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	Course Description: This course covers the organizational functions of businesses including total quality concepts, project management, and problem solving. Emphasis is placed on analyzing the social, technological & organizational systems in businesses, such as human relations, communications & records management.
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	Day
	Date
	SCS Objectives
	Essential Questions
	Content
	Tasks/Strategies

	1
	
	BM01.01
	How are communication skills and barriers to effective communication evaluated?
	Methods of Effective Communication 
	Demonstrate various methods of effective communication through role play

	2
	
	
	
	
	

	3
	
	BM01.02
	What are the qualities of an effective leader?
	Qualities of a Good Leader
	Discuss qualities of an effective leader

	4
	
	
	
	
	

	5
	
	BM01.03
	How do ethics and social responsibility affect a personal code of ethics?
	Ethics & Social Responsibility

Personal Code of Ethics
	Develop a personal code of ethics that reflects ethics and social responsibility

	6
	
	
	
	
	

	7
	
	BM01.04
	How do characteristics of work teams affect the establishment of a cohesive work group?
	Importance of Working Together
	Demonstrate the importance of team work through role-play

	8
	
	
	
	
	

	9
	
	BM01.05
	What skills & ed. are needed to succeed in mgt?
	Occupational Outlook Handbook
	Develop list of ed & skills needed

	10
	
	BM02.01
	How does planning and decision-making affect business?
	Importance of Planning

Flow Charts

Outline on Decision-making Process
	Demonstrate the importance of planning an activity from the beginning to the end using a flow chart and reasons for each step

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	BM02.02
	Why is goal setting imp in the business environment?
	Importance of a plan
	Discuss the importance of having goals in bus

	14
	
	BM02.03
	What are the similarities and differences between the basic forms of business ownership and their organizational? 
	Sole Proprietorship

Partnership

Corporation

Organizational Charts
	Discuss the differences and similarities between the basic forms of business ownership

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	BM02.04
	How is the organizational function used to align resources & relationships to achieve business goals?
	Importance of Organizational Chart

Job Descriptions & Responsibilities
	Demonstrate how the organizational function affects the success of a bus achieving its goals

	20
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	Day
	Date
	SCS Objectives
	Essential Questions
	Content
	Tasks/Strategies

	21
	
	BM02.04

(continued)
	
	
	

	22
	
	BM02.05
	What is the difference between leading & managing?
	Leadership Styles
	Role-play leading & managing differences

	23
	
	BM02.06
	How do management theories relate to leading/directing functions of management?
	Management Theories

Differences between Leading/Directing Management Style
	Compare and contract the difference between leading/directing management styles

	24
	
	
	
	
	

	25
	
	BM02.07
	Why is it important to evaluate & then determine steps to adapt when goals are not met?
	Evaluations

Suggested Steps when Goals are not achieved
	Discuss the importance of evaluation & steps in making changes when goals are not met

	26
	
	
	
	
	

	27
	
	BM03.01
	What is the relationship between ethics and government laws and regulations?
	Federal Laws and Regulations Governing Ethics in the Work Place
	Discuss the importance of ethics and the importance of government laws & regs

	28
	
	
	
	
	

	29
	
	BM03.02
	What is the business code of ethics and how does it contribute to ethical business environments?
	Business Code of Ethics


	Discuss the definition of a bus code of ethics & how a bus prospers when following one

	30
	
	
	
	
	

	31
	
	BM03.03
	How does a business demonstrate social responsibility toward its shareholders?
	Social Responsibility  Community Service
	Develop a plan to demonstrate social responsibility to the shareholders

	32
	
	
	
	
	

	33
	
	BM03.04
	What are current & emerging ethical & social responsibility issues in the multinational bus world?
	Current Events Dealing with Ethical & Social Responsibility 
	Discuss the current trends in ethical & social responsibility in the multinational bus world

	34
	
	
	
	
	

	35
	
	BM04.01
	What recruitment sources and selection tools are available to recruit personnel?
	 Ads

Sample Brochures

Websites

Job Fairs
	Organize a plan to recruit new personnel using various methods of multimedia

	36
	
	
	
	
	

	37
	
	
	
	
	

	38
	
	BM04.02
	What is the importance of training & development, & lifelong learning as they relate to successful employee performance?
	Changing Business Environment

Being Competitive
	Discuss the need to stay competitive, up-to-date on training, & aware of current trends in order to have a successful business.

