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I.
MAJOR CONCEPTS/CONTENT:  The purpose of this program is to prepare students for employment in occupations such as:  supervisory and management positions such as account reconciliation supervisor, asset supervisor, benefits specialist, assistant buyer, community service coordinator, customer relations specialist, customer services manager/supervisor, department supervisor, distribution supervisor, employee relations specialist, events coordinator, facility supervisor, HRIS (human relations information systems) specialist, human resources specialist, human resources specialist/manager, international trade specialist, inventory supervisor, investor relations specialist, labor relations specialist, marketing supervisor, merchandising supervisor, office supervisor, payroll supervisor, portfolio supervisor, production coordinator, program supervisor, property supervisor, public relations supervisor, real estate agent, recruiter, sales supervisor, security/loss prevention supervisor, shipping and receiving supervisor, special events coordinator, support services supervisor, traffic supervisor, traffic/transportation/warehousing supervisor, trainer/staff development coordinator, transaction coordinator, transaction reconciliation supervisor, or other mid-management positions in a variety of business environments, (161.167-010) or to provide supple​mental training for persons previously or currently employed in management occupations.

The content includes instruction to individuals in the areas of planning, organizing, directing and controlling of a business, with emphasis on selected theories of management and decision making and the knowledge and understanding necessary for managing people and functions.

II.
LABORATORY ACTIVITIES:  Laboratory activities are an integral part of this program and include the use of calculators, keyboarding/typewriting systems, dictation/ transcription equipment, computers, and peripheral equipment.

III.
SPECIAL NOTE:  Concepts of American enterprise are included in this program so that students may function effectively in the American enterprise economic system.

      SPECIAL NOTES:  Future Business Leaders of America (Secondary), Phi Beta Lambda (Postsecondary), and Business Professionals of America are the appropriate Career Student Organizations (CSO) for providing leadership training and for reinforcing specific career and technical skills.  Career Student Organizations provide activities for students as an integral part of the instruction offered.  The activities of such organizations are defined as part of the curriculum in accordance with Rule 6A-6.065, FAC.

Federal and state legislation requires the provision of accommodations for students with disabilities to meet individual needs and ensure equal access.  Adult students with disabilities must self-identify and request such services.  Students with disabilities may need accommodations in such areas as instructional methods and materials, assignments and assessments, time demands and schedules learning environment, assistive technology and special communication systems.  Documentation of the accommodations requested and provided should be maintained in a confidential file.

The cooperative method of instruction is appropriate for this program.  Whenever the cooperative method is offered, the following is required for each student:  a training plan, signed by the student, teacher and employer, which includes instructional objectives and a list of on-the-job and in-school learning experiences and a work station which reflects equipment, skills and tasks which are relevant to the occupation which the student has chosen as a career goal.  The student may receive compensation for work performed.

IV.
INTENDED OUTCOMES:  After successfully completing this program, the student will be able to:

	General (Core) Skills

	01.0
	Perform math computations.

	02.0
	Demonstrate basic computer skills.

	03.0
	Perform accounting activities.

	04.0
	Perform communication activities.

	05.0
	Develop human relations skills.

	06.0
	Demonstrate employability skills.

	07.0
	Develop leadership skills.

	08.0
	Perform decision making activities.

	09.0
	Identify, classify, and demonstrate management activities.

	10.0
	Demonstrate a basic understanding of legal and ethical issues in a business environment.


In addition, students will complete the objectives in one of the following specializations:

