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PREFACE

This curriculum guide is one of five developed as part of the Illinois
Plan for Business, Marketing and Management Education for use at the
orientation level (typically the 9th and 10th grades).

A teacher's guide and a companion student activities packet are
available for:

Business and Technology Concepts

Business and Technology Concepts/Busine.s Communications
Business and Technology Concepts/Business Computations
Keyboarding, Typewriting and Formatting

Computer Concepts and Software Applications

Each curriculum guide includes a wide variety of teacher and student
activities which provide extensive flexibility for implementation.
Information on how to integrate the activity objectives of the
Illinois Plan for Business, Marketing and Management into the State
Learning Goals is also included.

The Illinois Model for Business, Marketing and Management Education is
presented on the following page. This model presents the suggested
areas and grade levels of study.

The Illinois State Board of Education is committed to assisting
Education for Employment Regional Systems in the development of
quality vocational education programs. The activities outlined in
this product have been designed to prepare persons for employment
and/or further education in the field of business, marketing and
management occupations,

Sincere appreciation is extended to the vocational educators and
business and industry representatives who assisted in the development
and field-testing of this curriculum,



The lllinois Model for
Business, Marketing and
Management Education

Lifelong Learning
Continuing Education

Preparation for Employment
and/or Further Education in Business,
Marketing and Management (11-Adult)*

Occupational Clusten
® Accounting/ ® Computer s Agministiative s Service-

bookkeeping  operations/ support/ onented
e information  programmung  secretarnal marketing
processing  ® Administrative e Proguct- * Business
support/ ornented ownership/
clerical marketing management

Orientation to Business,
Marketing and Management (9-10)*

* Business and Technology Concepts
o Keyboarding, Typewriting and Formatlting

» Computer Concep!s and Software Applications

Foundational Preparation in
Business, Marketing and Management (K-8)*

e Communications ¢ Technology Awareness

e Computations/Mathematics ¢ Human Relations

s Elementary Keyboarding e Careers

*Suggestes Grade Levels

o
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INTRODUCTION

Course Overview

The purpose of this course is to orient students to the world of
business in the American free enterprise system. As a result,
students should be better able to participate as citizens, workers and
consumers. This orientation course emphasizes the role of the
individual in the business environment. It provides general
background information in the functional areas of business with an
emphasis on personal interaction and career opportunities.

Course Description

The course offers a general overview of the American free
enterprise environment. The various forms of business ownership,
including the concept of entrepreneurship, are included in the course.
The basic functional areas of business (finance, management,
marketing, administration and production) are discussed at an
introductory lewal., Within each unit emphasis is placed on learning
activities which focus on the human factor in business. Such
activities center on career opportunities, career strategies, employee
relations, work ethics, using information, decision making, dealing
with conflict, coping with change and personal development.

The course goals and outline are developed for an eighteen-week
semester. The instructor should take the initiative to plan this
course to meet local needs and preferences. The outline, goals and
activities are presented here as a suggested plan which the teacher
will have to develop further to form a consistent whole. This
curriculum guide was not intended to be a total package with which to
construct a whole course. Rather, it {s a resource which the teacher
can use to assist in planning and delivering instruction. Especially
useful are the learning activities which can be duplicated and
provided to students for class activities.

Course Goals

In broad terms, the purpose of this course is to develop an
understanding of the

free enterprise system.

basic considerations in developing a business venture.
classifications and types of businesses.

role of money and banking in the business environment,
processes of borrowing and investing.

concepts of risk and insurance.

activities, responsibilities and skills associated with
management activities.

process of developing & target market and marketing mix.

* % & X X *

*
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Business and Technology Concepts Introduction

% activities, processes and new developments in relation to
producing goods.

% administrative activities which make and keep a business
competitive and profitable,.

* various career opportunities in business.

* role of conflict resolution in the business environment.

* skills which can assist people in making transitions along
with considerations of the ethical outcomes of their actions.

COURSE RESOURCES

Textbook Materials

Textbook materials are listed under Teacher Resources for
Unit in the Unit Plan for each of the six units.

The following textbooks/workbooks are published as the
Career Competencies in Marketing Series by Gregg/McGraw Hill
(currently being revised):

Crawford and Lynch (1979). Finance and Credit. New York:
Gregg/McGraw Hill.

Davis and Brown (1979). Real Estate. New York: Gregg/McGraw Hill.

Humbert and Williams (1979). Petroleum Marketing. New York:
Cregg/McGraw Hill,

Lynch (1979). General Methodology Manual. New York: Gregg/McGraw
Hill,

Reece (1979). Food Marketing. New York: Gregg/McGraw Hill.

Smith (1979). Food Services. New York: Gregg/McGraw Hill.

Vorndran, B. S. and C. Litchfield (1979). General Merchandise
Retailing. New York: Gregg/McGraw Hill.

Matheson, M. (1979). Apparel and Accessories. New York:
Gregg/McGraw Hill.

Learning Activities

The following organizations provide a number of learming-activity
publications:




Business and Technology Concepts Introduction

. Interstate Distributive Education Curriculum Consortium (IDECC),
MarkEd Resource Center, The Ohio State University, 1166
Chesapeake Ave., Columbus, OH 43212,

Instructional Materials Lab, 154 West 12th Ave., Student Services
Building, The Ohio State University, Columbus, OH 43210,

Leadership Development Institute (LDI), 1424 Liberty Ave., Stillwater,
OK 74078,

Ohio Distributive Education Materials Lab, The Ohio State University,
Room 254, 2120 Fyffle Rd., Columbus, OH 43210.

The Illinois State Board of Education has available a variety of
materials related to bisiness education through the Curriculum
Publications Clearinghouse, Western Illinois University, 46 Horrabin
Hall, Macomb, IL 61455 and the Illinois Vocational Curriculum Center,
Sangamon State University, E-22, Springfield IL 62708. The
Curriculum Publications Clearinghouse carries publications funded
through grants from the Illinois State Board of Education, Department
of Adult, Vocational and Technical Education. These resources are
reasonsLiy priced to recover the costs of shipping and duplication.

The Illinois Vocational Curriculum Center offers materials on a
loan basis. A catalogue of resources can be o-~tained from each by
. writing to the above addresses.

Audio-Visual Materials

Films listed below are available free from Modern Talking Pictures,
86 Weldon Parkway, Maryland Heights, MO 63043,

The FED--Our Central Bank, 20 min.
Coping with Change, 28 min.

About Information, 10 min.

The Kingdom of Mocha, 27 min.

To Be the Best, 14 min.

Hedging, Speculating, 49 min.

A Game for Employee Benefits, 30 min.
About Computers, 10 min.

Moving with the Times, 24 min.
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Distributive Education: The Choice Is Yours, 28 min.
An Ounce of Prevention, 12 min.

Information . . . Handle with Care, 10 min.

EFT at Your Service, 14 min.

The Consumer Connection, 23 min.

The Federal Home Loan Bank System, 14 min.

Adam Smith and the Wealth of Nations, 28 min.

The films listed below by subject are a sample of those available
from the University of Illinois Film Center, 1325 South Osk Strest,
Champaign, IL 61820. Many of these films can be rented for as little
as $25.00. For a complete listing, contact the University of Illinois
Film Center.

BUSINESS ORGANIZATION FILMS:

The People on Market Street, Unit No. 1: Scarcity and Planning, 17 min.
Profit: A Lure/A Risk, 7 min,

What Is a Contract?, 10 min.

What Is Business?, 10 min,

Starting a Business 5: How Much Capital Will You Need?, 15 min.
BUSINESS FINANCE FILMS:

Credit, 14 min,.

Federal Reserve Bank and You, 30 min.

Federal Reserve System (Origin, Purposes, and Funriions), 22 min.
Money and Work: Living It Your Way, 16 min.

The Money Tree, 19 min.

Accounting: Basic Procedures, 1l min.

BUSINESS MANAGEMENT FILMS:

American Business System: Financial Mansgement, 30 min,
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American Business System: The Challenge of Management, 30 min.

Coping with Technology: Beyond Bureaucracy, Towards a New Democracy,
27 min.

Creative Problem Solving: How to Get Better Ideas, 27 min.

Doctor, Lawyer, Merchant, Chief: Case Studies in Leadership, 17 min.
The Effective Uses of Power and Authority, 32 min.

DECISION MAKING/PROBLEM SOLVING FILMS:

Creative Problem Solving: How to Get Better Ideas, 27 min.

Decision Making: Alternatives and Information, 17 min.

Decision Making: Outcomes and Action, 18 min.

The Power of Listening, 27 min.

GROUP DYNAMICS AND TEAM BUILDING FILMS:

Brain Power, 11 min.

Building More Effective Teams: The Organization Devs lopment Approach,
26 min,

Careers in the Office, Working Together, 12 min.

Climb for the Top, 16 min.

Conflict on the Line, 15 min.

Do You Believe in Miracles?, 24 min.

COMMUNICATING AND LISTENING FILMS:

Bottom Line Communicating: Get to the Point, 18 min.

Careers in the Office: Communicating with the Public, 12 min.
Communication: The Nonverbal Agenda, 33 min.

Communications or Confrontations, 19 min.

BUSINESS MARKETING FILMS:

American Business System: Production and Marketing, 30 min.
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Marketing Careers, 22 min.

Marketing the Myths, 26 min.

To Market, To Market, 11 min.

America for Sale, 28 min.

Careers: Sales, 12 min.

BUSINESS ADMINISTRATION FILMS:

From Eight to Five, 22 min.

Help Wanted: Secretary, 18 min.

How to Conduct a Meeting, 18 min.

Career Development: A Plan for All Seasons, 27 min,
Careers in the Office: Getting a Promotion, 14 min.
BUSINESS PRODUCTION FILMS:

America--On the Edge of Abundance, 55 min.

The Industrial Worker, 16 min.

The Billion Dollar Bubble, 60 min.

Business Machine Operators, 7 min.

Technology: Catastrophe Or Commitment, 23 min.
CAREER DEVELOPMENT FILMS:

Your Job, 20 min.

Your Own Worst Enemy, 27 min.

The Management of Time, 8 min.

The Interview Film: What to Know and What to Do, 21 min.

Job Interview: Whom Would You Hire? (Film A: Large Business),
20 min.

Job Interview: Whom Would You Hire? (Film B: Small Business),
22 min.

{) '
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WOMEN IN BUSINESS FILMS:

The Baxters: Susan's New Job, 22 min.

Free to Choose, 17 min.

Job Discrimination: Doing Something About It, 60 min.
Looking at Tomorrow . . . What Will You Choose?, 15 min.
New Entrepreneur, 14 min.

0ld world, New Women, 28 min.

Computer Materials

Sourcebook of Software, by Dr. Betty Heath, IDECC: The Ohio
State University, 1564 West lst Avenue, Columbus, OH, 43212-3393,
$20.00 plus handling and postage. This book should be consulted prior
to reviewing or buying software to be used in the classroom. It
offers information on these types of software:

Business Programs (word processing, spreadsheet, data base and
graphics)

Career Exploration

Drill and Practice

Games

Job Development

Program Management

Simulation

Tutorials

Miscellaneous

The following commercial publishers have several computer
software packages which may be used in this course. Many are being
developed or being revised as hardware and software technology
improves. For best results contact these sources for catalogues,
samples and/or demonstrations:

Projected Learning Programs, Inc., P.0. Box 2002, Chico, CA 95927,
(916)893-4223,

Gregg/McGraw Hill, 13955 Manchester Road, Manchester, MO 63011,
(314)256-2222.

South-Western Publishing Company, 355 Conde Street, West Chicago,
IL 60185, (312)231-6000.
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Marketing Education (MarkEd) Resource Center, Division of IDECC,
1564 West First Avenue, Columbus, OH 4311-3393, (614)486-6708.

Career Aids, 20417 Nordhoff Street, Dept. C V 3 4, Chatsworth, CA
91311, (818)341-8200.

Community Resources

One of the most effective methods of providing students with
current career information is by utilizing community resources. These
types of activities usually include field trips and guest speakers.
Guest speakers are an easy way to make contact with business people
and provide a change of pace for students and the teacher. Activities
related to having a guest speaker provide an opportunity for students
to be involved in business communications during the invicing, meeting
and thanking of a speaker. As a class, students should be prepared
for the presentation. They should know what type of material will be
presented, and they should prepare several questions so that the
presentation is not just a lecture. The guest speaker needs to know
the basic topics which need to be presented, when and where to go, how
long the presentation should be, what age level the students are, and
what backgrounds they have.

Field trips are much more difficult to complete for a variety of
reasons. Field trips should be scheduled which can offer critical
learning experiences for the students. Recognizing the various
problems associated with off-campus trips, the teacher should consider
the use of on-campus trips. Schools are businesses as are manufactur-
ing or industrial plants. In-school activities may have more impact
on students, since they have some background related to a variety of
school operations.

Reference Materials

There are several business periodicals which students can read
that can be used in an introductory-level class. These include:

Business Week

Changing Times

Consumer Reports

The Wall Street Journal
Cranes Business
Magszine of Wall Street
Time

Newsweek

U.S. News and World Report
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Other Resources

The Dictionary of Occupational Titles, The Occupational Outlook
Handbook and The Encyclopedia of Careers are references which can be
used to assist students in analyzing career opportunities. Also,
guidance counselors usually have several occupational-interest survey
instruments which can be used to assist students in assessing their
career interests.

Entrepreneurship has taken on an important focus in business
education because of its major impact on the development of new jobs.
Because of this trend, a multitude of resources on the subject are
asvallable. Some of these resources are listed below.
Entrepreneurship Education, Volume I. Learning the Skills, Volume II.

Applying the Skills, Volums III. Supplementary Readings,

Curriculum Publications Clearinghouse, Western Illinois

University, Macomb, IL 6145S5.

The following text materials are available from the East Central
Network/Illinois Vocational Curriculum Center, Sangamon State
University, E-22, Springfield, IL 62708:

The American Enterprise Series from The University of Texas.
Avoiding Management Pitfalls from Bank of America.

Be Your Own Boss: Introducing Entrepreneurship by Edgar A. Persons.
Business Basics from Small Business Administration.

Business Management: Advice from Consultants from Bank of America.
Business Management and Ownership by Barbars Jean Lyon.

Business Management and Owne:ship Skills by John T. Rooke.

Career Change: Implications for Vocational Education by Vincent De
Sanctic.

Checklist for Going into Business from Small Business Administration.

Computers for Small Business: Service Bureaus or Time-Sharing by
Johnn C. Caley.

Course Offerings in Small Business Management/Entrepreneurship by
George T. Solomon and Marc D. Sollosy.

Designing a Market Plan for Small Business Management by Robert Link,
et.al.

- b
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Education for Entrepreneurship and Entrepreneurial Development
Activities in Illinois by George J. Nolfi, et.al.

Education Programs in Small Business Management by Joyce P. Heisick
and Jack D. Fermer.

Effective Small Business Management by James F. Moreau.

Encyclopedia of Entrepreneurship by Calvin A. Kent, Donald L. Sexton
and Karl H. Vesper.

The Entrepreneurial Function: Text and Cases on Small Firms by
La Rue T. Hosmer, Arnold C. Cooper snd Karl H. Vesper.

The Fntrepreneur's Manual: Business Start-ups, Spin-offs, and
Innovative Management by Richard M. White, Jr.

Entrepreneurship from the National Center for Research in Vocational
Education.

Entrepreneurship for Women: An Unfilled Agenda by Carol Eliason.
Entrepreneurship: Playing to Win by Gordon B. Baty.

Establishing Your Business: A Handbook for Women by Donna Maurillo
Martin.

The Fascinating World of Work Career Awareness Series from National
Career Consultants.

Financiasl Msnagement by Dr. William G. Drooms.
Financial Mansgement by Stephen R. Lucas.

Financial Management for & Small Business by Evelyn S. Barnes, William
M. Jacobsen and Mary K. Myszka.

Financing Small Business from Bank of America.

Franchise Opportunities Handbook by Andrew Kostecka.
Franchising from Bank of America.

Getting Down to Business from American Institutes for Research.
Going into Business for Yourself by Gary L. Kiebbeler.

A Handbook on Utilization of the Entrepreneurship Training Components
for Vocationsl Education from American Institutes for Research.
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Helping Small Business Make It by Edgar A. Persons.
Home Business by Judith Eichler Weber.

How To Develop a Successful Business Plan from Entrepreneur Magazine.

How to Organize and Operate a Small Business, 6th ed., by Clifford
M. Baumback and Kenneth L syer.

How to Start Your Own Business by Barbara S. McCasline and rfatricia P.
McNamara.

Human Relations in Small Business by Martin M. Bruce.
Incorporating a Small Business from Bank of America.

Introduction to Entrepreneurship by Christopher J. Kalangi, Cynthia
Anderson and Barbara Arwood.

Job Creation: Creative Materials Activities and Strategies for the
Classroom by Joan Smutny.

Jobs: How People Create Their Own by William C. Ronco.

‘ Keeping Records in Small Business from Small Business Administration.
Learning About Your Market by J. F. Laumer, et.al.
Locating or Relocating Your Business by Fred I. Weber Jr.

Making Ads Pay--Advertising Techniques for Small Business by John
Histt.

Management Succession from Bank of America.

Managing the Small Business by Donald P. Stegall, Lawrence L.
Steinmetz and John B. Kline.

Manufacturing Management by Dr. Jeffrey G. Miller.

Marketing for a Small Business by Evelyn S. Barnes, William B.
Jacobsen and Mary K. Myszka.

Marketing for Small Business by Keith K. Cox and James E. Stafford.
Marketing New Product Ideas from Bank of America.

Marketing Planning Guidelines by Albin R. Haerr.
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Merchant by Jay Reese and John Wesley.

Minding Your Own Small Business: Final Report from The Athena
Corporation.

