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PREFACE

This curriculum was developed for the praspective
college bound student that is interested in a career in
some area of Bﬁsiness Administration. The program is ex-
perience orientated to give the students an idea of and
information on the differenf areas -in the field of busi-
ness. In summary, the program is a college preparatory
program in the area of Business Administration.

The authors of the curriculum gratefully thank a ‘
very qualified and helpful advisory cogmittee. A list of

the a%yisors is on the following page.
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tziament of the Problen.

in this modern age of vast technological chanae and advancement,
a broad based vocational program, which prepares students for the
muiti-facets of vocational employment has been provided. Just as it
was necessary to provide a broad based vocational education program
- to satisfactorily prepare all students for the multitude of vocations,
it 1s becoming obvious that present college preparatory programs can-
not prepare students for the large number of available postsecondary
education programs. A need exists to offer eleventh and twelfth grade
students a diversity of pre-postsecondary programs to prepare them for
entrance into postsecondary-education. — -

Some member schools of Joint Vocational School Districts are not
able to offer a comprehensive college preparatory program for their
students. If no comprehensive college preparatory programs are offer-
ed, the postsecondary bound student in some cases finds himself attend-
ing nigh school for a minimal number of hours each day during the eleventh
and twelfth years. This student's ability and talent is not challenged
or developed by experiences in a pre-postsecondary area of his choice.

The joint vocational schools of Ohio have resources in business
laboratories, business instructional personnel and media centers which
are not presently available to home high school students considering:
postsecondary education. : .

It is felt that the development of a variety of pre-postsecondary
programs in the Joint Vocational School Districts which would include
those subjects required for high school graduation and postsecondary
institution entrance would enhance the career education training for
these postsecondary bound students. .

The problem is to develop a pre-postsecondary high school curriculum
in Business Administration for students of the eleventh and twelfth grades.




II. Statement of Philosophy.

The present college preparatory programs are too general to * ‘
prepare students for the large number of available specialized post- :
s2condary education programs. A need exists to offer eleventh and
w2ifth grade students a diversity of secondary programs to prepare
ihem for entrance into post-secondary education. The Business Admin-
istration Program for students of the eleventh and twelfth grades is
& means to help prepare the students to gain experience in anumber
o7 these specialized Business occupational areas.

Throughout our nation there is a cry for relevance in education
and loading campuses with uncommitted youth injures the development
of the best professional educational efforts. By Business Administra-
tion students receiving a rather comprehensive view of what is involved -~
in the different fields of Business Administration, they can enter
their chosen area of study knowing in what direqtﬁon they want to go.

Pre Post-secondary Education i$ not in itself a discipline but
involves various disciplines developed into a program pattern built
around the student's goal rather than -goals on an educational disci-
pline. The program would be so structured as to integrate the
knowledge required from the disciplines as a part of the total block
of time along with instruction in the technical knowledge and skills )
of the Business Administration areas. ' T

Business Administration for high school students in the eleventh
and twelfth grade will be an experienced centered program designed to
meet a need for exploration toward a 1ifetime career and a program that
is educationally relevant. It will extend the opportunity for post-
secondary bound students to investigate post-secondary educational
programs prior to the time that they must make a choice of a particular
post-secondary educational program. It will also be built around
technical knowledge, math, work habits, and attitudes. Thus, they will
be youth who know why they are in college and know where they are going.

Through the cooperative effort of the joint vocational school
district and the technical college, high school eleventh and twelfth
grade students may be extended the opportunity ndt now available for
them to have secondary educational experiences in classrooms and labora-
tories which are generally available only in more populated centers
with a greater student base.

Most of the high schools of Ohio are identified as comprehensive
high schools yet there are almost no truly comprehensive high schools
since there are none that provide an opportunity for the majority of
youth to reach their goals. This being the case, the Business Administra-
tion program would help the high school provide a means by which more
students could reach their goals.

The Business Administration program will be offered to eleventh and
tw2l7th graders as a two year pre-professional program. Students who
are stimulated to a goal beyond their educational achievement, but within
theair.native ability, will have the opportunity to work towards that goal
without regard to the Carnegie units which have controlled our educational
system. :

Q "4"
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IT. Statement of Philosophy (Continued)

‘ Thzse students will go d1rect1y from the pre- professmna] program of
Businass Administration into the professional schools in our colleges
and universities without the usual last two years of uUpper 1eve1 high
sc"ool programs imposed upon them.

- By ofrer1ng the exploratory Business Administration Program on
tre eleventh and twelfth grade Tevel, the students will be prepared to
anter college with a basic background in ‘Business Administration know-
ing the direction they are going, thus being ahead of the other 'Stu-
dents entering the Business Administration area in collegel:




III.

- r

Occupational Areas. ' L o

Within the world of work, there exist many possibilities for

er development. Having considered the Dictionary of Occupational
'es (D.0.T.) and an advisory committee, three broad occupational
as have been identified. These areas encompass most careers, so
t regardless of the procedure used to implement the exploration
crogram, there will be a maximum student and teacher involvement.
ine focus is on broad areas in the beginning, leading to narrowing
choices, until finally, through decision making and consultation,
some well defined career possibilities are determined by the students
for postsecondary training. : '

Areas may be deleted, added, or modified, as the local situation
demands, however, for our purposes three broad occupational areas
have been identified, including sub-sections for more specific
occupational experience.

Jorier




‘ ITI. OQccupational Areas | ' D.0.T.
A. Administrative Specialization
1. Accountants and Auditors - 160.000 ’
a. Accountant 160.188
b. Accountant, Budget v 160.188
c. Accountant, Cost 160.188
d. Accountant, Systems 160.188
e. Accountant, Tax - 160.188
f. Credit Analyst 160.288
g. Estimator 160.288
2. Budget and Management Analysis 161.000
a. Budget Officer | 161.118
b. Union time - Study Man 161.118
c. Clerical Technician 161.268
3. Purchasing Management 162.000
a. Adﬁinistrétor,-Contract and Order : 162.118
b. Broker : 162.158 T
c. Buyer 162.158 -
’ » d. Commission Man | 162.158
e. Purchasing Agent 162.158
f. Purchase - Price Analyst : 162.188
4. Sales and Distribution Management , 163.000
a. Manager, Contracts 163.118
b. Manager, Promotion 163.118
c. Manager, Sales A 163.118
d. Spare - Parts Field Representative 163.158
e. Manager, Utility Sales and Service 163.168
5. Advert}sing Management 164.000
a. Advertising Assistant 164.068
b. Manager, Advertising 164.118
c. Director, Merchandising Display , 164.168
6. Public Relations Management 165.000
a. Public Relations Man - ~ 165.068
b. Lobbyist - 165.118
c. Director, Tourist : 165.168

@ i0




ITI. Occupational Areas (Continued)

7.

Personnel and Training Administration

a. Job Analyst

b. Director, Safety

c. Director, Industrial Relations

d.  Manager, Personnel ,

e. Benefits and Service Records Supervisor
f. Supervisor, Training '

g. Director, Sales Education

h. Employee Operations Examiner

i. Employment Interviewer

Inspectors and Invest1gators

a. Manager, Credit and Co]]ect1ons
b. Safety Man™

¢. Insurance Examiner

d. Safety and Sanitary Inspector
e. Safety Inspector

f. Claim Examiner

Occupations 1n Adm1n15trat1ve Spec1a11zat1ons,
n e C.

a. Labor Re]ations Specialist

b. Salary and Wage Administrator
c. Administrative Assistant

d. Manager, Office

e. Interviewer and Claims Adjustor

Managers and Officials

1.

Construction Industry Managers and Officials

a. Superintendent, Construction
b. Construction, Inspector

Manufacturing Industry Managers and Officials
a. Manager, Branch . A
b. Production Super1ntendent

¢. General Foreman -

Transportation, Communication, and Utilities
Industry Managers and Officials

a. Director, Public Serivce
b. Import-Export Agent

c. Dispatcher, Chiaef

d. Maintenance Supervisor
e. Manager, Traffic N
f. Manager, tlarehouse

g. Manager,-Material

~h.” Superintendent, Transportation

i.  Transportation. - Maintenance Foreman

-8- 11

D.0.T.
166.000

© 166.088

166.118
166.118
166.118
166.168
166.228
166.228
166.268
166.268

168.000

168.168
168.168
168.268
168,268
168.284
168.288

169.000

169.118
169.118
169.168
169.168
169.168

182.000

182.168
182.287

183.000
183.118
183.118

183.168 -

184,000

184.118

184.118
184.1768
184,168
184.168
184.168
184.168
184.168
184,168




I11. . Occqgational Areas (Continued) . D.0.T.
I 4. Wholesale and Retail Trade Managers and Officials 185.000

a.’ Manager, Merchandise 185.168
b. Manager, Parts. 185.168
c. Manager, Store 185.168
d. Service Manager 185.168
e. Yholesaler 185,168

5. Finance, Insurance and Real Estate Manaqer a
and Officials 186.000
a. Manager, Financial Institutiohv 186.118
b. Manager, Insurance . 186.118
c. Property Manager 186.118
d. Real Estate Ayent ‘ 186.118
e. Trust Officer 186.118
f. Manager, Safe Deposits o : 186.138
g. Manager, Apartment House ‘ ‘ 186.168
'h. Manager, Housing Project 186.168..
i. Reserve Officer 186.168
j. Supervisor, Credit Union 186.168

- k. Loan Officer : 186.288
6. Service Industry Managers and Officials | 187.000
' N a. Director, Community Organization (nonprofit) 187.118
P : b. Manager, Hotel - Motel . 187.118
, c. 'Superintendent, Institution - 187.118
d. Superintendent, Recreation ] 187.118
° - e. Manager, Restaurant L 187.168
f. Manager, Theater ’ 187.168
< 7+ Public Administration Managers and Officials 188.000
' a. Commissioner, Conservation of Resources 188.118
b. Commissioner, Public Works . : 188.118
@, Manager, City 188.118
d. Welfare Director ' 188.118
e. Postmaster : 183.168
- f. Revenue Agent _ v 188.168

8. Miscellaneous Managers and Officials, n.e.c. 189.000
a. Manager, Industrial Organization 189.118
b. President 189.118
c. Vice President 189.118
d.. Security Officer 189.168
e. Manager Trainee ‘ © 189.168
f. Field Representative 139.268

C. Hiscellaneous Professional, Technical, and Managerial

‘ Occupations

1. Agents and Appraisers - 191.000

a. Business Agent 12 - 191.118




ITI. Occupational Areas (Continued)

b.

c.
d.
e

Right-of-Way Agent
Service Representative
Credit Analyst
Appraiser, Real Estate

13
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191.118
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191.268
191.287

‘.




Iv.

Prog

i)

H.

ram Objectives.

To offer a two-/ear curriculum which will prov1de 22.5
hours per week of pre-postsecondary instruction in the
field of Business Administration for high school students
in the eleventh and twelfth year level which would be
compatible with high school graduation and possess ex-
Dar1°nce centered instruction related to postsecondary
education achievement of a para -professional or profession-
ai goai. E -
To provide the resources in business laborateries, business
instructional personnél, and media centers of the joint
vocational schools of Ohio to students planning postsecon-
dary education Business. Administration.

To provide the opportunity for postsecondary bound students
to investigate postsecondary educational programs prior to
the time that they must make a choice or a particular.post-
secondary educational program.

To provide a program to broaden the experiences of students
interested in postsecondary education in Business Administra-
tion.

To provide an experienced centered program with a strong pur-
pose and well fixed reason for learning so the student can
develop goals and reach the goals through pre-postsecondary
education.

To provide the student with a meaningful and beneficial al-

ternative to the general college preparatory courses offered
in secondary education.

To provide a program in Business Administration which will =~
allow the student to learn by building on what he knows and

put into practice what he has learned.

To give the student a beneficial goal and direction when he
enters postsecondary education.

14
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V. Content

The following contents were based on 36 weeks of instruction and
22 1/2 ﬁours per'week, including about 4 1/2 hours for'éxperience
orianced work (éore axperience oriented wérk should be provided when-
ever possible).

The content shows the areas to be covered and does not indicate
the order of presentation. The block program approach should be used
not the subject approach. 1Include the areas of sthdvahen it is

¢

appropriate within the prog;am. Also, the content and time allocations
are guidelines and should be adjusted to meet the nees of the students
and to the availability of experience opportunities in the community.

The work experiences have been suggested in the program implementa-
tion section of the course content; but, the teacher should not be
limited to these only. Additional experience areas are listed under
resources and materials.

The use of visual aids should be used whenever possible, including
extensive use of practice sets,’éames, role playing, and simulations.
- Some possible sources of teachi?g aids are also listed under the section

. . RESEAY
on resources and materials. N\

-12-
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®

nNo

W)
.

10.
11.
12.

13.

14.

Resources and Materials

Local Library

. Publishing Companies : .

F1lms txtension Media Center - University of California :
Berkeley, California 94720

Chamber of Commerce
Local service and professional organizations

Film Library - Kent State University
Kent, Ohio

The Guide to S1mu1at1ons/Games for Education and Training
Information Resources, Inc
P. 0. Box 417
Lexington, Massachusetts
Manufacturers of office equipment

Banks - Loan Department, Trust Department Savings and Checking
Departments

Credit Agencies

Insurance - Life, Fire, Auto, Liability, etc., Adjuster

Government Agencies - Internal Revenue, Post Office, Social
Security, Unemployment, Environmental
Protection Agency, City Offices, County
Offices

Manufacturing Firm - Production, Materials Management, Purchasing
Departments, Sales Department, Shipping and
Receiving, Accounting, Personnel, Payroll
Data Processing

Public Utilities - Phone Company, Gas and/or Electric Company

16
-13-




Resources and Materials (continued)

15. Miscellaneous - Public Accounting Firm, Lawyer, Court, Better
o Business Bureau, Real Estate Agent, Appraiser,
v Stock Broker, Advertising Agency, Hospital,
Transportation (dispatcher), Construction
Company, Retail outlet, Wholesale and/or
Distributer, Labor Union, Military Recruiters,
etc. .

-14-




INTRODUCTION TO BUSINESS
o (72 hours) .

‘ DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES

To davelop an understanding
of the nature of business
and how business fits into

To provide information
on the development of
business, its enviorn-

scciety; how business is
organized.

BEHAVIORAL OBJECTIVES

The students will be
able to identify the
basic freedoms of
capitalism.

