Written Communication

Communications Unit

MIDDLE SCHOOL OR HIGH SCHOOL

Fifteen (15) Written
Communication
Lessons alighed with
the National Business
Education

Association’s
(NBEA) standards

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

NO PREP! BUSINESS EDUCATION WITH




WHY IS THIS WRITTEN COMMUNICATION UNIT SO GREAT?

.4 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.

L. Great for Middle School, High School & Higher Ed



Includes a LESSON LIBRARY to keep you organized

10 Hours
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Written

Communication

Student Copy Teacher Keys/Student Examples Facing
*Types - z Types of wrillen communicalion Tescher's Key 10 mins
*Iypes of business writing - 20 min=
ypes of business wriling Teacher's Key
Creaie 3 Collaboratve Slideshow abow bypes of wrilben
communicalion 25 min=
fonnt ik ool and have o student-creaied bullalin board |-k w‘ﬁ'-
Lammunicricr-hose arudeTin preas e chal- alide.
The Employes Handbook The Employvee Handbook Teacher's Key 15 mins
*The Business Repaort The Business Repart Tescher's Key 20 mins
X o - P 10 Fules of Email Etiguetie Teachsr's Key 25 mins
*The Difference Between CC and BLC L and BUC Teacher's Hey 20 mins
Flhmgar v =% = four rarcinaos lette 15 mins
How to format 3 formal business letter -
=3cher’s Key
Small Business Lowe Letter Job #1 Small Business Lowe Letter Example 20 mins
Format 3 memo Foomat 2 mems Teacher's Key 15 riins
Wirie 3 memo Job #2 Wirit= 3 mems Example 15 mins
*Email 3 Hero-email a first responder or valzran Job #3 Example 20 mins
"Writien Commenica Galliry Walk Writlen Communkalon Calary Wialk- 10 min ks
" ooTiiels e
Teacher's Key . —
10 min ko
[ar = 1100y
25 mins
"B Iy Comsriinicalicon Fl wsing Goooks Ao Jokb 4 Shedant axamphes are givan in e ink b S et 1 wmesk

For a demonsiration of this instruchonal sirategy, CLICK HERE,

AT indicalas et the resouncs i5 necommanded Lo b laught using thea shudani-Had inslructon Strabagy to alkow sluderts W pracica e vartsl communicalons skils.
Emphasize o studants thal they spaak cleary, slowly, pracisaly, and lowd anough Tor all o hear. | give "CISSSTOM CONMIMUYNGS 0N s participafion” grades for @ach sludant as
spaaking ol in class (and being par of the discussion] i= an imporant part of tha lsarning process in & communicalion clxss. . (o really any class]

Il Interpersonal Skillz
B : .

- cati
Level 3 Performance expectations

12, Demansirate skills in eading collaboralve grodiges
0. Faciltafe the group davalapmant process

Level 4 Performance Expectations

23, Develop sharad leadership in graups and inams

Il Written Communication
& Mechanics and ¥Writing basics

Level 1 Performance Expectations

1. U comeel spaling, gramimar, sond and nombar wsgi,
puncluabion, and formakiing o write ogical coharent sentenoRs N
paragraphs

Level 2 Performance Expectations

13. Paraphrase orginal Works b communicalia mesning

15, Demaonsirate sensbivey © Enquags bixs

17. Disouss e impomanos of king responsiblity for 2l writlen
COImmL Nt

19 Use plain langusqe and conmsersabonal bore

20, Devadnp ard uss collabaraiing writing skils

Level 3 Performance Expectations
21. dently fachors affecting the readabiily of taxt
22, Usi bas-frad argua e
Z3. Use language siraleqies and techngoes that reflect culura
sunaitily
Z7. Evaluaie effechivaness of messagss
Z8. Excei nespons by or all wrilen commanicabion
0. Use colleboratve wriing skils o caomplabe comphes prodacls