	39
	
	
	
	
	

	40
	
	
	
	
	

	41
	
	BM04.03
	What is the impact of employee evaluations?
	Effect of Evaluations
	Discuss the impact of employee evaluations 

	42
	
	BM04.04
	What is the importance of compensation plans, 
	Benefit packages
	Discuss the importance of compensation plans, 


	Day
	Date
	SCS Objectives
	Essential Questions
	Content
	Tasks/Strategies

	43
	
	BM04.04 

(continued)
	benefit packages, and incentive programs for employees?
	Compensation Plans Incentive programs
	benefit packages & incentive programs & the part they play as they relate to a job opp

	44
	
	
	
	
	

	45
	
	BM04.05
	Why is it necessary to have a set criteria for promotion, transfer, discipline or release of any employee?
	Non-acceptable Work Behaviors

Criteria for Promotions, Transfers, Discipline and release of Employees
	Discuss the need to have a set criteria and how it is to be used and the type of problems you might have if you didn’t have one

	46
	
	
	
	
	

	47
	
	
	
	
	

	48
	
	BM05.01
	What is the communication channel and why is it important?
	Organizational Chart Following the “Chain of Command”
	Role play the importance of proper use of the communication channel

	49
	
	
	
	
	

	50
	
	BM05.02
	What are some communication barriers and what are appropriate strategies for resolution?
	Communication Barriers

Proper Strategies for Resolving Problems
	Role play a situation that has communication barriers and then resolve it using proper strategies

	51
	
	
	
	
	

	52
	
	
	
	
	

	53
	
	BM06.01
	What are appropriate technology tools for business applications?
	Word

Excel

Access

Powerpoint
	Demonstrate ability to use word, excel, access & powerpoint through simulations 

	54
	
	
	
	
	

	55
	
	
	
	
	

	56
	
	BM06.02
	What management information system is used in decision-making, prediction and control?
	Management Information System used in Decision-making, Prediction and Control
	Discuss the need for management information systems in decision-making, prediction and control

	57
	
	
	
	
	

	58
	
	
	
	
	

	59
	
	
	
	
	

	60
	
	BM07.01
	What are the types of records used in business?
	Records used in Business

Excel Simulations
	Demonstrate “keeping records” for a business through a simulation utilizing several types of data (employment, financial, payroll, etc.)

	61
	
	
	
	
	

	62
	
	
	
	
	

	63
	
	BM07.02
	How are the different types of business budgets used?
	Types of Budgets
	Discuss the importance of a business budget

	64
	
	BM07.03
	What data is used on financial statements?
	Bank Statement

Income Summary
	Discuss the data found on financial statements, what it means and it’s importance to the success of the business

	65
	
	
	
	
	

	66
	
	
	
	
	

	Day
	Date
	SCS Objectives
	Essential Questions
	Content
	Tasks/Strategies

	67
	
	BM07.04
	What factors are involved when companies seek capital for operation?
	Seeking Additional Capital 
	Discuss important factors companies consider in obtaining the capital they need to operate

	68
	
	
	
	
	

	69
	
	
	
	
	

	70
	
	BM07.05
	What are ways to minimize and manage business risks?
	Minimizing Business Risks

Managing Business Risks
	Discuss ways to minimize and manage business risks

	71
	
	
	
	
	

	72
	
	
	
	
	

	73
	
	BM08.01
	What methods and tools can be used to design or redesign products?
	Methods and Tools for Designing/

Redesigning Products


	Develop a plan for designing or redesigning a product explaining methods and tools used

	74
	
	
	
	
	

	75
	
	
	
	
	

	76
	
	BM08.02
	What factors should be considered in the manufacturing process?
	Factors in the Manufacturing Process
	Develop a plan for a manufacturing process including factors considered in the development of the process

	77
	
	
	
	
	

	78
	
	
	
	
	

	79
	
	
	
	
	

	80
	
	BM08.03
	How does quality control relate to the efficiency and effectiveness of a company’s products and services?
	Importance of Quality Control

Methods of Quality Control

How Quality Control affects the Company’s Products and Services
	Select a product and explain how quality control of that product relates to the efficiency and effectiveness of a company’s products & services

	81
	
	
	
	
	

	82
	
	
	
	
	

	83
	
	
	
	
	

	84
	
	BM08.04
	What are the basic marketing concepts and the elements of the marketing mix?
	Basic Marketing Concepts

Elements of Marketing Mix
	Discuss basic marketing concepts and the elements of the marketing mix

	85
	
	
	
	
	

	86
	
	Review/Exam
	
	
	

	87
	
	
	
	
	

	88
	
	
	
	
	

	89
	
	
	
	
	

	90
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