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COURSE DESCRIPTION: INTRODUCTION TO BUSINESS

The purpose of this course is to introduce the student to the field of business. The student
will learn many of the skills needed to function in the business world both as a consumer
and as a potential business person. He/she will develop an understanding of our business
system and the economic setting in which it functions. At the end of the course, the
student will be able to upgrade his/her personal economic skills and will be able fo
recognize the need for working together for an improved standard of living for all people
in our democratic society. The student should then be able to assume a role of consumer,
worker, and citizen.

COURSE DATA:
Length of Course : Full Year
Credits : Five

Periods Per Week © Five

Classification . Elective — Grades 9-12
Prerequisite : None
EVALUATION:

The purposes of evaluation are to provide information about student progress and to
determine if students have learned the subject matter which has been taught. Teachers
will evaluate student progress by utilizing standardized tests, teacher-made quizzes, and
tests, oral questioning, class participation, homework, and special projects.

Grading structure: Benchmark for mastery of course content is 65%: content mastery for
students with IEPs may be less than the Board of Education approved minimum for
regular education students.




MANCHESTER REGIONAL HIGH SCHOOL

INTRODUCTION TO BUSINESS
The student will be able to:

UNIT 1 OUR ECONOMIC ENVIRONMENT

Economic Decisions

Distinguish between needs and wants.

Explain the difference between goods and services.

Describe the economic resources used in the production of goods and services.
Explain why the basic economic problem forces you to make choices.

State the six steps in the decision making process.

VYV VVYV

Economic Systems

List the three economic questions that must be answered by every society.
Describe three types of economic systems.

Identify five features of our market economy.

Explain why economies are mixed systems.

Explain why market economies are becoming common around the world.

VVVVYV

Economic Roles
» Identify three economic roles each person performs.
» Explain how consumers affect the supply and demand for goods and services.

» Explain the impact of worker productivity on our standard of living.
» Explain the role of citizens in our economy.

Economic Measurements
» Explain how Gross Domestic Product (GDP), GDP per capita, and labor
productivity are used as measurements of economic performance.
Describe the four phases of the business cycle.
Describe inflation and deflation.
Discuss some of the possible developments in the future growth of our economy.

VOV oV

UNIT 2 BUSINESS AND GOVERNMENT IN OUR GLOBAL FCON oMY
Business in Our Economy
» Give an example of the four basic kinds of businesses.

» Describe seven kinds of activities performed by businesses.
» Explain how jobs are created in cur economy.

Business Structures
~ Explain how ownership differs among sold proprietorships, partnerships, and
corporations.




\%

State the advantages and disadvantages of the three major types of business
ownership.

Name the five functions of managers.
Give examples of three specialized forms of business organizations.

vV Vv

Social Responsibility and Business Ethics
» Explain what is meant by the social responsibility of business.
» ldentify four social responsibility issues.
» Give examples of socially responsible actions.

Y

» Describe the purpose of a code of ethics.

International Business

» State the basic reason for nations doing business with each other.,
Explain the concept of currency exchange rates.
Explain the concepts of balance of trade and balance of payments.
Explain what is meant by a multinational corporation.
List several advantages and disadvantages of international business.

VVVVYY



Government in Our Economy

> Explain protection provided by government.
» Explain methods used by government to regulate our economy.
> Describe how government assists business.
» Explain the role of government in producing goods and services and hiring
workers.
» Explain two ways that government raises money.
UNIT 3 CAREERS IN OUR GLOBAL ECONOMY

Human Resources in Our Economy

» Explain why human resources are a vital economy force,
» Identify types of industries and occupational groups in our workforce.
Discuss five factors that affect job opportunities.

Explain how the workplace is changing.

Y Vv

Planning a Career

Explain what is meant by career planning.

List important sources of career information.

State approaches that can be taken to learn about values and abilities.
Describe five steps to follow when making career decisions.

List at least three sources of financing additional education.

VOV VYV

Succeeding in the World of Work

» Write a successful letter application and personal data sheet.

[dentify sources to use in getting job leads.

Fill out an application form acceptable to an employer,

Explain how pre-employment tests are used by employers.

List eight things to do to prepare for a good interview.

State eight things that help lead to successon the job.

Describe several ways to get along with ¢0-workers, and explain how to properly
exit a job. S

VVVVVVYY



Opportunities in Small Business
» Give a definition of a small business.
State at least five reasons why small businesses fail.
Describe several sources of help for small-business owners.
List at least seven characteristics of successful small business owners.

W

vV Vv

UNIT 6 FINANCIAL INSTITUTIONS AND BANKING SERVICES
The Banking System and Financial Services
» Explain how banks earn revenues.
Describe the major types of deposit-type institutions.
Name nondeposit financial institutions that serve consumers
List six services provided by financial institutions.
Explain the activities of the Federal Reserve System.
Discuss how banks help communities and create economic growth.

VVYVVYVYVY

Opening a Checking Account

» Describe four advantages of having a checking account.

Explain the difference between the two major types of checking accounts.
Explain the process of opening a checking account.

Discuss the purpose of an endorsement.

Demonstrate three types of endorsements and explain when each is used.
Describe the purpose of a check stub and check register.

VYV VYVYVYYVY

Using Checks and Other Payment Methods
> Demonstrate proper check-writing procedures.
List tips for good check writing.]
Explain the purpose of a stop-payment order.
Describe procedures for accepting and cashing checks,
Name three special types of checks.
List four sources of money orders.
Explain how payments are made through electronic funds transfer.

VVVVVYVYYWY

Managing Your Checking Account and Other financial Services
Explain how checks clear the banking system.

Describe the information on a bank statement.

