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	Business and Administrative Services, Finance and Marketing

	Course Name
	Business Foundations

	Description
	This is the first course for the Business and Administrative Services, Finance and Marketing career fields. It introduces students to specializations within the three career fields. Students will obtain knowledge and skills in fundamental business activities. They will acquire knowledge of business processes, economics and business relationships. Students will use technology to synthesize and share business information. Employability skills, leadership and communications and personal financial literacy will be addressed.

	Unit 1
	The Economic Environment
Students will examine fundamental economic concepts, including economic goods and services, types of economic resources, economic systems, and supply and demand. 

	Outcome
	1.6	Business Literacy: Develop foundational skills and knowledge in entrepreneurship, financial literacy and business operations.

	Competencies
	1.6.7	Identify the effect of supply and demand on products and services.

	Outcome
	2.2	Economic Principles: Relate principles and concepts of applied economics to business models, business activities and organizational goal achievement.

	[bookmark: AH_CS2]Competencies
	2.2.1	Describe the concepts of economic goods and services, economics and economic activities (i.e., production, distribution, exchange, consumption and circular flow of income model).
2.2.2	Explain types of economic resources, competition and economic systems (e.g., traditional, command, market), the systems’ characteristics, their advantages and disadvantages and impact on business.
2.2.4	Determine economic utilities created by business activities (e.g., time, place, possession, form or task).

	Instructional Strategies
Students should develop a short report in which they discuss how a change in utility, the market, and/or various economic activities could affect the overall supply and demand of a particular product or service.  In the report, they should also explain the impact of supply and demand on the product or service, its pricing, and its production.

Divide the class into groups of two or three. Each group should research the different economic systems and then create a visual continuum of economic systems on poster board or on the computer. The continuum should range from traditional systems on one end to command economies at the other end. Assign six to eight countries with different economic systems to each group. Each group should plot each of its assigned countries along the continuum and explain, in two sentences or less, reasons for the country’s particular location on the continuum. 
	Instructional Resources
AmosWEB
http://www.amosweb.com/cgi-bin/awb_nav.pl?s=awb
AmosWEB contains a glossary of economic terms, an encyclopedia of economics, and other resources that use simple, fun examples to explain complicated economic concepts.



EcEdWeb
http://ecedweb.unomaha.edu/lessons/lessons6-12.cfm
Developed by the Center for Economic Education at the University of Nebraska at Omaha, this website offers a wide variety of lesson plans for different economic concepts and ability levels.

Economic Class Notes
http://www.socialstudieshelp.com/Economics_Class_Page.htm
At this site, the Social Studies Help Center, teachers and students can access detailed notes and explanations of micro- and macro-economics topics.

Land and Freedom Lessons
http://www.landandfreedom.org/econ/
Developed by the non-profit Henry George School of Social Science, Land and Freedom provides free resources and lesson plans for teaching economics.
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	Unit 2
	The Push and Pull of Business
Students will examine types of businesses, the advantages and risks of each, business models and the impact of business on the community.

	Outcome
	1.6	Business Literacy: Develop foundational skills and knowledge in entrepreneurship, financial literacy and business operations.

	Competencies
	1.6.4	Identify types of businesses, ownership, and entities (i.e., individual proprietorships, partnerships, corporations, cooperatives, public, private, profit, not-for-profit).

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.1	Explain the reasons that businesses and organizations exist and their role in society, and describe types of business models.

	Outcome
	2.2	Economic Principles: Relate principles and concepts of applied economics to business models, business activities and organizational goal achievement.

	Competencies
	2.2.5	Determine types of business risks (e.g., pure, speculative, natural, human, economic).
2.2.6	Distinguish between gross and net profit, identify factors affecting a business’s profit (e.g., demand, chance, pricing, expenses, costs, the economy), and recognize controllable and non-controllable expenses.
2.2.7	Determine the relationship between government and business, identify government agencies that facilitate trade, and describe the impact of government regulations on business activities.
2.2.9	Explain the concept of productivity, how it is measured and its importance to business.




	Instructional Strategies
Students should use a graphic organizer to identify and describe each type of business, including the financial advantages and risks of each. Then, each student should select one local business that has had a significant impact (positive or negative) on the community. S/He should research the business and write a short report detailing the company’s business model, products and services that the business offers, the business’s level of productivity, how many members of the community are employed by the business, expenses that the business has, any tax breaks that the business enjoys, the business’s philanthropic activities, etc.

	Instructional Resources
AmosWEB
http://www.amosweb.com/cgi-bin/awb_nav.pl?s=awb
AmosWEB contains a glossary of economic terms, an encyclopedia of economics, and other resources that use simple, fun examples to explain complicated economic concepts.