More than a Dream: Being Your Own Boss by Gerald Drefetz and
Gettelman Film Associates.

Opening Your Own Retail Store by Iyn Taetzsch.

Operating Your Own Business from Instructional Materials Laboratory.
owning and Operating a Small Business: Strategies for Teaching
Personal Development for Entrepreneurs by L. Sanders, et.al.
Personnel Management by Barbara Jacobson.

Personnel Management Guides for Small Business by Ernest L. Loen.
Plan Your Advertising Budget by Stewart Henderson Britt.

Planning and Goal Setting for Small Business by Raymond F. Pelissier.
Pointers on Scheduling Production by John B. Kline.

Pointers on Using Temporary-Help Services by William Olsten.
Preparing a Business Profile from Economic Development Administration.
Preparing for Entrepreneurship by Kenneth L. Rowe and Roger W. Hutt.
Presentor's Guide Series from U.S. Small Business Administration.
Pricing by Robert Link, et.al.

Principles of Small Business Management by William N. MacFarlane.
Problems in Managing a Family-Owned Business by Robert E. Levinson.
Profitable Community Relations for Small Business by Robert W. Miller.

Project TEAMS: Techniques and Education for Achieving Management
Skills from Platte Technical Community College.

Public Relations for Small Business by L. Kim Garvey.

Selecting Advertising Media: A Guide for Small Business by Harvey
R. Cook.

29
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Self-Employment &8s a Career Option: An Investigation of
Entrepreneurship from the Perspectives of Holland's Theory of
Career Development and Levenson's Measure of Locus of Control by
Thomas J. Scanlan.

Selling Ideas by Chase Revel and Don Kracke.

Small Business Bookkeeping: A Suggested Adult Business Education
Course, Part I by Hobart H. Conover.

Small Business Bookkeeping: A Suggested Adult Business Education
Course, Part II by Hobart H. Conover.

Small Business Management by H. N. Broom and Justin B. Longenecker.
Small Business Management by Joseph A. Jeanneau.
Smsll Business Management: A Casebook by W. Arnold Hosmer.

Small Business Management and Ownership by Nancy Holt, Jo Shuchat
and Mary Lewils Regal.

Small Business Management: Development, Demonstration, and Evaluation
of Management Education Programs for Small Business Entrepreneurs,
Including Minorities by Edgar A. Persons and Gordon I. Swanson.

Small Business Management: Essentials of Entrepreneurship by
Lawvrence A. Klatt,

Small Business Management, Going-into-Business Modules by Edgar
Persons and Gordon Swanson.

Small Business Management: Part I by Jules Mirel, et.al.
Small Business Management: Part II by Jules Mirel, et.al.

Small Business Management: A Planning Approach by Larry D. Redinbaugh
and Clyde W. Neu.

Small Business Management: A Practical Approach by Paul Harmon.
Small Busi-ess Manager by Pat E. Diplacido.

Small Business Ownership and Management by Dr. Robert E. Nelson,
et.al,

Small Business Ownership Management Entrepreneurship by Kathleen Peek
and Betty Lawson.

Start Your Own Business by Dr. Faye Gold.
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Starting a Small Business: A Short Course for Entrepreneurs by Evelyn
S. Barnmes, William M. Jacobsen and Mary K. Myszka.

Starting and Managing a Small Business Of Your Own by Wendell O.
Metcalf.

Successful Small Business Management by Forrest H. Frantz.

Training for Small Business by Robert L. Craig and Christine J. Evers.
A Woman's Guide to Starting a Small Business by Mary Lester.

Women and the U.S. Small Business Administration by Vernon A. Weaver.
Women Getting Into Business from American Entrepreneurs Association.

You, Inc.: A Detalled Escape Route to Being Your Own Boss by Peter
Weaver.

Your Future in Your Own Business by Elmer L. Winter.

Your Small Business Computer by Donald R. Shaw.

INSTRUCTIONAL PLAN

Course Outline

BUSINESS AND TECHNOLOGY CONCEPTS

A. Business Organization

1. Business Considerations
Trevenue
expense
profit
risk
entrepreneurs
i1assifications of businesses
sole proprietorships
partnerships
corporations
cooperatives
franchises
ypes of businesses
service oriented
product oriented
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4.

B. Business Finance

1.

1.

Economies
a. supply and demand
b. Gross National Product (GNP)
¢c. 1inflation
d. unemployment
Money
a. forms of money
b. functions of money
c. money in business
d. financial statements
Financisl institutions
a. categories
b. The Federal Reserve System
¢. financial services
d. function
Business investment
a. profits
b. common stock
c. preferred stock
d. bonds
e. investment factors
Business credit
a. credit
b. sources
c. applying for credit
d. problems
Business insurance
a. insurance principles
b. uses
c. coverage
d. cost
C. Business Management
Responsibilities
a. planning
b. organizing
c. directing
d. controlling
Skills
a. writing
b. 1listening
¢. human relations
d analysis
e. technical
Decision making
a. problem identification
b. problem solving

15 ?')
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4. Supervision
a. motivatirg
b. 1leading
c. leadership traits

D. Business Marketing

1. Marketing environment
a. marketing defined
b. marketing functions
c¢. value added

2. Products/services development
a. consumer/industrial needs
b. market identification
c. test marketing

3. Pricing
a. costs
b. profit

c. psychology
d. competition
4, Sales promotion
a. personal selling
b. advertising
c. promoting
d. visual merchandising

5. Distribution .
8. channels
b. delivery

¢c. storage

E. Business Production
1. Factors of production
a. natural resources
b. labor
c. capital
d. management
2. Elements of a production system

assembly line

. custom production

Robots in production

4. Marketing in the production process
form utility

place utility

time utility

ownership utility

a. mass production
b. specialization
¢. mechanization
4. standardization
e.

£

w
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F. Business Administration
1. Personnel

a recruitment
b selection
c. training
d. evaluation
e. payroll
f. benefits
g. labor relations
h. ethics
2. Information sources
a. internal
b. external
€. primary
d. secondary

3. Information processing
8. word processing
b. data processing

c. graphics
4. Purposes of information
a. uses

b. misuses

Suggested Time Schedule

With six units to be covered in an eighteen-week period,
allocating time to each unit may follow many different formats. A
suggested format follows, but local needs and preferences should be
considered.

Business Organization: two weeks
Business Finance: four weeks
Business Management: four weeks
Business Marketing: four weeks
Business Production: two weeks
Business Administration: two weeks

Delivery of Instruction

The learning activities focus on comprehension, epplication and
analysis activities. These learning activities will relate the human
factor to each unit. The topics around which these activities are
centered include

Employee relations
Using information
Decision making
Coping with change
Dealing with conflict
Career opportunities

LA BRI P R L
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7. Career Strategies
8. Work ethics
9. Personal develcpment

Problem-Resolution Activities

Forecasts of America's near-term future suggest that by the end
of the twentieth century one-fourth of the U.S. work force will be
required to change careers and an additional 25% will have to be
substantially retrained on the job. Students making the transition
from school to work must be prepared to respond to such changes if
they are to be continuously and productively employed in a world
characterized by accelerating technological, economic and social
change. In order to survive this accelerating rate of change,
individual workers will have to be more flexible, more versatile and
more adaptable in planning and actualizing their respective careers
and lives. They will have to learn how to learn throughout the rest
of their lives.

The educational system must help prepare students to cope by
utilizing education as an instrument of change through which students
msy have the resources and options to build and survive their futures.
Basic skills have typically been a reflection of Americans' work
activities and values, and these have been revised as technology and
society change. Currently, changes are occurring so rapidly that
predicting basic skills has become difficult. Education must now
respond to the clear and urgent demands which society and the
workplace will place upon the individual by providing opportunities
for students to learn basic skills needed to adapt to these changes,
thereby enhancing their personal growth, development and self-
empowerment. According to Dr. Joe Karmos and Dr. Harry Daniels at
Southern Illinois University at Carbondale, skills for developing
instructional strategies f£all into three classes.

1. Generalizable Skills: math, reasoning, communication,
interpersonal, technological, and attitudinal skills.

2. Transitional Skills: managing stress, loss and grief,
decision making, handling job loss, retraining and solving
other problems as these confront us on a day-to-day basis.

3. Vocational Ethics Skills: guiding and interpreting beliefs,
values, principles and behaviors which impact the work
environment.

Changes in the way workers and employers interact and interpret
work rights and responsibilities may create conflict on the job.
Conflict exists when an individual is challenged by competing values
or standards. For example, a worker will experience an ethical
conflict when he or she observes a co-worker stealing, believes this
is wrong, but values being loyal to his or her friends at work.
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What kind of guidance can a teacher give to students to deal with
such dilemmas? Rules such as "honesty is the best policy" are not
always sufficient for solving problems involving ethical choices. In
the above example, the worker who decides to apply the rule to "be
honest” and report the stealing incident risks losing the trust and
acceptance of his or her co-workers. How the worker decides to
resolve this conflict will affect the company, the co-worker, the
workexr's own work environment and long-term job success.

To cope effectively with problems such as these, students must be
able to assess the elements of conflict in real-1ife situations, make
defensible choices relative to competing values and standards, and
anticipate the consequences of these choices. One approach to
teaching how to handle this type of problem is through what is
sometimes called "the hidden curriculum.” The hidden curriculum
involves all aspects of the instructional process. In each classroom,
the relationship between the authority figure (teacher) and those
charged with carrying out the task (students) provide a model of
interaction students may eventually apply to the work situation. The
way a teacher structures class activities and rewards, ignores or
punishes various types of behavior teaches students what standards
are valued by those in authority. When conflicts occur between and
among teachers and students, students have the opportunity to observe
and learn each teacher's approach to conflict resolution.

Overt instruction in conflict/problem resolution offers many
advantages over the hidden curriculum as a means of teaching students
to recognize and successfully deal with transitional and ethical
conflict by using generalizable skills. These advantages include
clear instructional goals, replicable teaching strategies and
objective evaluation procedures. By taking a more conscious approach
to instruction, teachers can assist students in acquiring necessary
knowledge and skill in an organized manner and to practice what they
have learned in the classroom prior to confronting real-life situations.
The following section presents a teaching strategy for these types of
activities.

Example Teaching Strategy:

To teach problem resolution successfully, the teacher must adopt
the role of a facilitator/participant. As a facilitator, the teacher
1s responsible for establishing and maintaining the structure of the
institutional process and moving the students through the process in a
timely manner. As a participant, the teacher is encouraged to model
qualities desired in all participants: respect for others' ideas,
willingness to listen as well as participate in discussions, use of
appropriate body language, tolerance for ambiguity, a sense of humor
and an interest in learning new information. In short, teachers
should view themselves as "the most experienced learner” in the group
and demonstrate "how" to learn rather than "what" to learn.
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The format of instruction best suited to these activities is
small-group discussion, although one-on-one work between & teacher and
a student may be appropriate in certain settings. Groups should
consist of three to four students, and instruction should take place
in an environment in which participants feel both physically and
psychologically safe. Sufficient time should be allowed for
instruction; class periods of at least 50 minutes are adequate.

Larger discussion groups typically will require more time in order for
all members to bde involvad.

The content of instruction includes discussion of problems,
either fabricated or real, and possible alternatives for solving
problems generated by the students. These solutions are then
evaluated by the students against the following value-assessment
criteria

1. Reciprocity: Would you want this choice made if you
were in the place of the others in the situation? Why?

2. Consistency: Would this choice be appropriste for you
to make in similar situations? Why?

3. Coherence: Will this choice contribute to your overall
well-being as well as the well-being of the group or
organization of which you are a part? Why?

4. Comprehensiveness: Would this choice be appropriate for
everyone to make in similar situations? Why?

5. Adequacy: Does the choice solve your short-term problem?

Why?
6. Duration: Does the choice solve the problem over a long
time? Why?

Role-plays of possible solutions allow students to observe and
evaluate the consequences of their choices. Teacher observation of
student role-plays allows for evaluation of student interpersonal
skills: assertiveness, empathic listening, risk taking and negotistion
skills. Student role-plays allow for evaluation of student competency
relative to interpersonal skills and for follow-up instruction as
required.

A suggested sequence of instruction includes the following
steps:

1. Teacher develops interest through illustration, srticle,
skit or issue presented in the media.

2. Teacher reviews the issue so that all students have a basic
grasp of the issue.

3. Teacher distributes & written case study to students
describing an ethical problem faced by one or more workers.

4. Students work in groups or individually answering case-
problems questions.

37
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. 5. Teacher facilitates discussion of case study according
to the following topics
8. Group identification of basic facts contributing to
conflict.
Identify true problem.
Set goal in resolving problem.
Brainstorm possible solutions.
Evaluate possible solutions using value-assessment
criteria.
Select suitable solutions.
Review possible outcomes of solution.
Consider further alternatives if first solution does
not accomplish goal.
i. Write a concluding scenario to the case situation.
6. Teacher encourages students to role-play the solutions to the
problem selected by the group.
Students role-play several scenarios.
Teacher encourages students to discuss observed consequences
of each solution acted out.

9. Teacher evaluates student understanding and use of value-
assessment criteria (during discussion) and interpersonal
skills demonstrated by students (during role-plays).

10. Teacher follows up instruction as required.

(I - "R e I -
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Many problems are included in this guide, but the teacher may
' wvant to develop his or her own. Some of the general areas which may be
applicable are 1listed below.

Conflict between and among self and others based upon competing
standards or values include:

¥* Doing for oneself vs. doing for others.

%  Being loyal to friends vs, violating one's standards.

* Having allegiance to group vs. allegilance to personal
standards.

* Obeying authority vs. adhering to personal standards.

Coming to snother’'s aid vs. considering personal safety.

*

* Giving immediate aid that might do harm in the long run
vs. letting someone suffer now for long-term benefit.

* Exposing wrong doing vs. minding one's own businesr

*  Advancing one's interests vs. monitoring one's sgiandards.

%  Providing opportunity for free choice.

*

Knowing consequences based upon choices made.
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UNIT A: BUSINESS ORGANIZATION

UNIT PLAN
Overview of Unit

In this unit students will study forms of buciness ownership and
classifications of businesses. A current development presented here
is the classification of business operation in relation to service
and/or product orientation. The aim of this unit is to give students
a basic understanding of how businesses are formed and organized. The
activities in this unit should help students acquire an understanding
of the risk and difficulty in owning and operating a business. The
revards from the ownership and operation of a business should be
highlighted. In dealing with these concepts and ideas, students
should be assigned learning activities which provide opportunities to
contact business owners/entrepreneurs; an emphasis should be placed on
the tasks and responsibilities which comprise & business owner's work
routine.

Topical Outline of Unit

BUSINESS ORGANIZATION

1. Business Considerations
a. Revenue

b. Expense

c. Profit

d. Risk

e. Entrepreneurs

2. Classifications of Businesses

a. Sole proprietorships
b. Partnerships

c¢. Corporations

d. Cooperatives

e. Franchises

3. Types of Businesses
a. Service oriented
b. Product oriented

4. Economies

a. Supply and demand

b. Gross National Product (GNP)
c¢. Inflation

d. Unemployment

u? ;(’
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Unit Objectives

After completing the learning activities for this unit, students
will be able to respond correctly to related test questions with 80%
accuracy. Students will be able to

1. Explain the following concepts: revenue, expenses, Sross
profit and net profit.

2. Define what risk is and how businesses try to reduce and
transfer operacing risks.

3. Describe who an entrepreneur is and why entrepreneurs are
important in our free enterprise economy.

4. Explain how ownership differs from sole proprietorships,
partnerships, corporations, cooperatives and franchises.

5. Describe the advantages and disadvantages of each form of
business classification.

6. Explain the purpose of belonging to consumer or producer
cooperatives,

7. Explain why entrepreneurs purchase and operate franchise
businesses.

8. Identify the several product-oriented and service-oriented
businesses and the differences between these two types of
business activities.

9. Explain the concepts of supply and demand, inflation,
unemploymen” and how these affect our lives.

Instructional Strategies

With the increasing development of innovative entrepreneurial
businesses, students need to acquire a clearer picture of what
"really"” happens in a business. Having a basic understanding of the
major considerations in operating a business, students will be able to
make stionger career decisions. If students decide that they want to
go into business for themselves, they will have a basic understanding
of the options available to them. Included in this understanding
should be the benefits and disadvantages of the various forms of
business ownership and operation systems. In determining which form
of business to start, the basic orientation of a business is s key
consideration.

In delivering this instruction, the teacher should use & number
of outside sources to bring reslity to the unit toplcs. A field trip
and one or more guest speakers related to business development and
organization are effective means of bringing the business world into
the classroom. Having students make out 8 basic business plan outline
and then describing this plan to the class is an interesting and
effective method of having students consider the many key decisions
which need to be made In starting a business. This type of activity
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works well in smsll groups or individually. This unit can be so
interesting to students that several may start their own successful
businesses. Any activities which stimulate these endeavors should be
used,

Teacher Resources for Unit

The following textbooks offer information related to the content
of this unit. Several commercially-prepared simulation activities and
films related to business orgsnization are available and are listed in
the first section of this curriculum guida.

Brown and Clow (1985). General Business: Our Business and Economic
World. Boston: Houghton Mifflin.

Burke, R. S. and L. R. Bittel (1981). Introduction to Maunagement
Practice. New York: Gregg/McGraw Hill.

Daggett and Marragzo (1983). Solving Problems/Making Decisions.
Cincinnati: South-Western.

Daggett (1984). The Dynamics of Work. Cincinnati: South-Western.

Daughtrey, Ristau and DeBrum (1981). General Business for Economic
Understanding. Cincinnati: South-Western.

Daughtrey, Ristau and Egg) ' (1986). Introduction to Business:
The Economy and You. Cincinnati: South-Western.

