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1.
Understand career concepts as a basis for making appropriate career choices

1.1. (9-12) Assess personal strengths and weaknesses as they relate to career exploration and development

1.1.1. (General Business) Assess personal strengths and weaknesses as they relate to 
career exploration and development
1.1.2. (General Business) Plan and prepare for current and future career options based 
on personal qualities and interests
1.2. (9-12) Utilize career resources to develop an information base that includes global careers

1.2.1. (General Business) Identify, gather, interpret, evaluate, and process available 
career opportunities and trends
1.2.2. (General Business) Describe possible career positions and their respective career 
paths
1.3. (9-12) Integrate all forms of communication in the successful pursuit of a career
1.3.1. (General Business) Understand the importance of first impressions (verbal and 
nonverbal)
1.3.2. (General Business) Compose application process documents for a job opportunity 
(i.e., application form, letter of application, resume, thank you note—typed or 
hand written)
1.3.3. (General Business) Demonstrate appropriate interviewing techniques and skills
1.4. (9-12) Relate work ethic, workplace relationships, and workplace diversity to career development
1.4.1. (9-12) Demonstrate personal qualities related to employability (e.g., promptness, 
collaboration, attendance, dependability)
1.4.2. (9-12) Demonstrate a positive work ethic (e.g., honesty, integrity, punctuality, 
loyalty)
1.4.3. (9-12) Understand the importance of a positive attitude
1.4.4. (9-12) Illustrate how personal qualities transfer from school to the workplace
1.4.5. (Office Procedures) Describe a safe and healthy work environment
1.5. (9-12) Relate the importance of lifelong learning to career development
1.5.1. (General Business) Discuss the need for flexible career planning
1.5.2. (General Business) Identify the need for lifelong learning
1.5.3. (General Business) Identify trends and the effect of change on the workplace
2. Understand concepts, strategies, and systems needed to interact effectively with others

2.1. (9-12) Communicate in a clear, courteous, concise, and correct manner

2.1.1. (9-12) Use appropriate workplace etiquette
2.1.2. (9-12) Demonstrate the ability to speak clearly and concisely
2.1.3. (9-12) Use positive tone to communicate
2.1.4. (9-12) Write logical, coherent phrases, sentences, and paragraphs incorporating 
correct spelling, grammar, and punctuation
2.1.5. (Accounting, Office Procedures) Describe the importance of documentation in the 
workplace
2.1.6. (9-12) Proofread documents and make needed changes to ensure correct content, 
grammar, spelling, and punctuation
2.1.7. (9-12) Use a variety of references and resources (both electronic and printed)
2.1.8. (Accounting, Office Procedures, Business Applications) Compose and produce a 
variety of business letters, memorandums, and reports using correct style, format, 
and content
2.2. (9-12) Recognize and develop communication skills used in the workplace

2.2.1. (9-12) Express thoughts and ideas using various forms of communication (e.g., 
verbal, written, body language, etc.)
2.2.2. (9-12) Listen effectively
2.2.3. (General Business) Recognize cultural differences in the business environment
2.2.4. (9-12) Use discretion in communication with others
2.2.5. (Business Applications, Business Economics) Identify the chain of command, 
communication channels, and protocol within an organizational structure
2.3. (9-12) Use technology to enhance the effectiveness of communication
2.3.1. (Office Procedures) Project a positive impression when placing or receiving calls
2.3.2. (Office Procedures) Select and use the appropriate technology for the intended 
communication
2.3.3. (9-12) Demonstrate touch keyboarding and use computer functions to create 
letters, forms, memoranda, numerical data, and other documents from rough draft, 
voice recognition system, or from oral or written instructions
2.3.4. (9-12) Gather, interpret, and evaluate information using electronic technologies
2.3.5. (Office Procedures) Explain the use of electronic message technologies including 
facsimile machines, voicemail, conference calls, pagers, and e-mail
2.3.6. (Office Procedures, Business Applications) Demonstrate an awareness of 
technological advances and available resources
3. Understand concepts, strategies, and systems needed to interact effectively with others

3.1. (9-12) Apply appropriate mathematical operations to solve problems

3.1.1. (9-12) Determine the correct mathematical process for various problems using 
formulas when appropriate
3.1.2. (9-12) Select and use appropriate tools for solving problems (e.g., paper, pencil, 
calculator, computer)
3.1.3. (9-12) Use estimation to verify a calculated result
3.1.4. (9-12) Solve problems containing whole numbers, decimals, fractions, 
percentages, ratios, and proportions
3.1.5. (9-12) Use algebraic operations to solve problems
3.1.6. (General Business, Computer Applications) Use domestic and international 
standards of measurement in solving problems
3.2. (9-12) Analyze and interpret data
3.2.1. (9-12) Construct, read, and interpret tables, charts, and graphs
3.2.2. (9-12) Make inferences about data found in tables, charts, and graphs
4. Understand the economic principles and concepts fundamental to business

