· Advanced Word Processing Skills
· Desktop Publishing/Presentation Skills
· Career Portfolio Development

	Place within the Program of Study:
	

	Length:
	90 minute block for one semester

	Prerequisites:
	Computer Applications I and II

	II.  Instruction Philosophy

	As an instructor, I believe that above all else that every student can learn.  I agree with those who say that no matter what their learning level is life also affects their ability and how far they will succeed.  I agree with others that as an instructor we are a part of a support team for each individual child.

Dealing with Business Education specifically I believe that CTAE courses are here for students to learn about all the jobs that are offered, without them having to receive a college-prep diploma.  Technology will always be changing and not everyone will be able to keep up with it.  This is one reason why we need those people that attend technical schools, so that can keep up to date and prepare the rest of us.  College is not best for everyone, and through CTAE courses students can learn that is this is so for them, then here is another option.  Even if these same students decide not to attend a technical school, they can come out of the CTAE program knowing basic employability skills.  They will know business ethics, how to write a resume, and how to interview.  These basic business skills are important for anyone to get a job and to be able to keep it also.  These skills are important and I think that Business Education classes can help accomplish this achievement.

	III.  Course Goals

	The students will be learn how to:

1. Demonstrate formatting skills on business letters, memorandums, reports, and tables;

2. Apply proofreading techniques regarding spelling, word division, punctuation, capitalization, and number usage;

3. Develop advance knowledge dealing with MS Word, such as mail merging, including hyperlinks, etc;

4. Demonstrate respect for the equipment used and proper maintenance techniques.

	IV.  Major Course Projects

	1st  Semester
	1. Up Date Portfolio
2. End of Chapter Projects (ex. Chapter1 1.1-1.3)
3. Future Business Leaders of America Projects

	2nd Semester
	4. Complete Portfolio Work

5. Develop Website for Potential Colleges/Jobs

6. Recreate Business Report (including table of contents, page numbers, and graphs)

7. Research Bill and Electronic Rights. Include information in a brochure.


	V.  Project Outlines

	Attached is a calendar with tentative dates for concepts, projects, activities, and tests.  Rubrics will be given for projects prior to projects due dates.

	VI.  Instructional Delivery Plan

	Introduction to projects and class operation:
	The teacher will provide students with syllabus, assignment, project guides, and demonstrate the procedures to follow in the lab.

	Class Operation:
	The teacher provides direction and manages the class but gives students as much responsibility as possible for completing all assignments.  The students will need their textbook daily, computers, and notebook with worksheets and guide sheets on a daily basis.  The course work will also show the correlation between academic areas within this coursework.  The teacher provides lectures and demonstrates and how to apply the concepts for each unit.  The teacher will monitor students as they are working on assignments and the teacher will give grade sheets before each unit test.  The students maintain progress on their assignment sheets.

	Monitoring, evaluating and grading performance:
	Each student is required to assemble a portfolio of knowledge and skills for future reference and reflection.  A few thought-provoking questions are included with each project to challenge students to use previously acquired concepts from mathematics, English, social studies and CTAE standards.  The evaluation method is clearly stated and is explained in the beginning of the course.

	VII.  Everyday Necessities:  

Each day, you should bring the following materials to class:

	Textbook (remains in classroom)
	Pencil/Pen

	File Folder (remains in classroom)
	Computer

	VIII.  Assessment Plan

	Student Evaluation:

	Evaluation Criteria
	Method of Evaluation
	Percent

	Daily Work
	Adequacy of competency performance
	40

	Projects
	Portfolios, written applications, quality of finished project
	15

	Tests
	Unit tests on related technical and academic knowledge and practical problems
	15

	Work Ethics* attached
	Attendance, Work Habits, and Attitude 
	10

	Final Examination
	
	20


I have read the Business Document Processing Syllabus and understand what is expected of me to be successful in this course.  By signing below, confirms my agreement with the information on the syllabus provided.

Student Signature:____________________________   Date:  ________________________

Parent Signature:  ____________________________   Date:  ________________________

Parent E-mail: ___________________________________________

Work Ethics Point Scale
Studies by the American Society for Training and Development and the US Department of Labor indicate 85 percent of persons who lose their jobs do so because they lack good work habits—basic work ethics—rather than lack appropriate job skills.  Factors most often cited are tardiness and absenteeism, failure to follow instructions and inability to get along with supervisors or fellow workers.

To address the importance of developing a positive work ethics, the teacher has implemented a system to reward students for exhibiting a positive work ethic in their classroom.  The system reinforces positive behavior and eliminates negative behavior through daily assessment of the student’s performance.  Performance factors include attendance and tardiness, work habits, and attitude toward others.

Students are graded every day with 20 points.  The below chart demonstrates how a student can have points taken away.
	CATEGORY:  ATTENDANCE

	Code
	Description
	Points Deducted*

	AB
	Absent
	20**

	CK/T
	Check out or tardy
	10**

	CATEGORY:  WORK HABITS 

	CH
	Cheating on homework, class work, or test
	20

	UN
	Unprepared for class
	10

	ED
	Use of electronical devices without permission (cell phones, music devices, etc.)
	10

	NH
	Not turning in homework
	10

	SL
	Sleeping
	5

	OF
	Off task (working on another subject, not working at all)
	5

	TA
	Talking without permission/disruptive
	5

	PN
	Passing notes to classmates
	5

	US
	Unsafe behavior in class
	5

	OT
	Other as specified by teacher and documented in office
	5-10

	CATEGORY:  ATTITUDE TOWARD OTHERS 

	UC
	Uncooperative with teacher/classmates in completing assigned work
	5

	DS
	Disrespectful to teacher; insubordinate
	10
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Desired Skills Employers Want


(5=extremely important)


Rank	Skill


4.66		Interpersonal


4.59		Teamwork


Verbal Communication


4.30		Analytical


4.15		Computer


4.10		Written Communication


4.00		Leadership
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