The student will be

~able to see the re-

lationship of capital
and risk to profit.

ACTIVITIES

Have the students
review and discuss
the basic freedoms of
capitalism: private
enterprise, private
property, and free-
dom of choice.

Have the students

illustrate how '

capital is used to

generate profit in-
..cluding the elements.
- of risk involved.

-15-
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ment, and the social
aspects of business so
that the student will
understand his position
in the business enviorn
ment.

PROGRAM IMPLEMENTATION

Have examples and
illustrations of the
basic freedoms of
capitalism.




INTRODUCTION TO BUSINESS ‘ ~

(72 hours)
DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES '
BEHAVICRAL OBJECTIVES ACTIVITIES PROGRAM- TMPLEMENTATION
The student will be Have the students
able to understand report on examples
the concept of : of specialization
specialization and and mass production.
mass production.
The student”will be Have the students
able to understand review and discuss ; "
the industrial revelou- the industrial re- .
tion and its affect on veloution.
business and the workers.
The student will be Have the students Have some examples of
able to compare and compare various organization charts and
list advantages and ' types of businesses, arrange for a trip to a
disadvantages of list advantages and business to observe !
different types of disadvantages, and management activities.
business organiza- draw organizational
tions. He will be charts. Visit a
able to identify business to observe i
some general manage- some management .
ment activities. activities. Have

“the students list
these activities and
discuss them.

19
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INTRODUCTION TO BUSINESS

(77 hours)
. DEVELCPMENTAL OBJECTIVES PROGRAM OBJECTIVES
~ BEHAYIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION

The student will be
able to understand
how businesses market
their products and
services.

The student will
understand how pro-
duction takes place
and the management
of materials.

Have the students
listen to guest
speakers on pricing,
transportation, ad-
vertising, whole-

- saling and retailing.

"Visit a wholesale
outlet and a retail
store.

Have the students
observe and discuss
production and mater-
ials management.

Have the students re-
port, discuss, and
draw a flow of mer-
chandise from its

raw material to a
finished product in
the hands of the con-
sumer.

20
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Arrange for guest
speakers and arrange
for field trips to a

wholesale outlet and

a retail store.

Arrange for field
© trips to a business
to observe production

and materials manage-

ment.




DEVELOPMENTAL OBJECTIVES

INTRODUCTION TO BUSIMESS

(72 hours)

To develop an understand of
the human side of business
and to view problems of
people and how business

~m

gifects people and the

enviornment, .
v

BEHAVIORAL OBJECTIVES

The student will be
able to understand
vhat is involved in
selecting an employee
and the training of
an employee.

ACTIVITIES

Have the- students
observe the activi-
ties of a personnel
department. Have
the students out-
line a possible
training program.

Listen to a speaker
on the role of the
union in business.

21
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PROGRAM OBJECTIVES ‘

To provide information
on the personnel side
of the business organi-
zation and to show the .
students how‘they will
fit into and/or will be
affected by the business.

PROGRAM IMPLEMENATION

Arrange for a visit to
a personnel department.
Have various samples of
employment applications
and tests available.
Have some policy books
from various companies
available as well as
job descriptions.

Contact a union leader
as a guest speaker on
the role of the union
business.




INTRODUCTION TO BUSINESS

(72 hours)

" ' DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES
BEHAJEGRAL OBJECTIVES -ACTIVITIES " PROGRAM IMPLEMENTATION
® The student will be Have the students

able to organize and design a company
- cdtegorize guidelines policy bdoklet

which will show human which will indi-

relations policy with- cate guide]inei.*p |
in a business organiza- foster better an '
“tion. relations within their

company. Hopefully
have them also design
an evaluation system
to see how it would

work.
The student will be Have the students
able to characterize Ybrainstorm" on
the different roles developing better
of management, unskil- human relations with-
led 1abor, union Teader- in business.
ship, etc., in human
relations situations. -
‘ Have thé students

“Tist the various

jobs or departments
within a company.
Have them describe
the duties of each
and explain what
important part it

has in making profits
for a company.

Have students join Encourage students to

a Junior Achievement join Junior Achievement.
Company and contribute

in different ways to it.

" Have the students ex-
plore the differences
between a successful
and unsuccessful com-
pany or business.

Have the students role
play management, skilled .
. labor, unskilled labor,
union leadership in a
panel discussion of the
topic of "Human Relations
In Business". '

-19- 22




INTRODUCTION TO BUSINESS
(72 hours)

yan
2

DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES .

To develop an understanding

of the finance of business,
risks involved in business,

To provide financial infor
mation including stocks,
bonds, bank loans, and

and insurance against loss. insurance.

ACTIVITIES

-BEHAVIORAL OBJECTIVES PROGRAM IMPLEMENTATION
©a |
Have the students
simulate the financ-
ing of a small busi-
- ness operation and
develop financial
policies.

The student will be

able to report on how to
finance a business. He will
understand financial prob-
lems and policies. He will
be able to discuss how sec-
urity markets operate.

Have them listen to
a financial director
or a local business.

Arrange for a financial
director to speak to stu-
dents.

0 ' Introduce the students Have the Wall Street
: to the Wall Street Journal available.
Journal and stock
indexes from news- .
papers.

-20-




INTRODUCTION TO BUSINESS

(72 hours)
'. DEVELGPMENTAL OBJECTIVES PROGRAM OBJECTIVES
BEHAYIORAL 0BJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be Have the student - Arrange for speakers
able to report on the hear from various - from various insurance
benefits of insurance, representatives of companies.
its purposes, and costs. insurance companies |

so they can learn to
put insurance to
work for themselves.

Have the students list
damages to a car after
an accident, get
appraisals for getting
it fixed, and determine
the costs of insurance.
Have students indicate
reasons and/or benefits
of insurance.

| | 24
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BUSINESS MATH

DEVELOPMENTAL OBJECTIVES

To develop an understanding
of the fundamentals of math
and mathematical applica-

tions to business problems.

BEHAVIORAL OBJECTIVES

The student will improve

his accuracy and speed

in addition, subtraction,
multiplication, and division.

The student will be able
to use decimals in math
problems, including addi-
tion, subtraction, multi-
plication, and division.

<

The student will be able to
convert common fractions to
their decimal dquivalent.

The student will know the
terminology of fractions

and be able to use fractions
in math problems including
addition, subtraction,
multiplication and division.
He will be able to reduce a
fraction to lower terms.

(72 hours)

@

-~ To provide instruction in
the fundamentals of math
so that the students can
improve their use and
application of math.

PROGRAM OBJECTIVES

ACTIVITIES PROGRAM IMPLEMENTATION

Have review and driTl pr
lems available and revie -
proper methods to impro:
skills in the fundament
of math, decimals, frac

. and percentages.

‘Have the students

do review and drill
work in addition,
subtraction, multi-
plication and division.

Have students work.
problems and exer-
cises involving
decimals and have them
convert common .
fractions to their 8
decimal equivalent.

Have the students

work problems and

exercises involving
decimals and have them
reduce fractions to

lower terms. Review and

use the terminology related
to fractions.

25.
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BUSINESS MATH

{72 hours) |
DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES
BEHAYIORAL OBJECTIVES ACTIVITI@Q PROGRAM IMPLEMENTATION

The student will be
able to represent deci-
mals and fractions as
percantages.

The student will be able
to use and apply the per-
centage formula.

The student will be able
to compute cash-discounts,
trade discounts, and markup.

The student will be able
to calculate discounts on
notes, find maturity dates
of notes, and find the
proceeds.

The student will be able
to compute interest for
annual, monthly, or
daily periods of time.

The student will be able
to use the 60-day interest
method.

The student will be able
to calculate compound
interest.

Have the.students

work problems and
exercises converting
decimals and fractions '
to percentages and using
the percentage formula.

Have the students
work problems on
discounts and markup.

Have the students .
review business forms
using discounts and
markups and compute
the amounts.

Have invoices, sales slips
and other business forms .
available that show dis-
counts and markup.

Have students calcu-

late problems involv-
ing discounting notes
and review what notes
are and why they are

discounted.

Have sample notes availablg
for students to use.

Havé the students
work problems using -
interest.

Have:the students

review why interest

is charged and the

use of 360 days and 365
days on computing inter-
est.

290
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[ 4

BUSINESS MATH

DEVELOPMENTAL OBJECTIVES

BEHAVICRAL OBJECTIVES

The student will be
able to compute
installment charges
cn an installment
purchase and cal0
culate the interest
on an installment
purchase.

The student will
understand the use
of credit card
purchases and be
able to calculate
the finance charge
on the average '
daily balance of
overdue accounts.

(72 hours)

ACTIVITIES

Have the students

vork problems on

installment pur-

chases and re-

view installment
" contracts.

Have the student
calculate fin-
ance charges ,
from credit card
statements.

27
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PROGRAM OBJECTIVES ®

PROGRAM IMPLEMENTATION

~ Have some installment
contracts available
1 Tor students to review.

" Have credit card
statements available
for student use.




BUSINESS EMGLISH -

(72 hours) ' :
. DEVELGPMENTAL OBJECTIVES ';_PROGRAM OBJECTIVES. .
‘ To develop an understanding ‘  To provide information on
of the basic sentence pattern effective oral and written
{parts of speech) and to messages and the proper
write an effective sentence, _ structure of messages.
" paragraph, and complete
message.
!
- BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student wi]]kbe able Have the students Have - books available
to write an effective work exercises using describing the sentence
sentence utilizing cor- - the correct parts of patterns and the parts of
rect sentence patterns speech. Review the - speech. Provide exercises
and parts of speech. ) four sentence patterns utilizing an either/or
' and practice writing situation.
sentences utilizing
each. ¢
K _ ’
28
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BUSINESS EMGLISH

(72 hours)

DEVELOPMENTAL OBJECTIVES & PROGRAM OBJECTIVES . .

BEXYAYIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be able - Have the students Provide information and .
to recognize the various work exercises on illustrations on the vari-
forms of speech and be - the forms of speech. ous forms of speech and
able to use them. ) present proper techniques

: 'in sentence unity, coher-
‘' ence, and emphasis.

The student will be able Have the students .
to use proper techniques practice writing
for achieving sentence sentences using unity,
unity, coherence, and coherence, and emphasis.
emphasis. : .
The student will be able Have the students Provide examples of poorl:
to write an effective para- discuss a poorly . written paragraphs and
graph using proper paragraph written paragraph as examples of correctly
structure and development, to its precise mean- written paragraphs.
including unity, organization,ing and re-write it
conerence, and emphasis. using correct structure

and development.




" BUSINESS ENGLISH

(72 hours)
. DEVELOPMENTAL OBJECTIVES ‘ PROGRAM OBJECTIVES
BEHAYVIORAL OBJECTIVES ACTIVITIES " PROGRAM IMPLEMENTATION
Thérstudent will be Do exercises 1in Provide exercises with
zble to plan and proofreading sen- sentences that need to
write a complete tences and correcting be corrected. Provide
message employing the errors . Prac- examples of forceful
g forceful first and ' tice writing mess- Imessages.
i last sentences. . ages.
The student will be Have the students
‘ able to understand explain in five C's
kN and use the five C's and use them in
- %? of a message. writing messages.
30
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DEVELGPMENTAL OBJECTIVES

of business Tetters.

BEHAVIORAL OBJECTIVES

The student will be able
to use effective styling
for business letters.

The student will be able
to list the seven parts

of a business letter,

punctuation styles, and

letter styles.

BUSINESS EMGLISH

{72 hours)

anning and writing various

ACTIVITIES

Have oral discus-
sions regarding-
information need-
ed on a letterhead.
Have the students
design letterheads
for a list of firms.

Have the students

give the meaning of
terms pertaining to
punctuation styles

and letter styles.
Have the students

mark on a business
letter the seven parts
of the letter.

31
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_ PROGRAM OBJECTIVES

To provide information
on proper planning and
writing of business
letters.

-~

PROGRAM IMPLEMENTATION

‘Provide examp]és of
letterneads and a
~ 1ist of forms.

Have business letters.
available for students

to use in exercises and
show examples of business
letters.




BUSINESS ENGLISH

(72 hours)
® DEVELGPMENTAL OBJECTIVES _ PROGRAM OBJECTIVES
BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION

Have the students

review and discuss
the seven parts of
a business letter.

|

The student will be Have the students Provide different
abTe to use the proper : write paragraphs circumstances that
- tone in writing busi- using the proper require different tones
ness letters. tone under different to be included in the
tupes of circumstanc- paragraphs.
es. ,
The student will be Have the students re- Have samples of each
~able to recognize the ‘'view and discuss sales  type of letter available
various .types of busi- letters, adjustment - ~ for review and discussion.
ness letters. letters, credit letters,
collection letters, . ‘
.letters of applications, ' A
. resumes, letters of in- S
troduction and recommen- e
. dation, simple requests

and special requests,
orders, remittances,
simple acknowledgements
-and order acknowledge-
ments, inquiries, and
replies.




- ' ECONOMICS

DEVELOPMENTAL OBJECTIVES °

To develop an understanding
o¥ our economic system and
evoiution,

EEHAVIORAL QOBJECTIVES ACTIVITIES

- The student will be able
to understand our econo-
mic system.

Have the students
review and discuss
our economic system,
supply and demand,
money and credit.

The student will be able
to understand the theory
of supply and demand and
how they affect prices.

Have the students
draw supply and de-
mand curves on graph
paper.

The student will be able
to understand how money
and credit are used.

Listen to a guest
speaker on money
and credit.

®

PROGRAM OBJEGTIVES

To provide information
on our economic system.

PROGRAM IMPLEMENTATION

The student will be able
to report on the organiza-
tion and operation of the
Federal Reserve System.

Have the students
give reports on the
Federal Reserve
System and listen to
a guest speaker on
the Federal Reserve
Sys tem.

-

| Provide information on
" our economic system,

Arrange for a guest
speaker from a bank.

Have Federal Reserve
bulletins available.

Contact a representative -

of the Federal Reserve
System or a banker to be
a guest speaker,




ECONOMICS
(72 hours)

DEVELCPMENTAL OBJECTIVES

To develop an understanding
o7 the basic processes of
oroduction, processing and
distribution in the Ameri-
can economy and the import- _
ance of human relations in
these processes.