Ditzenberger and Kidney (1986). Selling: Helping Customers Buy.
Cincinnati: South-Western.

Ditzenberger and Kidney (1986). Selling. Cincinnati:
South-Western,

Everard and Burrow (1984). Business Principles and Management.
Cincinnati: South-Western.

Fulton (1982). Exploring Human Relations. Geneva, IL: Houghton
Mifflin,

Hutt (1982). Creating a New Enterprise. Cincimnati: South-Western.

Hutt (1982). Discovering Entrepreneurship. Cincinnati:
South-Western.

Jelley, H. M., R. 0. Herman and D. K. Graf (1985). Personal Business
Management. New York: Gregg/McGraw Hill.

26 41




Business and Technology Concepts Unit A
Koontz, H., C. O'Donnell and H. Weihrich (1982). Essentials of
Management. New York: Gregg/McGraw Hill.

Lynch, R. L., H. L, Ross and R. D. Wray (1984. Introduction to
Marketing. New York: Gregg/McGraw Hili

Mason, R., P. Rath, S§. Hunsted and R. Lynch, Eds. (1986). Marketing
Practices and Principles. New York: GOregg/McGraw Hill,

Meyer, W., P. Haines and E. E. Harris (1982). Retailing Principles
and Practices. New York: Gregg/McGraw Hill,

Petersen (1983). Economics of Work. Cincinnati: South-Western.

Poe, R. W., H. C. Hicks, and 0, D, Church (1981). Getting Involved
in Business. New York: Gregg/McGraw Hill.

Samson (1985). Advertising: Planning and Techniques. Cincinnati:
South-Western.

Samson, Little and Wingate (1982). Retail Merchandising: Concepts
and Applications. Cincinnati: South-Westexrn.

Samson and Little (1985). Visual Merchandising: Planning and
. Techniques. Cincinnati: South-Western.

Stafford (1983). The Working Citizen. Cincinnati: South-VWestern.

Stone, E. and J. Samples (1985). Fashion Merchandising: An
Introduction. New York: Gregg/McGraw Hill.

Stull and Williams (1981). Human Relations at Work. Cinci 1ati:
South-Western.

Stull and Hutt (1986). Marketing: An Introduction. Cincinnati:
South-Western.

Stull (1985). Marketing Math. Cincinnati: South-Western.

Tedder (1981). Retail Research Reports. Cincinnati: South-Waistern.

Will{ams and Eggland (1985). Communication in Action. Cincinnati:
South-Western.

Wingate, I. B., K. R. Gillespie and M. E. Barry (1984). Know Your
Merchandise: For Retailers and Consumers. New York: Gregg/
McGraw Hill.

25




Business and Technology Concepts Unit A

SUGGESTED STUDENT ACTIVITIES

Activity Name: Learning the Concepts of Revenue, Expenses, A-1
Gross Profit and Net Profit in a Business
Unit Objective 1

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
prepare an income statement for a business showing the revenue,
expenses, gross profit and net profit for the business.

Facilities or Materials Needed

Owning & Business handout
Income Statement Worksheet
Pen/pencil and paper

Description of Activity

This activity should be the first activity completed in this
unit. The teacher will review the parts of an income statement.
After discussing revenue, expenses, gross profit and net profit,
students will be given the worksheet and asked to respond to questions
relating to the income statement.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

This activity should be used as a discussion guide. The teacher
may review the answers to the questions and then assign a grade.
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Name

ACTIVITY A-1: OWNING A BUSINESS

DIRECTIONS: Upon completion of this assignment, students will be

Hh @

able to (a) explain how a business makes a profit,
(b) explain why a business needs a profit, and (c) give
an example of how a business may use profits to grow.

Attached is a copy of the income statement of a business.

Note that the income statement shows a net profit

before taxes of $24,890 for the ,ear's operation. This is
the amount that remains after all business expenses (EXCEPT
TAXES) have been subtracted from gross income.

The salaries for the owner and all part-time employees
amount to $34,000 and are a business operating expense. By
receiving a salary, the owner does mot have to wait for a
profit in order to earn money.

Four things can be done with the net profit.

a. It can be added to the owner's salary and be pocketed as
extra income.

b. It can be used to pay off debts to the bark and, as a
result, lower the interest expense.

c. It can be used to buy additional inventory with the
intent of increasing sales.

d. It can be invested in savings to draw interest income.

Answer the following questions relating to the income
statement of the Bargsin Shoe Store.
a. List 2 possible examples of ways this business takes in
revenue.
b. List 2 possible examples of ways this business incurs
operating expenses in each of the areas of
1. advertising
2. utilities
3. supplies
How much did Bargain Shoe Store pay for the merchandise
sold?
How does one arrive at gross profit?
How does one arrive at net profit?
What would happen if Bargain Shoe Store did not have
enough revenue to pay expenses?
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Name

ACTIVITY A-1: INCOME STATEMENT WORKSHEET

Bargain Shoe Store

Sales e e e e e e e e e e e e $ 125,000
less Cost of Merchandise . . . . . . . . 43,000
Gross Profiet . . . . . . . . ... 82,000

Less Operating Expenses:

Advertising . . . . . . . . § 3,500
Bad Debts e e e e e e e 1,200
Supplies . . . . . . . . . 725
Remt . . . . . . . . . . 14,400
Salaries and Wages e e e 34,000
Utilities e e e e e e 1,985 .
Interest . . . . . . . . . 1,300
Total Operating Expenses 57,110
Net Profit Before Taxes e e e e e e $ 24,890
145
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ACTIVITY A-1: OWNING A BUSINESS
(TEACHER'S COPY)

DIRECTIONS: Upon completion of this assignment, students will be
able to (a) explain how a business makes a profit,
(b) explain why a business needs a profit, and (c) give
an example of how a business may use profits to grow.

1. Attached is a copy of the income statement cf 8 business.

2. Note that the income statement shows a net profit before
taxes of §24,890 for the year's operation. This is the
amount that remains after all business expenses (EXCEPT
TAXES) have been subtracted from gross income.

3. The salaries for the owner and all part-time employees amount
to $34,000 and are a business operating expense.
By receiving a salary, the owner does not have to wait for a
profit in order to earn money.

4. Four things can be done with the net profit.

8. It can be added to the owner's salary and be pocketed as
extra income.

b. It can be used to pay off debts to the bank and, as a
result, lower the interest expense.

c. It can be used to buy additional inventory with the
intent of increasing sales.

d. It can be invested in savings to draw interest income.

5. Answer the following questions relating to the income
statement of the Bargain Shoe Store.

a. List 2 possible examples of ways this business takes in
revenue.

Sale of shoes, socks, laces, polish, etc.

b. List 2 possible examples in ways this business incurs
operating expenses in each of the areas of
1. advertising--newspapers, radio, etc.
2. utilities--electricity, water, gas, etc.
3. supplies--paper, dbaes, etc.

¢. How much did Bargain Shoe Store pay for the merchandise
sold? §43,000
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ACTIVITY A-1: OWNING A BUSINESS
(TEACHER'S COPY)
{Continued)
d. How does one arrive at gross profit?
Cross Revenue - Cost of Merchandise = G.P.
e. How does one arrive at net profit?

Gross Profit - Operating Expenses = N.P.

f. What would happen if Bargain Shoe Store did not have
enough revenue to pay expenses?

Borrow, seek additional investors, cut costs,
expand sales, close.

17
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Activity Name: Develop an Income Statement Showing Revenue, A-2
Expenses, Gross Profit and Net Profit
Unit Objective 1

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
prepare an income statement accurately showing revenue, expenses,
gross profit and net profit.

Facilities or Materials Needed

Business Financial Data Worksheet
Pen/pencil and paper

Description of Activity

The teacher should review the concepts from the previous
activity before handing out the Business Financial Data Worksheet.
Students should use worksheet financial data to complete an income
statement on & separate sheet of paper. The teacher should circulate
through the classroom checking students' progress and providing
assistance.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The student's grade will be determined by the accuracy in
wvhich he/she computes the correct amount of net profit. Neatness,
format and legibility should be emphasized.
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Name

ACTIVITY A-2: BUSINESS FINANCIAL DATA WORKSHEET

DIRECTIONS: Using proper form and penmenship, prepare an income
statement for Thompson's Market.

The revenue for Thompson's Market was:
Sales $100,000

The operating expenses were:

Advertising $ 2,800
Bad Debts 960
Supplies 580
Rent 11,520
Salaries and Wages 27,200
Utilities 1,588
Interest 1,040
Cost of Merchandise Sold $ 34,400
19
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ACTIVITY A-2: BUSINESS FINANCIAL DATA WORKSHEET
(TEACHER'S COPY)

THOMPSON'S MARKET
Incore Statement
For Period Ended (Current Date)

Revenue:

Sales §100,000
Less Cost of Merchandise Sold 34,400
Gross Profit on Sales 65,600
Operating Expenses:

Advertising 2,800

Bad Debts 960

Supplies 580

Rent 11,520

Salaries and Wages 27,200

Utilities 1,588

Interest 1,040

Total Operating Expenses 45,688
Net Profit before Taxes $ 19,912
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Activity Name: Ethical Issues Which Affect Business Risk A-3
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will understand
how ethical issues can impact the profitability and survival of a
business.

Facilities or Materials Needed

Ethical Issues Role-Play Situation
Ethical Issues Case Study Discussion Questions
Pen/pencil and paper

Description of Activity

Problem resolution and ethical issues affecting business
decisions are receiving increasing emphasis across the country. This
case and role-play are to be used to get students to think about these
types of decisions and what alternative choices are available.

The teacher should introduce this lesson by presenting a
current newspaper or magazine article about a business problem/
ethical issue concerning business risk. The basic facts should
be presented as well as what was or might be the outcome of the
situation. Students should form small groups, read the case study and
answer the attached questions. The teacher should facilitate this
activity by moving about the room and checking on student progress.
Once students have answered the questions, the teacher should act as a
facilitator in encouraging the students to identify the problem and
find a variety of solutions. Students must utilize the six-step
process listed below,

Define problem.

List facts about problem.

List sll possible solutions.

Determine goal in solving problem.

Select solution(s) which best helps meet goal.
Implement and evaluate selected solution(s).

hwn bW N

34




Business and Technology Concepts Unit A

These steps should be adhered to strictly so that students can develop
a formal prodblem-solving process. The teacher should focus the
discussion around the tollowing criteria for evaluating a problem-
solving or ethical decision.

Solution-Evaluation Criteria

1. Would you want this choice made if you were in the place of
the others in this situation? Why?

2. Would this choice be appropriate for you to make in other
similar situations? Why?

3. Will this choice contribute to your overall well-being as
well as to the well-being of the group or organization of
whiclk you are a part? How?

4. Would this choice be appropriate for everyone to make in

other similar situations? Why?

Does this choice solve a short-term problem? How?

Does this choice of action solve the problem over & long

time? How?

[« IR ]

The teacher should act confide.atly in allowing students to
develop solutions which are different from his or her own. After the
case study has been discussed students should be given the role-play
s{itustion. They should evaluate and answer the attached questions,
completing a possible scenario to conclude the situation. The teacher
will review scenarios and have several students role-play these the
following class period. Students should role-play a variety of
options in order to recognize and understand for themselves the impact
of their stated alternatives. After each scenario is acted out, the
teacher should use the problem-solving process and the solution-
evaluation criteria to have students think about the consequences of
the various solutions.

Teacher commitment to this type of approach {s critical, or
student input will diminish and result in teacher lecture. The
teacher should also act as a facilitator of groups and/or individuals.
Giving students directions and independent work will not help them in
developing critical problem-solving and group-interaction skills.

The content of problem resolution and ethics discussions should
focus on individual and group assessment of all possible outcomes.
The problem should be examined several ways, depending upon the motives
of the individuals involved.

Suggested Length of Activity

Two 50-minute class periods

35



Business and Technology Concepts Unit A

Suggestions for Evaluation

The teacher may assess students' written and oral evaluations
of the case study and role-play situation based on

1. Extent to which studentes apply the evaluation criteria to the
cass/role-play.

2. Extent to which students recognire the adequacy or inadequacy
of their solution relative to the evaluation criteria.

The teacher may evaluate student interpersonal interaction as
demonstrated in the case study and role-play relative to:

assertiveness skills
empathic listening
negotiation skills
risk-taking skills

S WVWNP
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Nane

ACTIVITY A-3: ETHICAL ISSUES CASE STUDY AND DISCUSSION QUESTIONS

You are a partner in a health products business. You have three
other partners. One of the partners has developed s product which
seels to control acne and prevent further outbreaks. At first the
product sounds like a real breakthrough which could make you and your
partners millions of dollars. You are curious about the product's
ingredients. You hire a private laboratory to research the
ingredients. After a week, they call you, and you £ind out that
several of the ingredients can be toxic and cause an allexgic reaction
in some people. You are upset and don't want the product sold. The
other partners feel the product should be sold first, and
then the ingredients should be researched.

1. What are the facts?

2. What is the problem?

3. What is your goal?

4. What are the various alternatives to solving this problem?
5. Which alternative appears to meet your needs?

6. What will be the result of your choice?

7. Who will bdenefit from this choice?

8. Who will be hurt because of this choice?

9. Will this be a long-term or short-term solution?

10, What if the solution does not work?

-
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Name

ACTIVITY A-3: ETHICAL ISSUES ROLE-PLAY SITUATION

You are one of five partners in Tough as Leather Steakhouse, a
local high-priced steakhouse restaurant. The business has been doing
vell. Four nights s week the restaurant is packed with customers.

All responses from customers have been positive. Your workers have
been very cooperative and dependable. As a paircmer you feel very good
about your investment of time and money. At tie end of the year, your
accountant calls you and tells you that you are losing money. You
cannot believe what the accountant says. You ask the accountant how
this could be since the place is packed every night it is open. The
accountant says it looks as though it might be caused by one of the
partners lifting money. You thank the accountant and feel confused.

1. Discussion Questions

a. What are the facts?

b. What is the problem?

¢. What is your goal?

d. What are the various alternatives to solving this
problem?

e. Which alternative appears to meet your needs?

£. What will be the result of your choice?

Ny
Ny
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ACTIVITY A-3: ETHICAL ISSUES ROLE-PLAY SITUATION
(Continued)

8. Who will benefit from this choice?

h. Who will be hurt because of this choice?

1. Will this be a long-term or short-term solution?

J. Who will be affected by this decision, and how w.1ll they
view this decision?

What if the solution does not work?

2. Write a concluding scenario for the situation listed above.
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Activity Name: Major Transitions Which Impact the Survival A-4
of a Business and the Business Owners' Families
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify three major transition situations and describe how these
pay impact a business and the business owners' families.

Facilities or Materials Needed

Transitions Role-Play Situations and Discussion Questions
Transitional Situation Worksheet
Pen/pencil and paper

Description of Activity

The teacher should select or ask for three or four volunteers to
participate. At least one day before acting out the role-play in
class, the actors should practice. Just prior to the role-piay, the
teacher should talk about what major transitions are and how they
happen to everyone.

Problem resolution and ethica) issues affecting business
decisions are receiving increasing emphasis across the country. This
role-play is to be used to get students to think about this type
of decision and what alternative choices might be available.

The teacher should introduce this lesson by presenting a current
nevspaper or magazine article about transitions. The basic facts
should be presented as wel!l as what was or might be the outcome of the
situation. At this juncture the teacher should have students form
small groups and read the role-play situation and answer the attached
questions. The teacher should facilitate this activity by moving
about the room and checking on student progress. Once students have
ansvered the questions, the teacher smnould act as 8 facilitator in
encouraging the students to identiyy the problem and find a variety of
solutions. Students must utilize the six-step process listed below.

Define problem.

List facts about problem.

List all possible solutions.

Determine goal in solving problem.

Select solution(s) which best helps meet gosl.
Implement and evaluate selected solution(s).

[ WV Ny VS L
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These steps should be adhered to strictly so that students can
develop a formal problem-solving process. The teacher should
focus the discussion around the following criteria for evaluating
a problem-solving or ethical decision.

Solution-Evaluation Criteria

1. WVould you want this choice made if you were in the place of
the others in this situation? Why?

2. Would this choice be appropriate for you to make ‘n other
similar situations? Why?

3. Will this choice contribute to your overall well-being as
vell as to the well-being of the group or organization of
whiclk you are a part? How?

4. Would this choice be appropriste for everyone to make in
other similar situations? Why?

5. Does this choice solve a short-term problem? How?

6. Does this choice of action solve the problem over a long
time? How?

The teacher should act confidently in allowing students to
develop solutions which are different from his or her own. Students
should be allowed to evaluate and answer the attached questions and
then complete a possible scenario to conclude the situation. The
teacher will review these scenarios and then have several students
role-play these in class the following day. Students should role-play
a8 variety of options in order to recognize and understand for
themselves the impact of their stated alternatives. After each
scenario is acted out, the teacher should use the problem-solving
process and the solution-evaluation criteris to have the students
think about the consequences of the various solutions.

Once this is completed, students should be given the worksheet.
Students can complete this worksheet independently, in groups or as a
class. Once the worksheets arz completed, the teacher should lead a
discussion of the identified transitional situations and how these
might have an i{mpact on a business, as well as on the personal life of
workers and managers of this business.

Teacher commitment to this type of approach is critical, or
student input will diminish and result in teacher lecture. The
teacher should also act as a facilitator of groups and/or individuals.
Giving students directions and independent work will not help

them in developing critical problem-solving and group-interaction
skills.
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The content of problem resolution and ethics discussions
should focus on individual snd group assessment of all possible
outcomes. The problem should be examined several ways, depending
upon the motives of the individuals involved.