· Banking  SOC Code: 11-3031

· Customer Service  SOC Code: 11-2031

· e-Business  SOC Code: 11-3021

· Finance  SOC Code: 11-3031

· Human Resources  SOC Code: 11-3042

· Insurance  SOC Code: 11-3041

· International Business  SOC Code: 11-2011

· Management  SOC Code: 11-9199

· Marketing  SOC Code: 11-2021 

· Non-Profit Management  SOC Code: 11-9151

· Postal Service Management  SOC Code: 11-9131

· Retail Management  SOC Code: 11-2022

· Small Business Management  SOC Code: 11-3011

· Sports Management  SOC Code: 11-9199

Banking Specialization 

	11.0
	Understand terminology unique to the finance and credit industry.

	12.0
	Demonstrate knowledge of basic functions of financial institutions.

	13.0
	Utilize effective cross selling techniques and procedures for financial services.

	14.0
	Demonstrate knowledge of the history, growth and structure of the banking industry.

	15.0
	Demonstrate basic skills for performing functions of entry level positions in banking institutions.

	16.0
	Demonstrate security procedures and detection of fraud.

	17.0
	Demonstrate proficiency in money and banking.

	18.0
	Demonstrate proficiency in economic principles.


Customer Service Specialization

	11.0
	Manage customer interactions.

	12.0
	Participate in learning.

	13.0
	Manage human resources.

	14.0
	Operate computers and other equipment appropriate to customer relationship management.


e-Business Specialization

	11.0
	Use Web browsers to access Internet services.

	12.0
	Create local area networks.

	13.0
	Demonstrate proficiency in microcomputer operating systems and software.

	14.0
	Identify and explain various communication hardware devices.

	15.0
	Compare and contrast e-Business with traditional business.

	16.0
	Identify legal and ethical issues for e-Business.


Finance

	11.0
	Utilize effective cross selling techniques and procedures for financial services.

	12.0
	Demonstrate knowledge of the history, growth and structure of the financial industry.

	13.0
	Understand terminology unique to the finance and credit industry.

	14.0
	Demonstrate basic skills for performing loan processing functions of entry level positions in financial institutions.

	15.0
	Demonstrate security procedures and detection of fraud.

	16.0
	Demonstrate proficiency in business law.

	17.0
	Demonstrate proficiency in money and finance.


Human Resources Specialization

	11.0
	Demonstrate knowledge of principles of human resources.


Insurance Specialization 

	11.0
	Demonstrate knowledge and application of insurance product and service technology.

	12.0
	Maintain appropriate business records for an insurance agency.

	13.0
	Demonstrate knowledge of employee compensation and benefits plan.

	14.0
	Develop a successful promotion plan for an insurance agency


International Business Specialization

	11.0
	Demonstrate knowledge of international marketing and distribution activities.

	12.0
	Demonstrate knowledge of international banking and finance activities.

	13.0
	Demonstrate knowledge of international social and cultural business practices.

	14.0
	Demonstrate knowledge of international law and economic activities.


Management Specialization 

	11.0
	Demonstrate knowledge of the principles and practices of management.

	12.0
	Demonstrate knowledge of essential human relations skills.

	13.0
	Demonstrate knowledge of the supervisory responsibilities of management.

	14.0
	Demonstrate knowledge of human resources management.


Marketing Specialization 

	11.0
	Utilize effective selling techniques and procedures.
	

	12.0
	Demonstrate knowledge and application of product and service technology.
	

	13.0
	Plan the marketing strategy and promote the business.
	

	14.0
	Demonstrate knowledge of basic marketing principles.
	


Non-Profit Management Specialization

	11.0
	Demonstrate knowledge of financial management for non-profit organizations.

	12.0
	Demonstrate knowledge of management for non-profit organizations.

	13.0
	Demonstrate knowledge of strategic and policy issues in non-profit organizations.


Postal Service Management Specialization
	11.0
	Demonstrate knowledge of postal management functions.


Retail Management Specialization

	11.0
	Identify economic and marketing concepts.

	12.0
	Identify the organization and function of the retail industry.

	13.0
	Demonstrate knowledge of sales promotion concepts.

	14.0
	Demonstrate an understanding of entrepreneurship.

	15.0
	Utilize effective selling techniques and procedures.

	16.0
	Demonstrate an understanding of retail buying.

	17.0
	Demonstrate an understanding of  the importance of retail operations

	18.0
	Demonstrate knowledge and application of product service and technology.


Small Business Management Specialization

	11.0
	Demonstrate knowledge of small business management functions.


Sports Management Specialization

	11.0
	Demonstrate knowledge of sport, recreation and entertainment management and marketing industries.


The 24 Credit Technical Certificate title may be Business Management, or one of the following specialized titles may be used:

Example 24 Credit Technical Certificate Titles:

Option 1:  Technical Certificate in Business Management with Specialization in Banking.

Option 2:  Technical Certificate in Banking Management.

	Specialization 
	Alternative 24 Credit Technical Certificate (CCC) Title

	Accounting/Budgeting Operations
	N/A

	Banking**
	Banking Specialist**

	Customer Service(
	Customer Service Specialist(

	e-Business((
	e-Business Specialist((

	Finance
	Finance Management

	Human Resources
	Human Resources Management

	Insurance
	Insurance Management

	International Business
	International Business Management

	Management
	Business Management

	Marketing
	Marketing Management

	Non-Profit Management
	Non-Profit Management

	Postal Service Management
	Postal Service Management

	Real Estate
	N/A

	Retail Management
	Retail Management

	Small Business Management
	Small Business Management

	Sports Management
	Sports Management


** It is recommended that this Technical Certificate may apply to either the Business Administration or Banking AAS/AS degree programs.