BEHAVIORAL O0BJECTIVES

The student will be able
to identify concepts of
the American system of
free enterprise, the
circular flow of goods
and services, national

- output and growth, forms
of business organizations,
money management and
changing occupational
patterns.

L]

The student will be able
to replicate a system of
free enterprise on a
small scale.

ACTIVITIES

Have the students
make reports (oral
and written) on hist-
ory, current trends,
and future outlook

cof business. Include
aspects of business,
basic process of pro-
duction, processing
and distribution uti-
lizing the following
sources:

a. library
research

b. personal
Jdinterviews

c. broadcast
media

Have the students
organize a business
model. Buy a pro-

duct to market, ad-

vertise it, sell it,
distribute it, and

hopefully profit by
ito ¢

Listen to a speaker
from a personnel
department.

' PROGRAM OBJECTIVES

To provide information
concerning the aspects
of business, the basic
processes of production,
processing and distri-
bution in American work
economy and the import-

lance of human relations

in these processes.

PROGRAM IMPLEMENTATION ’

Have magazines, papers,
and books dealing with
business trends available;
collect materials for
business model; 1itera-
ture on how to develop
company policy; contact
Junior Achievement for
possible membership;
construct list of business
terms; obtain filmstrips
relating to business and
economics and contact
business representative . .
from personnel department
to speak to the class;
organize or encorage join-
ing interschool committee
on human relations.




ECONOMICS

|
(72-hours) - : | '
DEVELOPMENTAL OBJECTIVES - PROGRAM 0BJECTIVES (@) |
To cevelop a clarification > 4 To provide activities
of the relationship be- and exper‘iences which
“ween government and ec- will enable the student
onomic structure in gener- to understand the rela-
al. tionship between govern-
- ment and economic struc-
p . ture. '
BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION -

. The student will be able
ito identify the function
of economics as it re-
lated to government.

®

The student will be able
to report on labor law
and work regulations.

.

Listen to ar-govern-
ment employee who

can relate to the
student the relation-~
ship between the govern-
ment and the economic
structure.

Contact government
employee to speak to the
class; provide information
concerning government
agencies and concerning
gross national product,
labor laws, taxes, and
social security; acquire
application blanks for
social security cards;
provide information about
Armed Forces and their

: relation to ecogomic.»
. structure,

Have the students
list the various
government agencies
and describe the
function of each as
it related to our
economic structure. .

Have the students .
become familiar with )
the gross national pro-
duct, the factors that
determine it, and the
relationship of the
individual in societ
to it. N

o

to.

Have  the students find
out what the.various
labor laws and work
regulations are..

35
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® DEVELOPMENTAL OBJECTIVES

BEHAVIORAL OBJECTIVES

The student will be
able to report-the—
effect of taxes on
the consumer,

The student will be
able to name various
benefits of social
security and how to
apply for social

. security.

The student will be

able to report on the
‘ spending patterns of

the Armed Forces as

it relates to the

economic structure

of our society.

ECONOMICS
(72 hours)

PROGRAM OBJECTIVES

ACTIVITIES

PROGRAM IMPLEMENTATION

Have the students
research the rela-
tionship of industry

to the government in
regard to the depen--
dence on government
for financing, govern-
ment projects, research
and future trends.

Have the students learn
the different types of
taxes.

Have the students lis-
ten to a speaker from
the social security
administration.

Have the students list
the various benefits
under social security
and explain each bene-
fit. i

Have the students ex-~
amine the spending
patterns of the Armed
Forces as it relates-to
the economic structure
of our country, the jobs
it provides for society,
the education it provides
for individuals, and the
benefits it provides for
veterans. ‘

3
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Arrange -for a speaker
from the social security
administration,




DEVELCPMENTAL OBJECTIVES

-4

gzveiop a know]edge
= general economic

ructure as related to
;ra labor forces of our
nation, state, and Tocal
areas.

n
u
4—

: 9]

BEHAVIORAL OBJECTIVES

The student will be able

to report on civil ser- -

vice jobs and/or name
their requirements.

The student will be able
to identify how war and
peace affect labor and
economy forces in our
nation.

ECONOMICS
(72 hours)

ACTIVITIES

The students will
listen to a speaker
from civil service
commission talk on
jobs in civil ser-
vice locally and
nationally as well
as requirements for

“qualifying for civil =

service work.

Have the students
research and discuss
the relationship of
war and peace to the
economy and labor
force of our country.

37
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PROGRAM OBJECTIVES ’

>

To provide activities and
experiences which will -
enable the student to under
stand the labor forces of
our nation, state, and loca
areas and relating his
knowledge of general econo-
mic structure.

PROGRAM IMPLEMENTATION

Contact a representative
from the civil service
commission to talk to the
students. '




- DEVELCPMENTAL OBJECTIVES.

BE-=AVIGRAL OBJECTIVES

ihe student will be able
0 identify various
Tethods of obtaining
credit, know its advant-
ages and disadvantages,
know how one obtains a
credit rating and realize
why a person must have
good credit references.

The student will be able

to understand labor organi-
zations and how they are
organized.

(

ECOMOMICS
ours

ACTIVITIES

Listen to repre-
sentatives from
business discuss
credit,

Have the students
survey teachers,
parents, neighbors,
friends, etc. to
find out how many
people use credit
cards, why and what

effect it has on them,

.. Have the students give

reports on labor unions:

local national, and
federations.

Listen to a labor
leader. '

38
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PROGRAM OBJECTIVES

PROGRAM TMPLEMENTATION

Contact speakers for a
panel discussion: bank
representative, loan
associate, realtor, seller
and buyer,

Contact a Tabor Tleader
to be a guest speaker.




~ ECONOMICS

(72 hours)
DEVELC?-‘*ENTAL OBJECTIVES PROGRAM OBJECTIVES ‘
BEHA/TSRAL CBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION

The student will be able
td report on the functions
© of a bank, how it helps
consumers to use money
wisely and how it, in turn,
uses their money in order
to obtain a profit. The
student will be able to
understand the creation

of money through the

use of demand deposits.

The student will be able
to Tist the advantages and
disadvantages of buying
stock, what its economic
purposes are, and how it
may be a method of wise
spending.

Take the students

_ on tour of a bank

and be introduced to

. the information

about its various
services.

Have the students
listen to a stock

broker tell about his

work and how people

invest in the stock

market,

39
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o

Contact a bank and arrange
for a field trip.wh

Arrange for a stock ®
" brcker to come as a guest
speaker. .

ut




ECONOMICS

(72 hours)
‘ DEVELCPYENTAL OBJECTIVES - PROGRAM OBJECTIVES
Yo devalop an understanding Provide informatibn which
znd value of the complexi- will enable the student to
- ties of the free enter- ' “understand and value the co
arise system witnh other plexities of tha free enter
major economic systems. prise system and be able to
‘ compare other major systems
to free enterprise.
BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM TMPLEMENTATION

The student will be able
to identify economic
systems which relate to
other systems.

e

The student will be able
to name the advantages
and disadvantages of the
free enterprise system.

The student will be able
to identify the functions
of various government
agencies,

- -Tha student will be able

to construct a visual
flow chart which depicts
the American system of .
free enterprise.

Have the students
make comparisons

of the United States
economic system with
other economic
systems.

Have the students

name and discuss

the advantages and
disadvantages of the
free entarnrise system,

Introduce the students

to the history, progress,
and future functions

of such government
agencies as the Securi-
ties Exchange Commission,
Federal Deposit Insurance
Corporation, Federal
Housing Authority, etc.

Have the students research

and discover the basic
facts and qualifications
about welfare, workman's

compensation, etc. See if

they compare to anything

similar in other countries.

40

Gather information concern-
ing various economic
systems, free enterprise,
government agencies, wei-
fare, workman's compensa-
tion,-and materials to
construct a flow chart.

&

Contact your local repre-
sentative and senator for
available information,




- BUSIMESS LAW
(72 hours)
DEVELCPMENTAL QOBJECTIVES ' PROGRAM OBJECTIVES ’ |
|
T> Zevelop an understanding To provide information abou
¢t the origin and develop- the development of law,
ment of the law and the the court system, constitu-
basic processes of law. : tion and other laws. To sh
§ how these fit into the Tega
process and the importance
of human rights in this
process.
BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTAT.ION
The student will be able Have the student
to understand the origin review and discuss
and development of Tlaw. the history of law. -
The student will be able Have the students . Provide information and
to 1ist the State and develop a chart " material to prepare a chart
Federal Courts in the U.S. showing the powers ~ of the court systems.
and the proper jurisdiction and jurisdiction.,of :
of each. each court and pre-
sent the chart 1n a
discussion.
Visit a court room. Contact the court to
: a visit to the court ms.
The student will be able Have the students ‘ Have a copy of the Federal
to distinguish between present examples of and State Constitution
constitutional laws, the various types of available and copies of so
statutes, and common law.  laws. : statutes and common laws
available for students to
use.
Have the students
praesent examples of
the various types of
- : laws. Have the students
discuss which laws have
power over the other.

41
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BUSINESS LAW
(72 hours)

DEVELCPYENTAL OBJECTIVES

Ta zzvelop an understanding
c¥ tne legal implications
o7 contracts and of the

~imoortance of rights and

responsibilitias of the
parties to a contract.

BEHAVIORAL OBJECTIVES

The student will be able

- to understand the nature = .

of contracts and identify
various forms of contracts.

" The student will be able

to make or enter into a
binding contract. He will
be-abie to understand the
elements of a binding
contract.

The student will be able

to recognize a valid offer
and acceptance. He will

know what is considered
consideration and what makes
a person a competent party
of a contract.

PROGRAM OBJECTIVES

ACTIVITIES

PROGRAM IMPLEMENTATION

To provide information abou
the basic processes of the -
creation and discharge of
contracts.

Have the students
review contracts
and the elements of
a contract: listen
to a guest speaker
on contracts,

Have the students
study and analyze -
case studies involy-
ing contracts and pre-

.sent the cases in class.

Have the students,
through role playing,
enter into contracts

with each other and

discuss the legal
rignts of each party.

15
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Have examples of contracts,
sales contracts, and war-
ranties available. Compile
a list of case studies for
the students to analyze and
study. Have guide lines set
up for role playing.in
setting up contracts. Con-
tact a lawyar to speak to
the class on contracts.




BUSIMNESS LAY

(72 hours)
DEVELCPMENTAL .OBJECTIVES | ~ PROGRAM 0OBJECTIVES .
BE-~/IORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be able Respdnsibi]ities
20 transfer or assign the that thay have created
riants of contracts. by entering into the
contracts. -

The student will know when Have the students bring

rignts and responsibilities in examples of contracts

of a contract are discharged. in which they are a
party and discuss the
contracts and how they
will be discharged.

The student will know what Have the students

tha remedies and damages discuss breach of

are for the breach of a contract and what

contract. remedies there for
e various types of

contracts.

Tha student will be able Have the students

to understand a saless con- review sales con-

tract, know when title - tracts and write up

passes in a sale and know - legally binding sales

who may pass the title of contracts to present

property. for discussion.

The student will be able Have the students

to define a warranty and analyze case studies

the legal aspects of on sales contracts

warranties. and present them

for discussion.

43
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MENTAL OBJECTIVES

T
LG

BEHAYIDAL OBJECTIVES

The student will know how
an agency 1is created and

be able to Tist the parties

involved in an agency.

The student will be able
to understand insurance
policies and know what an
insurable interest is.

BUSINESS LAY

(72 hours)

ACTIVITIES

Have the students
bring in warranties

on products that they
have purchased and
discuss the warranties.

Have the students

discuss agencies and
analyze case studies
involved in agencies.

Have the students
present various
insurance contracts

and discuss the cover-
age offered by the
policy and Tisten to an
insurance agent.

Have the students
analyzescase studies

involving insurance
- policies,

4

~47-

PROGRAM OBJECTIVES

PROGRAM IMPLEMENTATION

Have various kinds of insur
ance policies available and
contact an insurance agent
to discuss insurance poli-
cies and his role as an
agent.




BUSTMNESS LAW

(72 hours)
DEVELCPMENTAL OBJECTIVES PROGRAM OBJECTIVES ‘
EEHLJZJ{AL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be able Have the students ; Have a deed and formal
to _tell the difference review property and title available for the
between real property and transfer of pronerty. students to discuss.
personal property. He will have them analyze
be able to define how title present case studies Provide case studies on
to property is acquired and involving property. property.
transferred. .
The student will be able Have the students Provide case studies on
to understand and define —define and discuss bailments.
bailment and be able to bailments and analyze
list the rights and duties and present cases
of the bailor and bailee. involving bailments.
4
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BUSINESS LAY

{72 hours)
. DEVELTPVENTAL OBJECTIVES _ PROGRAM OBJECTIVES
T> Zevelop an understanding Provide information about
67 a2 need and use of negotiable instruments and-
nzzctiable instruments in ' now they affect business
c.siness, as well as how they and how they have or will
are used in personal life, influence the students.
BEHAVIORAL 0OBJECTIVES CACTIVITIES PROGRAM IMPLEMENTATION
The student will be éb]e Have the students Have sample negotiable ins -
to identify a negotiable review and discuss struments available and
instrument. He will be able negotiable instru- illustrations of their use
to list the parties to a ments, define them and how they are transfarred
negotiable instrument. and identify the ‘ -
parties.
The student will be able Have the students
v to define the liabilities simulate preparing )
of the parties and he will and transferring
know how the liability is negotiable 1nstru-
discharged. , ments. .
The student will be able Have the students Praovide case studies involvA
. to transfer negotiable analyze case studies ing negotiable instruments.
instruments. involving negotiable ‘
i instruments.
46
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INTRODUCTION TO DATA PPOCESSIMN

(72 hour:, 4 hours for 13 weexs5

DEVELOPMENTAL OBJECTIVES

develop an understanding

vhe,growth and development
data processing and the
cortance of data process-

irg today.

(&)

")"l

P,
¢

O
BN
C
|

GEHAVIORAL OBJECTIVES

The student will be able
to identify the growth
and development of Data
Processing. The student
vwill be able to list the
stagas or levels of
deve]opment of data pro-
cessing.

The student will be able
to 1ist the operations
in data processing.

The student will be able
to identify the need for
data processing.

-

ACTIVITIES

Have the stu-
dents review
and discuss
the history
and develop-
ment of data
processing and
the stages of
development.

Have the stu-
dents discuss
the operations
of data procass-
ing.