Suggested Length of Activity
Two 50-minute class periods

Suggestions for Evaluation

The teacher may assess students' written and oral evaluations
of the role-play situation and worksheet based on

1. Extent to which students apply the avaluation criteria to the
role-play and worksheet.

2. Extent to vwhich students recognize the adequacy or
inadequscy of their solution relative to the evaluation
criteris.

The teacher may evaluate student interpersonal interaction
as demonstrated in the role-play situations relative to:

assertiveness skills
empathic listening
negotiation skills
risk-taking skills

S WN
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Name

ACTIVITY A-4: TRANSITIONS ROLE-PLAY SITUATION AND DISCUSSION QUESTIONS

You are a partner in a fast-food operation. Your partner has
invested his time a8s the manager, and you have invested money to
support the business operation., Unfortunately, your partner dies
unexpectedly in an auto accident. You are now forced into a major
business decision, as well as handling the regular suffering and grief
vhich accompanies such an event. You are at home with your spouse and
are discussing everything that has ever happened between you and your
partner. You are unsure of what to do next since you work for a
different company and don't have any managerial experience.

1. Discussion Questions

8. What are the facts?

b. What is the problem?

¢. What is your goal?

d. What sre the various alternatives to solving this
problem?

e. Which alternative appears to meet your needs?

f. What will be the result of your choice?

8. Who will benefit from this choice?
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Name

ACTIVITY A-4: TRANSITIONS ROLE-PLAY SITUATION AND DISCUSSION QUESTIONS
(Continued)
h. VWho will be hurt because of this choice?

{. Will this be a long-term or short-term solution?

j. Who will be affected by this decision, and how will they
view this decision?

k. What if the solution does not work?

2. Write a concluding scenario for the situation listed above.

b

44




Business and Technology Concepts Unit A

ACTIVITY A-4: TRANSITIONAL SITUATIONS WORKSHEET

DIRECTIONS: List below «t ieast ten different situations in life
vhich can change your business behavior and lifestyle.

10.

Pick three of the situations you have listed. If these happened
to you, describe what might happen to your family and/or your work
life.

-~
¢
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ACTIVITY A-4: TRANSITIONAL SITUATION WORKSHEET
(TEACHER'S COPY)

Listed below are several transitional situations which confront
us in 1ife. The students, on their worksheets, should list as many as
they can. You should ask how these affect work life and family life
and what a person can do to reduce the negative effects and deal with
the positive effects which result from these situations.

Death of a spouse

Divorce

Marital separation

Jail term

Death of a close family member
Personal injury or illness
Marriage

Fived from job

Retirement

10. Pregnancy

11. New family member

12. Start new business

13. Death of a close friend

14. Change jobs

15. Too much debt

16. Outstanding personal achievement
17. Spouse begins or stops work

18 Begin or end schooling

19. Trouble with boss

20. Change homes, schools, doctors, churches
21. Vacation

22. Christmas

23. Family get-togethers

24. Minor violations of the law

O 0O SO W
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Activity Name: Common Risks in Business A-5
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify risks involved in the operastion of a business.

Facilities or Materials Needed

Common Risks is Business worksheet
Pen/pencil and paper

Description of Activity

This activity focuses on defining and identifying potential
risks involved in operating & business. The teacher should start
the activity by having students attempt to define what risk
is. When a satisfactory definition has been developed, students
should write it on their worksheets. Then the teacher should have
students brainstorm several examples of business risk and write
these on their worksheets. After the students have completed the
listing, the teacher should ask for examples and tie these examples
to the definition developed earlier.

Suggested Length of Activity
A 50-minute class period

Suggestions for Evaluation

Teacher may review the student's completed worksheet. This
activity {3 s learning guide and may or may not be utilized for
grading purposes.

£ 1
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Nane

ACTIVITY A-5: COMMON RISKS IN BUSINESS

What is Risk?

Examples of Risk
1.

2.

10.

6o
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. ACTIVITY A-5: COMMON RISKS IN BUSINESS
(TEACHER'S COPY)

What is Risk?
Risk is one of the characteristics of business facing

entrepreneurs which could cause business failure.

Examples of Risk

1. Sshoplifting
2. Competition
3. Price changes
4. Style change
5. New products

6. Changes in economic conditions

‘ 7. Fire

8. Lawsuits
9. Natural disaster

10. Acts of employees

@ it
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Activity Name: Methods Used to Reduce Risks A-6
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
1ist 10 ways businesses reduce risks.

Facilities or Materials Needed

Methods to Reduce Risks Worksheet
Pen/pencil and paper

Description of Activity

The activity entitled Common Risks in Business, Activity A-5,
should be completed prior to this activity. The teacher should review
the previous activity and then ask the students to identify various
vays to reduce risk. The teacher should then hand out the Methods to
Reduce Risks Worksheet. The teacher should lead the students in
completing the worksheet.

Suggested Length of Activity
A 50-minute class period

Suggestions for Evaluation

The teacher may review the student's completed activity guide.
This sctivity is a learning guide and may or may not be assigned
a grade.

) viy
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Nane

ACTIVITY A-6: NETHODS TO REDUCE RISKS WORKSHEET

1. shoplifting
a.
b.
c.

2. Competition
a.
b.

3. Price changes
a.
b.
c.

4. Style changes
a.
b.

5. New products

@ y

6. Changes in economic conditions

8. Lawsuits
a.
b.
c.

9. Natural disaster

a.
b.
10. Acts of employees
a.
b.
(1)
(2)

51
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ACTIVITY A-6: METHODS TO REDUCE RISKS WORKSHEET
(TEACHER'S COPY)

1. Shoplifting
a. Security personnel
b. Security equipment
c¢. Employee training

2. Competition
a. Study of business forecasts
b. Direct observation of competitors

3. Price changes
a. Computer simulation of price changes and effect on
businesses' profit.
b. Study of business forecasts
¢. Study of economic conditions

4. Style changes
a. Market research
b. Consumer behavior

5. New products
a. Product research
b, Study of competitor products

6. Changes in economic conditions
a. Reserve capital
b. Study of economic forecasts by the government

7. Fire
8. Insuran~e
b. Fire pr ention equipment
c. Employee training

8. Lawsuits
a. Insurance

b. Employee training
c. Store safety

6
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ACTIVITY A-6: METHODS TO REDUCE RISKS WORKSHEET
(TEACHER'S COPY)
(Continued)

9. Natural disaster
a. Insurance
b. Location

10. Acts. of employees
a. Training
b. Insurance
(1) Bonding
(2) Liabilicy
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Activity Name: The Responsibilities and Duties of an A-7
Entrepreneur
Unit Objective 3

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify the responsibilities and duties of a successful entrepreneur.

Facilities or Materials Needed

Responsibilities and Duties of an Entrepreneur Discussion Guide
Pen/pencil and paper

Description of Activity

The teacher should lead the students in a discussion defining
what an entrepreneur is. This should be done prior to completing the
worksheet. During discussion, students and teacher should identify
several entrepreneurs in the local business community. Examples may
also be found in the local school setting. The teacher should hand
out the worksheet for discussion. Students should be asked for
examples of each duty listed. When the discussion guide is completed,
the teacher should review and summarize the main points.

Suggested Length of Activity

A 50-minute cless period

Suggestions for Evaluation

The teacher may develop and use a quiz covering the duties and
responsibilities and/or review the student's completed discussion
guide.
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Name

ACTIVITY A-7: RESPONSIBILITIES AND DUTIES OF AN ENTREPRENEUR
DISCUSSION GUIDE

Duty/Responsibility Exanmple

10.

11.
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ACTIVITY A-7: RESPONSIBILITIES AND DUTIES OF AN ENTREPRENEUR
DISCUSSION GUIDE
(TEACHER'S COPY)

Duty/Responsibility Example

1. Establishking a business

2. Planning and budgeting

3. Managing business operations

4. Managing human resources

5. Extending credit

6. Performing merchandising duties

7. Advertising and sales promotions

8. Performing accounting-related activities
9. Selling merchandise
10. Performing sales-related activities

11. Performing clerical-related activities

~1
-
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Activity Name: Applying Entrepreneurship Skills A-8
Unit Objective 3

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
perform several duties of an entrepreneur.

Facilities or Materials Needed

Responsibilities and Duties of an Entrepreneur Discussion Guide
list developed in class from Activity A-7

Entrepreneurial Activity Worksheet

Pen/pencil and paper

Description of Activity

Students should have the Responsibilities and Duties of an
Entrepreneur Discussion Guide for use in this activity. The teacher
should form groups of no more than four students. Students should
then pick a simple, short-term entrepreneurial activity; i.e., having
a bake sale, selling a limited number of tickets to an entertainment
event, providing services, etc. Students will have to:

-

identify the activity.

state a goal of the activity.

list the various procedures to be followed.

identify each member's responsibilities.

provide a basic budget.

describe service or product to be sold.

describe how the service or product will be delivered
to the customer.

describe how the product or service will be promoted.
describe how the group will keep track of sales and
expenses.

10. describe how the product or service should be sold.
11. describe the results of the project.

-

~N WL WN

w0 0

The teachetr <Y »uld allow ample time in class for the students to

work on the plis~ of their entrepreneurial business activity using
the Entrepres Activity Worksheet. Prior permission from school
adaninistratio: »e needed. The teacher will need to keep close

contact with t: rious groups to make sure that the selected student

activities are =, propriate.
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Students should be given two class periods to organize their
activity and ones to two weeks to complete and make & class
presentation. After all groups have given their presentations, the
teacher should lead a discussion of wvhat has been learned. This would
include the various duties performed by each group member and how
these related to the activity.

Suggested Length of Activity
Three to five 50-minute class periods

Suggestions for Evaluation

The teacher should evaluate student reports and assign a grade
based on the completeness of the written reports in relation
to the vorksheet outline. The teacher may also consider grading the
students on their class presentation and/or the outcome of their
entreprenurial project.

3§
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Name

Unit A

ACTIVITY A-8: ENTREPRENEURIAL ACTIVITY WORKSHEET

1. Identify the activity.

2. State a guval of the activity.

3. List the various procedures to be followed.

4, Identify each member's responsibilities.

5. Provide a basic budget.

6. Describe service or product to be sold.
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Name

ACTIVITY A-8: FENTREPRENEURIAL ACTIVITY WORKSHEET
(Continued)

7. Describe hov the service or product will be delivered to
the customer.

8. Describe how the product or service will be promoted.

9. Describe how the group will keep track of sales and
expenses.

10. Describe how the prodr~- or service should be sold.

11. Describe the results of the project.

12. What did you like about the project?

13. What did you learn from the project?

-1
~i
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Activity Name: Characteristics of Cooperatives and Franchises A-9
Unit Objective &

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify seven characteristics of cooperatives and franchises.

Facilities or Materials Needed

Characteristics of Cooperatives and Franchises Discussion Guide
Pen/pencil and paper

Description of Activity

This activity is intended to be a discussion of the
characteristics of cooperatives and franchises. The teacher should
provide examples of cooperatives and franchises and lead a discussion
of the advantages and disadvantages cf each form of business
organizastion.

Suggested Length of Activity
A 50-minute class period
Suggestions for Evaluation
Teacher assessment may be based upon a teacher-developed quiz

covering the characteristics and/or teacher review of the student's
completed discussion guide.

~1
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Name

ACTIVITY A-9: CHARACTERISTICS OF COOPERATIVES AND FRANCHISES
DISCUSSION GUIDE

Franchises Cooperatives

;
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ACTIVITY A-9:

Unit A

CHARACTERISTICS OF COOPERATIVES AND FRANCHISES

DISCUSSION GUIDE
(TEACHER'S COPY)

Franchises

Cooperatives

-------------------------------------

Cost of

LB 2 A I I I P IR S IR I AR IR T R A

Benefits

- e EmEm e - E - oE®®nE SR G R W R mm e W E S om s e =

CC A A R A I A I I I I A N G R R A

R I T R A e e e S ey

Manage-
ment and
Control

The right to sell
someone slse's good or
service.

May be set up as a sole
proprietorship, partner-
ship or corporation

A percentage of each
month's sales i{s paid to
the parent compsany.

Parent company provides
special training, advice,
selects store site,
building design and
national advertising.

NS U S VSN VIWIUS WANNN GPRE U TN NN WA W AN WG WAND VN WENTD WENIR SHUW WSS NN TENND CUNSN W

McDonalds, Baskin-Robbins, |

Western Auto, Hardees,

Howard Johnsons, Computer-|
land, Midas Mufflers, etc.]

Limited to the agreement
with the parent company.

Limited to the type of
ownership and agreement
with the parent company

63 (. ()

A business owned by its
members/users fo- the purpose
of supplying themselves with
goods and services.

L R R R I I A I I N T T T A AP Uiy

- MW S EEmaEme e oo @ e e o o oE o m ome o e

Owners buy stock at the
market value.

N I I R I e i N N T A

Bargaining power fc:
members in buying and
selling goods and services.

D I e T T T T U S e U

Credit unions, mutual
insurance, utility
cooperatives, farm grain
elevators.

L R R I I A I T T

Limited to the majority
opinion of the members.

e @ e Mmoo e 4 e m o wE e e A e e e = = e

Exercised by
designated personnel.
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Activity Name: Characteristics of Proprietorships, A-10
Partnerships and Corporations
Unit Objectives 4 and 5

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able
to identify the basic characteristics of proprietorships, partnerships
and corporations.

Facilities or Materials Needed

Forms of Business Ownership Discussion Guide
Pen/pencil and paper

Description of Activity

This activity is intended to be a discussion of the different
characteristics of the three basic forms of business ownership. The
teacher shouid have the students read text material which describes
and compares these three forms. With this background, students and
the teacher can have a discussion of thc major advantages and
disadvantages of each form of business organization.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher may assess the student's understanding of the three
basic forms of business ownership by administering a quiz on the
characteristics, as well as the advantages and disadvantsges, of the
three forms of ownership. The teacher may also evaluate the
discussion guide completed by students.
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Name

ACTIVITY A-10: FORMS OF BUSINESS OWNERSHIP DISCUSSION GUIDE

Factors Proprietorships  Partnerships Corporations

Formations

Length of
Life

Transfer of
Ownership

Lisbility of
Ownership

Flexibility
Taxation

Operations and
Profits
Information

Management
and Control

| |
! i
| i
| |
| |
| i
i |
I |
| |
| i
| |
| l
| |
| l
| |
i |
| |
‘ Raising | |
Funds | |
! i
| |
| |
| i
| |
I i
| |
| i
! i
| |
| !
| |
| |
| i
| |
l |
! |
| |
| |

r
(o

4
L
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ACTIVITY A-10:

(TEACHER'S COPY)

Unit A

FORMS OF BUSINESS OWNERSHIP DISCUSSION GUIDE

Factors Proprietorships Partnerships Corporations
| i
Formations Least complicated, | Partnership agree-| Most complicated,
owned by 1 person. | ment required, | charter required
may need to secure | 2 or more owners, | by state/federsl
license. | may need to secure| govern., may need
| license. | to secure license.
| |
Length of Limited to life of | Limited to life of] Unlimited 1life.
life owner or until | each partner and |
business is sold. | to the partner- |
| ship agreement. ]
| i
Transfer By selling or | By agreement of | By sale of
of Ownrshp inheriting. | partners. | corporate stock.
| i
Liability Unlimited; personal] 1 or more partners| Limited to stock
of assets may be j must have unlim- | investment.
Ownership attached. | 1ted 1liability. |
| |
Raising Limited to owner's | Limited to partner| Easy to sell
Funds personal capital | capital in | stock, borrowing
in addition to | addition to each | ease determined
owner's borrowing | partner's torrow- | by corporation's
power. | ing power. | credit rating.
[ |
Flexi- Unlimited, owner's | Limited to | Limited to
bility personal wishes | partnership | corporate charter.
may be pursued. | agreement. |
| |
Taxation Taxed as personal | Taxed as personal | Income tax on
income of owner, | income of each | corporate profirs,
inheritance tax at | partner, inheri- | stockholders taxed
owner's death. | tance tax at j individusally on
| partner's des~th. | dividends received.
| |
Operations Not public. Known | Not public. Known | Some public. Known
and only te owner. | only to owners. | to all stockholders.
Profits | |
Information | |
| i
Mancgement Exercised gener- | Exercised by each | Exercised by
and ally by the ovner. | partner, and | designated
Control | managers may be | personnel.
| emplesed, ]
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Activity Name: Review of Types of Business Organizatiocns A-11
Unit Objectives 4 and 5

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify common characteristics of business organizations.

Facilities or Materials Needed

Business Organization Review Worksheet
Pen/pencil and paper

Description of Activity

This is a culminating activity which reviews business
organization characteristics. The teacher can use this as 8 review
activity prior to a test or quiz. Activity A-9 and Activity A-10
should be completed prior to this activity. Once students have
completed the Business Organization Review Worksheet, the teacher
should lead a review discussion of the various characteristics,
advantages and disadvantages of each form of business organization.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teecher may evaluate students by reviewing the number of
correct answers on the worksheets.
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DIRECTIONS:

ACTIVITY A-11:

Unit A

Name

BUSINESS ORGANIZATION REVIEW WORKSHEET

Match the type of business ownership with the following

characteristics. Write (A) for proprietorship, (B) for

partnership, (C) for corporation, (D) for cooperative or
(E) for franchise on the blank beside each number. Some
of the characteristics may be matched with more than one
type of business ownership.

Management and control is generally exercised by the owner.
Most complicated form of ownership.

Profits are taxed as personal income.

Transfer of ownership is by agreement of owners.

The flexibility is limited to the original agreement.

Must have sta“e approval to be established.

Liability is limited, thus reducing risk of fimancial loss
to the owners.

Owners taxed on amount of dividends received.
Owners are referred to as members.
Profits are made known to the public.

Owners have n> direct voice in the management of the
business.

Owners are liable for acts of other owners.
Death dissolves the business.

