
Unit Project Plan

Standards/Measurement Criteria: 

5.0 Practice Communication Skills Used in a Business Management Environment 

7.0 Apply Technology Tools To Business Management and Administrative Services Support Functions

11.0 Explore Economic Principles Related To Business Management

Students will be able to use word processing software to write a letter, create graphs, set up a database, spreadsheet and be able to use a communication software to access information.  Students will prepare a written and oral presentation on all information gathered to explain the economics principles related to Business Management.

Project Description

All students will prepare a letter and an email communication that will request information from various companies.  Students will write for information regarding the economic principles related to business; management functions, financial goals, economic system, effects of productivity, factors of production, type of business ownership and global competition.  This letter will be sent to four companies, using a database to place addresses.  Students will merge the letter with the company address.  Students will create their own letterhead using the graphics tool.  As companies respond to students they will be required to send thank you notes.  A spreadsheet will be required to show the various information received from companies.  Students will prepare an oral and written report that will, organize collected data into an appropriate graphical representation, display data as lists, tables, matrices, and plots, construct equivalent displays of the same data and summarize information received, draw inferences from charts, tables, graphs, plots, or data sets.  Students will present their report to the class and will also evaluate other student reports.

Before project begins students will have learned to use Microsoft Word, Excel, Access, Power Point, Publisher, Flash and Indesign.  


These state standards would have been taught prior to beginning this project.

Explain the uses of verbal and nonverbal communication.  (How to make a presentation in front of a group of people0

Identify barriers to effective communication.

Demonstrate effective communication by applying word processing software to prepare letters, memorandums and reports.

Practice technical writing and reading skills, by preparing specialized documents including tables, graphs, and multi-column formats, such as newsletters and brochures.

Apply spreadsheet software to prepare financial or statistical information including mathematical calculations.

Apply multimedia software to prepare business presentation, PowerPoint and Flash.

Apply basic database software to organize and report data.

Practice proofreading and identify conflict resolution methods.

Grading Rubric 

	4 mail able letters properly merged
	5pts each
	20 points total

	Copy of Database
	
	10

	Fancy Letterhead
	
	10

	Thank you notes
	5 pts each
	20

	Five management Functions definition and sample from a company

Planning, organizing, leading, staffing and coordinating
	5 pts each
	25 pts

	Describe the role of Support Staff, supervisors, managers, and technology achieving financial goal from one of the companies
	
	25 pts

	What type of economic system is used, customer, directed, or free enterprise?

Explain for each company.
	5 pts each
	20 pts

	Explain the factors of production: natural, human and capital for each company.
	5 pts each
	20

	What type of Business is each company you wrote to, sole proprietorship, partnership and corporation model.  
	
	5

	Describe how global competition affects your companies business.
	
	50

	Oral Presentation
	
	45

	
	
	250 total points

250-225 = A

224-200 = B

199-175 = C

174-150 = D


Related Academic Skills

Reading Standard 

Articulated by Grade Level

Strand 3: Comprehending Informational Text

Comprehending Informational Text delineates specific and unique skills that are required to understand the wide array of 

Informational text that is a part of our day to day experiences.

Concept 1:  Expository Text


Identify, analyze and apply knowledge of the purpose, structures, and elements of expository text.

Concept 2:  Functional Text 


Identify, analyze, and apply knowledge of the purpose, structures, clarity and relevancy 

of functional text.

Concept 3:  Persuasive Text


Explain basic elements of argument in text and their relationship to the author’s purpose

and use of persuasive strategies.

	Concept 3: Functional

Functional writing provides specific directions or information related to real-world tasks. This includes letters, memos, schedules, directories, signs, manuals, forms, recipes, and technical pieces for specific content areas. 

	PO 1. Write a business letter that:

a. presents information purposefully and succinctly to meet the needs of the intended audience

b. follows a conventional business letter format (block, modified block, email)

Example:  Write a letter of complaint expressing a consumer problem you’ve experienced.

PO 2. Address an envelope for correspondence that includes:

a. an appropriate return address

b. an appropriate recipient address




	Concept 1: Data Analysis (Statistics)

Understand and apply data collection, organization and representation to analyze and sort data.

	PO 1.  
Formulate questions to collect data in contextual situations.

PO 2.  
Organize collected data into an appropriate graphical representation.

PO 3.  
Display data as lists, tables, matrices, and plots.  

PO 4.  
Construct equivalent displays of the same data.

PO 5.  
Identify graphic misrepresentations and distortions of sets of data.

PO 9.  
Draw inferences from charts, tables, graphs, plots, or data sets.

PO 12. 
Recognize and explain the impact of interpreting data (making inferences or drawing conclusions) from a biased sample.




Your Fancy Letter Head

Sample Business Letter

Date

Company name

Address

City, State   Zip

Attention Consumer Relations Department:

As an assignment for Business Management and Administrative Services class we are to write to a company of our choice. This information will be used for both and oral and written report.

I choose you because……. (Paragraph about why you chose to write this company)

In order to prepare my report I will need such things as an annual report, pamphlets, dietary information etc.., it would be very helpful for the class and for my grade.

We also have to display our company for an oral presentation, so any free samples or things I might show the class would be extremely helpful.

Thank you.

Sincerely Yours,

Laura Gallego

400 N. Second Ave

Tucson, AZ  85719
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