Business Owner’s Toolkit—Start Up
http://www.bizfilings.com/toolkit/sbg/startup.aspx
The Business Owner’s Toolkit contains free information and resources about starting, running, and growing a business. Articles in the Start Up section of the Toolkit are especially helpful when studying types of businesses, ownership and entities.

The Concise Encyclopedia of Economics
http://www.econlib.org/library/CEE.html
The free Concise Encyclopedia of Economics, provided by the private educational foundation Liberty Fund, Inc., features definitions and explanations of economic terms and concepts.
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	Unit 3
	Business Activities
Students will examine the roles and responsibilities of different business activities and determine the relationships among these activities.

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.3	Describe types of business activities, or functions (e.g., accounting, finance, human resources management, information management, marketing, operations, sales and strategic management); the interactions among business functions, or activities; and the differences in implementation that occur in big versus small business.
2.1.5	Describe the need for and role of accounting and finance (e.g., understanding accounting treatment, verifying information, analyzing variances, guiding decision-making), and explain how they interact with and impact other business activities or functions.
2.1.6 	Explain the role and function of human resources management, describe its interactions with other functional areas, and identify its contributions to an organization.
2.1.8	Describe marketing’s role and function in business and its contributions to overall business strategy. 
2.1.12	Explain the nature of management and levels of management (e.g., front line, middle management, executive).

	Instructional Strategies
Give students an organizational chart showing key business functions (e.g., accounting and finance, human resources management, and marketing).  Students should write a job description for the manager of each function, describe or analyze how each department affects one another, and label the organizational chart to identify the levels of management and relationship between departments.
	Instructional Resources
Business Owner’s Toolkit 
http://www.bizfilings.com/toolkit/index.aspx
The Business Owner’s Toolkit contains free information and resources about starting, running, and growing a business. Articles in the Finance, Marketing and Office and HR sections are especially useful when studying the different business activities.



Free Management Library
http://managementhelp.org/
This site contains free articles about a variety of different business topics, including different business activities (e.g., marketing, management, human resources management, etc.). Can be translated into 58 different languages.

Reference for Business
http://www.referenceforbusiness.com/
Reference for Business is a free website containing multiple business encyclopedias, business biographies, sample business plans, and a guide to American industries. The Encyclopedia of Small Business and Encyclopedia of Business contain comprehensive overviews of the business activities.
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	Unit 4
	Information Management and Technology
Students will examine information management and the impact of technology on business activities. They will utilize presentation software to present their findings.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.3	Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
1.2.5	Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended audience and purpose.
1.2.6	Use proper grammar and expression in all aspects of communication.

	Outcome
	1.4	Knowledge Management and Information Technology: Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share information in business operations.

	Competencies
	1.4.2	Select and use software applications to locate, record, analyze and present information (e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search engines).

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.7	Explain the nature and scope of information management and its contributions to business operations.
2.1.13	Identify ways that technology impacts business activities.

	Instructional Strategies
Students should work individually or in groups to develop a slide presentation describing ways in which technology impacts business activities, the nature and scope of information management, and information management’s contributions to business operations. Students should demonstrate proper verbal and non-verbal communication skills during their presentations.
	Instructional Resources
Business Technology Simplified
http://www.sba.gov/tools/sba-learning-center/training/business-technology-simplified
This online course, developed by the U.S. Small Business Administration, covers basic technology tools used by small business owners to run their businesses more efficiently.

The Technology of Business
http://www.bbc.com/news/business-11428889
This site, developed by the BBC, contains recent examples and case studies of technology used in different types of businesses and industries.
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	Unit 5
	The Changing Business Environment
Students will examine forces driving business change in their community.

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.2	Describe the business changes that are occurring in response to the external environment in which businesses operate.
2.1.4	Explain forces that are driving business changes (e.g., globalization, consumer demand, government policies, political climate, diversity, spending trends, industry structure changes) and how organizations are adapting to today’s business environment (e.g., proactive management, competitive aggression, innovative management, agile management, organizational learning, market orientation, slack resources).
2.1.10	Describe connections among business ethics, actions and results (e.g., influencing consumer behavior, gaining market share).

	Outcome
	2.3	International Business: Relate factors impacting international business to internal business operations, practices and strategies.

	Competencies
	2.3.1	Describe the global environment in which businesses operate, identify leading economies, and explain how the global environment impacts a business’s overall global strategy.

	Outcome
	2.4	Business Processes: Relate business process design to organizational structure and organizational goal achievement.

	Competencies
	2.4.2	Identify types of business processes, their purposes (e.g., added customer value, increased efficiencies), their characteristics, their components (e.g., events, activities, decision points, metrics) and their interrelationships.

	Outcome
	3.2	Relationship Management: Apply techniques and strategies to develop, maintain and grow positive relationships with employees, peers and stakeholders.

	Competencies
	3.2.8	Describe the nature of organizational culture and its impact on business, and interpret and adapt to a business’s culture.

