	Industry Sector: _Finance and Business  Career Pathway: _Business and Financial Management_ Program of Study: ________________ Consortium::__________________________  School:__ – _____  District:​​​​​​​​​​​​​​​​​​​ __

	Course Title
	CBEDS or

TOPS#
	Grade Level
	Sample Occupations

(Entry-Technical-Professional)
	Certificate/ degree/ Apprenticeship
	Industry 

Certification

	Grade 7/8  Keyboarding
	2450
	7-8
	
	
	

	Career Exploration
	4650
	7-8
	
	
	

	Grade 9-12 ( as needed)
	
	
	Entry: Account Clerk, Payroll Clerk, Bank Teller/New Accts Rep, Shift Mgr.
	
	

	Computer Applications**
	2450
	9-10
	
	
	

	Economics & Finance/Accounting & Finance I **
	4600
	11-12
	
	ROP Accounting Certificate
	

	Accounting & Finance II
	4600
	12
	
	ROP Accounting II Certificate
	

	Communication Technology
	4615
	11-12
	
	ROP Certificate
	

	Post Secondary (add as needed)
	
	
	2 yr Degree: Asst Mgr or Mgr. (small bus), Dept Mgr., Sales Mgr 4 yr Degree: Dept/Div Mgr.,Regional Mgr., CEO, CFO, Securities Broker/Analyst, RE Broker
	AS Degree
	

	Financial Accounting or Survey of Accounting **
	502.0
	13
	
	
	

	Computer Concepts and Apps **
	514.0
	13
	
	
	

	Intro To Business
	501.0
	14
	
	
	

	Marketing
	509.0
	14
	
	
	

	Business Communications
	501.0
	14
	
	
	

	Human Relations in Business
	506.3
	14
	
	
	

	Business Law: Contracts and Sales
	501.0
	14
	
	
	

	Survey of International Business
	508.0
	14
	
	
	

	Internet Marketing
	509.7
	
	
	
	

	Business Economics
	501.0
	14
	
	
	

	Small Business Management
	506.4
	14
	
	
	

	Essentials of Management
	506.0
	14
	
	
	

	Business Organization and Management
	506.0
	14
	
	
	


CTE PROGRAM OF STUDY

Industry Sector: _Finance and Business

Career Pathway: Business and Financial Management__  Grade Level:_7 ___

Course Title:  Keyboarding   
CBEDS: _2450____School:____________________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Interacting with the Computer (input/output devices, operating system basics, file management, peripherals)  [FAB 4.2]
2. Key entry methods (proper finger placement, technique skills)

3. Learn format of business documents  [FAB 4.2]
4. Accurately type letters, memorandums, reports, and tables.

5. Utilize application programs for designated purpose (word processing, spreadsheet, presentation) [FAB 4.2]
6. Internet essentials (search engine  basics, working online) [FAB 4.4]
7. Insert & use graphics and other media to enhance documents [FAB 4.2]
8. Self-awareness & Decision Making (goal setting, self-reflections, personalities tests) [FAB 3.1]
9. Workplace Skills Necessary (team working, problem solving, presentation skills, innovation, soft skills) [FAB 2.0LS(11-12)2.4, FAB 5.0, FAB 7.0, FAB 9.0]

	This introductory course is designed to acquaint the students with techniques for using computers.  Students learn key entry skills in order to use simple word processors, mathematical or database applications, and simple graphics programming.  When school resources allow, teachers may introduce students to the internet, where they learn about different search engines, e-mail, and the variety of educational resources on the internet.


CTE PROGRAM OF STUDY

Industry Sector:  Finance and Business______
Career Pathway: _Accounting Services___   Grade Level:____7 or 8____

Course Title:  _Business Career Exploration_           CBEDS: ____4650____ School:_____________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Understanding the Workplace (functions of economy, influences that societal, economic, and technological changes have on employment trends and future training) [FAB 3.5]
2. Self-awareness & Decision Making (goal setting, self-reflections, personality tests) [FAB 3.1]
3. Career Exploration (sources of career info, details regarding occupations, transferable skills) [FAB 3.1, FAB 3.2]
4. Workplace Skills Necessary (team working, problem solving, presentation skills, innovation, soft skills) [FAB 5.0, FAB 9.0]
5. Career and Education Planning (identify education required for major areas of interest, salary potential) [FAB 3.2, FAB 3.3]
6. Job Preparation (job interview, job application) [FAB 3.6]