( It is recommended that this Technical Certificate could apply to either the Business Administration or Customer Relationship Management AAS/AS degree programs.

(( It is recommended that this Technical Certificate could apply to either the Business Administration or E-Business Technology AAS/AS degree programs.
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General (Core) Skills

01.0
PERFORM MATH COMPUTATIONS--The student will be able to:

	01.01
	Perform basic computational operations manually and with a calculator.

	01.02
	Interpret graphs and tables.

	01.03
	Determine elapsed time between two events, stated in seconds, minutes, hours, days, weeks, months, or years.

	01.04
	Determine whether sufficient, insufficient, or extraneous information is given for solving a problem.


02.0
DEMONSTRATE BASIC COMPUTER SKILLS --The student will be able to:

	02.01
	Demonstrate basic proficiency in spreadsheet, word processing, database, and presentation software and e-mail communication.

	02.02
	Perform research using the internet and intranet.


03.0
PERFORM ACCOUNTING ACTIVITIES--The student will be able to:

	03.01
	Interpret financial statements.

	03.02
	Demonstrate knowledge of budget principles and interpret budgets.


04.0
PERFORM COMMUNICATION ACTIVITIES--The student will be able to:

	04.01
	Demonstrate effective telephone usage and courtesy.

	04.02
	Demonstrate effective listening skills.

	04.03
	Give, follow, and interpret oral and written communications.

	04.04
	Demonstrate knowledge of e-mail etiquette and ethics.

	04.05
	Compose business correspondence and related documents and demonstrate correct spelling, grammar, punctuation and word choice.