	Instructional Strategies
Divide the class into groups of two to four students each. Each group should contact a local business owner or manager and interview him/her about factors affecting her/his business, including globalization, government policies, political climate, ethical dilemmas, process management, etc. The students should find out how the business, its culture and its processes have changed in response to these different factors and phenomena. Students should develop a flow chart for one of the company’s processes.  When finished, each group should present its findings to the class.
	Instructional Resources
Factors and Trends Affecting Business
https://sites.google.com/site/sblbusinessbtecl2yr10/home/btec-level-2-2013/the-business-model/unit-1/factors-and-trends-affecting-business
Developed by an instructor at a secondary school in England, this site contains a mini project about forces driving change in the business environment. Individual student tasks and templates are provided.

Free Management Library—Business Ethics and Social Responsibility
http://managementhelp.org/businessethics/index.htm
The Free Management Library’s section on business ethics discusses the basics of business ethics as well as how to resolve ethical dilemmas and make ethical decisions.

Business Ethics
http://www.scu.edu/ethics/practicing/focusareas/business/
The Markkula Center for Applied Ethics at Santa Clara University has identified free online articles, MOOCs, videos and cases about business ethics.

An Introduction to Business Cultures
http://www.open.edu/openlearn/money-management/management/business-studies/introduction-business-cultures/content-section-0
This free online course, provided by the Open University, highlights factors influencing a business’s culture. Contains multiple readings and activities.





Understanding Globalization
http://www.open.edu/openlearn/money-management/management/understanding-globalisation
This introductory-level podcast details the impact of globalization on business and economic activities.
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	Unit 6
	Careers in Business
Students will examine careers in business, marketing and finance; determine the education and skills necessary for those careers; and develop a plan for reaching career goals.

	Outcome
	1.1	Employability Skills: Develop career awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse business settings.

	Competencies
	1.1.1	Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2	Identify the scope of career opportunities and the requirements for education, training, certification, licensure, and experience.
1.1.3	Develop a career plan that reflects career interests, pathways, and secondary and postsecondary options.
1.1.6	Explain the importance of work ethic, accountability, and responsibility and demonstrate associated behaviors in fulfilling personal, community and workplace roles.
1.1.11	Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.10	Use interpersonal skills to provide group leadership, promote collaboration, and work in a team.

	Instructional Strategies
Each student should identify and conduct research on a career that he or she would like to pursue. Students should detail the education and skills required to succeed in that career, compare their current skills to the skills needed for job success, and develop a plan for gaining the education and skills needed to be successful in their chosen career.
	Instructional Resources
Career Explorer
http://www.careerexplorer.net/
At the Career Explorer website, students can take a career aptitude test, read about careers that interest them and watch videos of the careers in action.



CareerOneStop
http://www.careeronestop.org/ 
Sponsored by the U.S. Department of Labor, this extensive website provides tools and resources that enable users to explore career options and trends, conduct self-assessments, watch career-related videos and much more.

My Next Move
http://www.mynextmove.org/
At My Next Move, students can learn more about their career options. The site details the tasks, skills and salary information for hundreds of different careers. Sponsored by the U.S. Department of Labor.

Ohio Means Jobs
https://jobseeker.ohiomeansjobs.monster.com/Seeker.aspx
Students can use the Ohio Means Jobs system to explore career opportunities, labor market projections and educational options.
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	Unit 7
	Managing Your Money
Students will examine services provided by different financial institutions; assess the benefits and pitfalls of credit; and develop a personal budget.

	Outcome
	1.9	Financial Management:  Use financial tools, strategies and systems to develop, monitor, and control the use of financial resources to ensure personal and business financial well-being.

	Competencies
	1.9.1	Create, analyze, and interpret financial documents (e.g., budgets, income statements).
1.9.2	Identify tax obligations.
1.9.3	Review and summarize savings, investment strategies and purchasing options (e.g., cash, lease, finance, stocks, bonds).
1.9.4	Identify credit types and their uses in order to establish credit.
1.9.5	Identify ways to avoid or correct debt problems.
1.9.6	Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access to loans.
1.9.7	Review and summarize categories (types) of insurance and identify how insurances can reduce financial risk.
1.9.8	Identify income sources and expenditures.
1.9.9	Compare and contrast different banking services available through financial institutions.

	Instructional Strategies
Students should identify different financial institutions and the services that the institutions offer; examine types of insurance, including coverage, premiums, copays, etc.; and create a monthly budget incorporating income and expenses (e.g., utilities, groceries, insurance, etc.).  

Develop a savings and investment plan that includes options for purchasing/leasing a car.  Describe the advantages and disadvantages of investing in stocks and bonds.