Unlimited life.
business.

Death of owner does not dissolve the

Transfer of ownership is by selling or inheriting.

The *ype of business ownership that gives one the chance
to get started with a well-known chain, gets national
advertising, is provided with wanagement training, and
may get financial assistance.

Ownership is similsr to a curporation.

o8
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Name

ACTIVITY A-11: BUSINESS ORGANIZATION R:VIEW WORKSHEET
(Continued)

18. A percentage of sales paid each month to parent company.

19. A credit union is au example of this type of organization.

20. Its purpose is to supply its owners with goods and services.

21. The right to sell someone else's product or service.

—

22. Fund raising is limited to the owner's personal capital and
borrowing power.

——

23. Bargaining power for its owners.

————

24. Dunkin Donuts is an example of this type of organization.

25. A minimum of two owners that have unlimited liab{ldity,
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ACTIVITY A-11: BUSINESS ORGANIZATION REVIEW WORKSHEET
(TEACHER'S COPY)

DIRECTIONS: Match the type of business ownership with the following
characteristics. Vrite (A) for proprietorship, (B) for
partnership, (C) for corporation, (D) for cooperative or
(E) for franchise on the blank beside each number. Some
of the characteristics may be matched with more than ome
type of business ownership.

A 1. Management and control is generally exercised by the owner.
c 2. Most complicated form of ownership.

AB 3. Profits are taxed as personal income.

B 4. Transfer of ownership is by agreement of owners.

BE 5. The flexibility is limited to the original agreement.

¢cDh 6. Must have state approval to be established.

cD 7. Liability is limited, thus reducing risk of financial loss

to the owners.

c 8. Owners taxed on amount of dividends received.

D 9. Owners are referred to as members.

c 10. Profits are made known to the public.

CcD 11. Owners hawe no direct voice in the management of the
business.

B 12. Owners are liable for acts of other owners.

ABE 13. Death dissolves the business.

ch 14. Unlimited life. Death of owner does not dissolve the

business.
ABCD 15. Transfer of ownership is by selling or inheriting.
E 16. The type of business ownership that gives one the chance to get

started with a well-known chain, gets national advertising, is
provided with mansgement training, and may get financial
assistance.

D 17. Ownership is similar tc a corporation.
E 18. A percentage of sales paid each monch to parent company.
E 19. A credit union is «n example of this type of organizatiom.
D 20. Its purpose is to supply its owners with goods and services.
E 21. The right to sell someone else's product or service.
A 22. Fund raising is limited to the owner's personal capital
and borrowing power.
D 23. Bargaining power for its owners.
E 24. Dunkin Donuts {s an example of this type of organization.
B 25. A minimum of two owners that have unlimited liability.
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Activity Name: A Student Cooperative A-12
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify the basic structure and purpose of cooperatives as a form of
business orgenization.

Facilities or Materials Needed

Magazines

Catalogs

Buyers' Cooperative Worksheet
Pen/pencil and paper

Description of Activity

The teacher should review with students how and why a buyer's
cooperative is organized. Such factors as price reduction for large
orders and the potential to make 8 profit should be included. The
teacher should review with students what goods and services the
students commonly buy; i.e., school supplies, food, clothes,
entertalnment, transportation. The c¢lass should then be divided into
groups of three to four students. The purpose of e.ch group is to
form & buyers' cooperative. In organizing themselves they must
decide what type of product or service is going to be purchased
cooperatively, who they will allow to join their cooperative, and who
will be in charge of purchasing, accounting and distribution of
products or services. They should also state what they hope to
accomplish with this cooperative organization, including the
advantages and disadvantages of forming a buyer's cooperative. Once
this has been completed, each group will give a short class
presentation. This presentation should cover the contents of their
worksheet.

Suggested Length of Activity

One or two 50-minute class periods

Suggestions for Evaluation

The teacher may evaluate each group's work by reviewing the
worksheet and short presentation. Rewarding the group that is most
successful in setting up the cooperative should be considered.
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Name

ACTIVITY A-12: BUYERS' COOPERATIVE WORKSHEET

1. What type of product or service is your cooperative
going to purchase?

2. What will you name your cooperative?

3. Who are you going to allow to join your cooperative?

4., Who will be in charge of purchasing?

5. What are the steps they will use in purchasing?

6. Who will be in charge of accounting?

7. How will they keep track of the purchases?

59
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10.

11,

Name

Unit A

ACTIVITY A-12: BUYERS' COOPERATIVE WORKSHEET
(Continued)

Who will be in charge of distributing the products or
services?

How will the products or services be distributed?

What does your cooperative hope to accomplish with this
cooperative organ zation?

What are the advantages and disadvantages of forming a
buyers’' cooperative?
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Activity Name: Exploring Agricultural Cooperatives A-13
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify the benefits of using producer cooperatives as a form of
business ownership.

Facilities or Materials Needed

Magazines
Newspaper
Pen/pencil and paper

Description of Activity

The teacher should identify the difference between buyers' and
producers' cooperatives. The teacher should also provide examples of
how producer cooperatives, such as farmers, assist in the distributing
of various products (i.e., milk and ice cream, grapes, raisins, etc.).
Students should then make a list of 10 different agricultural products
grown by farmers and 2 consumer products that can be produced from one
agricultural product (i.e., canned corn and ethonol). After the list
has been developed, the teacher and students should discuss and
determine what would be the advantages of selling the product, using a
cooperative form of business ownership.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The student may *e evaluated on ihe completeness of his/her
list of products.

»wh
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Activity Name: Finding Cooperatives in the Real World A-14
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be anie to
recognize that cooperatives do exist in the marketplace as a form of
business ownership.

Facilities or Materials Needed

Magacines

Agriculture trade journals
Grocery trade journals
Newspa, ers

Construction paper
Pen/pencil and paper

Description of Activity

The teacher should review producer cooperatives and how these are
a form of business organization. Students should then find .n
various newspapers and magazines examples of advertisements for
products that are sold by producer cooperatives. After finding the
advertisements, students should then give a brief presentation
describing the advertisements they found.

Suggested Length of Activity

One or two 50-minute class periods

Suggestions for Evaluation

Students should be given credit for finding two advertisements
and making the presentation about the producer cooperative
advertisements they found. The teacher can also give extra credit to
anyone finding more than two.

QW)
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Activity Name: Identifying Popular Franchises A-15
Unit Objective 7

Sugpested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify five dif erent franchise organigzations which exist in the
local or regional marketplace.

Facilities or Materials Needed

Magazines
Newspapers
Franchise Worksheet
Pen/pencil

Description of Activity

The teacher should review with students the definition and
structure of a franchise. A list of 10 consumer products is provided
on the worksheet., Students should then find an advertisement for a
franchise that sells that product and attach it to the worksheet.

Sugpested Length of Activity

One or two 50-minute class periods

Suggestions for Evaluation

The teacher may evaluate the completeness and accuracy of tae
worksheet.
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Name

ACTIVITY A-15: FRANCHISE WORKSHEET

DIRECTIONS: Name at least one local/regional company which is a
frar_hise for each of the categories listed below. Find
advertisements for franchises selling each of these
products and attach to this worksheet.

1. Fast Food
2, Automobile Repair
3. Food-Specialty Items
. 4. Stereo Equipment
5. Computer Equipment
6. Clothing
7. <Clo:hing Rental
8. Beauty Salons/Hair Stylists
9. Physical Fitness
10. Rental Equipment

e "1
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Activity Name: Exploring the Operations of a Franchise A-16
Business
Unit Objective 7

Sugecocted Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify the benefits of owning and operating a franchise business.

Facilities or Materials Needed

Tour through a local franchise business
Franchise Comparison Worksheet
Pen/pencil and paper

Description of Activity

The teacher should review benefits of franchising, including
guidance, reputation and experience of the franchising company. Small
groups should be formed with no more than three to a group. The
teacher should make the Franchise Comparison Worksheet into a
transparency. Using this transparency, compare two local franchises.
This example will prc.ide a guide for students during the assignment.
Groups should then choose two franchises seiling the same type of
product or service (i.e., McDonalds and Burger King). This comparison
should include products or services offered, design of the inside and
outside of each franchise, pricing strategy, and promotional strategy,
including advertising and sales promotion techniques. After
completing this activity, students can give a short presentation to
the class concerning their comparison.

Suggested Length of Activity

Two or three 50-minute class periods

Suggestions for Evaluation

The tzacher may evaluate the completeness of the worksheets
and the quality of the presentations.

45
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Name

ACTIVITY A-16: FRANCHISE COMPARISON WORKSHEET

COMPANY A COMPANY B

FEATURES

Products, Services

Building Design

Inside

Outside

Pricing Strategy

Promotional Strategy

Sales Promotion

Advertising

Jackaging

Distribution
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Activity Name: Understanding Franchise Contracts A-17
Unit Objective 7

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
1ist and describe three important features of a successful franchise
operation.

Facilities or Materials Needed

An example of a real franchise contract
Creating a Franchise Worksheet
Pen/pencil and paper

Description of Activity

The teacher should use the first part of the worksheet to review
the important features of a successful franchise, including:

adequate capital

favorable sites

strict adherence to sound business practices
willingness to work long hours

. practical and helpful direction from the franchiser

Ul W N

The teacher should also review with the students what goes into
granting a franchise license. The students should then create a
franchise business using the second half of the worksheet--including
franchise name, services/products sold, marketing strategy (pricing
strategy, promotional strategy, product packaging and distribution
strategy) and ..snagement policies. Students should then create a
contract for someone who would be interested in buying a franchise
license from their group. Each group should make a short presentation
to the class concerning the nature of its franchise.

Suggested Length of Activity

Two or three 50-minute class periods

Suggestions for Evaluation

The teacher may evaluate the students' understanding of success
features with a quiz. The teacher can evalusate the students on thelr
development of a franchise, based upon the completeness of their
worksheet and presentation to the class.



Business

Features

1.

Creating

and Technology Concepts

Nane

Unit A

ACTIVITY A-17: CREATING A FRANCHISE WORKSHEET

of Successful Franchises

Adequate Capital

Favorable Site

Following Sound Business Prirciples

Willingness to Work Long Hours

Positive Support from Franchisers

a Franchise

1.

Franchise Name

Services/Products Sold

Marketing Plan

8. Pricing Strategy

b. Promotional Strategy

81
G



Business and Technology Concepts Unit A

Name

ACTIVITY A-17: CREATING A FRANCHISE WORKSHEET
(Continued)

¢. Product Packaging

d. Distribution Strategy

4. Management Strategy

a. Personnel

b. Scheduling

¢. Leadership/Motivation

5, Franchise Contract

99
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Activity Name: Product Business Vs. Service Business A-18
Unit Objective 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
differentiate between a product business and a service business.

Facilities or Materials Needed

Magazines

Newspapers

Scissors

Pen/pencil and paper

Description of Activity

The teacher should define what is a product-oriented business and
vhat is & service-oriented business. The student should then find ten
advertisements for both product-oriented and service-oriented
businesses.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher may evaluate the completeness and accuracy of the
students' work and/or quiz the students concerning the differences
between the product- and service-oriented businesses.
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Activity Name: Matching Services with Products A-19
Unit Objective 8

Suggestad Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
explain the relationship between products and services in meeting
consumer needs.

Facilities or Materiasls Needed

Products and Services Worksheet
Yellow pages of phone book
Local newspapers

Pen/pencil and paper

Description of Activity

The teacher should review with the students the differences
between products and services and why businesses offer combinations of
both. Students should then be given the worksheet. The worksheet
classifies the different services offered in the marketplace. For
each service area students should list two local businssses that
provide that service and the various products that would facilitate
that service. When students complete the worksheet, the tzacher
should lead a discussion of how important it is to offer products and
services in combinstion to meet consumer needs and wants.
Classification of Services was developed by the U.S. Department of
Commerce.

Suggested Length of Activity
One or two 50-minute class periods

Suggestions for Evaluation

The teacher may evaluate the accuracy of the studants' responses
on the worksheet.

84



Business and Technology Concepts Unit A

Name

ACTIVITY A-19: PRODUCTS AND SERVICES WORKSHEET

1. Housing
2. Household Operations
3. Personal Business
4. Recreation
5. Personal Care
. 6. Medical Care
7. Transportation
8. Insurance and Financial
9. Private Education

10, Communication
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Activity Name: Levels of Employment in Business A-20
Unit Objective 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify the five levels of employment in business occupations.

Facilitjss or Materials Needed

Levels of Employment in Business Organizations
Levels of Employment in Business Worksheet
Pen/pencil

Description of Activity

The teacher should lead & guided discussion of the five levels of
employment. During this discussion the students should fill in the
descriptive data on the worksheet related to the five levels of
employment. The teacher should provide relevant and meaningful
examples of occupations at each level. Once this has been completed,
students should use a separate sheet of paper and list 2 to 3
occupations which were not presented during the discussion. These
occupations can then be presented to the clsss and discussed for
closure purposes.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher may evaluate the notes students take using the
worksheet, evaluate the examples of occupations which would fall
within each level of employment, or give 8 quiz at a later date. The
focus of this activity is on the students' need for developing an
understanding of the wide variety of occupations which are aligned
over five different levels.

13
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ACTIVITY A-20: LEVELS OF EMPLOYMENT IN BUSINESS ORGANIZATIONS
(TEACHER'S COPY)

Employment in business can be conceptualized in levels from
simple to complex in terms of assigned responsibilities and extent of
skills and knowledge required. Occupational requirements for each
level of employment guide the identification of business activities
which teke place at each level; these can be classified in the broad
categories of business functions. Activities vary in complexity from
level to level. Prebaccalaureate business education is directed
tovard instruction at the first five levels of business employment.

Entry Level occupations involve standard or routine activities
with limited need for decision-making skills. These jobs may be
obtained by individusls with no previous education for business, no
business experience, or no commitment to a career. Competencies
required for such a job include good personal appearance, general
business behavior and basic skills such as math and communications.

Career Sustaining occupations involve more complex duties,
routine decision-making skills and limited rontrol of one's working
environment., Individuals should have a basic understanding of
business concepts and foundations and have indicated an initial
interest in business as a potential career.

Specialist occupations involve frequent use of decision-making
and leadership skills. Jobs at this level require mastery of skills
across functions or extensive technical knowledge/skill in one
function. A thorough understanding of business concepts and functions
1s needed.

Supervisor involves a high level of competence in decision-making
and leadership skills. Individuals in this role are responsible for
planning, coordinating and supervising people and business activities.

Mansger-Entrepreneur implies competence in a variety of tasks
related to owning a business or managing a department within an
organizstion. 1Individuals are fully responsible for the success or
failure of a8 business or department. A comprehensive understanding of
business competencies is required to function in this role.

Higher levels of employment in business involve the preparation
of individuals for top-level positions, such as executives of large
companies. These positions usually require baccalaureate degrees or
extensive experience.
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Name

ACTIVITY A-20: LEVELS OF EMPLOYMENT IN BUSINESS WORKSHEET

Entry Level

Careexr Sustaining

Specialist

Supervisor

Manager-Entrepreneur
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Activity Name: Business Occupations Available in Our Economy A-21
Unit Objective 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify five different business occupations and briefly describe one
occupation, including average wages, employment outlook, educational
requirements and experience requirements.

Facilities or Materials Needed

List of Business Occupations

Business Occupations Worksheet

Access to a career information center or career materials
Pen/pencil

Description of Activity

The teacher should introduce this activity by describing our
economy and what careers are available. Once this introduction is
completed, the teacher should review the List of Business Occupations.
The teacher should ask questions so that students will be able to
comprehend the nature of the various occupations. Once this is
completed, the teacher should make arrangements for the students to
visit and use a career information center to acquire career
information. If these resources are availabie, the teacher should
have students complete the Business Occupations Worksheet., Students
can give a brief presentation of the information which has been
collected.

Suggested Length of Activity

One to three 50-minute class periods

Suggestions for Evaluation

The teacher may evaluate the students' work by having them take a
quiz which has them list five occupations. The teacher can also
evaluate the accuracy and completeness of the student worksheet and
possibly the presentation to the class. The importance of this
activity lies in the students' exposure to the wide variety of
occupations in business and then exploring one which interests then.
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Name

ACTIVITY A 21: LIST OF BUSINESS OCCUPATIONS

Product-Oriented Marketing Cluster

Sales Clerk

Sales Person, Genersl Merchandise
Saies Person, Women's Apparel and Accessories
Sales Person, Infants' and Chilaren's Wear
Sales Person, Men's and Boys' Wear
Sales Person, Automobile Accessories
Sales Person, Jewelry

Stock Clerk, Self-Service Store
Cashier I

Cashier II

Cashier/Checker

Stock Control Clerk

loss Prevention Specialist

Fashion Merchandiser

Display Manager

Display Designer

Demonstrator

Gustomer Relations Clerk

Wholesaler

Buyer, Retail and Wholesale
Telemarket ing Representative

Services-Oriented Marketing Cluster

Tcller

Credit Analyst

Loan Officer

Sales Representative, Technical:
Financial Services
Insurance Services
Recreation Services
Real Estate, Agent and Broker
Claims Manager
Hotel/Motel Manager
Conference Sales Representative
Travel Agent/Ticket Agent
Transportation and Traffic Manager
Securities and Commodities
Telemarketing Representative
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Name

ACTIVITY A-21: LIST OF BUSINESS OCCUPATIONS
(Continued)

Dispatcher

Warehouse Traffic Supervisor
Material Handling Supervisor
Transportation Services Broker
Transportation Agent

Property Manager

Underwriter

Estate Planner

Classified Ad Clerk
Advertising Sales Representative
Copywriter

Customer Relations Clerk

Business Ownership/Management Cluster

Store Manager
Buyer, Retail and Wholessle
Purchasing Agent

' Small Business Owner/Operator (Entrepreneurship)
Auto Parts Manager
Sales Manager, Retail Trade
Inventory Control Manager
Sales Manager
Parts Manager
Distribution Center Manager
Shift Manager
Sales Promotion Manager
Supermarket Department Head
Hotel/Motel Manager
Apartment Complex Manager
Property Manager
Terminal Manager
Restaurant Manager
Advertising Manager
Physical Distribution Manager
Customer Relations Manager
Personnel Manager
Service Station Owner/Manager
Merchandise Manager
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Name

ACTIVITY A-21: LIST OF BUSINESS OCCUPATIONS
(Continued)

Secretarial Cluster

Stenogrspher

Secretary

Legal Secretary

Medical Secretary

Office Manager

Court Reporter
Administrative Assistant
Administrative Secretary
Executive Secretary
Legal Assistant

Library Technical Assistant

Information Processing Cluster

Terminal Operator

Word Processor

Information Specialist/Processor
Information Processor Manager
Records Manager

General Office Clerk Cluster

Receptionist

Typist

Clerk-typist
File/Pecords Clerk
Office Manager
Records Manager
Production Clerk
Claims Clerk
Insurance Clerk
Shipping and Receiving Clerk
Traffic Clerk

Rate Clerk

Routing Clerk
General O0ffice Clerk
Correspondence Clerk
Stock Clerk
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Name

ACTIVITY A-21: LIST OF BUSINESS OCCUPATIONS
{Continued)

Account ing-Bookkeeping Cluster

Bookkeeper

Bookkeeping-)achine Operator
Payroll Clerk

Payroll Clerk, Data Processing
Accounting Clerk

Accounting Clerk, Data Processing

Computer Operation and Programming Cluster

Computer Operator

Computer Programmer

Computer Programmer Manager
Computer Operations Supervisor
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Name

ACTIVITY A-21: BUSINESS OCCUPATIONS WORKSHEET

Title of
Occupation

Average Wages

Employment Outlook

Educational
Requirements

Experience .