Have the stu-
dents discuss
and present
different views
in regarding
the advantages

PROGRAM OBJECTIVES - .

To provide information
on the history and
development of Data
Processing.

PROGRAM IMPLEMENTATION

Have data processing
illustrations, ex-
amples, and text
materials available. _

Have films, filmstrips,
and magazines available
for discussion items.

and disadvantages
of automated data
processing includ-
ing the right of
privacy.

47 | ®
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DEVELOPMENTAL OBJECTIVES

Zevelep an understanding
tn2 use of the punched
rd and unit record data
ocessing equipment.

T (O~
~fy L2

SXU

BEHAVIORAL OBJECTIVES

LT 200LCTION 7O DATA jPJJC SSIM
(72 hours)
ACTIVITIES

The student will be able
to.read the Hollerith
code for punched cards..

The student will be able
to understand the set up
and operation of unit re-
cord equipment and its
historical importance.

Have the stu-
dent practice
reading the
punched card
code.

Have the stuy-
dents review
the use of the
equipment and
how it 1is able

to process the

puncnh card.

Have the stu-
dents use and/
or observe tige
use of the
equipment. -

48
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PROGRAM 0BJECTIVES

To provide information
about the punched card,
and the unf,t record
equipment to process
the punchad card.

/
.t
PROGRAM IMPLEMENTATION

Have punched cards
available for the stu-
dents.

.

Have unit record equip-
ment available for stu-
dents use and/or observa-
tion. (If the equipment
is not available in house,
a trip should be made to
-a local business that has
the equipment.)




DEVELCPME

. JNTRODUCTION TO DATA PROCESSING

MTAL DBJECTIVES

BEH

d
7 the use and application
electronic data process-
ng and the importance of
‘;ctronlc data processing
in today's business.

—ie ()0 -.[

fo davelop an understanding
of

AVIORAL OBJECTIVES

The student will be able
to understand the fea-
tures of the electronic
computers and be able to
understand the difference
between the analog and
digital computer.

The student.will be able
to name the basic units
that make up an electronic
computer system.

The student will be able
to understand how a com-
puter stores information
and recalls information.

The student will be able
to understand the binary
code and convert binary,
octal, and hexidecimal
numbers to decimal numbers.

(72 hours)

PROGRAM OBJECTIVES ®

ACTIVITIES

To provide information
concerning electronic data
processing and its appli-
cation so that the student
will understand the impli-
cations and importance of
clectronic data processing.

PROGRAM IMPLEMENTATION

Have the stu-
dents review

the features of
electronic com-
puters and have
them present
through illustra-
tions or examples

" .the differences

between an analog
computer and a digi-
tal computer.

" Have the students

present a list of
input and output
devices and present
information on the
central processing
unit.

Have the students
review core storage
and other types of
computer storage.

Have the students
viork problems using
binary numbers and
have them convert
binary, octal, and
hexidecimal numbers
. to decimal numbers.

Have information and illus-
trations of analog and
digital computers available

. for students to review.




IHTRODUCTION TO DATA PROCESSING

(72 hours) -
‘ DEVELZPYENTAL OBJECTIVES : | PROGRAM OBJECTIVES
DER~YIC3AL CBJECTIVES ACTIVITIES PROGRAM IMNPLEMENTATION
“re student wiff be able Have the stu- Contact various businesses
<o 1ist various business dents review and arrange for students
appiications on electronic various appli- to call on them to gain
computers, : . cations; call information on computer
on a business ~ applications.

using EDP and
bring in the
results of the .
interview.

59
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DEVELZPMENTAL OBJECTIVES
7.
To Javplop an understand-
ira of how accounts are .
ricreased and decreased
v Stsiness transactions.

T -

.

EEHAVIORAL OBJECTIVES

The student will be able
to understand the account-
ing equation and how
accounts are increased

and decreased based on

the equation.

The student will be able
to use debits and credits
to increase and decrease
-accounts.

PROGRAM OBJECTIVES

ACTIVITIES

To provide information

on how accounts are
increased and decreased

by the accounting- equat1on.

NE

PROGRAM IMPLEMENTATION

Have the students
analyze business.
transactions and
show the increase -

or decrease in

the proper ac=
counts. -

Have the students
prepare transaction
worksheets showing
increases and de-
creases in accounts.

Have the students
use debits and
credits to show
the increase and
decrease in
accounts.

Provide a Tist of account-
ing terms and transactions.

Provide illustrations on
increases and decreases
in accounts and how the
increases and decreases
affect the accounting
equation.

Provide information on
debits and credits and
how they are used to
increase or decrease
accounts.

| 5] o
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. DEVELCPMENTAL OBJECTIVES

vaelop an understand-
ing of how accounts are
N

by business transactions.

BENAYIOPAL OBJECTIVES

The student will be abhe
to understand the account-
ing equation and how
accounts are increased and
decreased based on the

equation.
. —The student will be able
to use debits and credits

to increase and decrease .
accounts.

s

ACCOUNTING
(276 hours)

PROGRAM OBJECTIVES

To provide information

on how accounts are
increased and decreased
by the accounting equation.

ACTIVITIES PROGRAM IMPLEMENTATION

Have the stu- Provide a 1ist of account-
dents analyze ing terms and business
business trans- " transactions.

actions and show
the increase or
decrease in the
proper accounts.

Have the students Provide illustrations on
prepare trans- increases and decreases
action worksheets in accounts and how the
showing increases increases and decreases
and decreases in affect the accounting
accounts. equation.

Have the students . Provide information on
use dibits and debits and credits and
credits to show how they are used to
the increase and increase or dsacrease
decrease in ac- accounts.

counts.

092
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DeVELOPENTAL OBJECTIVES

Ta develop an understand-
i1z of the accounting
ie, including the use
T journals, ledgers,
ﬂn”'sheets, and finan-
cial statements.

o
-

.

13}

H
~
~
D
[

BEHAVIORAL OBJECTIVES

The student will be able

to analyze businass trans-
actions to determine what
accounts are involved and
the proper debit and credit
entry.

The student will know
vwhat a general journal
is and will be;able to
record business trans-
actions in the journal
proparly.

ACCOTNTING
(2]6 hours)

ACTIVITIES

Have the stu-
dents analyze
transactions,
name the
accounts in-
volved, and
tell if the
accounts in-
crease or de-
crease by.a
debit or
credit entry.

Have the stu-

dents practice’

filling out
journals using
proper identi-
fication of
account titles
and the proper

PROGRAM OBJECTIVES ‘

To provide information

on the accounting cycle
and financial statements,
how the forms are filled
out, and the use of the
financial information.

PROGRAM IHPLEMENTATION

Provide transactiens for
students to analyze or
debit and credit entries.

Have various accountin
forms available for
illustrations and use.

method and pro-

cedure to enter

transactions in L
the journal -

The student will be
able to use a general N
ledger and post infor- :
mation from the journal

««~to the proper account
in the ledger.

53




ACCOUNTTING

(216 hours
: L
[ ) DEVELCPHZNTAL OBJECTIVES PROGRAM OBJECTIVES
DEF~7I022L O3JECTIVES ACTIVITIES PROGRAM TMPLEMENTATION .

Tra student will be'ab1e The students will Tell the students the -
0 classify accounts on fi11 out a trial .. proper methods in pre-
the viorksheet as halance balance and trans- paring worksheets and
sneet or income state- fer the balances to financial statements.
ment accounts., He will the balance sheet: Inform the students on
then be .able to fi11 or income statement hov to caiculate net
out the worksheet. and complete the income or loss and how

worksheet arriving the net income or loss

at the net income atfects the capital

or net loss. account.
The student will be able Have the students Provide students with
to prepare a balance prepare a bal%pce vorksheets so that they
shzet from the work- sheet. can prepare balance
sheet. ' sheets and income state-

' ments.
The student will be able Have the students
to prepare an income prepare an income
- statement from the work- statement,
' sheet.
L)
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DEVELCPMENTAL OBJECTIVES

BEH,

~ o TPAL 03JECTIVES

The student will be
2o1e to record and
oost closing entries
and understand the
need for closing
entries.

The student will be
able to balance the
accounts.

ACCOUNTING
(276 hours)

ACTIVITIES

Have the students
record the closing
entries in the
Jjournal, post them
to the proper
accounts in the
ledger and balance
the accounts.

Discuss the need

for closing entries.

PROGRAM OBJECTIVES

PROGRAM IMPLEMENTATION

Provide illustrations

on the proper methods

of closing the ledger

by journalizing, post-
ing, and balancing the
accounts.




ACCOUNTING

(216 hours)

1

DEVEL2PMENTAL OBJECTIVES PﬁDGRAM 0BJECTIVES

LRI N
Yias

0 dzvelop an understand-
“ng of the use of special
aurnals and ledgers.

AYINRAL OBJECTIVES

The student will be able

to enter transactions in

special journals and post
from the. journals.

The student will be able
to understand and use
special ledgers.

enggi

- The student will be able

to it the special
journals and ledgers
into the accounting
cycle.

 ACTIVITIES

Have the students.

work problems using

special journals

“and have them post

from the special
journals to the
general ledger and
subsidiary ledger.
Have the students
prepare a schedule
of accounts re-
ceivable and pay-
able.

Listen to a speaker
on accounting, in-
ciuding special

ledgers and journals.

Have tha students

work a practice set.

-

00
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To provide information
about special journals
and ledgers and how

they aid in accounting.

PROGRAM IMPLEMENTATION

Have problems-on special
journals and iedgers and
provide a practice set
for the students to fill
out. '

Contact an accountant as
a guest speaker.




DEVELOPMENTAL QOBJECTIVES

2
A
oo
re
S2

1 use.

BEHAYIORAL OBJECTIVES

The student will be able
to understand and use
banking services.

The student will be able
to reconcile a bank
statement and make
journal entries for the
various charges, bad

- checks, overdrafts, etc.

To davelop an understand-

1 of the banking services
¢ how they apply to busi-
35, accounting, and per-
na

ACCOUNTING
{276 hours)

ACTIVITIES -

Have the students
~review and discuss
banking services
and how to use

them.

Have the students
practice reconcil-
ing bank statements
and journalize and
post the necessary
entries from the
bank statement.

m

of
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PROGRAM OBJECTIVES | ’

To provide information
on banking services

and how banks help busi-
nesses and the individual.

PROGRAM IMPLEMENTATION

Have banking forms avail-
able for illustration
and use.

Get sample bank statements
for the students to
reconcile.




, ACCOUNT MG
i {276 hours)

. DEVELC?.‘-‘E:‘WAL 0BJECTIVES PROGRAM OBJECTIVES
T ievé]o an understand- To provide information
i~ o7 the transactions on sales, purchases,
“5v2iving the purchase and inventory control.
2na sale of merchandise.

CinYI0RAL OBJECTIVES .. ACTIVITIES PROGRAM IMPLEMENTATION
The student will be able Have the students Have examples of purchase
to record sales, sales discuss sales, orders, invoices (showing
returns’ and allowances, sales returns and cash discounts), and sales
and saies discount. The allowances, sales slips available.
student will be able to discounts, and
cash discounts. . trade discounts.

The students will
practice recording
transactions in-
vovling sales.

The students will
calculate cash dis-

counts.
Tr2 studant will be able Have the students
. A to record purchases, discuss purchasas
purchase returns and transactions and
allowances, and purchase record them in the
discounts. journal.
The student will be able "~ Have the students
to calculate and record discuss sales tax and
sales tax. practice recording
sales tax in the
journal.
Visit purchasing and Contact a businass and
sales departments plan a field trip to the
of a business. purchasing and sales de-
partments.
|
038




ACCOUNTING

(278 hours)
DEVELZPENTAL- OBJECTIVES . .PROGRAM OBJECTIVES ‘
Be ﬁeveiop'a knowledge ' To provide information
<7 pay roll systems and ' on pay rolls and the taxes
~ow thay work, and dther deductions
- ' related. to pay rolls.
BEHAYIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be able Have the students Have time cards, pay chect
to calculate gross pay. analyze the different and stubs, payroll regists
: methods of payments employee earning records,
. and calculate gross W-2 forms, W-4 forms, etc.
pay. available for review and
- The student will be able Havé ‘the students
to calculate taxes and calculate pay roll

other types of deductions.  taxes and other types .
, of deductions.

*

Visit a payroll depart- Contact a business for a

ment of a business. - field trip to the pay roil:
- department. -
The student will be able Have the students Contact government a je:

to prepare a pay:roll ' fill out payroll for guest speakers on
register and employee registers and em- pay roll taxes.:
earning records. ployee earning

records. Listen
to a quest speaker
on pay roll taxes.

o9
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ACCOUNTING

(216 hours)
' DEVELCPENTAL 08JECTIVES l _ ' PROGRAM OBJECTIVES s
BEE LT 3AL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be able Have the students
t5 record the pay roll practice recording
and the pay roll tax the pay roll and
expense in the journal. pay roll tax expense.
Work a pay roll Have a pay roll practice
practice set, set for the students to
work.
60
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ACCOUNTING
(216 hours)

DEVELCPMENTAL OBJECTIVES L _ PROGRAM 0BJECTIVES '
To develap an understand- _ To provide information
ing of adjusting entries on adjusting entries.

and how to use adjusting
entries to get a realistic
.net income figure.

) BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
The student will be - The student will Provide information
able to adjust accounts discuss, analyze, and on adjusting entrias.
to bring them up to date calculate adjusting Have examples of the
at the end of the fiscal entries including various kinds of adjust-
period. accrued income and ing entrias available.

expense, :
The student will be Have the students
able to estimate bad estimate bad debts,
debts' and write off adjust the account
uncollectable accounts. and write off un-

collectabla accounts.

The student will be : Have the students re--
able to calculate view and discuss the
depreciation and re- _ various Kinds of de-
cord the depreciation. preciation, and re-

cord the depreciation
in the journal.




ACCOUNTING
(216 hours)

PROGRAM OBJECTIVES

. ~ DEVELSPMENTAL OBJECTIVES

BEREA/ZORAL 03JECTIVES ACTIVITIES PROGRAM IMPLEMENTATION

The student will be
able to record tne

~sale, discard, or

trade-in of assets

that hava depreciated.

The student will be
able to calculate
interest on notes
receivable and pay-
able, record the
interest and ad-
just the interest
when necessary.

Have the students
calculate the
book value and
gain or 10ss on
the asset and

~make the appro-
- priate journal

entries.

