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Foreword

This curriculum handbook is a revision and update of the Business Education Curricujum
developed by the Alaska Department of Education in 1985. The advent of new technology
in the workplace has altered the skills and compeiencies students must have in order to
effectively work in clerical ana accounting occupations. This revised curriculum gives
information on the skills and knowledge students should acquire through a business
education program. The competencies listed reflect the skills which employers see as
necessary for success in clerical and accounting occupations. This handbook emphasizes
competencies students need, and provides educators witi: flexibility to develop their own
programs to incorporate those competencies.

The handbook is organized in seven sections:

Section 1 introduces ihe ooncep't of competency-based curriculum. The role of
vocational educators in curriculum planning, implementation, and evaluation is also
included.

Section Il provides the scope, sequence, and hierarchy of business education
competencies.

Section Il presents the curriculum. It includes the competencies and tasks for
business education instruction.

Section IV contains course descriptions to assist school districts in developing their
vocational programs.

Section V contains the curriculum analysis matrix to be used in determining
competencies to be inciuded in specific business education courses.

Section Vi contains a sample skills card for evaluating and recording student progress.

Section VIl lists information on resources and specific materials available in Alaska
and the rest of the nation.

It is recommended that all students participate in career awareness and exploration
experiences to help them understand the connection between school and work and make
career plans. ’
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Competency-Based Curriculum

Vocational education should be directed toward the skills, knowledge, and attitudes needed
for successful employment. CThanges in technology are affecting the job requirements in
business education. Such changes require business educators to continually update their
curriculum in order to prepare students for competition in the job market.

An effective method for delivering vocational education is through a competency-based
curriculum. This curriculum is based on a task analysis of the key occupations in
business. Once a competency-based curricuium is set in place, student performance must
be measured on levels of proficiency in thocse competencies. Thus, the critical features of
competency-based education are:

1) validating competencies to be included in the curriculum; and
2) evaluation of student competency levels.

This curriculum handbook sets direction for local curriculum developers. It provides a
framework for developing courses of study and lesson plans in local schools.

Curriculum Based On Competencies

Competence refers to the adequate performance of a task. The task may be evaluated
according to the performance or process, the product, or both.

Competency-Based Vocationai Education consists of programs that derive their contunt
from the tasks performed in each occupationfjob and assess student performance on the
basis of preset performance standards.

Learning materials define the competencies the student Is to leam, the criteria by which
the student will be evaluated, and the conditions under which the evaluation will occur.

Competency-based instruction places emphasis on the ability to do, as well as on learning
how and why. Student performance and knowledge are individually evaluated against the
stated criteria, rather than against group norms.

The competency process utilizes a checklist of attitudes, knowledge and skills that are
commonly needed by entry-level employees in business.

nce

A cuiriculum becomes competency-based when students are assessed on the basis of their
competence. Sample skill cards are provided in this guide for teachers who wish to use
them in assessing the competency levels of their students. The card has four levels of
proficlency which allow continued development of skills. The card can be used to monitor
student> rogress as they move between business classes, between teachers and grade
levels and between schoo! and work. The completed skills card Is an Important part of a
placement portfolio when students begin their job searches.
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Curriculum Delivery Systems

Yocational Student Leadership Organizations

Some of the competencies in this curriculum guide cannot be fully met in traditional
classroom and lab settings. The Offico Education Association (OEA) is a delivery system
which can be integrated into the regular school program. Human relations skills as well
as job skills will be enhanced by student participation in OEA. OEA activities should
complement instruction in the claseroom and lab. They should be integrated as a
curriculum delivery system and not aliowed to become an extracurricular activity.

Cooperative Work Experience/On-the-Job Training

Some of the competencies identified in this guide cannot be fully developed at a school site.
A work station in the community offers realistic experiences in fulfilling the program
goals in career development and human relations. Cooperative Work Experience and
On-the-Job Training offer excellent vehicles for the delivery of instruction. With well
developed training plans, teachers and employers can cooperate to prepare students for
employment. Cooperative Work Experience and On-the-Job Training extend the
instructional program beyond the availabllity of equipment and instructor time at the
local school. Teachers and employers must maintaln regular communications to assure
that students are receiving a high quality experience.

The Rural Student Vocatiorial Program (RSVP) provides a two-week fulltime work
experience for students from rural areas where job stations are limited or non-existent.

The Job Training Partnership Act (JTPA) provides on-the-job experience to
disadvantaged youth in both urban and rural areas.
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Role of Instructor in Curriculum
Planning, Implementation and
Evaluation

The vocational instructor fuifills many roles which include the following responsibilities:

Prepares a written vocational program plan.