B Business Messages
Level 3 Performance Expectations

15. Compane and compase vanows rauling and Goodwil
=t A= =

16, Compose varous messages thal convey negeiaa infonmalion
19. Prepane informal and Tormal repaks w=ing professional format
ard appropriate supporting graphics

0. Techmology
Level 3 Performance Expectations

23, Compasa irmomal and formal messaoes using techinokogy
biiks

25, Enhancad documants by wsing fudvamied layout deskgn amd
praphics

Level 4 Performance Expectation

0. Usi bechrobogy o compliabe compler business projecis
3. Collaboralia using bechrabagy 10 acquing nesded axpamise b
s0lve specifc business probbesrs

Google Docs & Google Slides format or

EASILY convert to Microsoft Word & PowerPoint




Types of Written Types of Business Writing

communication Create a Collaborative
Slicle Show

Creating an Attractive and Effective Digital Presentation using
PowerPoint or Google Slides.

AL

’-rypes Of ertten CO mmun | Cat|0n __:::\_,:;;/‘/h P il P It is really important that when creating digital presentations, one follows the following

guidelines to create attractive and effective visual presentations:
Written communication is an important part of conveying messages and offering /Qv-h _— e Use the same colors throughout the presentation. Be sure that the colors are not

information. There are different types and examples of written communication. — ! =k L distracting and complement each other.
Click on this link to discover four types of written communication A ? Dl e Use no more than two different fonts throughout the presentation. Fonts should be easy-

8 Examples of Business Writing

— Click on this link to complete the tables below. ..

to-read and profesgiegal.
sif—Athatf ) be distracting.

List the four types of written communication and list the 3 Ml

examples given for each in the resource link. PR s SO

List the four general types of business writing and explain each.

E slide in this file. This file should be
is to be given editing privileges.

B w|m| =

instructions in the left margin that are in yellow.

To assure that this collaborative slide presentation is abiding by the guidelines on the previous page,
use the following specifications when completing your slide.
¢ Change your background color for each slide to blue
¢ Use yellow font.
e As aclass, decide on 2 font styles to use for this presentation. (one for the fitle and one for the
rest)
e Other colors used in this presentation can be black and hot pink. (feel free to change these as a
class)
e As aclass, decide what style ofimages you will be using throughout your presentation. (example:
cartoon clipart, photos, clipart, efc.)
+ Each slide should have a title, an image, and a brief description of the type of business writing
assigned to them.

w(w]|o|wv|e]w|n|=

Students learn how to create an attractive
e and effective digital presentation using
PowerPoint or Google Slides

10 Minutes 45 Minutes

Teaching Duration Teaching Duration




The Employee Handhook

The Business Report

Focusing on Focusing on
Employe B
g : N usiness Repo . ]
| WIEmpon(:ehHandbook.7 3 R o o P' Business Reports:
at is it, and why is it important? 4 P o K> .
_ e = . ‘ £ | 3 7 s R = N Qii’ﬂ‘fvff X What are their purpose?
i 7 !!»,. J o~ 3 \ ) : 3 l.i".’.’i“ - ]
" \ |’ . ‘ 5 IS Click on to answer the questions in this
‘ Employee ‘ N > ‘l fil
\ Handbook { * BUSINESS ot w kel
\? \ 4 ] \ . REPORT What is their
. - ' 1 A | = , //"/l// / 1 purpose?
o ployee h is a very imp multi-page d that is an important . ] ”’ -
0(\60 of business communicatn. ik on to answer the following questions Common Types of Business Reports
. NN A - ~ - ~~ :
& \\ee b What s an omployes | it e e i , - -
I
T S S T Good communication skills are especially . 3 How forwiltera TannALhusiness Rpot..:
st an sploes hncbookaveys o, Clokon o dec important during the onboarding process. j J > e ar e tps oo e sty v
1 I Click on to answer the following questions in your own :'_ S
words. 5 Tenly g
. i What is - ™
PIO andpoo O onboarding?— 7
g Search the web for “Business Report
- for A n Eagle C
hat are the four phases of onboarding? We u eSt You will bo i are t%t mp oskir
R lations’ page fo AEO
1 What a 5bt of information that o
7 List your findings from the webquest above... busﬁ ndo thp ‘;% f%m dm -
3 =)
¥