	The instructional program provides individuals with exploratory experiences related to career opportunities in business at entry, technical, and professional levels.  These experiences explore careers in computer science and information processing, accounting and finance, business management, marketing, and entrepreneurship.  The program provides information about employment and the education requirements for various business occupations, interest and aptitude assessment, and career and educational planning.  The program also provides exploration in the following areas:  business and consumer concepts, business computations, computer literacy, economic concepts, and scientific and technological developments.


CTE PROGRAM OF STUDY

Industry Sector: Finance and Business__
Career Pathway: Accounting Services__         Grade Level:_  9 or 10__

Course Title:  ___Business Computer Applications_____ CBEDS:  2450__School: __________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Demonstrate word processing skills to prepare documents. [FAB 4.0]
2. Demonstrate presentation software skills to prepare visual support for presentations. [FAB 2.0 LS(11-12) 2.4]
3. Apply spreadsheet skills to expedite mathematical calculations and to create financial documents.[FAB 4.2]
4. Use technical skills to produce publishable materials [FAB 4.2]
5. Employ web search skills to obtain information [FAB 4.4]
6. Use email functions to expedite work [FAB 2.5]
7. Demonstrate effective work habits both individually and on a team. [FAB 7.1, FAB 7.2, FAB 7.3, FAB 7.4, FAB 9.1, FAB 9.3, FAB 9.4]

	This introductory course in computers is designed to acquaint the students with techniques for using computers.  Students learn key entry skills in order to use simple word processors, spreadsheets, and presentation software.

Students use the internet, where they learn to become proficient using search engines, email, and a variety of educational resources on the internet.


Industry Sector: ___Finance and Business     Career Pathway: Business and Financial Management   Grade Level: 11 or 12
Course Title:  _Economics & Finance (Acct & Finance I)   CBEDS: _4600        School:        
	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Economic Concepts (accounting as language of business, types of business ownership, entrepreneurial awareness, financial systems)

2. Accounting procedures for an eight step cycle

a. Analyzing source documents and journalizing transactions

b. Determining effect on accounting equation, breaking transactions into debit and credit parts.

c. Creating ledger accounts and posting journal entries to ledgers

d. Preparing a work sheet, adjustments and determining net income/loss

e. Journalizing and posting adjusting and closing entries

f. Preparation and analysis of financial statements

i. Evaluation based upon component percentage comparison to industry norms

g. Preparing a post-closing trial balance

h. Accounting for depreciation of fixed assets

i. Maintaining payroll records

3. Understanding of the Basic Economic Problem of Scarcity

a. Economic Decision Making process

4. Factors of Production

5. Factors effecting Demand, Quantity Demanded, Supply and Quantity Supplied

6. Equilibrium Price

7. Government Influence and Controls

8. Labor Issues

9. Sources of Capital

10. Federal Reserve functions and control of the money supply

a. Fractional Reserve Banking and the Money Multiplier

11. Function and Processes of the Stock Market

a. Combined analysis of Economic trends, Stock Performance and Corporate Financial Statements for making sound investment decisions


	This instructional program prepares individuals to perform basic accounting functions common to a variety of enterprises in and out of the public/private. The course provides foundational knowledge, skills and attitudes for advanced or specialized study in accounting.  Students will study accounting related to the three basic types of business ownership.  

This course provides students with a thorough understanding of the principles of economics that apply to the functions of consumers and producers, emphasizing the nature and functions of product markets while also including a study of factor markets and the role of government in the economy

 


Industry Sector: Industry Sector: __Finance and Business__
Career Pathway: _Accounting Services_  Grade Level:_ 12__
Course Title:  ___Accounting & Finance II____      CBEDS: __4600__                           School :_____

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Economic Concepts (accounting as language of business, types of business ownership, entrepreneurial awareness, financial systems)

2. Technical Skills (business records, obtaining information, project management skills)

a. Using an automated accounting software program

b. Creating an automated spreadsheet

c. Internet research and source validation

3. Leadership  (leadership skills)

4. Communications (written and oral communication skills and critical thinking skills)

5. Mathematics (problem solving and computational skills)

6. Human Relations (working with people, decision making, problem solving, self esteem, personal traits, interpersonal skills)


	This instructional program prepares individuals to perform accounting functions using a computer common to a variety of enterprises in and out of the public/private .  The course provides more advanced knowledge, skills and attitudes for advanced or specialized study in accounting.  