» Reconcile a checking account.

> Discuss factors to consider when selecting a financial institution.

»
‘;




UNIT7 CREDIT IN OUR ECONOMY

”{he Fundamentals of Credit

Explain what credit is.

Give examples of how credit is used by consumers, businesses, and governments.
State the difference between loan credit, sales credit, and trade credit.

Explain the basis on which credit is granted, including the three Cs of credit.

Give several advantages of using credit.

State at least four ways in which credit can be misused.

VVYYVYVY

The Uses of Credit

Describe three types of charge accounts: regular, budget, and revolving.
Explain how a teenager may obtain his or her own charge account.
Describe the process by which bank credit card transactions are handled.
List common types of credit cards.

Explain how installment credit sales differ from credit card sales.
Describe two kinds of loans available to consumers.

List questions that should be answered before signing an installment sales
contract,

VVYVVYVY

UNIT 8 SAVINGS AND INVESTMENT STRATEGIES
Starting a Savings Program

» Explain why it is important to have a savings plan.

» Compute interest on your savings.

» Discuss the factors to consider when comparing savings plans.

» Describe how savings help our economy.

‘ismg Your Savings Plan

Explain how to open and use a regular savings account.

Discuss the features of a money market account.

Identify the advantages and disadvantages of a certificate of deposit (CD).

State at least four questions to consider when selecting a financial institution for
yOur savings.

Explain why an individual retirement account (IRA) should be considered.

VYV VvV

\w/

Envestmg in Bonds and Stocks

Explain how investing in bonds is different from investing in stocks.

Give reasons why organizations sell bonds.

Discuss the types of bonds sold by governments.

Describe differences between preferred and common stock.

Explain factors to consider when selecting stock investments.

Discuss the benefits of investment clubs and mutual funds.

Evaluate security investments based on financial needs, goals, safety, liguidity,
and rate of return.

VY VYVVYYV




INTRODUCTION TO BUSINESS
Workplace Readiness Standards:

Standard 1: ALL STUDENTS WILL DEVELOP CAREER PLANNING AND
WORKPLACE READINESS SKILLS.

1.1 Demonstrate employability skills and work habits, such as work ethic, dependability,
promptness, and getting along with others, needed to get and keep a job.

1.2 Describe the importance of personal skills and attitudes to job success.

1.3 Identify career interests, abilities, and skills.

1.7 Describe the importance of academic and occupational skills to achievement in the
work world.

1.12 Demonstrate consumer and other financial skills.

Standard 2: ALL STUDENTS WILL USE INFORMATION, TECHNOLOG Y, AND
OTHER TOOLS.

2.2 Select appropriate tools and technology for specific activities

2.5 Access technology-based communication and information systems.

2.6 Access and assess information on specific topics using both technological (e.g.,
computer, telephone, satellite) and print resources available in libraries or media centers,

2.7 Use technology and other tools to solve problems, collect data, and make decisions.

Standard 3: ALL STUDENTS WILL USE CRITICAL T, HINKING,
DECISIONMAKINGAND PROBLEM-SOLVING SKILLS.

3.1 Recognize and define a problem, or clarify decisions to be made.

3.3 Formulate questions and hypotheses.

3.8 Organize, synthesize, and evaluate information for appropriateness and completeness.
3.12 Interpret and analyze data to draw conclusions.

3.13 Select and apply appropriate solutions to problem-solving and decision-making
situations,

Standard 4: ALL STUDENTS WILL DEMONSTRATE SELF-
MANAGEMENTSKILLS.

4.3 Evaluate their own actions and accomplishments.

4.9 Use time efficiently and effectively.

4.10 Apply study skills to expand their own knowledge and skills.



INTRODUCTION TO BUSINESS
LITERACY STANDARDS
Reading

RH.9-10.5. Analyze how a text uses structure to emphasize key points or advance an
explanation or analysis.

Writing

W.9-10.6. Use technology, including the Internet, to produce, publish, and update
individual or shared writing products, taking advantage of technology’s capacity to link
to other information and to display information flexibly and dynamically.

W.11-12.4. Produce clear and coherent writing in which the development, organization,
and style are appropriate to task, purpose, and audience.

W.11-12.10. Write routinely over extended time frames (time for reflection and revision)
and shorter time frames (a single sitting or a day or two) for a range of disci pline-specific
tasks, purposes, and audiences

CAREERS

9.1: Career and Technical Education
A. Career Awareness/Preparation

3. Analyze factors that can impact an individual’s career.

B. Employability Skills

2. Communicate and comprehend written and verbal thoughts, ideas, directions, and
information relative to educational and occupational settings.

9.2: Consumer, Family, and Life Skills
A. Critical Thinking

2. Describe and apply constructive responses to criticism.

B. Self-Management

3. Compare and contrast methods for maximizing personal productivity.
C. Interpersonal Communication

2. Communicate effectively in a variety of settings with a diverse group of people.
D. Character Development and Ethics

L. Analyze how character influences work performance.

3. Discuss consequences and sanctions when on-the-job rules and laws are not
followed.



E. Consumer and Personal Finance
1. Analyze factors that influence gross and net income.
Design, implement, and critique a personal financial pian,
Discuss how to obtain and maintain credit.
Prepare and use skills for budget preparation, making oredictions about income and
expenditures, income tax preparation, and adjusting spending or expectations based

:ﬁa [F5 I

on analysis,
Use comparative shopping techniques for the acquisition of goods and services.

6. Analyze the impact of advertising, peer pressure, and living arrangements on personal
purchasing decisions.

7. Evaluate the actions a consumer might take in response to excess debt and personal
financial status.
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