Develops and maintains a written program philosophy with objectives that support
the philoscphy.

Maintains a written list of competencies identified as needed for the program ea.

Devises and maintains a classroom management system for impiementing the
curriculum materials provided for the program area.

Evaluates the curriculum content periodically to determine curriculum changes and
updates. This includes the involvement of the students (present and former),
advisory committee members, and other personnel.

Selects units of instruction and plans lesson plans based on the competencies of the
occupation.

Provides appropriate instructional materials, supplies, and equipment for the
Students o use.

Review: the instructional materials to assure that they are free from sex bias and sex
role stereotyping.

Works with an advisory committee.

Assists and/or serves as an advisor to the appropriate student organization related to
the vocational program area.

Plans and arranges an appropriate classroom learning environment. This involves
assisting students of different abilities to work at their own pace and in cases where
remedial instruction is needed, securing additional help for those students.

Reinforces basic skills of reading, communication (written and oral) and computation
through vocational education experiences.

Helps determine what objective(s) should be established for handicapped students as a
part of the individual educational plan (IEP) development.

Uses a grading procedure that is made available to all students at the beginning of their
training.

Sets an example for grooming and dress that is generally found in the occupational
area in business or industry to gnable studente to establish appropriate standards.

s 11




Benefits of the Competency-Based Curriculum

Competency-based vocational education offers several benefits to students:

1.

The competencie~ntasks are directed 1o the student and provide measurable criteria
for determining when the student has acquired the necessary knowledge and skil's.

Students receive realistic training for the Job. They become competent in tasks that
are relevant to the occupation.

Students know what is expected of them throughout the course. The competencies are
made available to them at the onset. They know what they will be doing and how waell it
must be done.

. Each student is individually responsible for completing each competency attempted in

the curriculum.

Students are not compared with other students in their accompiishments because each
is expected to work according to his/her individual capabilites and learning style.
Because of the various evaluation policles of ditferent school systems, the ideal of not
comparing students in determining grades is not always possible. Howsver, the basic
thrust of the competency-based program is to evaluate each student according to
his/her accomplishment of each task as he/she works up to individual cap-bility.

12







@ Progfam Development

The format of this curriculum wcs selected to aid administrators and teachers in
concentrating on tha skills needed for vocational training. It will assist in selecting the
array of units and the delivery system which fit the school. This provides the flexibility
of varying the course content to include the most valuable skills as appropriate for the
scope and sequence. The primary importance is that students are able to secure foundation

skills. Schools can vary their delivery systems to maximize student opportunities by:
1. Offaring courses on alternate years or other planned sequences
2. Offering two or more courses in the same class

3. Providing individualized materials and instruction

A matrix is included in this guide for use in planning the courses to be offered and the
content of each ourse.

‘ The following chart shows the hierarchy of business education competencies:
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Hierarchy of Business Education Competencies

(Emplovobilitv Skills Keyboarding ( Free Enterprise System (Fnonciol Management
Career Planning Equinment Use Economic Roles of: Financial Records
Job Seeking Proper Technique money Banking Services
Human Relations Proofreading trade Credit
Work Attitudes/Ethics Saving and Retrieving business investments
Appearance information marketing
Formatting consumers
Documents lobor unions
government
X y N N y _ y
(" Word Processing \ / BusinessCommunications \ ( General Office \ [Recordkeeping/  \ / BusinessManagement )
Accounting
» formation Written Cormmunications Automated Office
Processing Cycle Reading Skills information Processing Recordkeeping Business Structures
Sofiware and Equipment Listening Skl Cycle Concepts Management Functions
Use and Mointenance Speaking Effectively Offize Equipment and Records Maintenance information Monagement
Work Procedures Telephone Resources Accounting Principles financiol Monagement
Document Zreation Resources/References Records Monagement Journals and Ledgers Risk Management
Database and Graphic Bectronic Communication Reprographics Payrol Persornel Management
Applications Reception Duties irventory Governmental
Mail Processing Fnancial Statements Reguiations
Travel/Meeting Planning Computer Applications Business Law
Office Management
_ J J C nae J U JAN J .
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Competency:
Tasks:

Competency:

Tasks:

Competency:

Tasks:

® Empioyability Skills

identify career choices

Conduct a self agsessment
a. Assess values in relation to work
b. Recognize skills and aptitudes
¢. Describe employment history and experience
d. Describe obstacles to employment
e. Use Alaska Career Information System and other
career counseling publications