Requirements

Sources Used for the Above Information
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Activity Name: Preparing for a Career in Business A-22
Unit Objective 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
describe the four levels of education in the Illinois Model for
Business, Marketing and Management Education.

Facilities or Materials Needed

The Illinois Model for Business, Marketing and Management
Education

Preparing for Careers in Business Worksheet

Discussion Questions for Preparing for Careers in Business

Pen/pencil

Description of Activity

The teacher should question students about various occupations in
business (and any other area of business which may be appropriate),
using the discussion questions and others the teacher may develop.
Upon completion of these questions, the teacher should have students
form groups and assign them four different occupations to determine
possible educational requirements needed in relation to the Illinois
Model for Business, Marketing and Management Education. They should
8lso provide a rationale for their decisions. They can do this on the
Preparing for Careers in Business Worksheet. After completing the
worksheets, the teacher should have students present and discuss their
worksheets with the class.

Suggested Length of Activity

One or two 50-minute class periods

Suggestions for Evaluation

The students may be evaluated on the completeness and accuracy
of their responses on their worksheet. The teacher should be
sensitive to the fact that the students will have very imperfect
data on which to base their decisions. With this in mind, the teacher
should evaluate the students with a focus on the rationale for
the decisions and the completeness of responses on the worksheet.
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Name

ACTIVITY A-22: THE ILLINOIS MODEL FOR
BUSINESS, MARKETING AND MANAGEMENT EDUCATION

Lifelong Learning
Continuing Education

Preparation for Employment
and/or Further Education in Business,
Markeling and Management (11-Adult)*

Occupations! Clusten
* Accounting/ ¢ Compuler * Administrative » Service-

bookkeeping  operations/ supporis oriented
¢ information  prograrmming  secretara) markaling
processing  * Adminisirative ¢ Product- * Business
Support! orienied ownership/
clerical markeling managemeni

Orientation 1o Business,
Marketing and Management (9-10)*

* Business and Technology Concepts
* Keyboarding, Typewrilirg and Formalling

* Computer Concepts and Soflware Applications

Foundstional Preparation in
Business, Marketing and Management (X-8)*

* Communications * Technology Awareness

¢ Compulations/Mathemaltics ¢ MHuman Relations

* Elementary Keyboarding * Careers

‘Suggestec Grade Levels
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Name

ACTIVITY A-22: PREPARING FOR CAREERS IN BUSINESS WORKSHEET

Name of Occupation

Foundational Preparations Needed

Orientation Preparations Needed

Career Preparations Needed

What Level of Education will be Needed?

What Are the Major Reasons for Your Decisions?
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Name

ACTIVITY A-22: DISCUSSION QUESTIONS FOR PREPARING
FOR CAREERS IN BUSINESS

1. What types of tasks must workers do in this occupation?
2. What must they learn to do?
3. Where can they learn these tasks?
4, How long will it take to acquire these skills?
5. What options do people have in preparing for this occupation?
6. When does formal and informal learning stop in this

occupation?

7. What would be a career goal for someone in these
occupations?
8. What might they earn in wages and other benefits?

9. What are the hazards which come with the job?

10. What are the working conditions?
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Activity Name: Supply and Demand, GNP, Unemployment and A-23
Inflation in Business
Unit Objective 9

Suggested Use of Activity

Appropriate for students at all levels

Objectives of Activity

Upon completion of this activity, students will be able to
explain the concept of supply and demand, GNP, inflation and
unemployment and how these interact in our economy.

Facilities or Mater.als Needed

Supply and Demand Worksheet
Supply and Demand Case Study/Role-Play Situation
Pen/pencil

Description of Activity

Problem resolution and ethical issues arffecting business
decisions are receiving increasing emphasis across the country. This
case and role-play are to be used to get students to think about these
types of decisions and what alternative choices are available.

The teacher should bring several articles to class which discuss
supply and demand, unemployment, GNP and inflation in relation to
current business affairs. The teacher should ask students to explain
what each of these concepts means in relation to articles presented.
Students then should be given the Supply and Demand Worksheet to
complete as the teacher presents the information. Once this is
completed, the teacher should break the class into groups of three or
four and distribute the case study/role-play situation. Students
should read the case study and answer the attached questions. The
teacher should facilitate this activity by moving about the room and
checking on student progress. Once students have answered the
questions, the teacher should act as a facilitator in encouraging the
students to identify the problem and find a variety of solutions.
Students must utilize the six-step process listed below.

Define problem.

List facts about problem.

List all possible solutions.

Determine goal in solving problem.

Select solution(s) which best helps meet goal,
Implement and evaluate selected solution(s).
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These steps should be adhered to strictly s¢ that students can develop
a formal problem-solving process. The teacher should focus the
discussion around the following criteria for evaluating a problem-
solving or ethical decision.

Solution-Evaluation Criteria

1. Would you want this choice made if you were in the place of
the others in this situation? Why?

2. Would this choice be appropriate for you to make in other
similar situacions? Why?

3. Will this choice contribute to your oversll well-being as
well as to the well-being of the group or organization of
wvhich you are a part? How?

4. Would this choice be appropriate for everyone to make in

other similar situations? Why?

Does this choice solve a short-term problem? How?

Does this choice of action solve the problem over a long

time? How?

o

The teacher should act confidently in allowing students to
develop solutions which are different from his or her own. Once the
case study has been discussed, students should be given the role-play
situation. They should be allowed to evaluate and answer the attached
questions and then complete a possible scenario to conclude the
situation. The teacher will review these scenarios and then have
several students role-play these in class the following day. Students
should ro.e-play & variety of options in order to recognize and
understand for themselves the impact of their stated alternatives.
After each scenario is acted out, the teacher should use the problem-
solving process and the solution-evaluation criteria to have the
students think about the consequences of the various solutioms.

Teacher commitment to this type of approach is critical, or
student input will diminish and result in teacher lecture. The
teacher should also act as a facilitator of groups and/or individuals.
Giving students directions and independent work will not help them in
developing critical problem-solving and group-interaction skills.

The content of problem resolution and ethics discussions should
focus on individual and group assessment of all possible outcomes.
The problem should be examined several ways, depending upon the
motives of the individuals involved.

Additionally, the teacher may make case studies and role-play
situations of his or her own based on such situstions as:

1. cheating on the time clock
2. hiding from work
3. taking excessive breaks
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taking alcohol or drugs on the job
sexual harassmeat

nepotism in hiring
misrepresenting production

~N G

Suggested Length of Activity
Two 50-minute class geriods

Suggestions for Evaluation

The teacher may sssess students' written and oral evaluations
of the case study/role-play situation based on

1. Extent to which the students apply the evaluation criteria
to the case/role-play.

2. Extent to which students recognize the adequacy or inadequacy
of their solution relative to the evaluation criteris.

3. Extent to which students adequately complete worksheet.

The teacher can evaluate student interpersonal {nteraction as
demonstrated in the case study and role-play situation relative to:

. &ssertiveness skills
empathic listening
negotiation skills
risk-taking skills

S W N e
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Nane

ACTIVITY A-23: SUPPLY AND DEMAND WORKSHEET

DIRECTIONS: List three products/services which you have bought in the
last year. For each of these products/services, answer
the following questions.

QUESTIONS

1. What is the
current price?

PRODUCT 1 PRODUCT 2 PRODUCT 3

2. 1s it easy to find]
these in a8 store? |
|
3. 1Is the price or
supply affected
by the season?

4. Do fashion cycles
affect price and

supply?

5. What can you do to
ensure you find
one?

6. What can you do to
find the best
price availadble?

|
|
|
|
|
|
|
|
|
|
|
|
|
|
!
|
7. What effect does |
price have on i
demand? i

i

8. What effect does |
|

|

|

|

|

]

i

|

|

|

|

i

supply have on
price?

9. What effect does
supply have on
demand at a given
price?

10. What effect does
demand have on
supply at a given
price?

{1t
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Name

ACTIVITY A-23: SUPPLY AND DEMAND CASE STUDY/ROLE-PLAY SITUATION

You have $3,000 to buy a new/used car for yourself. You know
that the automakers have been selling a lot of new cars with very
reduced finance charges. New cars have been selling fasct. You would
like a brand new car, but you know it is best to buy a good used car
and stay out of debt. The problem you see facing you is that your
parents don't want you to buy one--period. You are sitting at the
dinner table, and they bring up your idea of buying & used car. They
keep telling you that, although you are eighteen and need
transportation to work, you don't need a car. Cars are so expensive!
From your background in economics you need to develop a response to
your parents' complaints about having a car.

1. Discussion Questions

8. What are the facts?
b. What {s the problem?
¢. What 1is your goal?

d. What are the various alternatives to solving this
problem?

e. Which alternative appears to meet your needs?

£f. What will be the result of your choice?

8. Who will benefit from this choice?

h. Who will be hurt because of this choice?

1. Will this be s long-term or short-term solution?

3. Who will be affected by this decision, and how will they
view this decision?

k. What 1if the solution does not work?

2. Write a concluding scenario for the situation listed above.
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Activity Name: Economic Decisions in Business A-24
Unit Objective 9

Suggested Use of Activity

Appropriate for students at all levels

Objectives of Activity

Upon completion of this activity, students will be able to
explain the concept of supply and demand and how it affects consumer
prices and product availability.

Facilities or Materials Needed

Economic Terms Worksheet
Economics Case Study/Role-Play Situation
Pen/pencil

Description of Activity

The tescher should bring several products to class which are
popular and unpopular or out-of-season. The teacher should ask
students what is the status of the products in relation to the
availability, price and demand for the procuct. Once this has been
completed, the teacher should hand out the Economic Term Worksheet.
The teascher should then lead students through an example product on
the worksheet. Students should complete the worksheet individually.
The teacher should move about the room and check progress of students
as they work on the assignment.

At this juncture the teacher should have students form small
groups and read the case study/role-play situation and answer the
attached questions. The teacher should facilitate this activity by
moving about the room and checking on student progress. Once students
have answered the questions, the teacher should act as 8 facilitator
in encouraging the students to identify the problem and find a variety
of solutions. Students must utilize the six-step process listed below.

Define problem.

List facts about problem.

List all possible solutions.

Determine goal in solving problem.

Select solution(s) which best helps meet goal.
Implement and evaluate selected solution(s).

[ BV N R VAR L B o

These steps should be adhered to strictly so that students can develop
a formal problem-solving process. The teacher should focus the
discussion eround the following criteria for evaluating a problem-
solving or ethical decision.
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Solution-Evaluation Criteria

1. Would you want this choice made if you were in the place of
the others in this situation? Why?

2. Would this choice be appropriate for you to make in other
similar situations? Why?

3. Will this choice contribute to your overall well-being as
well as to the well-being of the group or organization of
which you are a part? How?

4. Would this choice be appropriste for everyone to make in

other similar situations? Why?

Does this choice solve a short-term problem? How?

6. Does this choice of action solve the problem over a long
time? How?

wn

The teacher should act confidently in allowing students to
develop solutions which are different from his or her own. The
teacher will review these scenarios and then have several students
role-play these in class the following day. Students should role-play
a variety of options in order to recognize and understand for
themselves the impact of their stated alternatives. After each
scenario is acted out, the teacher should use the problem-solving
process and the solution-evaluation criteria to have students think
about the consequences of the various solutions.

Teacher commitment to this type of approach is critical, or
student input will diminish and result in teacher lecture. The
teacher should also act as a facilitator of groups and/or individuals.
Giving students directions and independent work will not help
them in developing critical problem-solving and group-intersction
skills.

The content of problem resolution and ethics discussions
should focus on individual and group assessment of all possible
outcomes. The problem should be exsmined several ways, depending
upon the motives of the individuals involved.

Suggested Length of Activity

Two or three 50-minute class periods

Suggestions for Evaluation

The teacher may assess students' written and oral evaluations
of the case study/role-play situation and worksheet based on

1. Extent to which the students apply the evaluation
criteria to the case study/role-play.
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2. Extent to which students recognize the adequacy or inadequacy
of thair solution relative to the evaluation criteria.
3. Extent to which students adequately complete workshset.

The teacher can evaluate student interpersonal interaction
as demonstrated in the case study and role-play relative to:

assertiveness skills
empathic listening
negotiation skills
risk-taking skills

PR SN
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Name

ACTIVITY A-24: ECONOMIC TERMS WORKSHEET

DIRECTIONS: Listed below sre basic economic terms. Listen to the
teacher's presentation and write in a description of
each. After the presentation, write & description of an
example which shows your understanding of these terms.

M En e e M e mr e EE e e T N N SN A e T MR e ST e O AN B GV R BT A SN GRS TP AN BN AL ML ML A MR G M ML EL eR f GE TP ML TD e S TP T G ML EE M M T M M A e A o e e

L T I S AP e S o S R MM AN M W oM T W M M e w B W W M R Y W o M M oA N W WA W e e e e

Supply and
Demand

Gross National]

. Product (GNP) |

Inflation

Unemployment

W SIS AR SEWmS SR SRS Gy TWRER WRGMY wAndn BEGTS THEW TewAs SMANN YERSY WM WA GRS WS Shelay Gy MG W W SR UMM WANTAY GG M Gaewe GUENER ANNReS GEMEE Sha
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Name

ACTIVITY A-24: ECONOMICS CASE STUDY/ROLE-PLAY SITUATICN

You are the personnel manager for Fork Motor Company. Your
company will be installing new robots which can veld auto parts
together. Putting robots to work should make your company more
efficient, productive and more prefitable. In the process,
the company will have to lay oft 2,000 workers who will no longer have
work to do. You know that this action will have an impact on the
local work force and the welding program at local community colleges
and high schools. You are a company representative to several civic
organizations. You have been in technology. You know that this move
will not be received by everyone in a favorable way. Considering
your understanding of supply, demand, pricing, GNP, inflation and
unemployment, what will you do to reduce the negative effects and
public image?

1. Discussion Questions

a. What are the facts?

b. What is the problem?

¢. What is your goal?

d. What are the various alternatives to solving this
problem?

e. Which alternative appears to meet your needs?

£. What will be the result of your choice?
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. Name

ACTIVITY A-24: ECONOMICS CASE STUDY/ROLE-PLAY SITUATION
(Continued)

8- Who will benefit from this choice?

h. Who will be hurt because of this choice?

i. will this be & long-term or short-term solution?

Jj. Who will be affected by this decision, and how will they
view this decision?

k. What if the solution does not work?

2. Vrite a concluding scenario for the situation 1{sted above.
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UNIT B: BUSINESS FINANCE

UNIT PLAN

Overview of Unit

In this unit students will develop an understanding of the role
of money in society, especially from a8 business perspective.
Financial institutions will be studied to understand the role they
play in the development of new businesses, as well as in the continued
support of existing businesses. Also studied will be the basics of
using credit, investment strategies and methods, and the role
insurance plays in supporting businesses in their efforts to make
profits.

Topical Outline of Unit

BUSINESS FINANCE

1. Money
a. Forms of money
b. Functions of money
c. Money in business
d. Financial statements

2. Financial Institutions
a. Categories
b The Federal Reserve System
c¢. Financial services
d Functions

3. Business Investment
Profits

. Common stock
Preferred stock
Bonds

Investment factors

I~ c T -

4., Business Credit

a. Credit

b. Sources

¢. Applying for credit
d Problems
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. 5. Business Insurance
8. Insurance principles
b. Uses
¢. Coverage
d. Cost

Unit Objectives

After completing the learning activities related to this unit,
students will be able to respond correctly to related test questions
with 80% accuracy. Specifically, students will be able to

1. Describe the forms and functions of money In the business
environment.

2. Identify, explain and complete an income statement.

3 Identify and describe commercial banks, other deposit
institutions, and other non-deposit institutions.

4. Describe the organization and the two major functions of
the Federal Reserve System.

5. Explain the services financial institutions offer and
how these assist businesses.

6. Describe how businesses use profits.

7. Describe the differences between common stock, preferred
stock and bonds in relation to how a business can acquire
capital.