4.1. (9-12) Understand global economies and their interactions

4.1.1. (General Business. Business Economics) Make inferences about data found in 
tables, charts, and graphs
4.1.2. (Business Economics) Explain why societies develop economic systems
4.1.3. (General Business, Business Economics) Identify the basic features of different 
economic systems
4.1.4. (General Business, Business Economics) Discuss the major features of the U.S. 
economy
4.1.5. (General Business, Business Economics) Discuss the role of government in an 
economic system
4.1.6. (General Business) Explain the role of exchange and money in an economic 
system
4.2. (9-12) Understand the U.S. government’s role in a free enterprise system
4.2.1. (General Business, Business Economics) Discuss basic features of a market 
economy (e.g., private ownership of property, profit, competition)
4.2.2. (General Business, Business Economics) Describe the role of markets and prices 
in the economy
4.2.3. (General Business, Business Economics) Analyze the role of the law of supply 
and demand in the economy
4.2.4. (Business Economics, Business Law) Identify and discuss examples of laws and 
government regulations designed to maintain competition
4.3. (9-12) Understand how economic principles affect the workplace
4.3.1. (Business Economics) Understand the concept of opportunity cost analysis
4.3.2. (Business Economics) Explain the importance of productivity as it relates to profit
4.3.3. (Business Economics) Explain how the economy encourages entrepreneurship
4.3.4. (General Business) Explain how the economy functions by describing typical 
economic activities (e.g., gross domestic product, unemployment, inflation)
4.3.5. (Business Economics) Describe different types of competitive structures and 
illustrate the role of competitive markets
4.4. (9-12) Understand how the individual fits into the economic scheme
4.4.1. (General Business, Business Economics) Describe the rights and responsibilities 
of citizens in an economy (e.g., taxation, right to own property, purchasing 
decisions)
4.4.2. (General Business, Business Economics) Describe how consumers and the 
marketplace are interdependent
4.4.3. (Business Economics) Recognize the economic impact of employee actions on 
employer profitability
5. Understand fundamental entrepreneurial concepts that affect business decision making
5.1. (9-12) Identify unique characteristics of an entrepreneur and evaluate the degree to which one possesses those characteristics

5.1.1. (Business Economics) Identify the importance of entrepreneurship
5.1.2. (Business Economics) Demonstrate ability to generate innovative and practical 
solutions to business problems
5.1.3. (Business Economics) Identify the types of risks faced by entrepreneurs
5.2.  (9-12) Describe how ethics, government, and different forms of business ownership affect the entrepreneurial venture
5.2.1. (General Business, Business Economics, Business Law) Understand and describe 
the different types of business ownership
5.2.2. (Business Economics, Business Law) Identify legal issues affecting entrepreneurs
5.2.3. (Business Economics) Identify assistance available for entrepreneurs (e.g., SBA)
5.3. (9-12) Develop a business plan
5.3.1. (Business Economics) Identify the elements in a business plan
5.4. (9-12) Identify, establish, maintain, and analyze appropriate records to make business decisions
5.4.1. (Business Economics, Accounting) Explain the importance of financial analysis 
and the role of good recordkeeping (i.e., allocate time, money, materials, 
personnel, space)
5.4.2. (Business Economics) Recognize the importance of various resources and 
assistance available to the entrepreneurs
5.5. (9-12) Describe how cultural differences, export/import opportunities, and current trends in a global marketplace can affect an entrepreneurial venture
5.5.1. (General Business) Identify the role of international trade
6. Understand the concepts and apply the principles of accounting, financial decision-making, and personal finance

6.1. (9-12) Recognize and understand basic terminology, principles, and concepts in the accounting process

6.1.1. (Accounting) Identify accounting terminology (e.g., assets, liabilities, owner’s 
equity)
6.1.2. (Accounting) Demonstrate an understanding of accounting principles (e.g., 
historical cost, ongoing concern, matching revenue and expenses)
6.1.3. (Accounting) Demonstrate an awareness of basic accounting concepts by 
completing related activities
6.2. Complete the various steps of the accounting cycle and explain the purpose of each step using manual and/or computerized systems

6.2.1. (Accounting) Describe the functions of a basic accounting system
6.2.2. (Accounting) Describe the need for the concept of documentation (e.g., checks & 
balances, dual entry system, etc.)
6.2.3. (Accounting) Analyze source documents
6.2.4. (Accounting) Journalize business transactions
6.2.5. (Accounting, General Business) Compute money transactions (i.e., making 
change, handling petty cash, preparing bank deposits, electronic funds transfer, 
reconciling bank statements)
6.2.6. (Accounting) Total and prove journal(s)
6.2.7. (Accounting) Post transactions and maintain ledger(s) (e.g., general, subsidiary, 
payroll)
6.2.8. (Accounting) Prepare worksheet and related financial statements
6.2.9. (Accounting) Journalize and post-adjusting and closing entries
6.2.10. (Accounting) Prepare a post closing trial balance
6.3. (9-12) Apply appropriate accounting principles to satisfy the legal requirements of a business
6.3.1. (Accounting) Describe the payroll process and calculate payroll and related taxes
7. Understand and apply the concepts, systems, and tools needed to gather, access, synthesize, evaluate, and disseminate information