ER AG
al

AEO inc

* 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

15 Minutes

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

20 Minutes

Teaching Duration Teaching Duration



10 Rules of Email The Difference Between

CC: & BCC:

10 RULES OF EMAIL ETIQUETTe g J

Etiquette

|
The Difference
Between CC and BCC

Ernail is the most way to icate in busi It's fast, easy
and accessible by just about any device. Before pressing ‘sand', make sure
i ion of

Business. Education with Denise Leigh © 2025

2 Important Email lessons

25 Minutes 20 Minute Total

Teaching Duration Teaching Duration



How to Format a Formal | Small Business Love Letter
Business Letter (Joh #1)

Changing the green bar at the top

Launching a Spearmint Letter
Te':r.'pl,a,t,e,ct the Docs icon from your app

launcher.
*@®
&
=]

Formatting your letter

© @ ) Googe @

—

Dauble click on the greon bar
An “Gptions" drop-down meny
will sppaar. You can remove the

e header bar or change the calor
by clicking an the formatting
tools in the toalbsr.

Business Letter Format Use the “Spearmint” letter template.

]

B

o You can also launch a blank Doc if
n you prefer not using a template.

B Y
2. 4 . Go to “File” and select
v K o “Page setup”. Change
o : - : —ET = e the margins to .5 for top
Gresting ——- I o . 4 and bottom and 1 for left

Opening e . - ] ’ & > | and right side.
paraGTAp Lot = Using the same resource link as above, explore how to .

format a business lett=- wnd list the steps below.

C 9
paragraph

Complimantary
<lose and e
signatura e 5.

Addressing an envelope

Completing the body of the letter 7 Adding a watermark

- Fill In YOUR porsonal information:

A— s you are 3 minor

Use our st name anly and your schas! ddrass. DO NOT includs . e WYLl ema K
yous phons number o emal . -
¥ .
= Go to “insert” and select Sender's Name
" “Watermark” Company (Optional)
e q— 77 7 the s of the bissiness and the ® Sender's Street Address
wisiness address. ° ity, State (Al pviat
b o Click on “Select Image” in the right City, State (Abbreviation) Zip
Dear {should be the name of the business . hand task pane and find a simple Anandwritten envelos
owner if you know it) image from Google images. Double o ergssp b ot
“ click on the image of your choice. ey
Jiour lottes shmul] Insleds . Images with fine details don't make Ly .
! o e on s clavs projsel, e e i ik . fattar S the best watermarks. Be sure the 8 Recipient's Name |
3 2 Pk your Bt bacisen..” image is simple. C Recipient’s Company (Optional)
i _ . “1 love (list a specific praduct ar service that m——— Recipient's Street Address
- you love)... because. 2 City, State(Abbreviation) Zip
- Bowsh from your heort..amell busioess wrea -
owners work tirsiassly. They wil bs happy o
usiness Letter Forma e s i
A “Sincer ‘Best regard”, “With o
. . . - . — appreciation”, “Warm regards”._are some o
A business letter is a formal form of communication that is used for ourHame good complimentary closes 1o use.
clienis, coworkers, customers, and stakeholders. There are many \ Only type you asyouarea
J& the color and

different reasons why you may want to write a business letier. :;'J:Ef::f:
Explore o discover 4 examples of when writing a
L °
\ 4 An engaging way to learn some
P

fomnal business letier iz appropriale. List them below.

oW N =

. valuable life skills -
el .8 Formal letter writing &
Students learn to format a e Addressing an envelope.