' 8. Define what credit is and how a business can acquire it.

9. Explain the three factors to consider in acquiring

capital to operate a business.
10. Define what insurance is and why businesses use it,
11. Describe three types of business insurance.
12. Identify and be able to explore a career in business finance.

Instructional Strategies

This unit may be the most difficult material to grasp for the
young high school student. Yet, in many ways, it is ultimately
important in understanding the how and why of business operations.
The world of business finance, even at this introductory level, is
full of opportunities to provide students with 8 broader perspective
of how businesses start and continue to operate successfully. If
students have extreme difficulty with this materisl, It is wise to
narrow the focus. This does not mean, however, that the material
should be diluted to only consumer finance. The very basics of
business finance should be covered in relation to the operation of a
business.

This unit can be explored by using the activities and other
learning experiences. A trip to a financial institution can be a
meaningful experience for students since they very rarely see anything
other than a teller window. Inviting a representative from a
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financial institution to class to talk about money and how financial
institutions operate in relation to businesses is worthwhile. 1In the
inv 1'stment section, a guest speaker from a brokerage firm may be
helpful if the speaker does not speak over the heads of students. An
insurance agent or business owner/manager can also provide powerful
insights into business insurance and related costs. Overall, any
activity which can breathe life into this section is needed. Money
and finance are very abstract for even the most sophisticated young
high school student. This must be kept in mind at all times.

In any society where there is money, there tend to be unethical
people who seem to be able to acquire money illegally or through
inappropriate means. Current examples as well as the enclosed case
studies can help students analyze their values in relation to these
situations.

Teacher Resources for Unit

Although there are no secondary-level business finance textbooks,
the following books offer information related to the content of this
unit. Several commercially-prepared simulation activities and films
are available and are listed in the first section of this curriculum
guide.

Bollom, M. (1980). Units of Curriculum in Small Business.
Alexandria, Virginia: ERIC Document Reproduction Service,
#ED222004 CEO 36447.

Brown and Clow (1985). General Business: Our Business and Economic
World. Boston: Houghton Mifflin.

Clayton, D. (1981). Arkansas' Junior Executive Training Curriculum
Guide. Alexandria, VA: ERIC Document Reproduction Service,
#ED210492 CEO 30761.

Coleman and Clayton (1981). Personal and Family Financial
Management. Geneva, IL: Houghton Mifflin.
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SUGGESTED STUDENT ACTIVITIES

Activity Name: What is Money? B-1
Unit Objective 1

Suggested Use of Activity

Appropriate for all student academic levels
Objectives of Activity

Upon completion of this activity, students will be able to
explain what money is and the five basic characteristics of money.

Facilities or Equipment Needed

Money Worksheet
Pen/pencil

Description of Activity

The teacher should ask students to write an explanation of what
money is on the worksheet. The teacher should then lead a discussion
of the various responses. After this, students should write examples
for each of the characteristics listed on the worksheet (divisibility,
portability, durability, difficulty to counterfeit, and stability).
Once this is completed, students should explain why concrete, cars,
candy bars, books, etc., are not used as money.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher may review student worksheets as well as student
involvement during the discussiomns.
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. Name_

ACTIVITY B-1: MONEY WORKSHEET

What is money?

Provide examples of the following characteristics of money:

1. Divisibility

2. Portability

3. Durability

4. Stability

5. Difficulty to counterfeit

117

131




Business and Technology Concepts Unit B

ACTIVITY B-1: MONEY WORKSHEET
(TEACHER'S COPY)

What {s money?

Anything generally accepted as & means of paying for goods and
services.

Provide examples of the following characteristics of money:

1. Divisibility: ability to make change

2. Portability: ability to be carried easily

3, Durability: ability to be used a long time

4, Stability: ability to hold a relatively constant value over time

5. Difficulty to counterfeit: ability to withstand illegal copying
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Activity Name: The Functions of Money B-2
Unit Objective 1

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this sctivity, students will be able to
identify the three functions of money.

Facilities or Materials Needed

Functions of Money Worksheet
Pen/pencil

Description of Activity

The teacher conducts a review of what money is and what functions
it performs. Then students should be given the Functions of Money
Worksheet., Students should provide examples of what represents the
three functions of money. After this part of the worksheet is
completed, the teacher should lead a discussion of the various student
responses to the three functions. Students should then complete the
second part of the worksheet and determine which of the three
functions money {s serving in the stated activity and explsin why.

The teacher should then have the students explain their answers.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher may evaluate the responses on the worksheet as
well as give credit for participation in the discussion.
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Name

ACTIVITY B-2: FUNCTIONS OF MONEY WORKSHEET

Provide an example for each of the three functions of money:

1.

For each of the listed market activities, list whether money
would serve as » store of value (SV), medium of exchange (ME)
or measure of value (MV).

1. You see a pair of shoes priced at §50.

2. You have §3,000 in your savings account.

3. You go out and buy the pair of shoes.

4. The store manager puts the $50 in the store's checking
account.

5. You work 20 hours a week at $§5 per hour.

6. Your employer pays you $85 and withholds $§15 for
income tax.

7. Your employer sends the §15 to the IRS.

8. You want to buy a car selling for §1,000, but you know
that it is only worth $850.

9. You need gas money for the weekend so you open up your
Piggy bank and take out $20 in dimes.

10. Before you buy gas for the car, you compare the cost of
gas at three different gas stations.
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ACTIVITY B-2: TFUNCTIONS OF MONEY WORKSHEET
(TEACHER'S COPY)
Provide an example for each of the three functions of money:

1. Represents a store of value.

2. Serves as a medium of exchange.

N

3. Serves as a measure of wvalue.

For each of the listed market activities, list whether money
would serve as a store of value (SV), medium of exchange (ME)
or measure of value (MV).
1. You see a pair of shoes priced at §50. MV
. 2. You have §3,000 in your savings account. SV

3. You go out and buy the pair of shoes. ME

4. The store manager puts the $50 in the store's checking
account. SV

5. You work 20 hours a week at $5 per hour. MV

6. Your employer pays you $85 and withholds §15 for
income tax. ME

7. Your employer sends the §15 to the IRS. ME

8. You want to buy a car selling for §1,000, but you know
that it is only worth §$850. MV

9. You need gas money for the weekend so you open up your
piggy bank and take out $20 in dimes. SV

10. Before you buy gas for the car, you compare the cost of
gas at three different gas stations. MV
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Activity Name: Putting a Value on Various Goods B-3
Unit Objective 1

Suggested Use of Activity

This activity may be too difficult for students with limited
math ability.

Objectives of Activity

Upon completion of this activity, students will be abdle to
compute the exchange rate of different currencies in relation to
the U.S5. dollar.

Facilities or Materials Needed

Money Comparison Worksheet
Copiles of the Wall Street Jourmal
Pen/pencil

Description of Activity

The teacher should have the students list on the worksheet five
currencies other than the U.S. dollar. The teacher can then hand out
copies of the Wall Street Journal which have the current exchange .
rates for various currencies. Using the worksheet, students should
list five different products, state the approximate U.S. value, and
then state each product’'s value in the other currencies. After
students have completed this activity, the teacher should have
students provide examples of the foreign currency values of various
products.

The teacher will need to do three things

1. Using the Wall Street Journal, the teacher should try
locating several examples before having the students attempt
this activity.

2. During the completion of this activity, the teacher
should place a common formula on the chalkboard for
finding the various currency values for the products.

3, Circulating around the room, the teacher should assist
students in completing the math associated with this
activity.

Suggested Length of Activity

A 50-minute class period
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Suggestions for Evaluation

The teacher may evaluate the completeness of the worksheet
and the accuracy of the computations for the various exchange
rates.
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MONEY COMPARISON WORKSHEET

ACTIVITY B-3:
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Activity Name: Making Purchases Without Money B-4
Unit Objective 1

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
explain the way money assists the exchange process of goods and
services.

Facilities or Materials Needed

Group Bartering Activity Worksheet
Pen/pencil

Description of Activity

The teacher should first define what bartering is and how it
works. Next the teacher should divide the students into small groups
or into pairs. Groups or pairs are designated either as Group 1 or
Group 2. Neither Group 1 nor 2 has any money, but they do have the
following to trade:

Group 1 has the following food products (all are new).

10 dozen each of oranges, apples, and eggs
15 boxes of cereal
50 1bs. of hamburger
25 1bs. of sirloin stesk
60 gallons of milk
100 cans of soda
1l dozen candy bars
25 1bs. of potatoes

@ NN W

Group 2 has the following clothes (all are new and are for
men or women).

25 dress shirts

15 pairs of slacks
3 winter coats

5 spring coats

5 pairs of shoes
15 pairs of socks
4 hats
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Group 1 is in need of clothes, and Group 2 is in need of food.
Have the two groups trade with one and another for what each feels it
needs to survive 6§ months. Each group should obtain products in at
least 6 categories.

The teacher should allow the groups to barter for up to 10
minutes. Students should then complete the activity sheet. Once the
activity sheet is completed, the teacher should lead a discussion of
what problems the groups had in acquiring the items they needed, as
well as the successes they had in bartering.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher may review the quality of the bdbartering activity
and the discussion which follows.
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Name

ACTIVITY B-4: GROUP BARTERING ACTIVITY WORKSHEET
GROUP 1

Group 1 has the following food products (all are new).

10 dozen each of oranges, apples, and eggs
15 boxes of cereal
50 1bs. of hamburger meat
25 1bs. of sirloin steak
60 gallons of milk
100 cans of soda
1 dozen candy bars
25 1lbs. of potatoes

W~ VSN

You need 6 months' supply of clothes and food. The other group has
clothes items which it may be willing to exchange for food. You are
to barter with them until you are satisfied. When bartering is
completed, answer the following questions.

. 1. VWhat was the problem with bartering?

2. How well did your group do with this activity?

J. VWhat are the benefits of bartering?

4. Do you think you will ever have to barter? For what
type of products or services will you barter?

([ 14
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Name

ACTIVITY B-4: GROUP BARTERING ACTIVITY WORKSHEET
GROUP 2

Group 2 has the following clothes (sll are new and are for
men or women):

25 dress shirts
15 pairs of slacks
3 winter coats
5 spring coats
5 pairs of shoes
15 pairs of socks
4 hats

SNSawm P W

You need 6 month's supply of clothes and food. The other group has
food items which it may be willing to exchange for clothes. You are
to barter with them until you are satisfied. When bdbartering is
completed, answer the following questions.

1. What was the problem with bartering? .

2. How well did your group do with this activity?
3. What are the benefits of bartering?

4. Do you think you will ever have to barter? For what type of
products or services will you barter?

0 B
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Activity Name: Develop an Income Statement Showing Revenue, B-5
Expenses, Gross Profit and Net Profit
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels
Objectives of Activity

Upon completion of this activity, students will be able to
prepare an income statement accurately showing revenue, expenses,

gross profit and net profit.

Facilities or Materials Needed

Business Fina'.cial Data Worksheet
Pen/pencil and paper

Description of Activity

The teacher should review the concepts of profits, sales and
expenses (refer to Activity A-1 and Activity A-2) and should then hand
out Business Financial Data Worksheet. Then the students should use
the financial data on the worksheet to complete an income ststement on
a separate sheet of paper. The teacher should circulate through the
classroom checking students' progress and providing assistance.

Suggested Length of Activity

A 50 minute class period

Suggestions for Evaluation

The student's grade will be determined by the accuracy in
which he/she computes the correct amount of net profit. Neatness,
format and legibility should be emphasized.
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ACTIVITY B-5: BUSINESS FINANCIAL DATA WORKSHEET

DIRECTIONS: Using proper form and penmanship, prepare an income
statement for the Foodlocker.

Foodlocker Revenue

Cash Sales $§ 90,129.00
Credit Card Sales 151,740.00
Vending Machine Sales 216.35

Operating Expenses

Newspaper Advertising 3,117.00
Radio Advertising 540.00
Direct Mail Advertising 1,875.00
TV Advertising 2,195.00
Supplies 900.00
Rent 7,800.00
Electricity 1,041.00
Telephone 819.00
Gas 2,218.00
Water 361.00
Employee Wages 71,086.00
Bad Debts 3,700.00
Interest on loans 1,910.00

Cost of Merchandise Sold $ 87,243.00
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ACTIVITY B-5: BUSINESS FINANCIAL DATA WORKSHEET
(TEACHER'S COPY)

DIRECTIONS: Using proper form and penmanship, prepare an income
statement for the Foodlocker.

FOODLOCKER
Income Statement
For Period Ended (Current Date)

Revenue:

Cash Sales $ 90,129.00

Credit Card Sales 151,740.00

Vending Machine Sales 216.35
Total Revenue $242,085.35
Cost of Merchandise Sold 87,243.00
Gross Profit on Sales 154,842.35
Operating Expenses:

Newspaper Adverti..ng 3,117.00

Radio Advertising 540.00

Direct Mail Advertising 1,875.00

TV Advertising 2,195.00

. Supplies 900.00

Rent 7,800.00

Electricity 1,041.00

Telephone 819.00

Gas 2,218.00

Water 361.00

Employee Wages 71,086.00

Bad Debts 3,700.00

Interest on Loans 1,910.00

Total Operating Expenses 97,562.00
Net Profit $ 57,280.35

131




Business and Technology Concepts Unit B

Activity Name: Ethicel Issues Which Affect Business Risk B-6
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will understand
how ethical issues can impact the profitability and survival of a
business.

Facilities or Materials Needed

Ethicel Issues Case Study
Ethical Issues Role Play Situation
Pen/pencil

Description of Activity

Problem resolution and ethical issues affecting business
decisions are receiving increasing emphasis across the country.
This case and role-play are to be used to get the students to think
about these types of decisions and what alternative choices are
available.

The teacher should introduce this lesson by presenting a current
newspaper or magazine artricle about a business problem/ethical 1issue
concerning business risk. The basic facts should be presented as well
as what was or might be the outcome of the situation. At this
juncture the teacher should have students form small groups and read
the case study and answer the attached questions. The teacher should
facilitate this activity by moving about the room and checking on
student progress. Once students hsve answered the questions, the
teacher should act as a facilitator in encouraging the students to
identify the problem and find a variety of solutions. Students must
utilize the six-step process listed below.

Define problem.

List facts about problem.

List all possible solutioms.

Determine goal in solving problem.

Select solution(s) which bast helps meet goal.
Implement and evaluate selected solution(s).

AWV S WwWN -

These steps should be adhered to strictly so that students can
develop a formal problem-solving process. The teacher should
focus the discussion around the following criteria for evaluating
a8 problem-solving or ethical decision.
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Solution-Evaluation Criteria

1. Would you want this choice made if you were in the place of
the others in this situation? Why?

2. Would this choice be appropriate for you to make in other
similar situations? Why?

3. Will this choice contribute to your overall well-being as
well as to the well-being of the group or organization of
which you are a part? How?

4. Would this choice be appropriate for everyone to make in

other similar situations? Why?

Does this choice solve a short-term problem? How?

Does this choice of action solve the problem over a long

time? How?

[+ R ¥ ]

The teacher should act confidently in allowing students to
develop solutions which are different from his or her own. Once the
case study has been discussed, students should be given the role-play
situation. They should be allowed to evaluate and answer the attached
questions and then complete a possible scenario tv conclude the
situvation. The teacher will review these scenarios and then have
several students role-play these in class the following day. Students
should role-play a variety of options in order to recognize and
understand for themselves the impact of their stated altermatives.
After each scenario i{s acted out, the teacher should use the problem-
solving process and the solution-evaluation criteria to have the
students think about the consequences of the various solutions.

Teacher coraitment to this type of approach is critical, or
student input will diminish and result in teacher lecture. The
teacher should also act as a facilitator of groups and/or individuals.
Giving students directions and independent work will not help them in
developing critical problem-solving and group-interaction skills.

The content of problem resolution and ethics discussions should
focus on individual and group assessment of all possible outcomes.
The problem should be examined several ways, depending upon the
motives of the individuals involved.

Suggested Length of Activity

Two 50-minute class periods

Suggestions for Fvaluation

The teacher may assess students' written and oral evaluations
of the case study and role-play situation based on

1. Extent to which students apply the evaluation criteria to the
case/role-play.
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2. Extent to which students recognize the adequacy or inadequacy
of their solution relative to the evaluation criteria.

The teacher can evaluate student interpersonal interaction as
demonstrated in the case study and role-play situation relative to:

assertiveness skills
empathic listening
negotiation skills
risk-taking skills
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Name

ACTIVITY B-6: ETHICAL ISSUES CASE STUDY

You are starting a restaurant business with a friend. In the
process of organizing the business, your partner signs & contract with
an insurance agent for insurance coverage for the business and the
building. The two of you own the building and the business jointly
and wvill share squally in the profit and loss. After you have been
open for several months, you happen to call the insurance agent and
find out that you are drastically underinsured. You are upset but
don't show this emotion to the insurance sgent. What will you do?

1. What are the facts?

2. What is the real problem?

3. What {s your gosl?

4. What are the various alternatives to solving the problem?

5. Which alternative meets your needs?

6. What will be the result of this alternative?

7. Who will benefit from this alternative?

8. Who will be hurt by this alternative?

9. Wwill this be a long-term or short-term solution?

10. What will you do if this alternative does not work?

135 1
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Nane

ACTIVITY B-6: ETHICAL ISSUES ROLE-PLAY SITUATION

vou have become aware that your partner has been renting out the
lower level of your restaurant to a band for their practice sessions
You open the restaurant in the morning and leave in the late afternoon
so you have never seen the band come and practice. You call your
partner on the phone and discuss the situation and decide what to do.