	04.06
	Prepare, outline, and deliver an effective short oral presentation.

	04.07
	Participate in a group discussion as a member and as a leader.

	04.08
	Obtain appropriate information from graphics and other visual media.

	04.09
	Research and interpret information retrieved from print and electronic resources.

	04.10
	Annotate letters, reports, and/or news articles.

	04.11
	Proofread and edit documents.

	04.12
	Research and compose a document containing statistical information.

	04.13
	Prepare visual material, including electronic media, to support an oral presentation.

	04.14
	Demonstrate ability to communicate effectively with diverse populations.


05.0
DEVELOP HUMAN RELATIONS SKILLS--The student will be able to:

	05.01
	Demonstrate ability to work effectively as part of a team.

	05.02
	Demonstrate conflict resolution skills.

	05.03
	Demonstrate punctuality, initiative, courtesy, dependability, flexibility and honesty.

	05.04
	Develop and demonstrate the unique human relations skills needed for success in the business sector.

	05.05
	Recognize different personality styles and how to interact effectively with them in the workplace.

	05.06
	Differentiate between an acceptable and unacceptable code of ethical conduct in business.

	05.07
	Discuss how values and attitudes influence behavior.

	05.08
	Explain how understanding of self-concept and self-esteem impacts human relations skills.


06.0
DEMONSTRATE EMPLOYABILITY SKILLS--The student will be able to:

	06.01
	Demonstrate understanding of acceptable hygiene and grooming habits.

	06.02
	Identify sources of employment opportunities.

	06.03
	Identify appropriate attire and grooming for a business office.

	06.04
	Identify documents that may be required when applying for a job.

	06.05
	Complete a résumé and a cover letter.

	06.06
	Complete a job application form correctly.

	06.07
	Prepare a plain-text résumé for electronic distribution.

	06.08
	Demonstrate effective job interview techniques.

	06.09
	Demonstrate understanding of different types of interviews.

	06.10
	Prepare a thank you letter for an interview.

	06.11
	Identify and demonstrate appropriate responses to feedback from supervisors.

	06.12
	Identify and demonstrate acceptable work habits.

	06.13
	Demonstrate knowledge of how to make job and career changes appropriately.

	06.14
	Demonstrate basic knowledge of employment law.

	06.15
	Demonstrate ability to adapt to change.

	06.16
	Demonstrate effective time management skills.

	06.17
	Prepare a letter of resignation.

	06.18
	Identify methods for securing an employment reference.


07.0
DEVELOP LEADERSHIP SKILLS--The student will be able to:

	07.01
	Demonstrate an understanding of how to plan and lead an effective meeting.

	07.02
	Define effective leadership.

	07.03
	Identify and explain key leadership behaviors.

	07.04
	Compare different styles of leadership.

	07.05
	Relate leadership to other management and communication skills.

	07.06
	Examine ways effective leaders develop, coach, and motivate.

	07.07
	Define organization vision and mission.

	07.08
	Identify characteristics of effective goals.

	07.09
	Describe personal leadership style.

	07.10
	Explain how effective leaders identify problems and make decisions.

	07.11
	Compare different styles of managing conflict.


08.0
PERFORM DECISION MAKING ACTIVITIES--The student will be able to:

	08.01
	Choose appropriate action in situations requiring application of business ethics.

	08.02
	Identify ways to assign work to others.

	08.03
	Apply steps in a rational decision making process to a business and/or personal situation.


09.0
IDENTIFY, CLASSIFY, AND DEMONSTRATE MANAGEMENT ACTIVITIES--The student will be able to:

	09.01
	Compare management styles.

	09.02
	Identify the major functions of management.

	09.03
	Demonstrate understanding of basic management concepts such as authority, responsibility, delegation, empowerment, and hiring and firing.

	09.04
	Demonstrate knowledge of the relationship between authority and responsibility to task accomplishment.

	09.05
	Select the most effective communication systems.

	09.06
	Identify problems and make an appropriate decision.

	09.07
	Demonstrate understanding of organizational culture and its impact on communication.

	09.08
	Identify and discuss current management issues in business and other organizations.

	09.09
	Describe activities associated with the management functions of planning, organizing, staffing, leading, and controlling.


10.0 DEMONSTRATE A BASIC UNDERSTANDING OF LEGAL AND ETHICAL ISSUES IN A BUSINESS ENVIRONMENT--The student will be able to:

	10.01
	Demonstrate basic understanding of contracts.

	10.02
	Demonstrate basic understanding of human resource issues.

	10.03
	Demonstrate basic understanding of negotiable instruments.

	10.04
	Demonstrate basic understanding of intellectual property rights.

	10.05
	Demonstrate basic understanding of appropriate use of employer property.

	10.06
	Demonstrate basic understanding of confidentiality.

	10.07
	Demonstrate basic understanding of role of ethical decision making in dealings with stakeholders.

	10.08
	Demonstrate knowledge of social responsibilities.

	10.09
	Demonstrate knowledge of legal and privacy issues regarding e-mail, voice mail, internet, telephone, and other communication methods.


Banking Specialization

11.0
UNDERSTAND TERMINOLOGY UNIQUE TO THE BANKING INDUSTRY--The student will be able to:

	11.01
	Understand and use terminology as it applies to the banking industry.

	11.02
	Know how to communicate with a customer in layman’s language.


12.0
DEMONSTRATE KNOWLEDGE OF BASIC FUNCTIONS OF BANKING INSTITUTIONS--The student will be able to:

	12.01
	Name the three basic functions of a financial institution.

	12.02
	Explain the most important function of the three and why they are co-dependent.

	12.03
	Discuss which departments and employees are responsible for the different functions.


13.0 UTILIZE EFFECTIVE CROSS SELLING TECHNIQUES AND PROCEDURES FOR FINANCIAL SERVICES--The student will be able to:

	13.01
	Identify opportunities for cross selling.

	13.02
	Demonstrate how to sell other financial services.

	13.03
	Demonstrate knowledge of all services offered by financial institutions.

	13.04
	Explain the importance and demonstrate the procedures of cross selling.


14.0 Demonstrate knowledge of the history, growth and structure of the banking industry--The student will be able to:

	14.01
	Demonstrate knowledge of the evolution of American banking institutions.

	14.02
	Identify major acts and important regulations resulting from the growth and changes in banking institutions.

	14.03
	Explain the similarities and differences in the banking institutions and other businesses that offer banking services.

	14.04
	Explain the effects of deregulation.


15.0 Demonstrate basic skills for performing functions of entry level positions in banking institutions--The student will be able to:

	15.01
	Demonstrate counting and strapping of coin and currency.

	15.02
	Demonstrate use of a teller machine.

	15.03
	Explain the types of endorsements and why they are important.

	15.04
	Explain basic teller functions--cashing checks, accepting straight deposits and split deposits, and handling of cash.

	15.05
	Demonstrate knowledge of balancing a cash drawer.

	15.06
	Know how to detect counterfeit currency and the procedure for reporting it.

	15.07
	Explain other special services such as issue Cashier's Checks, issuing and redeeming Savings Bonds, Money Orders, Traveler's Checks, Bank Drafts, payments and cash advances on charge cards.