7.1. (6-8) Demonstrate the touch method of numerical and alphabetical keyboarding
7.2. (6-8) Demonstrates ability to process information utilizing a variety of software applications

7.2.1. (6-8) Produces documents using a word processing, spreadsheet, presentation, or database system (i.e., reports, brochures, mailing lists, charts, etc.)

7.2.2. (6-8) Proofreads for correct grammar, format, spelling, and punctuation

7.3. (9-12) Identify available operating systems
7.3.1. (Computer Applications, Business Applications, Office Procedure) Compare and 
contrast system software and hardware used to satisfy a business need
7.4. (9-12) Select and use appropriate software applications
7.4.1. (9-12) Demonstrate the touch method of numerical and alphabetical keyboard
7.4.2. (9-12) Differentiate among database, spreadsheet, word processing, desktop 
publishing and presentation applications
7.4.3. (Computer Applications, Business Applications) Demonstrate ability to integrate 
software applications
7.4.4. (9-12) Use word processing software to create, modify, store, retrieve, and print 
documents
7.4.5. (9-12) Key materials from rough draft, voice recognition, and oral or written instruction
7.4.6. (9-12) Proofread and edit documents for accuracy and content, and for correct 
grammar, spelling, and punctuation
7.4.7. (Computer Applications, Business Applications) Use database software to store, 
query, retrieve, and sort data
7.4.8. (Office Procedures) Maintain a records management system (i.e., alphabetic, 
numeric, geographic, subject)
7.4.9. (Computer Applications, Business Applications, Office Procedures) Use 
spreadsheet software to manipulate data
7.5. (9-12) Apply decision-making skills in the business environment
7.5.1. (9-12) Gather, interpret, and evaluate information
7.5.2. (Computer Applications, Business Applications) Recognize the importance and 
availability of resources (e.g., technical support, help menus, reference manuals)
7.5.3. (Computer Applications, Business Applications, Office Procedures) Demonstrate 
an understanding of file management
7.5.4. (Office Procedures, Business Applications) Recognize availability of 
electronically generated basic business forms and records (e.g., purchase orders, 
expense vouchers, and time cards)
7.5.5. (9-12) Interpret and apply numerical information found in tables, graphs, and 
charts
7.5.6. (9-12) Demonstrate problem-solving skills (e.g., mathematical, situational, 
interpersonal)
7.6. (9-12) Explain advances in computer technology and their legal impact
7.6.1. (Business Law) Recognizes that technological advancements have a legal impact

7.7. (9-12) Understand and follow a code of ethics for information systems use and management
7.7.1. (Office Procedure) Identify the need for and importance of confidentiality
7.7.2. (Business Applications, Business Law) Recognize relevant ethical issues and their 
importance in business
8. Understand and apply the processes and concepts needed for effective business management

8.1. (9-12) Understand the principles of management

8.1.1. (General Business, Business Economics) Demonstrate an awareness of basic 
business principles (e.g., profit, competition, supply and demand, business cycles)
8.1.2. (General Business, Business Economics) Identify, describe, and analyze the 
impact and relationship of community involvement on business management 
decisions
8.2. (9-12) Identify various organizational structures

8.2.1. (Office Procedures, Business Economics) Identify the chain of command and 
protocol within an organizational structure
8.3. (9-12) Understand the legal process
8.3.1. (Business Law) Describe the sources of the law and the structure of the court 
system
8.3.2. (Business Law) Describe the different classifications of procedural and 
substantive law
8.3.3. (Business Law) Identify resources to gain knowledge of the legal system
8.3.4. (Business Law) Describe the changing environment for legal issues
8.4. (9-12) Analyze the relationship between business ethics and the legal processes
8.4.1. (Business Law, Business Economics) Recognize relevant laws and ethical issues 
in business and their importance
8.4.2. (Business Law) Identify ethical character traits (e.g., honesty, integrity, 
compassion, justice)
8.5. (9-12) Describe the major governmental regulations of business organizations
8.5.1. (Business Law, Business Economics) Describe legislation that affects businesses
8.5.2. (Business Law, Business Economics) Demonstrate a familiarity with common 
governmental regulations affecting business
8.5.3. (Business Law, Business Economics) Identify legislation that regulates employee 
rights within a business
8.6. (9-12) Explain the legal rules that impact society
8.6.1. (Business Law) Demonstrate that legal rules have an impact on society
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