1. What sre the facts?

2. What is the real problem?

3. What is your goal?

4. What are the various alternatives to solving the  roblem?

5. Which alternative meets your needs?

6. What will be the result of this alternative?

7. Who will benefit from this alternative?

8. Who will be hurt by this alternative?

9. Will this be a long-term or short-term solution?

10. Wwhat will you do if this alternative does not work?

Write a concluding scenszto which describes the phone
conversation between the partners about the risks involved with having
a band practice in the lower level of the restaurant after business
hours.

136



Business and Technology Concepts Unit B

Activity Name: Financial Institutions: Banks and Other B-7
Institutions
Unit Objective 3J

Suggested Use of Activity

Appropriate for all student academic levels
Objectives of Activity

Upon completion of this activity, students will be able to
1ist and describe four different common financial insticutions.

Facilities or Materials Needed
Pen/pencil and paper

Description of Activity

The teacher should introduce this activity by asking students
1f they have a savings account. For those students who respond,
the teacher should =sk them where their savings account is
located. The teacher can make 8 )ist of these on the chalkboard.
The teacher should have the students take out a sheet of notebook
paper so that they can take notes which describe the basic
differences between the different institutions (national bank,
state bank, credit union and savings and loan).

Once the students have completed taking notes on the charac-
teristics of the four different types of institutions, the teacher
should ask the students why there are different institutions and
what may have caused the differences to develop.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher should evaluate the completeness of the student
notes. The teacher can also quiz the students over the wvarious
characteristics at a later date.
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Activity Name: Shopping for Savings Accounts B-8
Unit Objective 3

Suggested Use of Activity
Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
1ist different interest rates offered on different types of
savings plans offered by various financial institutions.

Facilities or Materials Needed

Savings Account Worksheet
Pen/pencil and paper

Description of Activity

The teacher should introduce this activity by asking students if
they have a savings account. For those students who respond, the
teacher should ask them what the current interest rate is on their
particular account. The teacher can make a8 list of these on the
chalkboard. The teacher should illustrate the differences and
similarities between rates. Once this has been completed, the teacher
can then provide the students with the worksheet. The teacher should
read the case situation which introduces the worksheet. Then the
students should be told that they will have to contact four savings
institutions to gather the needed information (national bank, state
bank, credit union and savings and loan). The following accounts
should be investigated for a national bank, state bank, credit union
and savings and loan.

1. Passbook account
2. Money Market account
3 NOW account

The teacher should allow one or two days outside of class to
complete this assignment.

After the students have had time to gather the needed
information, the teacher should again put a chart on the chalkboard to
{1lustrate the differences and similarities between interest rates on
the different bank accounts. The teacher should then lead a
discussion of the questions on the worksheet.

Suggested Length of Activity

A 50-minute class period split between two sessions
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Suggestions for Evaluation

The teacher should evaluate the completeness of the worksheet, as
well as the quality of the responses to the questions. Participation
in the discussions can also be considered in the evaluation process.
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Name

ACTIVITY B-8: SAVINGS ACCOUNT WORKSHEET

You have just received a letter from a very close and rich
relative. The letter states that you will receive §5,000, but you
cannot spend it. Before you can get the money, you need to develop a
savings program which will help you with your education. Your
relative wants you to investigate the interest rates which are being
offered by a national bank, state bank, credit union and savings
and loan for the accounts listed below.

ACCOUNT NATIONAL STATE CREDIT SAVINGS
TYPE BANK BANK UNION & LOAN
------------------------- BT EEE LR EEES RAhhh i il It
PASSBOOK ACCOUNT i | |

| | |

| I |
------------------------- I e il Rl el
MONEY MARKET ACCOUNT | | i

. - m e w  omom-

Your relative wants you to answer the following questions before
you are to call back in two days.

1. Which institution and account had the highest interest rate?

2. Which i{nstitution and account had the lowest interest rate?

3. Are there any special requirements in having any of the
accounts?

4. In which account would you invest?

1{,&




Business and Technology Concepts Unit B

ACTIVITY B-8: SAVINGS ACCOUNT WORKSHEET
(Continued)

5. How much money would you have at the end of one year in
this account it you deposited all §5,000?

6. Are there better ways of making interest than a savings
account?

R

141




Business and Technology Concepts Unit B

Activity Name: The Federal Reserve System and Its Activities B-9
Unit Objective 4

Suggested Use of Activity

Some of the material in this activity may be too advanced for
some students, especiaslly terms such as discount rate and government
securities. The teacher should consider the ability of the students
before discussing too deeply the role of the FED and its operations.
For this reason, it is highly recomme:ded to acquire free use of the
FED films and materisls.

Objectives of Activity

Upon completion of this activity, students will be able to
describe the organization and the two main activities of the Federal
Reserve System.

Facilities or Materials Needed

Film and/or other free materials from the Federal Reserve System
Pen/pencil and paper

Description of Activity

The teacher should explain that between 1929 and 1940 there was
a tremendous bank system failure in the United States called the
Dapression. The Federal Reserve System was developed, along with
other measures, to prevent this from happening again. The teacher
si.iculd then use materials from the FED to illustrate the FED's
organization and its role in our banking system. Upon completing this
basic understanding of the system, the teacher should quiz the
students on the important concepts and then go on to the next learning
activity.

The Federal Reserve System

Operates a system of banks.

Operates check clearinghouses.

Sells government securities and bonds.
Buys government securities and bonds.
Incresses reserve requirement.
Decreases reserve requirement.
Increases the discount rate.

Decreases the discount rate.

W~ Wk

Suggested Length of Activity

A 50-minute class period
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. Suggestions for Evaluation

The teacher may evaluate the completed Federal Reserve System's
learning activity materials.
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Activity Name: Following the Path of a Check B-10
Unit Objective &

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
describe the role the Federal Reserve System plays in clearing a
personal or business check.

Facilities or Materials Needed

Check Clearing Worksheet
Construction Paper
Pen/pencil and paper

Description of Activity

The teacher should explain how checks are written and endorsed.
The teacher should then explain the role that the Federal Reserve
System plays in clearing personal or business checks from one area of
the country to another. A map should be shown of the various Federal
Reserve Districts throughout the country. The teacher should describe
at least two examples of checks clearing through Federal Reserve
System banks to transfer payment from one bank to another. Each
student should then select one of the problems from the worksheet and
create a check (using construction paper) to pay for the item in the
problem. The student should explain in writing what happens to the
check from the time it is mailed to the time it becomes canceled. All
of the endorsements that would appear on the back of the check should
be included.

Suggested Length of Activity
A 50 -minute class period

Suggestions for Evaluation

The teacher should evaluate the correctness of the check-clearing
process for each student's chosen problem.

It
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Name

ACTIVITY B-10: CHECK CLEARING WORKSHEET

Select one of the problems listed below and write a check to
cover the cost of the item purchased. Then with the help of the
Federal Reserve System map, indicate on the worksheet to what other
banks the check will go. Each time the check goes through a bank,
vwrite an endorsement on the back of the check.

1. You want to purchase a §15-import walkman AM/FM cassette
through a catalog based in San Francisco, Californis.

2. You see an advertisement on late-night TV showing a
great gag gift you wanc to give to a friend. It costs
$35. You need to send a check to Gags Unlimited of
Miami, Florida.

3. It is getting near Christmas and you want to buy your
mother something special. You look through several of
your mother's favorite catalogs and f£ind a kitchen
utensil which you want to get her. It costs $50. You
need to send a check to Kitchens Plus of Boston,
Massachusetts,

4. Your parents are away on vacation and you have been teld
to write all the checks for the monthly bills. You didn't
know it took so long to pay all the bills. You are down
to the last one. It is for $500 to Smith Company of
Chicago, lllinois.
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ACTIVITY B-10: CHECK CLEARING WORKSHEET
(TEACHER'S COPY)

Select one of the problems listed below and write & check to
cover the cost of the item purchased. Then with the help of the
Federal Reserve System map, indicate on the worksheet to vhat other
banks the check will go. Each time the check goes through a bank,
vrite an endorsement on the back of the check.

1. You want to purchase a $35-import walkman AM/FM cassctte
through a catalog based in San Framcisco, California.

Clearing: San Francisco bank, FRB of Chicago, local bank

Endorsements: Cruises Unlimited, San Franci{sco bank, FRB of
Chicago, local bank

2. You see an advertisement on late-night TV showing a
great gag gift you want to give to s friend. It costs
§35. You need to send a check to Gags Unlimited of
Miami, Florida.

Clearing: Miami bank, FRB of Chicago, local bank.

Endorsements: Cags Unlimited, Miam{ bank, FRB of Chicago,
local bank.

3, It is getting near Christmes sand you want to buy
your mother something special. You look through several
of your mother's favorite catalogs snd find a kitchen
utensil which you want to get her. It costs $50. You
need to send 8 check to Kitchens Plus of Boston,
Masasachusetts.

Clearing: Boston bank, FRB of Chicago, local bank.

Endorsements: Kitchens Plus, Boston bank, FRB of Chicago,
local bank.

1t
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ACTIVITY B10: CHECK CLEARING WORKSHEET
(TEACHER'S COPY)
(Continued)

4. Your parents are away on vacation and you have been told
to write all the checks for the monthly bills. You
didn't know it took so long o pay for all the bills.
You are down to the last one. It is for §500 to Smith
Company of Chicago, Illinois.

Clearing: Chicago bank, FRB of Chicago, local bank.

Endorsements: Smith Company, FRB of Chicago, local bank.
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Activity Name: Exploring Banking Services B-11
Unit Objective 5

Suggested Use of Activity

Appropriste for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
identify and explain five banking services.

Facilities or Materials Needed

Banking Services Worksheet
Magazines

Newspapers

Pen/pencil and paper

Description of Activity

The teacher should explain that a bank is a business. Its main
purpose is to make a profit. The way a bank makes money is to
encourage people to put money into the bank and to lend part of that
money to different people or businesses for appropriate uses. 1In
doing this banks offer various services. For the items 1listed on the
worksheet, students should first decide if money is being put in or
taken out of the bank; secondly, students should find an advertisement
for each of the services listed.

Demand deposits

Time deposits

Auto 1- “ns

Home ey.ity loans

Consumer loans

Electronic transfer of funds
Payroll service

Certified checks

Business loans

O RSN

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teacher should evaluate the students' identification of
banking services on the worksheet and appropriate banking
adverti{sements.

I3
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Name

ACTIVITY B-11: BANKING SERVICES WORKSHEET

For each of the banking services listed below, indicate whether
money 1s going into the bank or going out of the bank.

1. Demand deposits

2. Time deposits

3. Auto loans

4. Home equity loans

5. Consumer loans

6. Electronic transfer of funds

7. Yayroll service

8. Certified checks

. 9. Business loans

For each of these services, find a newspaper or magazine
advertisement which highlights that service.

Why are these services important to businesses?

P4y
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ACTIVITY B-11: BANKING SERVICES WORKSHEET
(TEACHER'S COPY)

For each of the banking services listed below, indicate whether
money is going into the bank or going out of the bank.

1. Demand deposits: in

2. Time deposits: in

3. Auto loans: out

4, Home equity loans: out

5. Consumer loans: out

6. Electromic transfer of funds: in/out

7. Payroll service: in

8. Certified checks: out

9, Business loans: out

For each of these services, find a newspaper or magazine
advertisement which highlights that service.

Why are these services important to businesses?

[ 1y
g,
L
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Activity Name: Calculating "Lemonade Stand™ Profits B-12
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
calculate how a business determines how much gross profit and net
profit it makes during a given financial time period.

Facilities or Materials Needed

Calculating Profit Worksheet
Pen/pencil

Description of Activity

The teacher should first explain to the students the difference
between gross and net profit. Using the chalkboard, the teacher should
explain the following formula

. Sales
Cost of Goods Sold

= Gross Profit
Other Expenses

= Net Profit

Students should then be given the worksheet. After the students
have completed the worksheet, some time might be spent analyzing some
of the general trends of their business and also exploring ways to
improve the profitability of their company. This can be accomplished
by discussing the questions at the end of the worksheet.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The teaclier may evaluate the accuracy of students' calculations
and responses 2o the questions at the end of the worksheet.

. 16~
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Name

ACTIVITY B-12: CALCULATING PROFIT WORKSHEET

You are the owner of a "lemonade Stand" that is operated in the
cafeteria at the local high school. Here are the results of your
business operations over the following periods of time.

(Calculate the Gross profit and Net profit for each time period)

Month 1 Sold 5,000 cups of lemonade at $0.25 per glass.
Cost of each cup was $0.11.
Advertising expense was $125.
Salary expense was $§75.

1st quarter Sold 21,000 cups of lemonade at $0.27 per glass.
Cost of each cup was §0.12.
Advertising expense was $425.
Salary expense was $325.

1/2 year Sold 51,234 cups of lemonade at $0.30 per glass.
Cost of each cup was $0.15 per glass,
Advertising expense was $1,250.
Salary expense was $751.

1 year Sold 111,452 cups of lemonade at $0.34 per glass.
Cost of each cup was $0.17.
Advertising expense was $3,915.
Salary expense was $1,451.

1. What were the main reasons you did not make more profit?

2. What could you do t& improve your profit position next year?

3. What outside factors could enhance or destroy your business?

1619
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ACTIVITY B-12: CALCULATING PROFIT WORKSHEET
(TEACHER'S COPY)

You are the owner of a "Lemonade Stand”™ that is operated in the
cafeteria at their local high school. Here are the results of your
business operations over the following periods of time:

(Calculate the Gross profit and Net profit for each time period)

Month 1 Sold 5,000 cups of lemonade at $0.25 per glass.
Cost of each cup was $0.11.
Advertising expense was $125.
Salary expense was $§75.

Gross Profit = §1,250 - 550 = $700

Net Profit = §700 - (125 + 75) = §500

lst quarter Sold 21,000 cups of lemonade at $0.27 per glass.
Cost of each cup was §0.12.
Advertising expense was $425.
Salary expense was $325.

Gross Profit = $5,670 - 2,520 = §3,150
Net Profit = §3,150 - (425 + 325) = §$2,400
1/2 year Sold 51,234 cups of lemonade at $0.30 per glass.
Cost of each cup was §0.15.
Advertising expense was $1,250.
Salary expense was $751.
Gross Profit = §15,370.20 - 7,685.10 = §7,685.10

Net Profit = §7,685.10 - (1,250 + 751) = §5,684.10
1 year Sold 111,452 cups of lemonade at $0.34 per glass.

Cost of each cup was §0.17.

*dvertising expense was $3,915.

alary expense was $1,451.

sross Profit = $37,893.68 - 18,946.84 =~ $18,946.84

Net Profit = $18,946.84 - (3,915 + 1,451)= $13,580.84
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Activity Name: What To Do with All Those Profits? B-13
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
describe three alternatives available to businesses when making
decisions regarding the use of profits.

Facilities or Materials Needed

Using Profits Wisely Worksheet
Pen/pencil

Description of Activity

In the previous activity students calculated the profits of their
very own "Lemonade Stand."” The teacher should identify and describe
some of the alternatives that businesses have when deciding what to
do with their profits. The teacher should focus on the goals and
objectives of the business and how profits can meet these goals. Some
of the uses of profits include:

research and development

savings

investment

purchasing nev equipment

distributing profits to employees
expanding business

paying off business loan

making physical improvements to building
hiring more employees

owner's personal use

O O WO PN

|

The students should then write a detailed explanation of how they
would use their business profits in using each of the 10 alternatives.
For example, they could use their profits to set up another "lemonade
stand” at another local high school in the area. Or they could use
the profits to invent 8 new "lo-calorie, high energy" lemonade
product. The students can then present their ideas to the rest of the
class for feedback and discussion.

Suggested Length of Activity

A 50-minute class period
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Suggestions fox Evaluation

The teacher should evaluate the completeness of the students'
responses to the ten alternatives available. The teacher may want to
quiz students over the use of profits at a later date for review

purposes.

155 !
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Name

Unit B

ACTIVITY B-13: USING PROFITS WISELY WORKSHEET

What are you going to do with the profits you made from your
"Lemonade Stand”"? Describe how you would use your profits for each of
the alternatives listed below.

1.

10.

Research and development

Savings

Investment

Purchasing new equipment

Distributing to employees

Expansion

Pay off bt iness loan

Make physical improvements to building

Hire more employees

Owner's personal use
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Activity Name: Ethical Considerations Concerning B-14
Profit Distribution
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to
understand ethical considerations which may influence the manner
in which profits are used.

Facilities or Materials Needed

Ethical Issues Case Study
Ethical Issues Role-Play Situation
Pen/pencil

Description of Activity

Ethical issues affecting business decisions are receiving
increasing emphasis across the country. This case and role-play are
to be used to get students to think about these types of decisions and
what alternative choices are available.

The teacher should introduce this lesson by presenting a current
nevspaper or magazine article about an ethical issue concerning
business profits. The basic facts should be presented as well as what
was or might be the outcouz of the situation. At this juncture the
teacher should have the students read the case study and answer the
attached questions. Once students have answered the questions, the
teacher should act as a facilitator in encouraging the students to
identify the problem and find a variety of solutions. The teacher
should fozus on the six-step process listed below.

Define problem,

List facts about problem.

List all possible solutions.

Determine goal in solving prodblem.

Select solution(s) which best helps meet goal.
Implement and evaluate selected solution(s).

O ) N

These steps should te adhered to strictly so that students can
develop a formal problem-solving process. The teacher should focus
the discussion sround the following criteria for evaluating a problem-
solving or ethical decision. The teacher should act confidently in
allowing students to develop solutions which are different from his or
her own. Students should be allowed to e\ .luate and role-play a
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variety of options in order to recognize and understand the impact of
their stated alternatives. Teacher commitment to this type of
approach is critical, or student input will diminish and result in
teacher lecture. The te<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>