Have the students
practice calculating
and recording interest.

Have the students
listen to a guest
speaker.

62
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Contact a banker for a -
guest speaker on notes
and interest and how
notes are discounted.




ACCOUNTING

(278 hours)
DEVELCPMENTAL OBJECTIVES - . PROGRAM OBJECTIVES
. @

BE:A7IZRAL OBJECTIVES ACTIVITIES

“he ‘student will be Have the students-

abia to prepare prepare an income

financial statements statement and

after adjustments have balance sheet.

been made.

63

-60-




- ' ACCOUNTING

{2716 hours)
DEVELOPMENTAL OBJECTIVES
To develop an under-
standing of the types
of business organiza-
tions and the.account-
ing procedures for each.
BEHAYIORAL OBJECTIVES - ACTIVITIES
The student will be Have the students
able to record trans- review and dis-
actions for a partner- cuss the types of
ship and corporation. business organiza-

tions and the
differences in
accounting for each.
Have the students
viork a practice set
involving a partner-
ship.

'

PROGRAM OBJECTIVES

To provide information
on the types of busi-
ness organizations.

PROGRAM IMPLEMENTATION

Have a practice sat
available for the
students to work.




EVELZPMENTAL 0BJE

HUMAM RELATICNS

CTTVES

Te Zezvalop an under-

3t:ro1ng of the funda-

'""'dn: of organizational
ahavior.

.AAVIORAL OBJECTIVES

Tha students will be

able to know the defi-
nition of human relations
anc¢ the fundamental con-
cepts revolving around

the nature of man and tne
nature of the organization.

The student will be able to
know the primary and sec-
ondary neads.

The 5uudent will be ab]p
to list Maslow's pr10r1ty
list of needs and Know
how to interpret them in
relating to workers.

The student will b= able to
recognize the difference
between motivational and
maintenance factors.

The student will be abla to
unders tand what we mean by
cultura, role and $tatus and
how these variables do or do
- not fit together for soc*a]
~equilibrium,

The student will be cbl= to

(72 hours)

o

ACTIVITIES

PROGRAM DBJECTIVES ‘
To provide an under-

standing of the funda-
mentals-of organizational
behavior.

PROGRAM IMPLEMENTATION

Have the students
discuss difference
betwean organizational
behavior and human
relations.

Have tha students

~study and discuss the
fundamental concepts

revolving around the
nature of man and the
nature of tne organ1za-
tion.

Have the students dis-
cuss human needs, wants
and motivation and how
they relate to man's
performance.

Provide the students
with materials on the
fundamrentals of organi-
zational behavior.

Have Maslow's priority lis
of nseds available.

1. Basic physiological

needs

Safety and security

Belonging and social

activity

. Esteem and status
Self-realizatigd an

fulfillment ‘

[6p 30~ [SS A
»

.

Have the studants study and

discuss the social system

in terns of cultura, rola,

status and social equilibrium.

Have thea students discuss

linow how rorale affects morale.
production.
5 65
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- HUMAN RELATIOMNS

(72 hours)
¥
DEVELOPMENTAL OBJECTIVES PROGRAM QBJECTIVES
RE-27I3RAL OBJECTIVES ACTIVITIES PROGRAM TMPLEMENTATION
- Th2 student will be able to Have the students study
list sevaral ways morale and discuss morale infor-
information can be obtained mation: how it is-received
and used and how managers can use it
to develop more positive
morale.
60
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* HUMAN RELATIONS

BEHAYIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
Tha student will be able to Have the students i
Krow wnat makes up a be- study and discuss ‘
ravioral c]imate. benavioral climate.

n2 student will be able to Have the students
pla1n the basic human re- discuss the factors
tions factors. of basic human re-
lations.

——t ﬂ‘

X
3T

The student will be able to Have the students

summarize the autoc¢ratic, discuss the theories
custodial and supporiive of organizational
theories of organizationai behavior: auto-

. behavior. cratic, custodial

and supportive.

Have the students Arrange for visits to
visit businessas to various businesses for
determina what theory students to observe the
is basically being organizational behavior.
used in-:a particular

department.

- -



HUMAN RELATIONS ) ' -

‘ DEVELOPMENTAL OBJECTIVES

75 davelop an awareness
of the importance of
12adership and its
development in business.

BZHAVIORAL OBJECTIVES

" The studeﬁt will be able to

(72 hours)
PROGRAM 0BJECTIVES
To provide an awareness
of the importance of
leadership and its develop:
ment in business.
ACTIVITIES.
Have the students Provide students with
study and discuss material on leadership

‘know what makes a leader and

how he applies leadership
through different managerial
styles. -

The student will be able to
know what the supervisor's

different roles may be and

how he can improve them.

Tne student will be able to
knos some of the learning
principles useful in human
relations training.

The student will be able to
discuss several human
relation training methods.

the leadership role, and its devalopment.

Have the students
study and discuss
effactive supervision.

Have the students attend Arrange for students to

a management meeting of a attend some management
business. From the meeting, meatings of business
have the students discuss . and obsarve the super
their feelings about the visor on the job.
supervisor's role in that

particular business.

Have the students observe
the supervisor on his job and
have them describe him on

his job.

Have the students study and

discuss human ralations

training including some of

the methods used. _ -

Have the students find out
what human relations train-
ing is given at a said
number of businesses.

Have the students react to Provide managerial in-
a manager's typical incom- baskets for students.
ing communications. Discuss

the reactions.

Have the students develop
a2 plan whare the human
relations of our depart-
ment of the school would
be improved.




HUMAN RELATIONS
(72 hours)

DEVELOPMENTAL OBJECTIVES | . PROGRAM OBJECTIVES Q
ness

To develop an aware- ~ To provide an aware
rness of the import- . of the importance of
ance of communication communication in human
in human relations. relations.

5cHAVIORAL OBJECTIVES  ‘ ACTIVITIES PROGRAM IMPLEMENTATION

The student will be able to Have the students Provide the students
know the definition of " study and discuss with material on the
communication. communication mater- importance of communi-
" ial’as it applies cation in human relations.
The student will be able to  to human relations
understand communication . involving management
as it relates to manage- activities.
ment activities: purposes,
effects and responsibility.

The student will be able to
name the steps in the come
munication process.

The student will be able to -
name the principle symbols
used in employee communica-
tions.

.....

The student w111 be able to

explain why listening is ' .
important in employee communi-

cation.

The student will be able to Have the students study
write or rewrite material so and discuss communica-
it is readable by most tions between different
adults. groups in the organiza-
tional structure.

Have the students listen Contact a human relations

to a human relations trouble-shooter to speak .
trouble-shooter discuss on typical problems of
problems of communica- communications within an .
tions within an organiza- organization and possible
tion. solutions.

Have the students inter- Arrange management and e
view management om.commu- ployee interviews on comm
nications in the orqanlza- nications in the organiz
tional structure. tional structure for stu-
dents.

Have the students inter-
view employees on communi-

I ’ 69 cations in the organizational
JZRJ!: : structure.
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MANAGEMENT
(144 hours)
DEVELOPMENTAL OEJECTIVES PROGRAM OBJECTIVES
' To acquire an understand- To provide an understandin
ing of the decision making of how the businessman
processes that are involved makes his purchasing deci-
in the area of purchasing sions and his procedure fo
and the procedures for imple- o handling purchasing activi-
‘ménting the purchasing . ties, N
activities.
BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION !
The student will be able Have the students read Provide material and oppof—
to make choices in given and discuss material on tunities for decision
situations. purchasing policies and making.
procedures.

Have the students work Have simulated purchasing
through simulated situ- situations.
ations. Discuss pros and

“cons of decisions.

Have the students visit
\ a few snall clothing
stores to note how many
. ' different kinds of wear-
ing apparel are stocked.
Note, too, whether neigh-
boring stores carry simi-
lar items. '

Have the students listen Contact several buyers to
to several buyers from .the serve on a panel to dis-
area. Act as a panel to cuss their function within
discuss various aspects of their store.

purchasing for their parti-

cular store or department.

70
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DEVELOPMENTAL OBJECTIVES

To develop an understand-
ing of the types of records
that are needed, the import-
ance of these records and
how they are used.

3ZSAVIURAL OBJEC(IVE:

The student will be able

to determine the best type (
of record systems for-parti-
cular situations.

