	Title:  Oral and Written Communications
Subject/Course:
Business Education

Business Essentials
Topics:
Business Letter and Memo Writing




Business Presentations
Grades:  10-12

Business Telephone Tips



Meeting with Customers and Suppliers
Teacher:  Kathy Glisson
Time Frame:  Approximately Two Weeks (10 days at 1 ½ hours a day—Block Schedule)

	Summary of Unit Plan:

In this unit, students will research an entrepreneur of his/her choice.  Then, the student will prepare a PowerPoint presentation using the Tips for Designing PowerPoint and the Entrepreneur PowerPoint Instruction sheet.  After covering correct presentation techniques (you may use a video, handouts, etc), teacher gives demonstration on how to give a presentation correctly (using the Trump PowerPoint).  The name of the video I use with this unit is Cerebellum’s “No-Brainers Public Speaking” video.  I attached an anticipation guide and quiz over this video.  Also present the “Delivering a Presentation” PowerPoint to help the students understand how to properly deliver a presentation. Lastly, I will show them the rubric that I would use to evaluate their PowerPoint and their oral presentation 
The next activity is the business writing section of this unit.  Cover the Communication Handouts #1 and #2, then have the students compose/key the carwash letters/memo on the “Written Communication Exercises” handout.  Have them edit the correspondence several times until they produce acceptable documents.  Students and teacher use the Business Writing Rubric to grade their practice letters.  A test letter is attached to give the students for evaluation—grade this with the Business writing Rubric.
The last activity is to have student prepare skits demonstrating how to interact properly on the business telephone and when meeting with customers and suppliers.  Place the students in groups of 3 or 4 and give them a situation where they would apply the Business Telephone Conversation Tips and Meeting with Customer and Suppliers (Rules) on the 2nd page of the Communication Skills Handout #1.  Grade them on these skits using the Skit Delivery Rubric.

	Stage 1: Desired Results

	Established Goals (standards)

	BCS-BE-1:  The student exhibits appropriate oral and written communication on personal and professional levels.

The student will use the rules on a PowerPoint handout to prepare an 8-12 slide presentation on an entrepreneur of his/her choice.  Then the student will present this information to the class.

The student will compose and edit several letters and memorandums that pertain to opening and employing people for a car wash business.

In a group environment, the student will compose and deliver two skits dealing with business telephone etiquette and customer communications.
a. Prepares and properly delivers a presentation using PowerPoint as a supplemental device.

b. Uses correct grammar, appropriate voice inflection and tone, body language, and eye-contact, pronunciation, and volume when giving a presentation.
c. Demonstrates correct business telephone etiquette and customer communication skills. 

d. Writes business letters and memorandums that demonstrate correct grammar, punctuation, spelling, sentence structure, tone, format, and content.

e. Demonstrates sensitivity, politeness, conciseness, and the “you attitude” in his/her business communications.

BCS-BE-2:  The student produces written and oral communications that utilize proper tone, grammar, and bias-free language. (See “a” through “e” above).

	Understandings

	a. Appropriate business communications are a necessity for business and personal business contacts and correspondence.
b. Being able to deliver a presentation is essential in the business, civic, and academic environment.

	Essential Questions

	a. What are some of the practices one would use to properly deliver a presentation?
b. What are some of the rules for a properly worded business letter?

c. What is the correct format for a business letter?

d. What is the correct format for a memorandum?
e. What are the correct procedures for an employee to properly interact with customers, suppliers, and other business people?

f. What are the basic rules one needs to follow when communicating on the telephone in a business environment?

	Knowledge and Skills

	Students will know:
a. Basic rules for writing a business letter and memorandum.

b. How to properly prepare a PowerPoint to use as a supplemental device for a presentation.

c. How to format a business letter and a memorandum.

d. Basic rules for correct delivery of a presentation.

	Stage 2: Assessment Evidence

	Performance Task Summary

Rubric Titles 

1. Entrepreneurship PowerPoint Presentation

2. Composing sentences on handout #2

3. Written Communication Exercises

4. Test over Business Writing

5. Skits over Business Telephone usage and Meeting with business people
1. Rubric:  Presentation on Entrepreneur
2. Check sentences for correctness (no rubric)

3. Check letters for correctness (students and teacher evaluate using Business Writing Rubric)

4. Business Writing Rubric
5. Skit Delivery Rubric
Self-Assessments
Other Evidence, Summarized

· Using rubrics, students self-assess their own:

· Business writing

· Skit composition and delivery
· PowerPoint
· Students respond to class discussions
· Students participate in “Mind Streaming” exercises to bring out prior knowledge (pair up students for two minutes) in these areas:

· Business Writing

· Presentation Rules

· Interaction with customers and other business contacts



Links to documents used in this unit.

· Bus Comm Exercises
· Comm Skills Handout #1
· Comm Skills Handout #2
· Delivering a Presentation PP
· Ent PP Instruction Sheet
· Key Handout #2
· PP Example
· Quiz Speaker Tips Video
· Rubric – Presentation on Entrepreneurship
· Skit Delivery Rubric
· Speaker Tips Video Anticipation Guide
· Tips Designing PP
· Test over Business Letter Writing