business letter. 7 Easy-to-Follow Prompts

15 Minutes 20 Minutes
Teaching Duration Teaching Duration




Format a Memo Email a Hero
Write a Memo (Job #2) (Joh #35)

| —— — - S—— — - SR
Office closure memo example | =
Ref P ik Emails are PERMANENT, Sbbrevations Thank a First Responder
ererence Page | Official Memo sl ' -
Memorandum oyt formal correspondence or exclamation points
TR ETT et e S - \1\} Introduce yourself....
10 Home Fronchisees Who are you? Where do you go to school?
FROM  AgothoDookey, CEO R
Hoading " e DATE 260ctober 2030 Name an organization you be\ong to
I(‘:(:rl ml:jl-m.ﬂ - SUBJECT  Updoto on Delivery Palicies Email Address R QR a subject
Reciplent e “ st main.com that you like the best.
Date
Sendeor
4= Always put a subject .. .
Subject lino (that co be easly searched) Cecoutesy copy / Why are you writing this letter?
Massage body ) Bec Blind courtesy copy Are you writing it for a class project?
DearMr. Scott e Salutation “In computer applications class, we were
rama My nameis Jen Lee and | am a junior at McVay High School. This Veterans Day, we are emailing - i
Veterans for a class proj o
Thank you for serving of
- ; sacrifices that you mad|
| - v oot e = -
= =~ | Email a Serviceman or Wo aiK a veleran...
R e
Writing a Business Memo e Bl Ve doyes e v
. . . . Wh ? Where d to school?
g olex J— Bos o0 g d—] *Use a professional salutation ex: “Hi” “Hello” “Dear (ins O ame an organization s bolons fo
- cAD com 7 ~— &
Memos are often used in business as a formal written communication me: B = ’ _ Add an attachfnent name).” OR a subject
Click on THIS LINK to explore more about memos and to complete this a AdY 2 link People appreciate seeing their name at the top of ap that you like the best.
What are memos used for? |

What are the sections of a memo? “In computer applications cluss we were
Aakel to write a letter to a veteran

thanking them for their service.

. Proofread you .

erte a MemO..... check for er| ce: your tea
...to the employees in the office. Make the tone of the mei
pleasant, but ‘matter of fact’. Use it Wor
Memo details:

*Proofread! Be sure that there areno s r 5 . .
sure that yo f i eir job t§ | Why are you writing this letter?
L Are you writing it for a class project?
— efficient... o

Send a message of gratitude.
“Thank you for your service.

“Thank you for the sacrifices

that you made so that we are free.”

NS *Be sure to usg=y' i ®ry close”
Ex: Sincerely Yours,

ea With Great Gratitude, " L
— appreciate that you made sacrifices
ut Best Regards, so that 1 can have d better life
fo Very Truly Yours,
d: Closure Statement.
. “Thank you far your service”
Py Some advice for future emails.... “Lam happy that 1 had s chance to
ns

DO NOT...
*Use exclamation points, or ALL CAPITALS, (this can seem like
you are yelling)

*use abbreviations like LOL. That is not professional.

*’reply all” can send information to people who do not need
to see it.

*send angry emails....think before you send an email.

*wait to respond.....even if you do not have an answer right
away, let them know the status of information.

Thank you.”
“Knowe that you areappreciated”

Buginaas Eaucation win Do)

No complimentary close will be used as your name is in the heading.

Complimentary Close.
“Sincerely Yours.”

“Very Tryly Yours.”

“With Gratitude”

“*This memo will be emailed to all employees as an attachment AND
printed out and posted by the copy machine.

Business Education with Denise Leigh © 2025

Business Eduzason with Derise Laigh £ 2025 Business Education with Denise Leigh © 2025

Students learn about and Students write an email to thank a
write an office memo. First Responder or a Veteran.

30 Minutes Total 20 Minutes
Teaching Duration Teaching Duration




Types of Written Communication

Gallery Walk

What type of written # 4
business communication is this?

Go to each of the papers and guess the correct name for What type of written #1

each of the type of written business communication. business communication is this?