Identify career clusters
a. Know specific jobs within clusters and duties
b. Describe apprenticeship programs

Explain the use of labor market information
a. Describe the current local labor market
b. Identify growth/demand occupations
¢. Relate career choices to local labor market

Select a career goal
a. Know how skills could be used in other jobs
b. Plan for career goal
¢. Develop specific steps to reach goal

Identify careers in business

Desciibe jobs in:

Accounting and computing occupations

Business data processing occupations

General office and administrative support occupations
Secretarial, word processing, and administrative
support occupations

e. Office supervision and management occupations

oo

Identify employment opportunities

Identify requirements for job

Investigate educational and occupational opportunities
Locate resources for finding employment

Confer with prospective employers

1
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Competency:
Tasks:

Competency:
Tasks:

Competency:
Tasks:

Competency:
Tasks:

Prepare a resume and job application
Explain the purposes, types and limitations of resumes

List:

past and present work experience

hobble. and interests

community activities or memberships

in-school activities or memberships

awards, pcsitions, or ciub offices

references, including addressess and phone numbers

~oQo0Op

Write a cover letter
Explain when and how to write a cover letter
Explain w=( a writing sample tells a potential employer
List the things a cover letter must include
Prepare for an interview
Explain how to schedule an interview
List things to find out about an interview:
a. date
b. time
¢. location
d. name of interviewer
e. what to bring

Describe questions and responses asked in an interview

Describe the importance of knowing your strengths and weaknesses

Explain:
a. proper etiquette for an interview
b. the importance of being on time
¢. how to end an interview

d. the importance of appearance (proper dress and grooming)
e

. the importance of body language
Follow up the interview
Analyze the interview
Determine whether a follow-up letter or call is required

Explain how to write a thank you letter or make a follow up call

19
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Competency: Dress appropriately on the job

Tasks: Describe proper dress for the job
Discuss the importance of being neat and clean
Explain why personal hygiene is important

List components of personal hygiene including:
skin care

hand care

foot care

halir care

mouth care

exerclse

. diet

h. adequate sleep

Competency: Understand basic concepts of human relations

e~oapop

Tasks: Define terms associated with human relations:
. communication

. empathy

human relations

. initiative

. self-awareness

self-image

tact

. tolerance

values

ol LI E - XN Y

Identify skills needed for positive human relations:
a. self-awareness
b. communication
¢. empathy

Identify ways to establish and maintain positive employer-=mployee relations:
’ respect supervisor
be responsible and dependable
work consistently
show interest in job
develop confidence in personal ability
be honest
be straightforward

e~oapow

Identify ways to encourage positive co-worker relations:
a. understand duties of co-workers
b. help others when needed
¢. abide by office rules
d. avoid gossip

‘ 13 20




Identify basic guidelines for serving customers:
a. determine customer's needs
b. satisly customer's nseds
¢. consider the customer's viewpoint

Competency: Be rellable and dependable
Tasks: Maintain acceptable attendance records
Explain the imporiance of being on time
Give timely notice of interruptions to work schedule
Follow rules of work site or training site
Competency: Be courteous
Tasks: Describe courtesy in terms of:
a. mutual regard
b. friendly expectations
Identify courtesy as the foundation for cooperation
Discuss the importance of promptness to courtesy in business .
identify proper business courtesy as a way to convey goodwill
Competency: Be considerate
Tasks: Discuss the importance of vocal tone in human interaction
Contrast the "I"-centered message with *you"-centered message
Discuss the need to be sensitive to others
Explain how to refer to people using:

a. non-sexist pronouns
b. neutral nouns

C. proper titles

Competency: Solve problems
Tasks: Explain the importance of having a method for solving prublems

Explain how to use the problem solving process to:
a. identify problems
. get information about problems
analyze problems
develop alternative solutions .
analyze alternatives
choose a course of action

14 21
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Competency:

Tasks:

Be honest

Define honesty and integrity
Explain how to deal with theft and dishonesty

Relate employee integrity to overall company performance

Competency: Plan and organize work

Tasks:

Competency:
Tasks:

Competency:
Tasks:

Explain the importance of :
a. organizing time effectively
b. baing responsible
¢. caring about the quality of work

Sequence the steps involved in planning and organizing work:
a. set priorities |
b. organize work ‘
¢. compiete the work
List various types of reminder devices that aid in organizing work:
a. calendar
b. reminder file
¢. schedule
Be assertive
Differentiate between assertive, aggressive, and passive behavior
Discuss whom to go to for employee problems
Describe the importance of setting reasonable goals

