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BUSINESS PROJECT

Program of Study: Administrative Support

Core: 1,2,3,4,5,6,7,8,9,10, 11,12,13,14,15,16,17, 18, 19,20,22,23,24,25,26,29,30

Standard: Business Communication Skills

Course Title: Cooperative Business Education

Project Name: Designing Your Own Business Card and

Designing Teacher Business Cards

Objectives: The student will demonstrate appropriate problem- solving and decision-making skills. Demonstrate effective communication skills. Analyze written material. Apply technology to common business applications using MS Publisher software.

Resources Needed: Computer, MS Publisher, Business Card stock paper, samples of business cards

Student Handouts: Instruction sheet

Interdisciplinary Involvement: Language Arts, Technology

Step-by-Step Instructions:

Project #1

1. Students will look through collection of various business cards to decide what format would best suit their own business card.

2. Students will decide what their business card is to focus on about them.

3. Students will make a sketch a rough draft of their card.

4. Students will design their own business card from the rough draft using MS Publisher. They should include any graphics, drawings or scanned pictures.

5. Each student will print a sample of the final card for proofing before printing onto business card stock paper .

6. Each student will print their card and turn in for teacher evaluation.
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DESIGNING YOUR OWN BUSINESS CARD

1. Students will decide what information about themselves they want to include on the business card.

2. Students will refer to sample business cards available in the classroom to decide on the style and format they want to do their business card.

3. Students will make a rough draft/sketch of your business card- include any graphics or drawings. Turn in your rough draft.

4. Using MS Publisher, students will design their own business card.

5. After completing your business card on Publisher, print a sample copy of the card. Turn in the sample printing.

6. After approval, students may print their business card on the business cards provided by instructor .

7. Turn in one business card to instructor for grade.

DESIGNING TEACHER'S BUSINESS CARDS

I. Groups (3-5 per group) will be formed to interview each teacher.

2. Groups will decide how to get teacher's information for the business card.

3. Groups will gather teacher information and create a business card for the teacher .

4. Groups will print a sample of the business card for the teacher's approval before printing the actual business card.

5. After the teacher approves the sample business card, groups will then do a final printing of the business card.

6. Groups will return the final business cards to teacher for their use. Groups will retain one card to turn in for a grade.

GROUPS

Administration

Business Department English Department

Foreign Language Department Math Department

Physical Education Department Science Department

Social Studies Department

Special Education Department
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2. Each group will be assigned a group of teachers to interview for business cards.
3.

4. After interviewing teachers, groups will begin doing rough draft of cards for

Students will be divided into groups of 4-5.
Groups will assign teachers to members of the group for interviewing.

teachers.

Once the rough draft is completed, students will get teacher’s approval of card
and what color card the teacher would like.

Groups will print final teacher cards, turn one card for grade.



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[image: image4.png]GRADE SHEET FOR
CBE - BUSINESS CARDS
INSTRUCTOR

CRITERIA | COMMENDABLE | ACCEPTABLE | NEEDS
15-20 pts/ea 8-14 pts/ea

UNACCEPTABLE
IMPROVEMENT | 0 points/ea
1-7

Design Layout Design shows creativity, Design shows some Design shows no creativity Design shows no creativity or
originality throughout creativity and originali and original thought no thought

Graphics Graphics are used Graphics are used No thought was given to No graphics were used
appropriately; they convey the | appropriately; some choice and/or use of graphics
message better than the text choices could have been
they support better.
Job, role, or activity described | Job, role, or activity
exceptionally well 1 described; some
improvements could be
made
Font Attributes are used
for emphasis; in some
instances
color/bold/italics detract
from the appearance of
the document

Job/Role Job, role, or activity poorly

described

Job, role, or activity not
described

Font Attributes are used for
empbhasis; adds to the overall
attractiveness of this
document ’

Use of Font Font Attributes are used
poorly; very little thought
was given to the application
of color/bold/italics in the

document

Font Attributes were not used

TOTAL POINTS

FINAL GRADE
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Name of Student Being Graded

CRITERIA | COMMENDABLE | ACCEPTABLE | NEEDS UNACCEPTABLE
15-20 pts/ea 8-14 pts/ea IMPROVEMENT | 0 points/ea

1-7

Design Layout Design shows creativity, Design shows some Design shows no creativity Design shows no creativity or
originality throughout creativity and originali and original thought no thought

Graphics are used Graphics are used No thought was given to No graphics were used
appropriately; they convey the | appropriately; some choice and/or use of graphics

message better than the text choices could have been
they support better.
Job/Role Job, role, or activity described | Job, role, or activity Job, role, or activity poorly Job, role, or activity not
exceptionally well described; some described described
. improvements could be
made
Use of Font Font Attributes are used for Font Attributes are used Font Attributes are used Font Attributes were not used
emphasis; adds to the overall for emphasis; in some poorly; very little thought
attractiveness of this instances was given to the application
document color/bold/italics detract of color/bold/italics in the
from the appearance of document
the document




