
Fifteen (15) Written 
Communication 
Lessons aligned with 
the National Business 
Education 
Association’s
(NBEA) standards

Includes a
Lesson Library
to make the activities
Easy-to-Find

NO PREP!

MIDDLE SCHOOL OR HIGH SCHOOL

Written Communication
Communications Unit



WHY IS THIS WRITTEN COMMUNICATION UNIT SO GREAT?

Designed by an educator with 30 years 
experience.

NO PREP lessons 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



Includes a LESSON LIBRARY to keep you organized

Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint



Types of Written 
Communication

10 Minutes
Teaching Duration

Types of Business Writing
Create a Collaborative

Slide Show

45 Minutes
Teaching Duration

PREVIEW PREVIEW

Students learn how to create an attractive 
and effective digital presentation using

PowerPoint or Google Slides



The Employee Handbook

15 Minutes
Teaching Duration

The Business Report

20 Minutes
Teaching Duration

• What is the Employee Handbook?  Why is important?
• What are its topics and content?
• What is Onboarding?  What communication skills are 

important?
• Examples of Employee Handbook Contents

• What is the purpose of Business Reports?
• Common Types of Business Reports
• How to Write a Formal Business Report
• WebQuest to find AEO’s Business Report



10 Rules of Email 
Etiquette

25 Minutes
Teaching Duration

The Difference Between
CC: & BCC:

20 Minute Total
Teaching Duration

PREVIEW PREVIEW

2 Important Email lessons



How to Format a Formal 
Business Letter

15 Minutes
Teaching Duration

Small Business Love Letter 
(Job #1)

20 Minutes
Teaching Duration

PREVIEW

Students learn to format a 
business letter.

An engaging way to learn some 
valuable life skills -

Formal letter writing &
Addressing an envelope.

7 Easy-to-Follow Prompts



Format a Memo
Write a Memo (Job #2)

30 Minutes Total
Teaching Duration

Email a Hero
(Job #3)

20 Minutes
Teaching Duration

PREVIEW
PREVIEW

Students write an email to thank a
First Responder or a Veteran.

Students learn about and
write an office memo.



Types of Written Communication
Gallery Walk

20 Minutes
Teaching Duration

Students go to each paper and guess the correct name
For the 8 Types of Written Business Communication examples.

PREVIEW



Types of Written Communication in the Workplace

30 Minutes
Teaching Duration

Students DISCOVER the Types of Written Communication and
APPLY critical thinking skills to determine how different careers use them.



Productivity Communication File Using Google Applications
Job #4 (includes 7 Jobs)

1 Week
Teaching Duration

Competencies:
• Using Google Slides for a Project 

Portfolio,
• Google Sheets to Create a Purchase 

Order,
• Google Sheets for a To Do List,
• Google Calendar for Scheduling a 

Meeting,
• Google Contacts for Managing Business 

Contacts,
• Google Docs for Meeting Notes, etc.



Each Job has:
Step-by-Step 

Instructions
Quick Visuals for 

Reference

There are
7 Self-Guided
Printable Jobs.

Productivity Communication File Using Google Applications
Job #4 (includes 7 Jobs)

PREVIEW



Productivity Communication File Using Google Applications
Job #4 (includes 7 Jobs)

PREVIEW



This UNIT is 
included in my 

Business 
Communications 
Semester Course 

Bundle
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