Discuss the importance 6f setting limits in terms of tolerating
behavior of others

Demonstrate work maturity
Describe the importance of openness to new situations on the job
Discuss the characteristics of the mature person:

a. self-acceptance

b. consideration and respect for others

¢. self-control

d. positive thinking and attitudes

6. flexibility
Name ways to develop and maintain good working relationships
Differentiate between personal and job-related problems

Describe the importance of orderly and systematic work behavior
s 15 ‘ ~ -
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Competency:

Tasks:

Competency:

Tasks:

Competency:

Tasks:

Competency:

Tasks:

Competency:

Tasks:

Identify personal responsibilities related to employment

Explain the Importance of:
a. securing adsquate transportation
b. inventorying independent living skills
¢. developing personal finance plan

d. discussing emuloyers’ expectations regarding substance abuse

Maintain good healith for effective job performance
Relate regular exercise, rest, and nutrition with good job performance
Discuss the issue of smoking on the job

Discuss the issue of drug abuse

Identify employee rights and responsibliities

Discuss state labor laws rolating to compensation

Explain the use of tax forms

Explain the minimum wage and types of exempt businesses
Explain labor contracts and grievance procedures

Explain the role of unions

Discuss a sample company personnel policy

Use effective leadership skills

Describe the Office Education Association (OEA) and how it
teaches leadership skills:

a. Participate in meetings according 1o rules of Parliamentary

Procedure

b. Function effectively on committees

c. Flan and conduct group activities

d. Participate in soclety in a democratic way

e. Follow rules, standards. and policies

f. Work cooperatively with others

Identify leadership characteristics and responsibilities
Follow verbal and written directions

Explain the importance of:
a. following directions
b. asking for clarification
c. listening
d. reviewing situations of poor communications
e. reading directions

3




Tasks:

Tasks:

Tasks:

. Competency:

Competency:

. Competency:

Apply reading and writing skilis

Describe how to find information in business and consumer magazines
and journals

Describe how o write memos, lists, and reports
Demonstrate how to complete forms accurately

Describe how to recognize and correct errors in spelling, grammar and
punctuation

Describe how to use supply catalogs to identify and order materials
Identify proper termination procedures .
Describe how to:

a. Write a letter of termination

b. Conduct and exit Interview

c. Write a letter of recommendation

d. Request for advance notice

e. Make final settiements (in regards to retirement, physical
injury, soclal security, severance pay, etc.)

Understand how to be an entrepreneur
Explain terms and principies associated with entrepreneurship
Describe the role of self-employment in the free enterprise system
Identify types of business organizations including:

a. sole proprietorship

b. limited partnership

C. partnership

d. corporation
Identify risks and rewards of starting a business

Identify the rols small businesses have played ir. job creation and
new products and services

Explain the steps or establishing a business
Explain the importance of developing a business plan

Explain where to locate information and assistance on starting a
small business



® Keyb'oarding

Competency: Use equipment properly

Tasks: Demonstrate proper care of equipment
Explain preventive maintenance technifues
Maintaln equipment per maintenance checklist

Competency: Undersiand keyboard functions

Tasks: Demonstrate use of parts of the keyboard:
a. space bar
b. tabs
c. shiftkeys
d. arrows
e. backspace
f. operative keys

‘ Explain the differences between the QWERTY and DVORAK keyboards
Competency: Align eyes properly
Tasks: Explain the importance of keeping eyes on copy

Keep matsrials on the left for ieft-handed people, on the right
for right-handed people

Competency: Use proper posture and hand pouvition
Tasks: Sit up straight and tall with feet flat on the floor

Face the keyboard squarely

Curve fingers on home row

Keep wrists above frame of machine

Line up center of body with "J" key

Keep forearms at same angle or slightly higher angle the: keyboard
.Keep elbows at sides at center of rib cage

% . Use thumb on space bar

Keep eyes on the monitor or copy

ERIC ® 25




Use good work habits LY SR .
Tasks: Read and follow directions

Listen attentively
Stay alert and relaxed
Stay on task
Competency: Use keyboard properly
Tasks: Keep fingers in typing pusition
Use quick strokes
Type rhythmically with even strokes
Set an individual goal for speed and accuracy
Demonstrate how 1o use correct touch technique for:

a. alpha-numeric keys
b. 10-key numerical pad

Competency: Improve speed and accuracy ’ ;
Tasks: Demonstrate how to improve speed and accuracy 7
Calculate gross words per minuts