	15.08
	Balance a customer's checkbook, detecting customer and/or bank errors.

	15.09
	Locate information on a customer's account and explain what information is to be given over the phone and to whom it can be given.

	15.10
	Explain the routing system for payment of a check.

	15.11
	Explain the functions and purpose of the Federal Reserve System.

	15.12
	Demonstrate how to place a stop payment and hold on customer's account.

	15.13
	Demonstrate procedure for opening new accounts.

	15.14
	Demonstrate procedure for closing accounts.

	15.15
	Perform the steps necessary for issuing a safe deposit box.

	15.16
	State bank policies and state regulations regarding safe deposit boxes.

	15.17
	Explain procedures for granting access to a safe deposit box.

	15.18
	Explain proof functions.

	15.19
	Identify and process documentation required on different types of loans.

	15.20
	Demonstrate how to properly complete a credit application and a financial statement.

	15.21
	Explain how to establish credit and the importance of having a good credit rating.

	15.22
	Demonstrate the types of interest and how they are computed.

	15.23
	Explain the importance of the lending function.


16.0 Demonstrate security procedures and detection of fraud--The student will be able to:

	16.01
	Demonstrate procedures bank employees would use during and after a robbery.

	16.02
	Demonstrate security procedures.

	16.03
	Explain the Currency Transaction Report (CTR).

	16.04
	Demonstrate security precautions and methods used to deter bank fraud.


17.0 Demonstrate proficiency in money and banking--The student will be able to:

	17.01
	Compare banks and thrifts.

	17.02
	Demonstrate knowledge of commercial banking.

	17.03
	Explain current trends in financial services deregulation and diversified financial services.

	17.04
	Differentiate among corporation and other forms of business.

	17.05
	Understand the details of a corporate charter and bylaws.

	17.06
	Comprehend the financial details of means of acquiring capital and subsequent equity and debt functions.

	17.07
	Exhibit knowledge of securities markets and SEC regulations.

	17.08
	Demonstrate knowledge about business failure, reorganization, dissolutions, and liquidation.

	17.09
	Explain the purpose of statement analysis.

	17.10
	Define and explain items in a financial statement.


18.0 Demonstrate proficiency in economic principles --The student will be able to:

	18.01
	Demonstrate knowledge of how the federal reserve system operates.

	18.02
	Comprehend the documents and language of financial institutions.

	18.03
	Explain production, consumption, GNP and business cycles.

	18.04
	Understand the federal reserve system and commercial bank interrelationships.


Customer Service Specialization

11.0  Manage customer interactions--The student will be able to:
	11.01
	Listen reflectively.

	11.02
	Review customer history.

	11.03
	Ask questions.

	11.04
	Collect information.

	11.05
	Assess the customer’s needs.

	11.06
	Research solutions.

	11.07
	Develop a plan of action.

	11.08
	Refer to appropriate authority (if needed).

	11.09
	Execute data capture.

	11.10
	Communicate actions.

	11.11
	Resolve customer issues.

	11.12
	Offer additional services.

	11.13
	Perform follow-up as needed.


12.0 Participate in Learning--The student will be able to:
	12.01
	Attend scheduled training.

	12.02
	Utilize available resources.

	12.03
	Review job critical information.

	12.04
	Seek feedback on performance.

	12.05
	Apply acquired skills.


13.0 Manage Human resources--The student will be able to:
	13.01
	Write a job description for a position in customer services.

	13.02
	Develop a training program for customer service employees.

	13.03
	Demonstrate how to effectively train individuals and groups of employees.

	13.04
	Develop personnel policies for employees in a marketing business.

	13.05
	Develop a system for evaluating employees.

	13.06
	Plan and demonstrate a corrective interview with an employee concerning a selected problem.

	13.07
	Develop a recruitment, selection and retention program for employees.

	13.08
	Develop an effective compensation plan for employees in customer services.


14.0 Operate computers and other equipment appropriate to customer relationship management--The student will be able to:
	14.01
	Obtain and transmit credit information.

	14.02
	Obtain information, schedule, place orders, and route using phone, fax, computer, cash register, and other communications and calculating devices.