From the bookkeeping and
accounting records, the
student will be ab1e<¢o

~~~~~

budgeting system.

MANAGEMENT
hours

PROGRAM OBJECTIVES

ACTIVITIES

To provide an undersQudin
of the importance of cer-

tain types of records for
successful business.

»

PROGRAM IMPLEMENTATION

Have the students read
s)and discuss record

systems in small and

large businesses.

Have the students
determine the types

of records needed in
view of the size of
the business and be
able to state why they
are needed,

Have the studentéfre-
view the various types
of budgets.

Have the sthdents deter-
mine what a budget can
do for a business.

Have the students learn
to interpret financial
statements.

Have the students prepare
ratios to analyze busi-

nesses financial posi-
tions. '

71
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Provide various financial
records.




MANAGEMENT

(T44 hours)
DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES
‘ To develop an understand- | , To provide an understandin¢

ing of the problems of ob- : of the importance of select
tzining employees and of o ing, training and keeping
training and promoting them ' well-qualified personnel
so that a business can oper- and #he affect it has on
ate most efficiently. ’ the business.

5zHAYIORAL 0BJECTIVES ACTIVITIES : PROGRAM IMPLEMENTATION
The student will be able Have the students Provide the students with
to demonstrate procedures  study and discuss the material on the selection,
which should be followed selection, training , training and promotion of
in selecting, training and prpmotion.of employ- personnel.
and promoting personnel. .. . ees. Lo .

Have the students discuss
the forms the businesses
have to make it easier to
fill a position.

Have the students study and

“discuss the various sources

available to draw upon

for the selection of employ-

1.I’ ' . ees.,

The student will be able . Have the students fill Supply application blanks
-to know how to fill out an out an application blank. to be filled out.
application blank. '

-The student will be able Have the students work on
to know typical procedures procedures of the inter-
followed with job appli- view through job follow
cants. up including various means
' w of training.
The student will be able Have the students discuss
to know why promotion how good policies and
, policies must be carefully procedures on promotions
"~ prepared. and transfers can affact
personnel.
’ T Have the students dis-
cuss termination and .

labor tyrnover.
The student will be able to Have the students work Provide labor turnover

compute labor turnover. problems involving problems.
labor turnover.

72
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DEVELOPMENTAL 0BJECTIVES

70 develop an unders tand-
ing of the various compen-
sation plans and benefits
available. To be aware of
scme of the factors that
w3/ determine Ine compen-
sation plan.

BEHAVIORAL OBJECTIVES

The student will be able

to discuss various compen-
sation plans and be aware
of the many benefits that
may be available. .
The student will be know-
ledgeable on the rules of
OASDI, unemployment insur-

ance and workmen's compensa-

tion.

MANAGEMENT
(144 hours)

ACTIVITIES

'Have the students

study and discuss
the various compen-
sation and benefit
plans available.

Have the students
develop different
compensation and
benefit plans for
two different types
of businesses and
give reasons support-
ing their decisions.

PROGRAM OBJECTIVES

.
To provide an underst®hdin
of tne different compensa-
tion plans and benefits
that may be available in
the area and the factors
that may influence the poi .

PROGRAM IMPLEMENTATION

List some of the businesse
in the area that use the
various compensation plan:
and have a variety of ben:
fits available.

Material available on var
ous compensation plans
and benefits including
workmen's compensation,
OASDI and unemployment
insurance.




DEVELOPMENTAL OBJECTIVES

To develop an understand-
ing of the relationships
which exist between unions
and management and the
legislation which influ-
ances these relationships.

BEHAVIORAL OBJECTIVES

The student will be able

to determine whether an
objective is a union, man-
agement or union-management
objective.

The student will be able
to know the rights and
responsibilities given
unions and management

through federal legislation.

The student will be able
to know some of the active
unions in your town.

MAMAGEMENT
(744 hours)

PROGRAM OBJECTIVES

" ACTIVITIES

- PROGRAM IMPLEMENTATION

To provide an understandin
of the relationship betwee
union and management and
the legislation which in-
fluences it.

“Have the students
review brief history
of unionism and the
current strong
~unions of today.

Have the students
discuss the points
unions and manage-
ment usually bring
up during bargaining.

Have the students
review cases involv-
ing labor legislation
and state which Act or
Acts are involved.

Have the students

find out in a desig-
nated part of town the
businesses that have
unions and what the
unions are.

Have the students keep
a file of current hap-
penings if a union is
negotiating a contract
with newspaper coverage.

(OR)

Have the students

review the materials
given them by the
instructor if no union

is negotiating a contract
with newspaper coverage.

71
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Provide material concerning
unions and management and
labor legislation. (Wagner
Act, Taft-Hartley Act and
Landrum-Gri ffin Act).

Provide a copy of the Fair
Labor Standards Act.

Have a list of original
union demands of a busines:
that has negotiated a con-
tract and a copy of the col
tract as agreed by both
sides. B

Designate a section of towi
to find out what businesse!
have unions and what the
unions are.

Have newspaper or magazine
articles concerning labor
legislation available for
students unless it is cur-
rently being coverad in
local publication.




MANAGEMENT
(143 hours)

< T

AN

DEVELOPMENTAL OBJECTIVES,MN;Z

To deayelop an understanding
of the importance iof the lo-
cation, a suitable building,
the equipment and the layout
cf a business, :

ot

oAV IORAL OBJECTIVES

The student will be able

to know what factors should
be checked before the physi-
cal facilities are located
(Tocation, building).

s

PROGRAM OBJECTIVES

ACTIVITIES

To provide -an undersWidin

of the importanca of the

physical facilities of a
business.

PROGRAM TMPLEMENTATION

Have the students
study and discuss
the factors that
should be considered
and evaluated before
locating a business.

Have fhe students
discuss poor factors
that can be remedied.

"Have the students %ﬁa
pedestrian count during
a particular time. Have
them do another on the
same day of the week,
same time period in a
different location and
then draw conclusions
about each site.

Have the students locate
a given business in one
of the vacant buildings
given by the instructor,
stating the reasons they
have chosen the particu-
lar site for their busi-
ness. (location alone)

Provide material on physi-
cal facilities.

Locate vacant buildings an
have a list of possible
businesses so students can
locate a business and sup-
port their decision. (Or
just state certain build-
ings are vacant).

Have the students, with the Qbtain external and in-

list of external and in-
ternal physical parti-
culars on certain build-
ings, decide from the
businesses given which
would be more suitable
to the particular build-
ing, stating why.

Have the students discuss
various aspects and kinds
of leasing vs. buying.

- 75
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ternal physical particu-
lars on certain buildings;
list certain businesses th
may or may not be housed
in them.

the




é

BEHAVIORAL OBJECTIVES

S
The student will be able
t3 know basic considera-
tions in determining what

equipment should be
s2i2cted and now to obtain

P

The student will be able
to plan an efficient
Tayout.

o

MANAGEMENT ’ : v
ours
ACTIVITIES PROGRAM IMPLEMENTATION
Have the students Provide material on equ1p-
study and discuss _~ ment and layout.
selecting and B
obtaining equip- L
ment. L S
Have the students
discuss layout and
prepare a sca]ed
layout.
Have the students Make arrangements with
critique a given various businesses for
business as to students to ‘observe
equipment and lay- equipment and layout.
out. :
[ 4
76 - ' '
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DEVELCPMENTAL OBJECTIVES

To develop an understand-
ing of the management prob-
iams involved in the pro-
u
a

iuction operations of a
nufacturing business.

3 L ol it

2CHAVIORAL OBJECTIVES

The student will be

aware of the different
functions of production-
and of the constant study
needed to keep and stay -
efficient.

MANAGEMENT
( IM fIOUY‘S )

PROGRAM OBJECTIVES

ACTIVITIES

To provide an undersWhdin
of the management problems
in the operations of a mar
facturing business.

Y

PROGRAM IMPLEMENTATION

Have the students
study and discuss
production operations.

Have the students do.
a time and motion
study on stuffing
envelopes, discussing
value, if any, of. auto-
mated equipment such
~as a folding machine
and a postage meter
machine (seal, stamp
and stack) in regard
to cost of equipment
versus time saved.

Have “the $¥udents

visit a manufactur-
ing business to observe
the various functions
performed in a produc-
tion department.

Provide the students with
material -on the managemen
problems of the productio:
operations of a manufactu
ing business.

Provide.envelopes, letter
facsimiles and enclosures
to be assembled.

Arrange visits with a manu
facturing business to
observe production depart-
ment functions.




‘ DEVELOPMENTAL OBJECTIVES

To develop an awareness
of scme of the Timita-

tions wnich Government .

has placed on business.

=4 IORAL UBJECTIVES

The student will be able
to know some of the areas
in which there are state
and/or federal controls.

MANAGEMENT

(144 hours)

ACTIVITIES

Have the students
study and discuss
current areas cov-
ered by their state
and/or federal gov-
ernment including
legislation.

-75-

PROGRAM OBJECTIVES

_To provide an awareness of.
some of the limitations
which Government has place
on business. :

PRUGRAM IMPLEMENTATION

Provide the students with
some of the Government
limitations placed on
business.




DEVELOPHMENTAL OBJECTIVES

To develop an understanding
of now the financial system
works and what its moves
mean to the businessman.

SEHAVIURAL OBJECTIVES

The student will be able
to define finance and
name jits branches.

The student will be able
to name the 4 functions
of money.

The student will be able
to know how money func-
tions in the economy.

The student will be able
to understand the theory
of interest.

The student will be able
to know the 5 C's of cre-
dit and to discuss their
relevance.

The student will be able
to understand the monetary
policy and its application.

The student will be able
to understand the role
of commercial banks and
wspecialized financial
intermediaries.

FINANCE

(144 hours)

ACTIVITIES

" Have the students

discuss finance and
money.

-Have the students

listen to a speaker
on money, financa,
and velocity.

Have the students
listen to a speaker
on inflation.

Have the students
visit a finance
company and discuss
interest.

Have the students
discuss credit.

Have the students
listen to a speaker
on monetary policy.

Visit a bank.

Give or write a re-
port on commerical

banks, types of assets

and 1iabilities.

Have the students dis-
cuss specialized finan-

cial intermediaries.
-76-
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PROGRAM OBJECTIVES .

To provide an understand-
ing of how the financial
system works and what its
moves mean to the busi-
nessman.

PROGRAM IMPLEMENTATION

“--interest.

Provide material on the
financial system.

Arrange for a speaker
from a finance company
or bank on money, credit,
and velocity.

Arrange an economist- to
speak on inflation and
recession.

Arrange for a visit to a
finance,company. Discu.

Arrange for a speaker on
monetary policy from a
Federal Reserve Bank (if .
possible) or a barnk. 7

Arrange for a visit to a
bank.




®

DEVELOPMENTAL OBJECTIVES

To develop an understanding
© 07 the basic functions of
firancial management.

TEHMAYTIBAL NBJECTIVES

Tna-student will be able
to know the 3 A's of
financial management and
their corresponding rules.

The student will be able
to state the 4 most im-
portant documents in a
financial report and what
each tells you about a
business.

L4

The student will be able
to work problems of
profitability and turnover
and analyze a business'
financial performance.

The student will be able
to understand the differ-
ence between fixed and
circulating capital and
depreciation's affect on
them.

(144 hours) S i, \ ;

“discuss the finan-

- retained earnings and

- Have the students discuss Provide material and pro-

depreciation.

Have the students write

disadvantages of each.

FINANCE S

PROGRAM OBJECTIVES .

To provide an understanding
of the basic functions of
financial management.

1T
PRANGRAM IMPLEMENTATION

ACTIVITIES

Provide material on the
basic functions of finan-
cial management.

Have the students

cial manager's duties.

Have the students
listen to a speaker
on the changing role
of financial manage-
ment.

Arrange for a speaker:
A financial manager -
the changing role of
financial management.,

Have or make up following
records of some business:
balance sheet, income state-
ment, statement of retained
earnings and sources and
applications of funds state-
Have the students ment.

examing the state of e

Have the students re-
view balance sheets
and income statements
as to what they tell
about a business.

the sources and appli-
cations of funds state-
ments to determine what
they tell about a business.

profitability and turn- blems on leverage and liquids-
over and work problems. ity. .

Arrange for speaker:

Have the students Tisten
Liquidity .and Teverage.-:

to a speaker on liquid-
ity and leverage.

Have the students write
a short report on the
superiority of accelerated

Have the students listen Arrange for a speaker or
to a speaker on deprecia- field trip on depreciation.
tion. (or field trip)

Involve a local industrial
a short report on the: firm's accounting department|
various methods of cal-

culating depreciation

and the advantages/dis- -~ &0
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DEVELGPNENTAL OBJECTIVES

BEHAVIORAL OBJECTIVES

The student will be able
to understand how finan-
=13t pianning and contral
wied mogatner,

¢

*

The student will be able
to know the possible .,
composites of capital and
how to compute the.cost
of the different kinds of
funds.

The student will be able
to know the sources and
costs of short-term
financing.

The student will be able
to understand the part
term loans, conditional
sales contracts and
~leasing plays in financ-
ing.

The student will be able
to understand the part
stock plays in Tong-term
financing.

The student will be able
to urderstand the various
dividend policies.

FIMNAMNCE
(144 hours)

PROGRAM OBJECTIVES

ACTIVITIES

o

Have the students
discuss-financia]
pianning and control.

L ]

Have the students
spend several days
observing a financial
manager.

Have the students
listen to a speaker
on functions perform-
ed by controliers and
treasueres and their
importance. '

Have the students work
problems figuring the
cost of different kinds
of funds.

Y

Have the students Tisten
to a speaker on short-
term financing.

Have the students discuss
and work problems involv-
ing interest.

Have the students do a
short report on Teasing
vs. buying.

Have the students Tisten
to a speaker on stocks
and dividends.

Have the students visit
a stockbroker's office.

8i -
_7s- |

PROGRAM IMPLEMENTATION

Provide material on finan-
cial planning and control.

Arrange for observations
with financial managers.

Arrange speakers: Con-
troller and treasuere -
functions performed and
their importance.

ProVide problems figuring
the cost of different
kinds of funds.

Arrange For a speaker:
Short-term financing.

Provide problems involving
interest. -

<
v,
Arrange for stockbroker to

speak on different stocks
and dividend policies.

-

Arrange visits to a stock-
broker's office.




FINANCE
(144 hours)

w“:
. - N
DEVELOPMENTAL OBJECTIVES - PROGRAM OBJECTIVES -
BEHAYISRAL OBJECTIVES ACTIVITIES : PROGRAM IMPLEMENTATION
The student will be able Have the students
t0 understand the part discuss bonds and
fonds and notes play in reasons for using
snng-term financing. bonds. ' _
. . & '
The student will be able  Have the students
to understand how a busi- discuss and study
ness uses its financial capital allocation
resources. and budgeting.
Have the students Arrange for speaker:
listen to a speaker from a manager of a mutual
on ranking and select- fund to speak on ranking
inginvestment pro- . and selecting investment
- posals. proposals.

Have the students
discuss administer-
ing circulating capi-
tal. -

.....




DEVELOPMENTAL OBJECTIVES

N - To develop an understanding
ER T the marketing function.

REHAVTOPAL OBJECTIVES

The student wili ve abie

to know what is meant by

marketing and understand

the various activities of
" marketing.

MARKETING
(216 hours)

"~ discuss marketing

PROGRAM 0OBJECTIVES

ACTIVITIES

To provide an understa‘ng
_of the marketing function.

PROGRAM IMPLEMENTATION

Have the students

definition and its
range of activities.

Have the students
bring in advertise-
ments (magazine; news-
paper; report of TV,

~radio or billboard

lines and background
situation; or circular)
they think are good.

Have the students-dis-
cuss questions: ‘'here
do you like to shop and
why? _

Have the students write
a short report on the 4
utilities they recently

~_purchased.

Have the students prepare
and present a debate on:
Yould marketing benefit from
a shorter work week?

Have the students-discuss the
marketing concept, comparing -
two discount stores' applica- ~ i

~ tion of the market1ng concept

(customer service, attitude of
service personne], suitability
of merchandise to your needs,
pricing policies and convenience
of their location). Have them -
summarize their findings in 500
words or less and explain which
store applies the marketing con-
cept more effectively.

Have the students, through library
research, find 3 examplies of his-
torical developments. traceable to
the desire to either expandimarkets
or discover new sources of $upp]y