Develop a credit-card webquest that requires students to research the difference between making the minimum monthly payment and paying a credit card off in full each month; the impact of a borrower’s credit score on the interest rate that the borrower is required to pay; and the pros and cons of multiple credit cards, including interest rates, discounts, calculation methods, grace periods, fees and penalties, etc.  Discuss the impact of the use of multiple credit cards on credit rating and explain the process to recover from bad credit.
	Instructional Resources
Banzai
http://teachbanzai.com/ 
Interactive Life Scenarios™ help students understand the importance of managing their personal finances. Students learn about budgeting, using credit cards, managing cash, paying bills, etc. Also includes supplemental resources and discussion points for teachers.


Building Wealth
http://www.dallasfed.org/microsites/cd/wealth/index.html
At the Building Wealth website, teachers and students can access free interactive lessons and assessments focusing on financial literacy. Provided by the Federal Reserve Bank of Dallas.

The Mint
http://www.themint.org/
TheMint.org website is a great free resource for teachers and students. Teachers can access lesson planning ideas, while students can play interactive financial-literacy games. Furnished by Northwestern Mutual.

My Classroom Economy
http://www.myclassroomeconomy.org/home.html
Developed by the Vanguard Group, this website offers free lesson plans and handouts for teaching personal financial responsibility in an engaging, experiential manner.

Practical Money Skills
http://www.practicalmoneyskills.com/index.php
At Practical Money Skills, teachers can access free lesson plans, educational games, videos and much more that focus on personal financial literacy. Developed by Visa.
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	Unit 8
	Social Media, Business and You
Students will determine the appropriate use of multiple social media tools and examine the impact of social media on a business professional’s personal brand.

	Outcome
	3.4	Social Media Communications: Apply tools, strategies and processes to plan, create, implement, monitor and evaluate social media communications to support corporate brand and strategy.

	Competencies
	3.4.1	Describe the impact of a person’s social media brand on the achievement of organizational goals.
3.4.2	Compare and contrast the use of social media for personal and business purposes.

	Instructional Strategies
Students should examine multiple social media tools, such as Facebook, LinkedIn, Pinterest, Twitter, etc. and determine the overall purpose/intent of each site. Each student should then create a flip book containing information about the different social media tools—one site per page. Students should identify the overall purpose/intent of each site, explain whether the site is intended for personal and/or business use, and discuss how an individual would use the site differently than a business would.

Divide the class into groups of three students each. Each group should conduct research online to locate a current article or primary source document highlighting the impact of social media on a business professional’s brand. After reviewing the document or article, the group should determine whether social media positively or negatively impacted that individual’s brand. Each group should give a brief presentation to the class, explaining the article or document and how social media impacted the person’s brand.

	Instructional Resources
How to Craft a Social Media Policy for Your Small Business
http://www.sba.gov/blogs/how-craft-social-media-policy-your-small-business
Provided by the U.S. Small Business Administration, this article highlights considerations in developing a social media policy, along with examples of high-quality social media policies.

Social Media and Employment Law
http://www.americanbar.org/content/dam/aba/events/labor_law/2013/04/aba_national_symposiumontechnologyinlaboremploymentlaw/10_socialmedia.authcheckdam.pdf
Although this report was developed for attorneys who advise U.S. employers on social media usage, it contains a good deal of information that is useful in teaching students about the impact of employees’ social media usage on employers, as well as the use of social media for business-related purposes.
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	Unit 9
	Building Customer Relationships
Students will examine the importance of proper employee behavior to quality customer relations and business success.

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.9	Explain factors that motivate customers, clients and businesses to buy and actions employees can take to achieve the company’s desired results.

	Outcome
	3.1	Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow positive internal and external customer, or client, relationships.

	Competencies
	3.1.1	Explain the nature of positive customer or client relations and their role in keeping customers, and describe the importance of meeting and exceeding customer expectations.

	Instructional Strategies
Arrange a field trip to a business so that students can observe employees interacting with customers or clients. While on the field trip, students should complete a “treasure hunt” or checklist of appropriate customer-service related behavior that they witness. Following the field trip, lead the class in a discussion of differences and likenesses among the behavior that they witnessed, appropriate school behavior, and appropriate home behavior.   Discuss the costs to the business of poor customer service and the advantages of exceeding customer expectations.
	Instructional Resources
Customer Service 
http://www.sba.gov/tools/sba-learning-center/training/customer-service
This free, self-paced tutorial from the U.S. Small Business Administration introduces the concept of customer service and its impact on a business.

Customer Service Lesson Plan
http://www.cteonline.org/portal/default/Curriculum/Viewer/Curriculum?action=2&view=viewer&cmobjid=231209
This comprehensive lesson plan addresses customer service and good customer service techniques. Includes role plays, handouts, lecture notes, a slideshow presentation, a video and multiple forms of assessment.


Managing Customers
http://www.knowthis.com/managing-customers
This online tutorial addresses the importance of customers and customer relationship management in business success.
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