Property identify all keyboarding errors
Competency: Proofread
Tasks: Proofread own work
Proofread others’ work
Apply proper rules for spacing before and after punctuation marks
Use proper grammar
Use proofreader's marks




Competency:

Tasks:

Competency:
Tasks:

Save and retrieve keyboarded information
Save information onto storage media
Retrieve information from storage media
Format and finalize documents

Format and finalize documents such as:
a. business letters
b. interoffice memoranda
c. envelopes
d. charts
6. tables

f. reports

Explain how to create finished copy from:
a. voice recordings
b. long-hand drafts
c. revised, tvpewritten drafts
d. electronic mail systems

Proofread copy and correct errors

Demonstrate hr:v to:
a. center copy vertically and horizontally
b. set margins
C. set/clear tabs




Free 'Enterprise System

Competency: Understand s :.;nomic systems

Tasks: Define terms ar.d principles integral to an understanding of
economics including:
a. capltal
consumer

goods
services

supply
demand

price
scarcily
opportunity cost

—~Fe~oapg

Discuss the basic problem of uniimited wants versus limited resources

Differentiate between goods and services

7 . List factors that affect the production of a good or service

Define types of resources:
a. natural resources
b. capital resources
¢. human resources

Explain the law of supply and der..and

Identify choices made in economic systems including
a. what to produce
b. how to produce
¢. for whom fo produce

Explain types of economic systems including:
a. free enterprise
b. command
¢. mixed

Explain connection between political and economic freedom




Competency:
Tasks:

Competency:
Tasks:

Competency:
Tasks:

Understand the free enterprise system

List characteristics and goals of a frae enterprise system

Explain how supply and demand determine market price
Explain the role ot competition and profit in free enterprise
Describe the role of the entrepreneur in the free enterprise system

Discuss the foliowing in terms of the free enterprise system:
a. freedom of choice
b. freedom of enterprise
¢. freedom of occupational choice
d. freedom of compaetition
e. freedom to own property

Understand the role of money In the economy

Define terms and principles integral to the changing vaiue of money:
a. consumer price index
b. deflation
c. infiation
d. interest
e. risk
f. rate of retum
g. money markst

Explain the function of money in the economic system
Understand banking services
Explain terms and principles assoclated with banking including:
a. financlal intermediary
b. fractional reserve banking
c. assefs
d. liabilities
Explain how banks earn a profit and create money
Explain different types of banks
Explain the purpose of the Federal Reserve System

Expiain the role of the Federai Deposit Insurance Corporation

<9
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Competency: Understand the gross national product

Tasks: Define gross national product

Explain terms and principles associated with the gross
national product (GNP) including:

a. real GNP

b. recession

C. depression

d. per capita output

Identify the effects of the GNP on:
2. Zonsumers
b. business firms
c. government

Explain what is meant by economic growth
Explain how personal Iifestyles affect the national economy

Define types of unemployment including:
a. frictional
b. cyciical
¢. structural
d. seasonal

Explain unemployment rate and how it relates to economic performance

Competency: Understand productivity

Tasks: Define "productivity"

Explain how
a. the industrial revolution changed productivity
b. technoloyy changes productivity
¢. mass production changes productivity
Discuss the impact of interchangeable paris on productivity

Discuss division of labor

' s 30




Competency: Understand the role of trade in the economy

Tasks: Define "trade"”

Explain terms and principles associated with international
trade including:

a. import

b. export

c. tariffs

d. rate of exchange

Differentiaie among types of trade:
a. domestic trade
b. worid trade
c. foreign trade

Explain how intemational trade affects the economy

Discuss the impact of the U.S. trade Imbalance

Discuss impacts of the U.S. not using the metric system in trade
Competency: Understand the role of business in the economy

Tasks: Explain types or businesses and the goods and services they produce, . |
such as:

a. raw material extraction
b. manufacturing

c. trade

d. service

e. construction

Explain types of business ownership including:
a. sole proprietorship

b. partnership
C. corporation
Describe how franchises and cooperatives operate

Differentiate between profit and nonprofit corporations




. Explain terms and principles associated with business
finance including:

. gross profit or margin

net profit

cash flow

start-up costs

debt financing

equity financing

principal

bondholder

capital gain

capital loss

bankruptcy

. creditor

m. frustee

TFETTITse o000 ®

Explain the multiplier effect of business to a community
Discuss sociai responsibiiities of businesses
Competency: Understand insurance