-80-

"rovide sctudents with
material on marketing.




Bl

MARKETING -
(216 hours)

DEVELOPMENTAL OBJECTIVES ' | PROGRAM OBJECTIVES

N To dava 1 p an undewstanding To provide an understand1n(

cT zh2 marketing enviornment. ~ : of the marketing enviornmer
BE=1YTA0AL NRJIECTIVES ACTIVITIES PDNGRAM TMPY EMENTATINN
RIS . v . s V.;ﬁ - . g . ’ il
ontuden will Lo aaade dave the studznes dis- Provide materials on marked

o7 the many factors of the cuss the major charac- . ing environment.
enviornment that affect teristics of the en-
the marketing process. vironment that affect

the marketing process,
exp]a1n its vitality
and give it direction.

Have the students dis- ° Have numerous examples
cuss the socioeconomic of the major characteristic
environment factors -that of the environment affectin
marketing management has the marketing process.
little or no contral of.

Have the students listen Arrange for a speaker on

to a speaker on what marketing managemant's

marketing management can meeting environmental chang

do to adapt to a constant-
. .+ 1y changing economic -
. ‘ : climate. _

Have the students prepare
and present-a debate on:
Does marketing cost too
much?--

Have the studants review
recent magazine articles s
dealing with the future, ' ‘
developing their own ‘thoughts
as to how the socioeconomic
- environment factors will have
changed the marketing environ-
ment 10 years from now. Have
them explain how management
will cope with these changes.




To cavelop an understanding of
the marketing process.

BEHAVIORAL OBJECTIVES

The student will be able
to know the basic elements
of marketing process.

The student will be able
to list the eight

DEVELOPMENTAL OBJECTIVES
functions of marketing.
|
|
|

MARKETING i
(216 hours)

PROGRAM OBJECTIVES

To provide an under-

standing of the market-

ing process.

ACTIVITIES PROGRAM IMPLEMENTATION

Have the students : Provide materials .on .

get acquainted with the marketing process.

the basic elements
of marketing: con-
sumers, products,
middlemen, channels
of distribution, and
marketing functions.

Have the students
prepare and present
a debate on: 1Is a
marketing education
worthwhile?

Have the students
select a local food
store, describing

the basic marketing
functions .involved in
its marketing process.

Have the students discuss
the eight marketing func-
tions and how each one
affects the marketing
process.

et

Have the students

visit a small inde-
pendent retail store,
noticing as many market-

"ing fattors as possible.

Have them summarize their
findings as related to or

unrelated to big business.

85 -
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Provide information and .
experience on the eight -
marketing functions:
Buying, selling, trans-
portation, storage,-
standardization and -
grading, financing,
risk taking, and market
information.




MARKETING

(216 hours).

DEVELCPMENTAL QOBJECTIVES

PROGRAM QOBJECTIVES

To develop an understanding

To provide an understanding

0¥ the

SEEANITOAL 08 JECTIVES

The student will be able to

define market and its relat-

ed termsys

The student will be aware
of the importance of defin-
ing a given market and
tailoring efforts toward
that market.

The student will be able to
know the major criteria for

ultimate-consumer market.

of the ultimate-consumer *
market.

ACTIVITIES PROGRAM IMPLEMENTATION

Provide materials con the
. ultimate-consumer market.

Have the students de-
fine market, market
segmentation, target

. market, submarkets,

and heterogeneous and
homogeneous market
factors.

Have the students discuss

the need for precisely de-

fining a given market in -
order to develop an effec-

tive marketing program.

Have the students discuss
major criteria for.class-

. c]assifying consumers., ifying consumers; i.e., SeX,
aqe etc. 4
Have the Students listen to a Arrange for a speaker:
speaker on the importance of Tailoring marketing -
. tailoring the marketing effort effort to the interestg
to the interests and needs of and needs of different
different groups. groups. Perhaps he
could give a report on
h1s target population
as he sees it. :

Have the students give or

write a report on techno]og1ca1

social, and economic forces that

contr1bute to a growing homogene-

ity in our soc1ety

Have the students prepare and pre--

sent a debate on: Does marketing

promise variety but deliver uni- .

S formity? !

‘ ~Have the students analyze 5 TV
| ' , commercials:. y
| a. lhat segments are they
| ’ ’ trying to reach? Des-
B . |

cribe these seaments in
terms of income, age, sex,
education and occupation.




MARKETING
(216 hours)

ERISNE Y 3

- DEVéLOPHENTAL OBJECTIVES ' PROGRAM OBJECTIVES

BERAYISRAL OBJECTIVES A ACTIVITIES PROGRAM IMPLEMENTATION

e b. Are all appeals
made on network
commercials na-
ticnal, in scope,
or do some cater
to regional pre-
ferences?

c. How do "local
commercial mes-
sages differ from
those shown on net-

work TV?
Have the students do Prepare a 1ist of products.
11 Tlibrary research to Students will do library re-
- determine which maga- search to determine in'which

zines would be best to magazine to advertise pro-
advertise the products duct.
given by instructor.

| - 87
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© MARKETING
(216 hours)

DEVELOPMENTAL OBJECTIVES " PROGRAM 0BJECTIVES
To davelop an understanding : To provide an uhdérstanding
cf the demographic characteris- of the demographic charac-
tics of ultimate consumers. . teristics of ultimate con-
sumers.
iR TRAAL DBJECTIVES ACTIVITIES  PROGRAM TMPLEMENTATION

-

The §tudent will be able to  Have the students
understand the term demo- define demogrpahics.
graphic characteristics. -

The student will be able Have the students Arrange for a speaker:

to understand some of the Tisten to a speaker on Ways in which demographics
viays it is useful to demographics. is useful to marketing
marketing management. management.

Have the students examine

factors that determine .
population change and ' ?
trends in population popu-

lation (geographic mobility,

> demographics and age distri-

“bution, demographics and

employment, life-cycle

analysis and climate factors).

Have the students prepare and
present a debate on: Yould
marketing suffer from zero
population growth? .

Have the students Tist 10
questions related to population
they would ask in developing a .
marketing program for candy,
ladies apparel, riding mowers
- or campers.

Using the U.S. government's Provide U.S. government'
. * 1970 Census-of. Population, 1970 Census of Population

have the students prepare

a brief report summarizing

the major population changes

in their state between 1960

and 1970, considering such

fact®rs as size; distribution

by age, sex, race; and urban- .

versus rural concentration.”™™

v
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DEVELOPMENTAL OBJECTIVES

To davelop an understand1ng
or the purchasing power of _
ra ultimate consumer.

DENAVIN2AL NBJECTIVES

fne student will be able -ty
know the key factors related
to consumer purchasing power
and understand its role in
marketing.

»

MARKETING
(276 hours)

&

PROGRAM OBJECTIVES

o

To
of

provide an understanding
the purchasing power of

the ultimate consumer.

ACTIVITIES PROGRA

M TAPLEMENTATION

Have the students
discuss the following
factors and their
roles in marketing
related to consumer .
purchas1ng power:
income, wealth and
credit, how purchas- ~
ing power is used

and purchasing-power
stabi]izerg.

Have the students pre-
pare a debate gn:
Should purchasing power
be more evenly distri-
buted?

Using the Survey of Buy-

ing Power or some other
source of income date

have the students find

the two counties in their
state with the highest and
lowest average income, re-
spectively. Have them pre-
pare a report in which they
discuss the factors that
account for this difference
and explain the probalbée in-
f]uence of the income differ-
ence- on consumption patterns.

89
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Provide either Survey of
Buying Power (published

.by Sa]es Management maga-

zine or some other source
of income data or be cer-
tain it is available.




MARKETING
(276 nours)
: ;
. DEVELOPMENTAL OBJECTIVES A PROGRAM QBJECTIVES
To develop an undefstanding _ To’provide an understanding
cf the ultimate-consumer of the ultimate-consumer
mctivations. E motivation.
BT=AYI0RAL 0BJECTIVES ACTIVITIES PPOGRAM TMPLEMENTATION
Tha student will be aware of Have the students Provide material on
the many factors that discuss the following ultimate-consumer
affect consumer behavior factors that affect motivation,

- in buying a product. consumer behavior: N
: ego-related motives,

status-related motives,

emotional motives,

rational motives,

rationalizations and the

desire to resolve con-

flicts and patronage

motives.

Have the students write
a report: Is sex over-
used in marketing?

. Have the students

: clip one advertisement
from today's newspaper
for each of the following
products: air travel, furn-
iture, an apartment house,
a new automobile, Have them
make a list of the rational
and emotional ‘appeals made
in each ad, then: answer
the following questions:

a. Which type of appeal,
emotional or rational.
was. used most?

b. Did any of the adver-
tisements contain .
promises that might help
the reader rationalize
his purchase?

Have the students examine their
own shopping behavior by list-
ing the name of the dry cleaner,
' restaurant and service station
: they patronize most frequently,
. Have them put down in order of
- importance their patronage
motives, or the reasons why they
shop there for each.




MARKETING
(216 hours)

BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION

Have the students give .
three examples of retailers

they occasionally patronize

for which convenience (lo-

cation) is not an important

consideration. Have them

answer the question: Why

do vyou return to these

piaces?

Have the students give one
example of a retail establish-
ment they stopped patronizing
in the past year for a reason
other than its location, Have
them answer the gquestion: What
reason did you have for making
the change?

Have the students discuss the

following factors that affect

consumer reactions to marketing:

habit, sensory appeals, compe-

tition for consumer attention,

memory and past experience, the .
believability of marketing .
claims and socioeconomic class.

The student will be able to Have the students listen to Arrange for a speaker:

know what we mean by consum- a speaker on the relation- ‘How- consumerism relate

erism and how it affects ship of consumer motiva- - to the efforts of mar-

buyers. tion to consumerism. ‘keting management to
motivate and direct consume
behavior.

Have the students prepare and
present a debate on: Is couffter-
advertising desirable in
marketing?

Have the students select two AM

radio stations in their community

which differ greatly in the type

of programming they use. Have

them listen to each one for a
reasonable period and, based on -
what they hear prepare a report

listing 3 products they feel could

be advertised profitably on one

station but not on the other, giving
their reasons for believing that some .
products are well-suited for adver-
tising one station but not the other.

| : 9y
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MARKETING I

(276 hours) ,
. DEVELOPMENTAL OBJECTIVES R v PROGRAM 0BJECTIVES
To davelop an understanding - gf To provide an understanding
of the industrial market. N of the industrial market.
37417T0RAL OBJECTIVES ACTIYITIES PROGRAM IMPLEMENTATION
2 student will be Haye the students Arrange speakers from the
aware of the many types of listen to speakers various types of economic
industrial users and the on Industrial users -~ activities. -
products théy'purchase. the products  they pur- :

chase, derived demand,
motives and purchasing .
behavior. .

”ka. The student will be able to  Have the students dis-

ok know some of the principal cuss additional indust-
‘ factors that motivate in- rial users and the geo-
dustrial users to buy. * graphic arrangement of

the industrial market.
‘The student will be aware

.0f some of the important Have the students prepare
differences of purchasing and present a debate on:
behavior of industrial Should engineering grad-

. users over ultimate con- uates sell industrial
sumers . : products?

Have the students select a
recent issue of Fortuaes
Forbes, Dun's Review or
. Business Week. Selecting 5
-~ : ' advertisements for analysis,
have the students’ determine
for each which motives of
industrial users covered in class

¢ were appealed to and what
emotional appeals, if any, were
made, - :
Have the students pre- Provide case studies involv-

pare case studies and pre- ing the consumer.
sent them in class.

T e\
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DEVELOPMENTAL OBJECTIVES

To davelop an understanding
6f retail distribution.

BEHAVIORAL OBJECTIVES

The student will bz able to
xagw why retaiiing is im-
portant. : ’

* The student will be able to
relate the various classifi-
cations of retailing.

The student will be able to
know the different places
where retailers locate and
“understand how they function.

The student will be .able to
understand reasons behind
higher gross margins.

The student will be aware

of the high failure rate

of retailing and some of

the ways that have been devel-
oped to make retailing more
efficient.

The student will be able to
know some of the factors

that affect the purchase
dacision of buyers for resale.

MARKETING
(216 hours)

PROGRAM OBJECTIVES

To provide an underst‘ﬁng
of retail distribution.

ACTIVITIES PROGRAM IMPLEMENTATION

Have the students
1isten to a speaker
on Retailing.

Arrange a speaker: What
constitutes a retail oper-
ation and why retailing is
important. .
Have the students

discuss the classifica-

tion of retaiding: size,

types of merchandise

handled, legal form of

organization and type of

ownership.

Have the students discuss
where retailers locate and
how they function.

Have the students prepare
and present a1 debate on:
Should supermarkets charge
higher prices in ghetto
stores?

Have the students list 5
types of retailers they

think wiil-increase in numer-
ical importance by 1980 and

5 they feel will decline.
have them write down the
factors that influenced their
decisions.

Have the students discuss
factors that determine
gross margins. :

Have the students listen to
a speaker on Retail failure.

Arrange for speaker on
high rate of retail
failure and ways to
cope with problems of

Have the students discuss
factors that affect pur-
chasing decisions of
buyers for resale.

-90-
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BEHAYIORAL OBJECTIVES
The student will be aware

T some of the retailing
trends.

The student will become

more aware of the activity -

of retail marketing.

MARKETING
ours .

ACTIVITIES PROGRAM IMPLEMENTATION
Have the students

listen to a speaker -’
on Retailing trends.

Arrange for speaker on
retailing trends.

Have the students visit St
o drugstores, one part

of 4 chain and the otnher )
a small .independent. Have e
them compare the prices

charged by the two stores

for the same brands of

shaving cream, vitamins,

headache preparations,

and perfume, Have the stu-

dents answer the question:

How do you account for the

price differences, if any?

Does the store charging

higher prices for a major-

ity of the items add more

value to the products?

Why or why not? :

Have the students spend
several days throughout
with retail marketing
management in the vari-
ous classifications.

Have them attend seminars
after the visits to dis-
cuss ideas and experi-
ences.

Arrange visits with retail
marketing management. Hold

. seminars to discuss ideas
and experiences.

\

9.1

297.




MARKETING

(276 hours)

DEVELGPMENTAL OBJECTIVES

To davelop an understanding
o7 wnolesale distribution,.

BEXAVIORAL OBJECTIVES

=2 scudent will ba abie to
understand wnat wholesaling
is.

fThe student will be aware

of the various classifica- -

tions of wholesalers and
understand the terminology.

~ ACTIVITIES

PROGRAM OBJECTIVES

To provide an _unders‘h’n 4
of wholesale distribution.

PROGRAM IMPLEMENTATION

Arrange Tor speaker: Whol-
saling - wnat it is and |
what it does. |

Have tne students
listen to a soeaker
on tholesaling.

Have the students
disucss the classifi-
cations of whole-
salers including
breakdown of functions.

Have the students pre- ) | .

" pare and present a debate:

on Should marketinc¢ man-
agement employ ™ore
viomen?

- Arrange for visits to trad
shows and exhibitions
merchandise marts anc
warehouses.

Have the students,
possible, visit tra.
shows and exhibitions
merchandise marts and .
public warehouse. Have
them write a report on
the functions and bene-
fits of ones visited.

b1

In a recent issue of the Provide cuieS o, Survey o
Survey of Current Business, Current Business.

have the students find the

wholesale price index. Have

them make a 1ist of the 5

products whose prices . N
increased the most over a year

ago and a second list of the

5 products whose prices s

increased the least or .
declined. Have the students . -
answer the question: VWhat BN
factors can you suggest to
explain why some wholesale
prices increased more than
others? In general, how do
vholesale price fluctuations
compare with retail price
fluctuations?
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MARKETING
(216 hours)

BEHAVIORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION ~

The student will be more Have the students - Arrange visits with whole-
aware of the activity of spend several days with sale marketing management.
wnolesale marketing. viholesale marketing Hold seminars. e

. management (in differ-
- 2nt classifications) and
: actend seminars to dis-
cuss their findings.

96 -
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MARKETING

(276 hours)
DEVELCPMENTAL .OBJECTIVES PROGRAM OBJECTIVES
To develop an understanding To provide an underst’diq,,
of channel management. o of channel management. '
RZLYTORAL CBJECTIVES ACTIVITIES PROGRAM TMPLEMENTATION
i12 student will De able to  Have tne students Arrange for speaker: Chann.
understand the importance listen to ¢ speaker management - factors that
of channel management. on Channel manage- affect choice and the majo
- ment. distribution channels..
Have the students ‘