Industry Sector: ___Finance and Business     Career Pathway: Business and Financial Management   Grade Level: 11 or 12
Course Title: Communication Technology    CBEDS: 4615    School: _______________

	Critical Course Competencies/Skills/Concepts
	Course Description

	10. Demonstrate correct use of file management, including creating and managing file directories. [IT 4.5, IT 10.1, IT A7.1]

11. Demonstrate word processing application knowledge by creating and formatting letters, memos, reports, newsletters, brochures, and other MS Word/Publisher documents. [IT 2.0 W1.8, 1.9, 2.4, 2.5, IT 10.1]

12. Understand written business communication modes, such as email messages, differences between memos and letters, and other one-page executive summaries. [IT 2.0 W2.5]

13. Demonstrate presentation application knowledge by creating, formatting, and editing presentations, including correctly designing and formatting slides, inserting charts and graphics with utilization of custom animation. [IT 2.0 W(11-12) 2.6, IT 10.1]

14. Display correct use of the Internet by identifying the similarities and differences among popular browsers, utilizing search techniques with search engines and evaluating the quality of information obtained from the web. [IT 2.0 R2.6, IT10.1, IT A8.1]

15. Prepare a MLA research report using proper formatting and researching techniques.[IT 2.0W1.7,2.3, 10.1]

16. Demonstrate a basic understanding of HTML and design a web page. [IT 2.0W1.7,2.3, 10.1]

17. Demonstrate the ability to utilize technical reading skills. [IT 2.0 R2.6]

18. Use technical writing and communication skills to work effectively with diverse groups of people. [IT A6.2]

19. Prepare a resume and cover letter. [IT 2.0 W(11-12) 2.6]

20. Workplace Skills Necessary (team working, problem solving, presentation skills, innovation, soft skills) [IT 5.0, IT 7.0, IT 9.0]
	This instructional program prepares individuals to create business correspondence, reports, publications, and forms by using computer operating systems; word processing; desktop publishing software; presentation software, basic webpage program, hardware and peripherals.

Students use the internet, where they learn to become proficient using search engines, e-mail, and a variety of educational resources on the internet. The students will use appropriate electronic information resources to research and transmit information and operate industry-standard equipment.  




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____13_____

Course Title:  Financial Accounting  TOPS: _502  School: ___  _________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Explain the nature of the fundamental accounting equation 

2. Journalize transactions, post to the general ledger, and prepare an income statement, statement of changes in retained earnings, balance sheet, and statement of cash flows. 

3. Evaluate a trial balance, prepare adjusting entries, and prepare an income statement, statement of changes in retained earnings, balance sheet, and statement of cash flows. 
4. Explain, journalize and analyze inventory transactions under alternative cost flow assumptions. 

5. Explain, journalize and analyze property, plant, equipment, and intangible asset transactions. 
6. Explain, journalize and analyze current and long-term debt transactions. 
7. Explain, journalize and analyze stockholders’ equity transactions.
	 An introduction to the role of financial accounting in business and society and the accounting process. Topics include recognition, measurement, and classification of business events; analyzing and recording financial transactions; conceptual foundation of financial reporting; and the usefulness of financial statements for decision making.



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____13_____

Course Title: Computer Concepts and Applications  TOPS: 514  School: ___  __________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Compare and evaluate the components and associated devices of computer systems. 

2. Distinguish between the basic terms and acronyms applicable to computer systems. 
3. Navigate and manage files and folders on a computer. 
4. Describe the types of computer networks and perform searches via the internet. 
5. Recite a brief history of the development of computers and their uses. 

