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Business Essentials 







      Yvonne Lambert


	Title:  HPJ Communications                                       Subject/Course:  Business Essentials

Topic:  Written and Oral Communications                 Grade:  High School

Time Frame:  3 Weeks



	Summary of Unit Plan:
This unit utilizes a project-based approach to encourage mastery of the oral and written communication skills essential for interacting effectively with people in the workplace and in society. In this unit, students will assume the role as administrative assistant for HPJ Communications.  Throughout the unit the students have been trained to key reports in unbound format and block format for letters.  Students will use decision-making skills to arrange documents attractively whenever specific instructions are not provided.  The students are expected to produce error-free documents, so check spelling, proofread, and correct your work carefully before presenting it for approval.  



	Stage 1 Desired Results

	Established Goals (standards)

	BCS-BE-2.  The student produces written and oral communications that utilize proper tone, grammar, and bias-free language.
· Format, compose and produce various types of business correspondence (letters, memos, reports, resumes, email).

· Utilize appropriate punctuation, word usage, and expression of numbers in business documents.

· Compose written communications applying the “you” attitude and tone.

· Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous.

· Enhance documents using electronic spell check, thesaurus, grammar check, layout, design and graphics as needed.

· Respond in writing to routine business situations.

· Distinguish between paraphrasing and plagiarism.

· Use bias free language.

	Understanding

	1. The student will understand that oral communication skills are essential for interacting effectively with people in the workplace and in society.
2. The student will understand that written communication skills are essential for interacting effectively with people in the workplace and in society.



	Essential Questions

	1. What are the effects of poorly written messages?
2. Proofread a letter sent to your parents from a business. 



	Knowledge and Skills

	1. The student will know:
a. the parts of a block style business letter

b. formatting guide for a block style business letter

c. the parts of a unbound report
d. formatting guide for an unbound report

2. The student will be able to:

a. Format block style business letters
b. Format unbound reports

c. Choose an appropriate communication method

d. Utilize spell check in proofreading documents



	Stage 2:  Assessment Evidence

	Performance Task Summary
	Rubric Titles

	· HPJ Communications Simulation


	· Letter Rubric

· Report Rubric



	Self-Assessments
	Other Evidence, Summarized

	· Using rubrics, students self-assess themselves on performance tasks and documents.
	· Student responses to 3 to 5 questions that reveal knowledge of formatting block style letters.

· Student responses to 3 to 5 questions tat reveal knowledge of formatting unbound reports.
· Student performance in “HPJ Communications Simulation”




Letter Rubric

Student:  __________________________

Score:  _________

	CATEGORY
	20
	15
	10
	5

	Format
	Complies with all the requirements for a business letter. 
	Complies with almost all the requirements for a business letter. 
	Complies with several of the requirements for a business letter. 
	Complies with less than 75% of the requirements for a business letter. 

	Sentences & Paragraphs
	Sentences and paragraphs are complete, well-constructed and of varied structure. 
	All sentences are complete and well-constructed (no fragments, no run-ons). Paragraphing is generally done well. 
	Most sentences are complete and well-constructed. Paragraphing needs some work. 
	Many sentence fragments or run-on sentences OR paragraphing needs lots of work. 

	Salutation and Closing
	Salutation and closing have no errors in capitalization and punctuation. 
	Salutation and closing have 1-2 errors in capitalization and punctuation. 
	Salutation and closing have 3 or more errors in capitalization and punctuation. 
	Salutation and/or closing are missing. 

	Grammar & spelling (conventions)
	Writer makes no errors in grammar or spelling. 
	Writer makes 1-2 errors in grammar and/or spelling. 
	Writer makes 3-4 errors in grammar and/or spelling 
	Writer makes more than 4 errors in grammar and/or spelling. 

	Capitalization and Punctuation
	Writer makes no errors in capitalization and punctuation. 
	Writer makes 1-2 errors in capitalization and punctuation. 
	Writer makes 3-4 errors in capitalization and punctuation. 
	Writer makes more than 4 errors in capitalization and punctuation. 


Report Rubric

Student:  __________________________

Score:  _________

	CATEGORY
	20
	15
	10
	5

	Format
	Complies with all the requirements for an unbound report. 
	Complies with almost all the requirements for an unbound report. 
	Complies with several of the requirements for an unbound report. 
	Complies with less than 75% of the requirements for an unbound report. 

	Organization
	Information is very organized with well-constructed paragraphs and subheadings. 
	Information is organized with well-constructed paragraphs. 
	Information is organized, but paragraphs are not well-constructed. 
	The information appears to be disorganized. 8) 

	Paragraph Construction
	All paragraphs include introductory sentence, explanations or details, and concluding sentence. 
	Most paragraphs include introductory sentence, explanations or details, and concluding sentence. 
	Paragraphs included related information but were typically not constructed well. 
	Paragraphing structure was not clear and sentences were not typically related within the paragraphs. 

	Mechanics
	No grammatical, spelling or punctuation errors. 
	Almost no grammatical, spelling or punctuation errors 
	A few grammatical spelling, or punctuation errors. 
	Many grammatical, spelling, or punctuation errors. 

	Sources
	All sources (information and graphics) are accurately documented in the desired format. 
	All sources (information and graphics) are accurately documented, but a few are not in the desired format. 
	All sources (information and graphics) are accurately documented, but many are not in the desired format. 
	Some sources are not accurately documented. 


