Students should be
able to definite the
truths about
communication

Computer Writing
and Organization

What are surpluse
words?

Writing in the
“You” throughout
leters and memos
And e-mail.

usage (Ex. Flaming,
netiquette, etc.)
Full Block Letter
Modified Block
Letter

AMS Simplified
Letters

Styles of Writing

Ending on a Positive
Note

Correcting a bad letter
that is harsh because
of its directness
Reviewing Case
Illustrations

Thanks You’s when
necessary

Follow-Up Letter
Questions to be
handled during an
interview

Searching Classified
Ads

Occopational
Outlook Handbook

and the role it plays
in the workplace
(good work ethics),
Report Writing

an orientation
manual to be used
in the workplace.
Students will also
be able to have a
title page, table of
contents and
prefix of neeed
reports.

you listen and
gather directions?
Body Language
Non-Verbal
Communications.

Correct format of
their paragraphs
also within their
documents.
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time. Students
need to leave with
a well-developed
portfolio including
different styles of
letters, college
bound or job
bound papers,
many papers used
for resources in
and out of the
office




Assessment
Evidence of
learning

Assessment ?’s
Critical Thinking
Questions
Organizational
Review

Proper and
Professional
Communication
Modeled and
Exhibited

Assessment ?’s
Critical Thinking
Continuation of
Proper and
Professional
Communication
Modeled and
Exhibited

Assessment ?’s
Critical Thinking
Correct format for
all letter styles.
Correct format for
all memorandum
styles.

Knowledge and
proper use of e-
mails and instant
messaging.

Assessment ?'s
Critical Thinking
Writing a Strategic
Plan

How to Present
Bad News

Always end with a
positive note
Keyboarding
Correct Letter
Styles

Creating and
Making of Thank
You’s

Assessment ?’'s
Critical Thinking
Creation of
Portfolio to
Include Letters of
Recommendation,
Resume, Letters of
Application, Follow
Up Letter,

Job Lead Form,
Copies of
Classified Ads,
Occupational
Search, Etc

Assessment ?'s
Critical Thinking
Decision Making in
the Workplace
Analysis,
Different Styles
Report,

Business
Invesitigation
Report, and
Samples of
Business Writings
using concise and
descriptive
business jargon.

Assessment ?'s
Critical Thinking
Long Formal
Report Including
all necessary parts
of a report.
Orientation
Manual for a
fictitious business
that the students
have created.
(Group —
Cooperative
Learning)

Assessment ?’s
Critical Thinking
Class Participation
With the above-
Mentioned class
exercises.

Assessment ?'s
Critical Thinking
Class Participation
With the above-
Mentioned class
exercises.

Assessment ?'s
Critical Thinking
Portfolio

Final Exam

Resources
Text

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples

Basic Business
Communicaton
Internet
Microsoft Word
Samples
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