6. Discuss the impact of current and emerging technology on society. 
7. Develop typical application output via word processing, spreadsheet, database and presentation software. 

	The focus of this course is to provide the computer skills that all college students need. This course provides hands-on experience using software applications such as Internet browsers, word processing, spreadsheets, databases, and presentation software. 




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____13_____

Course Title:  Spreadsheet Applications TOPS:  514 School:  ____  ______

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Set up manual spreadsheets for preliminary computer analysis. 
2. Define how information should be displayed on a spreadsheet. 
3. Develop spreadsheets which utilize relative and absolute address references, graphing, advanced function calls, add-in tools, macros and vba code. 
4. Verify spreadsheet results in terms of business decision-making processes. 

	This course is designed to enable students to manage and analyze information using spreadsheets for more informed decisions. Some skills covered are applying formatting, creating calculations, using functions, creating Pivot Tables and Pivot Charts, developing macros, sharing data, and writing VBA code. 




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Introduction to Business TOPS: 501 School:  ___  _________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Conceptualize, and describe in writing, the business organization from a top manager's point of view. 
2. Identify and evaluate the functions of organizational objectives. 

3. Provide written examples of the pertinent relationships between business and society in general. 
4. Describe the interdependence among business, labor, and government. 
5. Contrast the major contributions and limitations of computers in business. 

6. Evaluate the basic financial structure which supports business organizations. 
7. Differentiate, and provide written examples of the relationship between authority, responsibility, and accountability. 
8. Describe and evaluate the necessity for the job search process. 


	This course discusses the nature of business, including principles, problems, practices, procedures, and organization.



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Marketing TOPS: 509 School:  __  __________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Identify markets for products. 
2. Evaluate market data. 
3. Select from alternatives, a course of action for marketing a product. 

4. Write marketing policies. 
5. Develop marketing programs. 

	This course is a study  of marketing channels and institutions; market structure, organizations, and behavior; retail, wholesale, and industrial marketing; and governmental regulations.



Industry Sector: Business and Finance Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Business Communications TOPS: 501 School:  
	Critical Course Competencies/Skills/Concepts

1. Understand the many types of communications used in government and industry.

2. Evaluate and select the most effective way to communicate specific information

3. Distinguish between formal and informal communications.

4. Assess and determine the data required for specific documents and publications and arrange the material in logical sequence.

5. Evaluate documents and publications on appearance, organization, word usage, spelling and punctuation.
6. Understand the importance of creating and maintaining records and documents.

7. Communicate effectively in a variety of written forms.

8. Use effective writing skills to develop communications with a clear focus.

9. Understand the liability when endorsing documents. 

10. Develop effective skills in communicating in person, in meetings, by telephone, and digitally.

11. Make effective and professional oral presentations.
	Course Description

This course is designed as a study of the types of communications used in industry and government. The emphasis will be on the content and practice of creating and writing various types of letters, memorandums, reports, e-mail, multimedia presentations and other types of documents. Spelling and correct word usage, sentence structure, punctuation, appearance of copy and organization of ideas are emphasized. 



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Human Relations in Business TOPS:  506.3 School:  ___  _____

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Diagnose human relations problems in a diverse workplace. 

2. Explore ethnic and gender relationships in business and study the experience of under-represented groups in the workplace. 
3. Identify human relations and multicultural/gender problems in business and develop an awareness of racism and sexism. 

4. Recognize personal attitudes toward multicultural and gender relationships. 
5. Analyze information from literature, employers, and employees regarding human relations problems in a diverse workplace. 
6. Evaluate information about human relations and multicultural/gender problems in business. 

7. Describe the value of communication in developing excellent human relationships and multicultural/gender relationships in business. 
8. Develop strategies to improve and maintain good communication in a diverse workplace.

9. Solve human relations/multicultural/gender challenges in business and identify theories and strategies to resolve these problems. 
10. Describe theories for developing positive human relations in a diverse work environment. 
11.  Think critically about issues relevant to under-represented groups and produce written reports to justify/explain your conclusions. 
	This course is a study of human relations in business including multicultural and gender relationships in the workplace.



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Business Law: Contracts and Sales TOPS: 501 School:  ___  _______

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Identify legal concepts and terms as they relate to Business Law. 