Tasks: Identify terms associated with insurance:

a. claims
‘ b. agent
¢. commission
d. policyhoider
e. policy
f. premium
g. risk

Explain the concept of:
a. sharing economic risks
b. sharing economic losses

Differentiate among xinds of insurance including:
a. vehicles and craft insurance
b. life insurance
¢. health insurance
d. home and property insurance
e. business insurance

02




Competency: Maintain financlal records

Tasks: Describe the need for business records

Explain terms and principles of financial records

Describe information provided by busines records including:
a. sales :

operating costs

fixed costs

variable costs

inventory levels

credit totals

growth

. data for financial statements

information for tax retumns

~Fe~oapyo

Describe the importance of accurate financial records

List types of business records, including:
a. payroll records

b
c
: o
6. customer statements A
f. financial statements

g. check registers

h. bank statements

Competency: Understand the role of marketing in the economy

Tasks: Define marketing terms including:
. . Indirect marketing
b. channel of distribution
¢. wholesaler
d. agent
6. retailer

Describe the importance of marketing in our economic system

Identify the marketing activities including:
. buying

selling

transporting

storing

financing

risk taking

~oQapom

Describe the most common channels for distributing products from
producer to consumer

Explain the role of advertisitig in marketing
8
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Competency:
Tasks:

Corpntency:

Tasks:

Competency:
Tasks:

Understand the consumer's role in the economy
Differentiate mong roles as consumer, worker, and citizen

Explain terms and principles associated with consumerism including:

a. disposable income

b. durable goods

¢. nondurable goods

d. better business bureau

Disruss how basic aconomic concepts help consumers make decisions

Describe how the free enterprise system protects consumers
against poor products and unfair business practices

Understand the composition of the work force
Explain who makes up the "work force"

Discuss labor as an economic resource

Differentiate between biue collar and white collar work
Explain how employee tumover affecis a business
Explain the effect of supply and demand on wages
Identify factors that affect the price of labor
Understand the role of labor unions in the economy
Identify the major purposes of labor unions

Explain terms and principles of labor unions including:
. boycott

closed shop

collective bargaining

. labor

. picketing

right-to-work laws

. Seniority

. Strike
union shop

- C X Y- -

Explaiir important laws tha* affect unions

Describe methods used by unions to achieve their objectives
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Competency: Understand the rols of government in the economy

Tasks: Explain terms related to government control in the economy
including:

. contract

copyright

eminent domain

patent

public property

public utility

trademark

e ~poappop

Explain the role of the government in preventing unfair competition

Discuss how the government:
a. providos a monopoly to public utilities
b. limits other monopolies
C. enforces contracts
d. protects property rights
e. gives special property rights
f. protects human rights
g. helps private business

Discuss the concept of shared costs for services

Explain how the govemment raises revenue using taxes such as:
excise tax

estate tax

gift tax

income tax

inheritance tax

property tax

. sales tax

social security tax

FTe~oooop

Explain terms and principles assoclated with taxation including:
ability to pay

benefits received

redistribution of income

tax rate

tax base

taxable income

deductions

exemption

Te~opoomw

Explain the federal deficit

Explaln how fiscal and monetary policy are used to reduce rates
of inflation and unemployment
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@ Financial Management

Competency: Maintain financlal records

Tasks: Explain terms and principles associated with
recordkeeping including:
a. assets
. labilities
depreciation
journals
. book values
accounts receivable
accounts payable
expenditures
fixed expenses
variable expenses
net income
net worth
. budgets
gross profit
petty cash
purchase orders
invoices

POz~ FTTTe~paeyD

Explain types of records business firms need including:
a. petty cash fund records
b. receipts and payments journals
c. depreciation records
d. specig' asset records
e. tax records
f. payroli records

Explain the importance of protecting business records

Describe how budgets are used

Explain how to prepare and maintain financlal records
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Competency:
Tasks:

Competency:
Tasks:

Use financlal statements

Explain terms and principles associated with financial
statements including:

a. assefs

b. liabilities

c. basic accounting formula

d. merchandise inventory

6. accounts receivable

f. accounts payable

g. cash flow

h. working capital
i. financial ratios

Explain the preparation of financial statements including:
a. balance sheet
b. income statement
Explain the use of specialists/agencies such as:
a. accountants
b. bankers
¢. small business administration
d. consultants
Manage a budget
Explain the terms and principles associated with budgets
Expiain the benefits of a budget

Explain how to prepare a budget including:
a. recording income and expenditures

b. comparing savings and expenditures allowances
c¢. adjusting allowances
Describe the relationship between a budget and a financial plan