What type of written #7

business communication is this?
-
v 4 & OFFICIAL]
To all conference call participants:
This is a reminder to everyone aboul the call, this , July e
17 at 9:15 AM. Please make a note of the date and time and be a few minutes early so From:

that we can make sure everyone is available. Conference call details are listed below B B

Meeting time: 9:15 AM

198 5 start e yaar rigns

ukd I 12 get a summary of projects aczamplished for the previous year, and
Upsdats of oroing s fURUIS peCiRts for tha st qUBITe: of the yesr.

#3 = e What type of written # 6

3 e questions, please contact my executive assistant, T} X business communication is this?
_| Types of Business Writing |— = = Crey

Meeting =~ 1

Design team |

| N|lo|la|(s|w|N|=

What type of written # 8
business communication is this?

Business

Date: 01.09
Time: 13:00

Tome O Aoty

What type of written
topics business communication is

Releases

What type of written #2

business communication is this?

Meeting

Agendas Handbooks

Business
Reports

im veniam, quis nostr
imco laboris nisi ut aliqy
quat.

ingh) from May 10
maiging behavoral
s McDanai's customers on the matter of food wasting. The franchise’s

POP-0 boues i e thesr restaurants where they can donate food as well, and aidto
McDonald's enviranmental and social gosl

Accordng to a“Waste & Rescurces Action Programme” camied out in 2013, the estimated
annual food waste in the UK is around 12 mllion tennes with 3 value of over £19 biion; 75%
of which could have been avoided. Understandably this leads to and ncreases poverty, as
weil a5 leaving the hameless hunry

s wrap oeg 1k W/ 20K tim tes 500 tob  OR28F A
f McDorald s food waste vanes from 100k to 500k products per day g lcbally, with
20 average of 180k of waste per restaurant in a week 3 considerable smount of which
could be donated 10 feed the starving pecpie g on the streets.

Our hardworking teom hos succesatully
implemantod new stratogies and
projocts, rosulting in an increase
Fovenue and market share.

New Partnerships Formed

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

20 Minutes

Teaching Duration




Types of Written Communication in the Workplace

TYPES O6F WRITTEN
COMMUNICATION
(N THE WORKPLACE

office was awarded “The Best of He has several issues to

the !Bes-t awarfi t?y a natlonal. discuss with the project
organization. This is BIG news in
manager and her team about
her small town. . - .
the building project.

The administrative assistant
for his company drafted a
detailed list of everything that

1 She was notified that her office
Types Of BUSInE won this award by receiving

Use this page as

There are many types of written f t reslﬁ:tlere“:‘ma“- This'was most . ! Rl T
. . . . : ikely what ty pe of written e \ neeas to be discussed. This
?ommunlcfltlzn that is uzed as"b:st.practlces : rererence 1o e communication? — written communication is what
in corporate America and small business. . — NI veer i
Use your critical thinking skills to answer the answer the D Bl sininierdivs \\ AR O TG TaE "
o 5 = . . . \ ow might be the best way for
h b -
questions on the following pages to decide questions in this g A s || re acminisatwe assisant to

newspaper and announced on get out this detailed list to the
local news stations. What is this stakeholders who are invited
written announcement called? Va tothe meeting? —

—, 1

what the type of written communication is

used for each scenario. > ﬁle
Press
Releases
Business Educaton with Denise Leigh® 2025

Meeting

Agendas
Business
Reports

1
I Some answers may be used mI
Z s :

Dr. Ricci and th |
professors at the uni Jared’s physical t
out a monthly flyer th has been losing

the details of acti needs to take a g
campus and in the business
opportunitie

MediCorp is a medical device company
that employs a very talented, culturally nwith Denis Leigh ® 2025
diverse group of people.

Handbooks

When they are hired, they are
given a booklet of all of the

policies for the company and
have to sign that they received

Reflection on types of
written communication
in the Workplace...

After completing this file, reflect on your
responses by answering the questions below...

