
A FULL Semester 
Bundle aligned with 

the National Business 
Education 

Association’s (NBEA) 
Standards

Includes a
Lesson Library

to make the activities
Easy-to-Find

NO PREP!

REAL WORLD APPLICATIONS

Business Communications
Semester Course Bundle



WHY IS THIS BUSINESS COMMUNICATIONS COURSE SO GREAT?

Designed by an educator with 30 years 
experience.

NO PREP lessons and jobs that are ENGAGING.

Aligned to the National Business Education 
Association (NBEA) standards.

All NBEA standards are cross-walked with the 
appropriate lesson.

Great for Middle School, High School & Higher Ed



I am a first-year teacher, coming from banking after 
25 years. One of my first observations was the lack 
of business communications being applied in my 
content. It was my goal to start incorporate 
business communication concepts throughout all 
my classes-and this resource is a gem! I have used 
these in both Intro to PC Apps and Intro to 
Business for various topics-emails, letters, soft 
skills/employability, types of communication...and I 
have plans to use more the remainder of this year. 
I think this is an essential bundle if you are looking 
to add relevant content to multiple classes-highly 
recommend!  - Stephanie N.

THIS!



Active Listening
Types of Communication
Technology and Communication
Written Communication
Employment Communication
Professionalism and Etiquette

Also includes Seasonal Activities for Christmas, 
Thanksgiving, Veteran’s Day, Valentine’s Day and 2 Sub Day 
lessons!

Includes 6 Communication Units

Important Soft Skills
& Employability Skills 

For ALL Students

Includes everything the teacher needs for success 



Job #1- Students create a professional slide deck.
Job #2 - Write an Email about Texting Guidelines at Work.
Job #3 - Write a Blog Post.
Job #4 - Create a Google Keep list of tasks.
Job #5 - Write a Code of Conduct for your classroom.
Job #6 - Write a Formal Letter to a small business you love.
Job #7 - Write an Office Memo.
Job #8 - Write a Letter of thanks to a hero.
Job #9 - A Google Applications productivity simulation to create a 

project portfolio, a purchase order, To-Do List, schedule a meeting, 
manage business contacts, and write meeting notes.

Job #10 - a REAL-WORLD simulation that prepares students for the 
employment documents needed to land a job.

Includes 10 REAL-WORLD Jobs (w/ Rubrics)

In lieu of tests, I use these Jobs to assess my students! 



Includes a LESSON LIBRARY to keep you organized

Lessons, Activities, and Jobs are Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint

Includes:
• National Business Education Assoc. 

standards (NBEA) cross-walked
• Expected Time / Pacing
• Teacher’s Keys / Students Examples
• Student Copy



 16 Communication Technology Examples
 How to Create a Good Digital Presentation
 Texting in the Workplace 
 Write an Email about Texting Guidelines
 Blog Writing and Marketing
 Write a Blog Post
 Social Media Platforms
 Social Media Posts
 Phone Etiquette
 Etiquette on a Video Conference
 Mock Video Conference Class Activity
 Top Video Conference Applications
 Google Keep – Technology Tool Activity

Includes 13 Technology & Communication Lessons

Approx. 5-6 Hours Teaching Duration



Includes a LESSON LIBRARY to keep you organized

Lessons, Activities, and Jobs are Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint

NBEA 
Standards



 Types of Written Communication
 Types of Business Writing
 Create a Collaborative Slideshow 
 The Employee Handbook
 The Business Report
 10 Rules of Email Etiquette
 The Difference between CC: and BCC:
 How to Format a Formal Business Letter
 Small Business Love Letter
 Format a Memo / Write a Memo
 Email a Hero
 Types of Written Communication at Work
 Type of Written Communication Gallery Walk
 Productivity Communication File Using Google Apps

Includes 15 Written Communication Lessons & Activities

Approx. 12-15 Hours Teaching Duration



Includes a LESSON LIBRARY to keep you organized

Lessons, Activities, and Jobs are Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint



5 Types of Listening
Active Listening Techniques
Simon Sinek's Words on Listening
Connecting Careers and Listening
Professional Communication Training
Active Listening Activity

Includes 6 Active Listening Lessons

Approx. 3 Hours Teaching Duration



Includes a LESSON LIBRARY to keep you organized

Lessons, Activities, and Jobs are Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint



 5 Types of Listening
 Interview Power Words
 Job Interview Tips
 Job Search and Hiring Activity File
 JobQuest Simulation
 Respectfully Declining a Job Offer
 Job Interview WebQuest Research &

 LinkedIn Benefits to Business
 Create a LinkedIn Profile

Includes 7 Employment Communication Lessons

Important Lessons For ALL Students

Presentation Prompt

Approx. 12-15 Hours Teaching Duration



Includes a LESSON LIBRARY to keep you organized

Lessons, Activities, and Jobs are Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint



  7 C’s of Effective Communication
 12 Types of Communication
 Grapevine Communication
 Types of Communication in the Workplace
 The Elevator Pitch

Basic Communication Process -
Types of Communication

5 Lessons Included

Approx. 3 Hours Teaching Duration



Includes a LESSON LIBRARY to keep you organized

Lessons, Activities, and Jobs are Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint



Top Tips of Communication Etiquette in the Workplace    
Workplace Bias
Correct Bad Employee Behavior
Code of Conduct Company Analysis
Code of Conduct
Communication Medium and Career Connection

Includes 6 Professionalism & Etiquette Lessons

Approx. 3 Hours Teaching Duration
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