2. Evaluate information and determine the theory of law and appropriate jurisdiction. 

3. Demonstrate a basic knowledge of the American business legal system. 

4. Identify and differentiate between various legal concepts and their applications to business world. 

5. Apply the concepts of business law through case studies by developing the ability to identify the appropriate resolution. 


	The course is a study of the legal environment of business and a survey of the law of contracts, agency, bailment, and sales. 




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Survey of International Business TOPS: 508 School:  ___  _________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Illustrate the need to rely on external disciplines (e.g., ecology, geography, history, political science, law, economics, foreign language and anthropology because of their impact on how international business is conducted. 

2. Define and briefly discuss basic terms that relate to international business. 
3. Identify the different means--such as exporting, importing, licensing, and investing--a firm can use to accomplish its international objectives. 

4. Discuss major factors which have an impact on international business in general. 
5. Evaluate the role of currency trading in the operation of an international business. 
6. Outline the structure of a multinational corporation and explain the advantages and disadvantages of such a corporation. 

7. Briefly describe the multinational finance function.

	 The course is an introduction to institutions and business practices in the international environment, emphasizing the major motivations compelling private firms to pursue international business.



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Internet Marketing TOPS: 509.7 School:  ___  ________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Analyze various segments of the Internet and compare the profitability of business models. 

2. Analyze consumer behavior, segmentation, design, advertising, negotiation, pricing, and client support in the context of E-commerce. 

3. Analyze leading issues affecting the Internet: intellectual property, privacy, taxation, backbone, capital. 

4. Describe the relevance and importance of electronic commerce. 

5. Develop skills in finding business information and services online. 

6. Develop skills in using electronic commerce relevant to business enterprise. 


	 This course is a study of methods to create, distribute, promote, and price goods and services to a target market over the Internet. 




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Business Economics TOPS: 501 School:  _____  _________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Analyze and illustrate the basic principles underlying the price mechanism in the market system and evaluate the principal assumptions underlying the economist's model of human behavior. 
2. Compare and contrast the conceptual distinctions between the classical, keynesian, monetarist, supply-side, and rational expectations schools of macro-economics thought, from the point of view of growth, unemployment, and inflation's. 

3. Describe the instability of national production, unemployment, and prices, demonstrate the trade-off in macroeconomics goals, and formulate a stabilization policy using monetary and fiscal tools. 

4. Trace how banks create money, describe how changes in the money stock, through the equation of exchange, affect the price and output levels in the economy. 

5. Evaluate the major limitations of the price system and formulate policies to reduce externalities and promote efficiency. 
6. Analyze the relationships between scarcity, trade-offs, and opportunity costs, and justify why costs are a necessary component of all choice situations. 

7. Identify the economic significance of and express the mathematical connection between the nature of a firm's cost and revenue curves. 
8. Compare and contrast the price, profit, quantity, quality, efficiency, and variety of products under perfect and imperfect market structures. 


	 This course is an introduction to basic economic analysis and institutions. Macroeconomic analysis of income, employment, price level, and international trade. Microeconomic analysis of demand, production, competitive and noncompetitive product markets, and factor markets. Emphasis is placed on the applications of economic theory in the business environment.



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Small Business Management TOPS: 506.4School:  ___  _________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Understand the utilize the various sources of finance. 

2. Organize a firm and understand the functions and responsibilities of all departments. 
3. Evaluate and establish profit and loss systems. 
4. Identify areas of government assistance and how to utilize same. 
5. Recognize business opportunities and know how to profitably exploit them. 


	This course is intended primarily for students who plan to participate in an independently-owned business. It includes study of single proprietorships, partnerships, and corporations at all levels of the American economic system. 




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Essentials of Management TOPS: 506 School:  ____  _________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Describe the basic types of supervisory skills. 
2. Describe how the growing diversity of the workforce affects the supervisor’s role. 

3. Identify the general functions of a supervisor. 
4. Explain how supervisors are responsible to higher management, employees, and co- workers. 
5. Identify characteristics of a successful supervisor. 
6. Identify techniques for quality control. 