Jared’s office manager
prepared a multi-page
document that has data to take
a good look at the business

What would the type of
written communication be

How has learning about types of written
communication in the workplace been

After learning about the various types of written
communication, which type were you least fami\i?r°

called? L beneficial to you? (now and in the future)
situation. What might this

Each professor receives written communication be After learning about the various types of written ——

lled? w7 Business £ h . Jiare
information about their cai = — el communication, which type were you most familiar
work environment. It come
with a “To: From . Date: In your opinion, what types of written communication
and Subject:” area. What that are most important. —
might this written (choose at least two)
communication be? f

Business Educaton with Denise Leigh © 2025
e oaon W Dol Ly @ 20 Businezs £ ducston with Denise Leigh ® 2025

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

30 Minutes

Teaching Duration




Productivity Communication File Using Google Applications

Joh #4 (includes 7 Johs)

Competencies. Dawn’s Entrepreneurial Story
°
Dawn Gribel is starting a ew business venture. She has saved her money to buy a
° ° ° beverage truck/traller to sell gourmet cold brew coffee and boba tea. She will use various
[ ) U S I n g G O Og I e S I I d e S fo r a P rOJ e Ct Google Tools to be productlve as she is on track to attend her first festival for the holiday
season in the south where it is warm! She will hire ‘tea embers’ to help stock the truck
and run_ithasie® SSS. U are a tea aLthat helps prepare documents and
i i ivi d keTmgyeryone in the loop.

Portfolio,

* Google Sheets to Create a Purchase
Order,

* Google Sheets for a To Do List, M

» Google Calendar for Scheduling a —|Google fOl' \\
Meeting, Productivity

» Google Contacts for Managing Business B oo [ catendar
1 Google Sli »
Contacts, I [y S s

* Google Docs for Meeting Notes, etc. @ Contacts
Dawn’s Ice Cold S

1 Week
Teaching Duration

In this simulation, you will create a
Project Proposal File
Purchase Orders
Contact Files
To Do List

Google Calendar Event

Gogogle Doc with Advanced Components




Productivity Communication File Using Google Applications

Joh #4 (includes 7 Jobs)

Create Contacts b © & + # Googe @ ‘

Each Job has:

¢ o @D
1. Open the Contacts app on your app launcher and create a new label called e
‘Vendor'. E R
Ste p - y - Ste p 2. Addthe two contacts as shown below and label them “Vendor'. Gt -

3. Addthe three contacts of team members in the lower right corner of this page. ) - 3 #1
Create a label as called ‘team member’. Add that label to them sies Photos
@g = ; Contacts #3 B

First nama

o

Instructions .
7 Quick Visuals for| =
Reference

[E] Other contacts

Fix & manage

}% Merge & fix a

Last name

Gordan

d'. Import
Phecin Label — E i} .
E - 394-239-8411 Work Company e
- iig| Gordan's Coffee and Tea LLC

7 Self-Guided
Printable Jobs.

; Contacts |-

Feel free to
add an image
or avatar to
each contact.

B Class of 2020

Ermai Label

gordan2112@gordanstea.com Work

+ Add email

Label

= - 394-239-4857 Work

—

Team Members
Juel Bonus:
[bonus@dawnsdrinks.com
Tom Jones:
jonest@dawnsdrinks.com
Jonah Samis:
samisjf@dawnsdrinks.com




Productivity Communication File Using Google Applications

Joh #4 (includes 7 Johs)