discuss intensive,
exclusive and select~
ive distribution.

Have the students
prepare and present a
debate on Should Door-
to-door selling be

- outlawed? )

97£ I | °
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MARKETING
(216 hours)

DEVELOPMENTAL OBJECTIVES : PROGRAM OBJECTIVES
. To develop an understanding To provide an un'derstanding:

of physical distribution and of physical distribution
jinventory management. ’ and inventory management.

2447 I3RAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
in2 student will bacome more Have the students Arrange speaker: Physical
aware of the tremendous and 1listen to a speaker distribution - what it is
economic effort required to on Physical-distri- and it§ importance.

make products available when bution management.
-and where consumers want
them. ’

Have the students e
. discuss the advantages ot

and disadvantages of ;

the different modes of ) i

transportation (trans-. ]

portation mix - how to

decide mode or modes). : R

Have the students listen Arrange for speaker: Storagi
‘ to a speaker on Storage. function, types of facili-
. | | ' : . ties and costs.

Have the students visit Arrange visits to discuss
a business to discuss and note inventory.

and note inventory - how

large, where locdted and

condition it is in.

Present the following

problem to the students:

Various groups in recent years
have advocated free mass-transit
systems in urban areas. Evalu-

. . ate this idea in terms of its
impact on marketing. Try to
consider all facets of the
proposal, including its effect
on sales of cars and related
products, congestion, pollution
control, taxes, and suburban and
urban retailing. Summarize the
probable overall result if our
major cities did provide free
transit systems.

d4
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MARKETING
(276 hours)

DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES
A : '
To develop an awareness ‘ ‘ To provide an awarene’of
of tne importance of mar- ..~ the importance of marketing
keting research. T research. -
BIAYEARAL OBJECTIVES ACTIVITIES , PROGRAM TMPLEMENTATION
The student will be more Have tne students Arrange for speaker: The
aware of how market re- listen to a speaker role of experience, intui-
search is used to get the on The role of experi- tion and research on
information needed to make ence, intuition and decision making.
correct marketing decisions. research in decision
making. i 4
®

Have the studénts dis-
cuss:primary, internal
and secondary data.

Have the students dis-
cuss the characteristics
of the scientific:method.

Have the students report
. on formal market - research
T ' techniques.

Have the students prepare
and present a deba®e on
Should TV ratings dictate
TV programming?

Have the students select 5
products that are purchased
regularly by most consumers
and that have been promoted

by a familiar slogan for an
extended period of time. Using
the survey method, have them -
ask 10 students to identify
the product associated with
each slogan and whether they
have purchased the product
within the past month. Have
the students prepare a report
on their findings in which
they interpret the influence
of a well-known slogan on
product sales.




DEVELGPMENTAL OBJECTIVES

T

product planning.

SEHAVIORAL 0BJECTIVES

The student wilt be aware

of the principal product
decisions that involve
marketing mapagement.

o cev51op an awarensss~

MARKETING

ZT6 fiours)
PROGRAM OBJECTIVES |
To provide an awareness
or praduct planning.
- J
. | ‘ !
ACTIVITIES * PROGRAM I”PLEMFNTAIIQP} ‘ “:?
: !
Have- the students dis- Provide materxal on produc
cuss the product decis-  decisions and planding..
ions that involve mar- )
keting®management.

Have the students give
-or write a report on: Is
planned obsolescence good
for the economy?

Have the students choose

one product and list sev-
“eral ways in which it could

e changed. Have them include
in their list 5 physical
changes and 5 nonphysical
modifications.

Have the students develop

a list of 3 products marketad

extensively today that thay feel

will aimost disappear 10 years

from now. Have them explain why .-
they think these products are on

their way out.

Have the students visit a Arranre v151ts to a product
product testing center, tastlng center. ,

Have the students prepare Provide case studies on

and present case studies product planning.
on product planning. :
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DEVELOPMENTAL OBJECTIVES

e

To develop an awareness of
the importance of packaging
and branding.

3=-AVISRAL OBJECTIVES

The student will be more
aware of the package and
brand name's influence
on a product's success.

MARKETING i
(216 hours) b

PROGRAM OBJECTIVES

To provide an awareness .

of packaging and brand-

ing.

ACTIVITIES

Have tha students
discuss packaging
functions.

Have the students
listen to a packag-
ing specialist.

Have the students
discuss labeling,
granding, and
legisTation.

Have the students . .
prepare and preseat !
a debate on "Is too
much money spent:on
packaging2! ‘

Have the students select
a publication that deals
with inside stories of
marketing success and
failure. Dealing with

a story of product »
strategy that failed,
have them summarize in
500 words or less what
the company tried to do
and %?at.went wrong.

Have the students present
a list of jobs in the area
of marketing, including .-
labeling and packaging.

101

"~ PROGRAM TMPLEMENTATION

Arrange for a packaging
specialist to speak to
students

Provide the D.O.T.
for students to look
up jobs and job ¢
descriptions: Provide
job.descriptions from
Tocal companies.




~

DEVELOPMENTAL OBJECTIVES

To cevelop a deeper under-
standing of the importance
of personal selling.

BERAV(GRAL JBJECTIVES

The student will be able
to understand personal

. selling as a market1ng
function.

The student will be able to
know the responsibilities
of the various types of

MARKETING
(276 hours)

PROGRAM OBJECTIv§§

ACTIVITIES

To provide a deeper under-
standing of the importance
of personal selling.

PPOGRAM TMPLEMENTATICN

Have the students
discuss personal sell-
ing including some
personal qualifica-
tions and job re-
guirements.

Have the students dis-
cuss the types of sales-
men and their responsib-

- Provide material on

per-
sonal selling.

salesmen. ilities.

Arrange visits with sales -
managers.

Have the students talk
to sales managers about
their different functions.

The student will be aware
of the major functions of
sales management.

" Have the students write
a report on Is selling a
professional activity?

Have the students interview

at least 3 people who are
knowiedgeable about outside
personal selling. Directions:
Try to get them to talk to

you objectively about personal
selling. Then outline what you
think are the pros and conrs of
selling as a career and explain

briefly why you would or would o
not like a career in personal
selling. '
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MARKETING
(216 hours)

DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES

To develop a deeper under- ' To provide a deeper under-
standing of the importance standing of the importance
of advertising. ‘ of advertising.
SIesIORAL D3GECTIVES ACTIVITIES PROGRAM TMPLEMENTATION
The student will be more Have the students Provide material on
aware of advertising and discuss commercial advertising.
the influence that it advertising
projects. objectives. e

Have the students study
the types of advertising.

Have the students Arrange for speaker:

listen to a speaker Advertising media and costs
on Advertising media '
and costs.

Have the students pre-
pare and present a debate
on Should the work "free"
" be banned from advertis- : ‘
ing and selling.

Have the students visit Arrange for visits to an
an advertising agency. advertising agency.

»~Have the students select
one contemporary adver-
- tising theme or slogan
that illustrates-an attempt
e to achieve each of the follow-
s ‘E%k ing objectives: to increase the
number of units purchased, to
introduce a new product.and to
, counteract competition.
L Have them answer the question:
Do most of these messages have
more than one objective?

1(1:37
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MARKETING
(2716 hours)

DEVELOPMENTAL OBJECTIVES : PROGRAMIOBJECTIVES

‘ To develop a deeper under- To provide a deeper under-

L, standing of the importance standing of the importance
of sales promotion and : of sales promotion and
public relations. ' public relations.

guon/1IRAL OBJECTIVES ACTIVITIES PROGRAM [MPLEMENTATION
The student will be able to Have the students Arrange visits with sales o
discover the part sales pro- discuss with a sales advertising managers.
motion and public relations manager or advertising
play in promotion of a manager his objectives
product or service. of sales promotion.
: Have them discover '
what types, if any, of ‘ g

consumer-oriented
sales promotion he uses.

Have the students dis-
cuss sales-promoting
devices aimed at business
buyers.

Have the students listen Arrange for speaker: Public
’ - to a speaker on Public  relation strategies. .
PN ' relation strategies.

Have the students prepare
and present a debate on
Are the media unfair to
marketing?

Have the students prepare

an analysis of.both sides

of the question, "Are trading
stamps an expensive gimmick
that should be discontinued?"
Have them cite at least 3 points
in favor of stamps and 3 dis-
advantages of using them. Then
have them write a brief para-
graph explaining which side
they personally favor and why,

104 -
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MARKETING

(216 hours)

DEVELOPMENTAL OBJECTIVES _ PROGRAM OBJECTIVES

To develop a deeper under- : To provide a deeper ﬁer-—
standing of the importance standing of the importance
of pricing. of pricing.

) % 1

- T29AL GBOECTIVES ..o ACTIVITIES PROGRAM TMPLEMENTATION

The student will be able Have the students Provide material on pric-
to understand the price- discuss the economic ing.
setting process and the basis for price

“factors that enter into it. determination.

Have the students dis-
cuss pricing under vari-
ous conditions - pure
competition, mono-
polistic.

Have the students listen Arrange for speaker:

to a speaker on Factors Factors that affect the
that affect the general general price level.
price level.

Have the students give or ,
write a report on are per- ‘
manent price controls good

for marketing?

Have the students find 3
recent magazine articles
or government reports that
deal with specific attempts
by business to fix prices
through collusion. Have them
name the companies'involved
and describe the nature of

N the accusation. Have them
answer the question: Why are
such activities considered

harmful? .
The student will:be more Have the students inter- Arrange interviews with ma
aware of pricing in view marketing managers keting managers on pricing
practice. ‘ on their pricing policies. policies.

Have the students discuss .
. discounts and allowances.

" Have the students give or write | '
a report on Geographic consid- ‘
erations in pricing.
Q ' Have the students discuss
- ‘ nonprice competition.
Yo'
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MARKETING
(216 hours)

“4
~.

. BERAYIGRAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION

Have the student
describe 3 ways in
vhich they could add
vilu2 to the following
sroducis wizloud
changing them pnysically
in a material way:
carryout fried chicken,
toothpast and a soft
drink.

1G6
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STATISTICS

(72 hours)
DEVELOPMENTAL OBJECTIVES PROGRAM OBJECTIVES , .
To develop an overview To provide an under-
of statistics. = : — standing of statistics.
3EHAVISRAL OBJECTIVES ACTIVITIES ‘PROGRAM IMPLEMENTATION
The student will be _ Have the students Present an outline of
acquainted with some of discuss the meaning the course using
the terminology involved of: sampling; illustrations where
in statistics. descriptive statis- possible.

tics and statisti-’
cal inference; some
of the typical
problems that can
be solved by sta-
tistical methods;
and probability.

Have the students Provide the D.0.T. for

present a list of - students to look up jobs
job opportunities and job descriptions.
. in the area of Provide job descriptions

business statistics. from some local companii




DEVELCPMENTAL OBJECTIVES

To develop an understanding
af random sampling.

B=FAVIQRAL OBJECTIVES

Tha student will be able to
xnow wnat is meant by ran-
dom sampling and its
importance.

STATISTICS

( 72 hours )

. ACTIVITIES

flave the students
discuss sampling.

Have the students
discuss random
sampling.

Have the students

work exercises involv-
ing random samplings.

108
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PROGRAM OBJECTIVES

To provide an understanding
of random sampling.

PROGRAM IMPLEMENTATION

Provide material and exer-
cises on random sampling.




/
STATISTICS

{72 hours)
DEVELOPMENTAL OBJECTIVES PROGRAM -0BJECTIVES :
To develop an understanding . To pro'vide an Qnders‘iing
of frequency distributions. ‘ of frequency distributions.
. BEHAVTORAL OBJECTIVES ACTIVITIES PROGRAM IMPLEMENTATION
“he student will be 1dle to  Have the students rovide material on fre-
classify date into.a fre- discuss fraquency quency distribution. g
quency distribution. distributions. o
Have. the students arrange Provide problems: freqdency
material into fre- distributions, grouped
' quency distributions. frequencies, class interval
fiai and cumulative frequency
NEs Have the students dis-  distribution.

cuss class intervals:
how to determine, upper.
class limits and lower
class limits. -

Have the students
arrange material into
class intervals, deter-
mining the upper class
1imit and the lower class
Timit.

Have the students dis-
cuss cumulative frequency
b distributions.

Have the students work
problems -cumulating
the frequency distributions. .

169
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e L STATISTICS

(72 Hours)
._i : " DEVELOPMENTAL OBJECTIVES ,~< . PROGRAM OBJECTIVES »
- To develop an undefstanding , To provide an understanding
of the terms variables, of the terms variables,
“range and quartilTesw : range and quartiles.
2-44 75330 DBJECTI¥ES ACTIVITIES PROGRAM [MPLEMENTATION
The student will be able to Have the students dis- Provide material and prob-.
understand th% terms cuss variable. lems on variable, range and
variable, range and - quartiles.

Have the students
work with variables..

quartiles,

[
B

Have the students work
_ o T problems determining
e v variables.:

Have the students dis-
. : Cuss range. :

Have the.students fine
the range of a certain
distribution.

' Have the students dis-
cuss quartiles.

Have the students work
problems involving the
different quartiles.

'@ | | . 110
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DEVELOPMENTAL OBJECTIVES

To developvan_understanding_

of descriptive measures.
(mean, mode and median)

27 2YTORAL OBJECTIVES

~The student will be able <o
understand thé=use of the
mean, mode and median.

STATISTICS
(72 hours)
PROGRAM OBJECTIVES
To provide an unders‘h"n 3
of the mean, mode and medi
‘ ACTIVITIZES PROGRAM TMPLEMENTATION
Have tha students "~ Provide material on mean,
discuss the mean - mode and median including
and solve problems formulas anq/prob]ems.

using the formula.

Héve the students dis-
cuss the mode and solve
problems using the formula.

Have the studénts dis- -
cuss the median and solve
problems using the formula.

Have the students visit Arrange a field trip to a
a statistics department statistics department of a
of a local business or local business or insuranc

insurance company. . company.
3
b
111
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. - : STATISTICS
S ) (72 hours)

DEVELOPMENTAL OBJECTIVES o PROGRAM 0BJECTIVES ‘
' To develop an understanding | ' To provide an understanding
o of the use of the standard , of the use of the standard
ceviation. . ; .. .deviation.
REHAYINAAL 0BJECTIVES ACTIVITIES " PROGRAM IMPLEMENTATION
Have the StudentS'”'““”"‘P}ovide material and exer-
discuss the square- cises on standard devia-
‘room table and work > tion and sample variance.-

exercises using the ...
square root table.

The student will be able to Have the students dis-

understand the use of the cuss standard deviation
standard deviation and and work with the, formula.

sample variance,

Have students work prob-
lems using the standard
deviation.

Have the students dis-
cuss interpretation.

Have the students work
with the sample variance
formula and work problems
involving sample variance.

Have the students work
problems dealing with stand-
ard deviation and sample
variance. Have them inter-
pret their findings.

112
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DEVELQEMENTAL OBJECTIVES

. To develop an understand1ng
= of probability.

BEHAVIORAL OBJECTIVES

“na student will b2 abie to
have some understanding or
probability.

STATISTICS
ours

ACTIVITIES

PROGRAM OBJECTIVES

To provide an unders ing

of probability.

PROGRAM IMPLEMENTATION

Have the students
discuss sets.

Have the students
discuss probability.

Have the students do
experiments or games.

Have the students
Tisten to a speaker on
probability.

Have the students

work problems involving
the different kinds of
probability

Have the students make
a tree diagram.

113
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© To nrovide thc studenus
with material on probabilif]
(games exper1ments, prob-
Tems) .

| Arrange for a speaker on
probability.




VI. Recommended Methods of Evaluation

-A.

Ty

R

Pre-testing should be administered to develop goals and .
to identify student needs. Post-testing will show the
.progress of the students.

v=acher made and standardized tests should b2 usad to
measure achievement during the course work.

Give consideration of work experience, especially when
it is on an individual basis.

Evaluation by the people that are directing the experience
areas when the experience is on an individual or small
group basis.

A self-evaluation and an evaluation by fellow students

~ could be useful.

The true test, of course, is how well the students pre-
form in college and in work situations when they graduate
from college. A follow-up study should be developed to
see how the students preform in college and on the job.

“
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