Explain why budgets must be changed from time to time

07




' Competency: Plan cash flow

Tasks: Define terms and principles associated with cash flow
Discuss the importance of planning tor cash flow

Prepare a cash flow statement for a tliree-month period
fo include:

a. cash revenues

b. cash payments

Discuss methods for improving cash flow, including:
a. cutting down on inventory
b. limiting credit fo customers
¢. negotiating with suppliers for extended credit

Competency: Use banking services

Tasks: Explain terms and principles associated with banking including:
a. financial intermediary
b. fractional reserve banking

» c. electronic transfer of funds

S d. demand deposits

. e. time deposits

i ' f. certificates of deposit

Contrast several types of banks including:
a. commercial
b. full-service
¢. investment companies
d. savings and loans
6. credit unions

Explain how banks eam a profit and create money
. Explain the Federal Reserve System
Explain the role of the Federal Deposit Insurance Corporation
Explain how to obtain money orders:
a. bank money order
b. postal money order
C. express money order
d. telegraphic money order

Explain how to buy and use travelers' checks
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Explain how to make a payment with:
a. abank draft
b. a cashier's check
C. acertified check

Describe types of loans banks offer including:
a. secured bans
b. unsecured loans

Explain use of interest rates
Competency: Open a checking account

Tasks: Explain purposes and types of checking accounts including:
a. regular checking accounts
b. interest checking accounts
¢. individual accounts
d. joint accounts

Describe how to open a checking account
Explain how to deposit and withdraw funds
’ompetency: Manage a checking account

Tasks: Define terms related to check writing ircluding:
check protector

. drawer

drawee

. overdraw

payee

post-dated check

. raised checks

. NSF checks

ST ~o00pw®

Demonstrate how to:

write a check

complete the check stub or register
apply bank saervice charges

review a bank statement

examine retumed checks

reconcile bank statements

~oQoo®

Describe endorsements including:
a. blank

b. special
C. restrictive

Demonstrate how to accept a check in business

Describe the process of check cashing
34




Competency: Use credit

Tasks:

Define terms assoclated with credit including:
a. credit
b. creditor
C. credit rating
d. debtor
e. references

Describe types of credit plans
Explain who uses credit
Identify information needed to grant credit

Explain the three C's of credit:
&. character
b. capacity
c. capital

Explain reasons for using credit including:
a. for convenlence
b. to establish a good credit rating
c. forsavings
<. forimmediate possession

Explain major credit regulations required by law

Explain perlls of credit including:

a. overbuying
b. untimely shopping
c. paying higher prices because of credit

Differentiate among types of consumer credit:
a. instaliment credit
b. noninstaliment credit
¢. loan credit
d. sales credit
Explain types of credit cards
Explain how to apply for a credit card
Explain types of charge accounts including:
a. open
b. budget
C. revolving




Explain the cost of buying on instaliment
Explain terms related to installment sales credit:

a. down payment
b. rebate

C. repossession
Differentiate among types of installment sales credit:
a. add-on pian
b. one-time sale plan
Competency: Maintain 2 good credit record
Tasks: Explain the importance of building a good credit record

Explain why recelpts, credit memos, and cancelled checks
are important

Explain the function of the credit bureau
Describe what creditors need to know about a person or family
Explain how to read a credit statement
Explain important credit laws
Competency: Establish a savings account
Tasks: Explain the importance of personal savings
Differentiate among types of savings methods including:
a. passbook savings
b. new accounts
c. time deposits
d. money-mar. .3t accounts
e. short and long term certificates
f. Individuai Retirement Accounts (IRA's

Explain how to est~blish a savings account

Explain how io decide where to invest

Explain how interest increases savings

Explain how to use a savings account:
a. deposit
b. withdrawal
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Competency:
Tasks:

Differentiate among savings accounts offered by:
a. commercial banks
b. savings banks
¢. savings and loan assoclations
d. credit unions

Describe advantages and disadvantages of savings account

Explain the function of the Federal Savings and Loan Insurance
Corporation (FSLIC)

Secure financing

Explain terms and principles associated with financing
a business including:
a
b. securities
retained earnings
common stock
preferred stock
par value
market value
book value
short-term capital
cosigner
long-term capital
term loans
. leass
bonds
warrant
stock rights
investment banking
discount
finance cost
maturity . ‘3
principa)
proceeds
. security
signature loan

XE<SETPrAPOIITFTTa~0a

Describe sources of capital
Explain why businesses need long term capital

Explain factors to consider when determining sourses of capital
including:

a. original cost of capital

b. interest rate

c. authority of contributors of capital
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Competency:
Tasks:

Explain interest rates and financing

Explain how to calculate simple interest on loans
(PxRxT=l)

Explain how interest rates are determined
Explain how interest is a cost of credit
Discuss the psychological impact of owing money
Differentiate between types of loans:

a. instaliment loans

b. single-payment loans

C. secured loans

d. unsecured loans

invest in stocks and bonds

Explain terms integral to stocks and bonds investments:

broker

face value
market value
investment ciub
. municipal bonds
mutual fund
stock certificate

stock exchange
Describe investment services offered by brokers

Fe~onocp

Describe how to invest in bonds

Compare advantages and disadvantages of i <. Savings Bonds

Explain how to differe:tiate among stocks
Differentiate between :

a. common stock

b. preferred stock

Describe mutual funds
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Tasks:

Competency:
Tasks:

Competency:

® Word Processing

Understand the information processing cycle

Explain the stages of the information processing cycle:
a. input

. processing

output

reproduction

storage

distribution

retrieval

e~opog

Explain terms and principles of information processing including:
a. automation
data
data processing
information
keyboarding
micro
miniaturization
office automatk ;)
productivity
standardization
work flow

FUTgecoa0o

Explain the role of word processing in information processing
Maintain word processing software and equipment

Explain terms and principles associated with word processing
software and equipment including:
a. keyboard
CPU
storage
printer
display
linear display
standalones
clustered systems
timesharing systems
mainframes
minicomputers
microcomputers
. disk operating systems
applications software
PC network
archive
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. backup
buffer
diskdrive
floppy disk
hard disk
peripheral

. format
function key
menu

scroll

NSExXg<er~nonrg

Contrast different types of word processing equipment including:
a. keyboards
b. video display screens

electronic typewriters

. dedicated word processors

- multifunctional information processors

multitask computers

computers linked in network

. deskiop publishing computers

Contrast different types of printers including:
a. daisy wheel

. thimble

bidirectional

dot matrix

line

ink jet

laser

®oao
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Contrast different types of paper handiing equipment including:
a. tractor feeder

b. automatic sheet and envelope feeders

Explain and demonstrate how to:
a. adjust printer type size
b. use proportional character spacing if available
c. alter printer typeface
d. justify left and right margins
6. print a document

Explain why it Is important to;
a. keep food and beverages away from word processor
b. allow fan to vent machine
c. shut door of disk drive before engaging
d. tum off equipment when not in use
e. keep disks away from electrical and/or magnetic equipment
f. store disks in protective envelopes
g. refrain from touching magenetic surface of disks
h. keep disks away from direct sunlight and extreme heat
l. use only a soft felt-tip pen to label disks
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Demonstrate how to:
a. initialize disks
name the document and save to disk
properly care for disks
back up disks using copy program or copy feature
file disks safely
create a disk document directory
explain use of a password to access certain documents

©e~o0pgo

Competency: Understand advances in word processing

Tasks: Explain advances in word processing including:

electronic processing (networking of automated equipment)
artificial intelligence

integrated processing

distributed processing

voice processing

computer voice simulation

fiber optics

optical disks

STe~oppop

Explain the advantages of portable and lap-top computers

Discuss the impact of electronics on business meetings and conferences

Competency: Organize work procedures

Tasks: Explain the importance of:

following job ticket (work request form)
recording job in work log

docurnent coding systems

using procedure manuals

managing work flow

following procedures for confidential information

©c~noop

Explain types ot office organizations such as:
a. decentralized
b. traditional
. centralized




Competency: Understand keyboard on word processor

Tasks: Identify and explain the use of operative keys on a
word processor including:

. Cursor

scrolling

prompt

menu

. ..neric keypad

function keys

L B XXX ¥

Competency: Create documents
Tasks: Explain terms and principles of creating documents
Explain how to initiate a new file on a system

Explain how to transcribe information from:
a. dictation machine
b. telecommunications modem '
¢. longhand -

Explain how to format types of business documents inciuding:
a. informal documents
b. repetitive correspondence
¢. bollerplates
d. formal documents

Format documents using:
. standard format feature
proper fine spacing

proper centering
. hyphenated ‘ords for more even-looking copy

justification
proportional spacing
paginating

indenting

printer options

e sappop

Format special documents including:
a. tables
b. charts
c. forms

d. legal documents . '
e. medical forms




Proofread documents

Edit documents including: )
a. deletion of unwanted text
b. insestion of text
c. replacement of characters or text
d. movement of text
e. merging of linestext/documents

Locate information in documents using special function keys such as:

a. sear