Create a Google Doc with Advanced
Create a Google Doc with Advanced Contnued Productivity Components.
Create a Google Doc with Advanced [ o o + = coo ivi
.g - s @ . Productivity Components. 8. Create a section for ‘Reference Documents’ to be added at Z’f"'gﬂeev";”:’f" S #8
Productivity Components. S Continued the end of the meeting notes. Add files by goingto the Insert | . . . oo R
1. Open abank Google Doc and name it ‘Team Meeting for November'. ) , : i i tab, selecting ‘Smart chips’ and then File. You will be @ voe 1
4 s " . ¢ . 5. Con_‘lplete the/Meeting hotes'as showiy = o 1'_2024 AOSDAMALS Team Meoing for Bushess Launch presented with a drop-down menu of file to select. Add the ® Orawing .
1. Chang'e:me batlzkground color to a light gray by going to File, page to the right. i el a Company, PO Gordan's = © oot - ezt |
setup, Page color. 6. Advance your cursor below the green N e oDo List. - Horentaies R
1. Insert the Building Block for Meeting notes. This can be done when the line and insert a Building Block called o Discuss addiiof Create a To Do List S
document opens or by going to the Insert tab and selecting ‘Building ‘Review tracker'. S ot JOb #5 :
Block' and then ‘Meeting notes’ = . : e e
g notes’. o = ‘ — Create a Google Calendar Event.
1. Add the attendees to the meeting notes by go “”gm % : i o J Ob #6
selecung_ ‘Smart chips’ and then ‘people’. Create Contacts ® © + @ Googe @ . ) Order additional 1. Open the To Do List template —
Invite team members Juel, Tom, and Jo Job #4 ; ts for oul 1. Open Google Calendar from your app launcher. F
3“ & B . in Golee Sheets. m — B S i 2. Goin November of your Calendar and view the calendar in ‘Month’ view
[ ki SR = e i
- 1. Open the Contacts app on your app launcher and create a new label called 1. Name it 3 ED?L;FD‘? c:';’r;y"c’:s:ﬁ'; Zir;;c":uuf:?ei:gg?:ﬂzig'ggﬁm;m:;ﬁ Create amesting
2 X::?}?; iwo contacts as shown below and label them ‘Vendor’ ': L’ g Action Ite ‘Business Launch To Do List" ‘ B BusinessLaunch oDo Lt s ®1 & Use these details for the meeting:
. 2 % - ¥ Event Title: Team Meeting for Business Launch’ Time: 10:30 am-11:30 am
3. Addthe three contacts o‘f team membe'rs in the lower right corner of this page. B * 1 3 Order Su 1. Complete the To Do list as/ — : S Event Tille acam Moeing
Create a label as called ‘team member’. Add that label to gem - e shown s o e @ § 100% - v e s Task-Bring a device in which to access the Productivity Google Doc.
@ Contacts - Get credi ) o Invite: Team members Juel Bonus, Tom Jones, and Jonah Samis from your contacts.
= : @ = & Contacts Make 2 b 1. Check the boxes of the items o =Be Now a0 (=)o
L #2 complete thus far. P w © 229 Crape Road F -
Atte] e— - PO, Order E I - o C— T 1 [
ot Sparks ‘@ Guests . . .
e H3 ) . v
. oot D Frequent 4 DAWN'S IC€ COLD DR ‘ N
Sales Rep v
Email abel —{ o < A B ¢ D E F G H
B | ksparks@denvertea.com Work | st other PO 3 DAWN'S Ice COLD DRINKS
usnsssgaues S | Lk 1 229 Crape Road
+ Add email Last name Denver, CO 23045
Gordan 6 (394)239.2288
7
Involce ore supplies from F———
Purchase Orders Tomeeme ~ |+ Purchase Order
Ship via d save time, make a “’n bat . 0 N
) o Shio T th . PO and ai Invoice PO-number
A purchase order (PO) is a legally binding document created by a buyer It ?;g{;;py .:oprg:stir Te:n name . Toz 0 mo s
2
lists all products or services that the buyer wants to purchase with prices Company’. 13 Ship date Ship via Terms 10
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Additional Formatting: 1. Insert page numbers for the Google Slide file by going to the ‘Insert’
tab and selecting the ‘# Slide numbers’ at the bottom of the drop down menu.

2. Add the same transition to each of the four slides by going to the Slide tab and selecting
‘Transition’.

3. Add speaker notes by going to the View tab and

selecting ‘Speaker notes’ on the drop down menu. | 'd
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Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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