7. Describe what a supervisor can do to ensure that a team is effective. 
8. Provide guidelines for conducting an effective meeting. 
9. Describe major types of ethical behavior that supervisors should practice.
10. Describe some ways to communicate more effectively in the diverse workplace. 

11. Describe the types of planning that take place in an organization. 
12. Identify steps in the control process. 
13. Describe the principles of organizing. 
14. Discuss how and why supervisors delegate. 
15. Compare leadership styles that a leader might adopt. 

16. Describe guidelines for giving direction to employees. 
17. Identify steps in the rational model of decision-making. 
18. Discuss how supervisors can establish and maintain a creative work climate. 
19. Identify barriers to communication and suggest ways to avoid them. 

20. Identify ways supervisors can establish and motivate their employees and identify ways productivity can be improved. 
21. Describe ways to plan the use of time. 
22. Discuss how supervisors can overcome resistance and implement change. 

23. Discuss common roles of the supervisor in the selection, training, evaluation, and coaching of employees. 
	This course is a review of essential management skills including the role of the supervisor, supervisory challenges, and related human resources responsibilities. 



Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____14_____

Course Title:  Business Organization and Management TOPS: 506  School:  __  __________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Select from alternatives a course of action as a manager would. 
2. Identify problems of managers which prevent them from reaching objectives. 

3. Evaluate the qualities needed for effective management. 
4. Identify basic management principles and apply them in the solution of management problems. 

	 This is a study of the structure of business firms and the principles of organization that determine departmentalization and lines of authority and responsibility. Covers management principles and function, including planning, organization and control within a business firm.



OPTIONAL COURSES
Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____13_____

Course Title: Micro Economics TOPS:    School:  ___  ___________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Become acquainted with the basic economic language, microeconomic principles, theories and analysis, policy analysis, institutions, as well as current economic events and issues. 

2. Become familiar with the economic way of thinking, including steps appropriate to problem solving; identification of the problem; assessment of alternative solutions to the problem; and understanding of policy formulation involving political as well as economic dimensions. 

3. Develop the ability to analyze economic theories, synthesize information, formulate policies, and express relationships through descriptive statements, graphs, and mathematical equations. 

4. Have an awareness of their personal ‘vote’ n the economy as a citizen, consumer, producer, and a factor or production both domestically and internationally. 

5. Analyze and illustrate the basic principles underlying the price mechanism in the market system and evaluate the principal assumptions underlying the economist’s model of human behavior. 

6. Evaluate the major limitations of the price system and formulate policies to reduce externalities. 

7. Analyze the relationships between scarcity, trade-offs, and opportunity costs, and justify why costs are a necessary component of all choice situations.


	This course is an introduction to the types of individual economic units. Topics include scarcity, opportunity costs, comparative advantage, supply, demand, elasticity, cost theory, price and output determination under various market structures and factor markets. Related topics such as international trade, public choice, income distribution, externalities and government regulation will also be included.




Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____13_____

Course Title:  Introduction to Word Processing TOPS: 514 School:  ___  ________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. List the components of a word processing system. 

2. Perform word processing commands to prepare business documents such as letters, memorandums, and reports. 

3. Arrange and revise documents using correct formats and styles. 

4. Edit, save, and retrieve documents. 


	 An introduction to word processing designed to develop skills in formatting and editing documents using microcomputers. Include setting tabs, creating headers and footers, inserting tables, creating newsletters, brochures, and printing envelopes and labels. 


Industry Sector: Business and Finance
Career Pathway: Business and Financial Management  Grade Level:____13_____

Course Title: Survey of Accounting TOPS: 502  School: _______________

	Critical Course Competencies/Skills/Concepts
	Course Description

	1. Recognize and use the vocabulary of accounting 

2. Evaluate business events in terms of the accounting implications 

3. Explain the rationale for the basic accounting procedures 

4. Read, analyze, and interpret a balance sheet, income statement and statement of cash flows 

5. Prepare and analyze a basic break-even analysis 

6. Prepare and analyze a basic operating budget 

7. Prepare and analyze a basic standard cost variance analysis 

8. Prepare various cost analyzes for decision making


	 A survey of financial and managerial accounting theory and practice’s with an emphasis on the user versus preparer perspective.
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