	14.03
	Demonstrate merchandising and operations data entry procedures such as prices, sales, inventory changes, costs, and reductions.


e-Business Specialization

11.0 Use Web browsers to access Internet services--The student will be able to:

	11.01
	Explain how to connect to the Internet.

	11.02
	Send electronic messages.

	11.03
	Explain communication issues specific to e-mail.

	11.04
	Set up an e-mail account.

	11.05
	Participate in an e-mail discussion group.

	11.06
	Explain and use proper Usenet etiquette.

	11.07
	Use a Web browser to navigate the Web.

	11.08
	Explain the guidelines for evaluating information needs before beginning a search.

	11.09
	Explain issues associated with pornography, free speech, censorship, filtering, and copyright on the Web.

	11.10
	Describe how to critically evaluate information content.

	11.11
	Use bookmarks to create a bibliography.

	11.12
	Capture images, text, sound, and data from Web pages.

	11.13
	Work with FTP clients.

	11.14
	Design and publish a simple Web page.


12.0 Create local area networks--The student will be able to:
	12.01
	Describe various transmission media and how a modem works.

	12.02
	Describe the function of a bridge and explain how bridges work.


13.0 Demonstrate proficiency in microcomputer operating systems and software--The student will be able to:
	13.01
	Describe the historical development of computer operating systems. 

	13.02
	Describe the major hardware and related software of microcomputers. 

	13.03
	Describe various disk formats. 

	13.04
	Describe the various operating systems, including: Windows, Unix, Novell, etc. 

	13.05
	Explain system and application architectures. 

	13.06
	Use various software applications.

	13.07
	Describe the file system functions. 

	13.08
	Demonstrate knowledge of data processing concepts. 

	13.09
	Identify the major programming languages used in business data processing. 

	13.10
	Locate requested information on a computer printout.

	13.11
	Locate errors on a computer printout. 

	13.12
	Use appropriate software.


14.0 Identify and explain various communication hardware devices--The student will be able to:
	14.01
	Identify and explain the main purpose of various communication hardware devices, communication media, and protocols.

	14.02
	Explain transaction processing.

	14.03
	Explain the difference between intranet and extranet.

	14.04
	Explain the history, purpose and use of the World Wide Web.

	14.05
	Explain the purpose and use of browsers and search engines.

	14.06
	Explain issues of advertising, marketing and solicitation activities affecting e-Business.

	14.07
	Describe proper Internet behavior.


15.0 Compare and contrast E-Business with traditional business--The student will be able to:
	15.01
	Explain the evolution to e-Business, how it has changed the market place, and the benefits to society. 

	15.02
	Define e-Business and its categories. 

	15.03
	Describe how business operations have changed due to e-Business. 

	15.04
	Explain the basic business models of electronic marketing. 

	15.05
	Identify critical success factors for electronic marketing. 

	15.06
	Explain the impact of the Internet on customers and markets for businesses. 

	15.07
	Describe consumer buying behavior and organizational buying behavior. 

	15.08
	Explain how service industries conduct business electronically. 

	15.09
	Describe several innovative applications in the service sector. 

	15.10
	Explain how business-to-business commerce is conducted. 

	15.11
	Describe the application and key technologies for business-to-business commerce e- models. 

	15.12
	Describe the relationship between the Internet, Intranet and Extranet. 

	15.13
	Describe the typical electronic payment system. 

	15.14
	Identify the various payment options in e-commerce. 

	15.15
	Identify the critical success factors of an e-Business project/venture. 

	15.16
	Explain the global economics and its impact e-Business. 

	15.17
	Describe the major components and impact of Web-based economics


16.0 Identify legal and ethical issues for E-business--The student will be able to:
	16.01
	Discuss the types of works that are protected by copyright, patents, trademark and trade secret law. 

	16.02
	Discuss the basic elements of a contract. 

	16.03
	Describe and recognize material that is defamatory. 

	16.04
	Describe the importance in choosing a strong trademark. 

	16.05
	Understand basic laws that apply to e-commerce. 


Finance Specialization

11.0 UTILIZE EFFECTIVE CROSS SELLING TECHNIQUES AND PROCEDURES FOR FINANCIAL SERVICES--The student will be able to:
	11.01
	Identify opportunities for cross selling.

	11.02
	Demonstrate how to sell other financial services.

	11.03
	Demonstrate knowledge of all services offered by financial institutions.

	11.04
	Explain the importance and demonstrate the procedures of cross selling.


12.0 DEMONSTRATE KNOWLEDGE OF THE HISTORY, GROWTH AND STRUCTURE OF THE FINANCIAL INDUSTRY--The student will be able to:
	12.01
	Demonstrate knowledge of the evolution of American financial institutions.

	12.02
	Identify major acts and important regulations resulting from the growth and changes in financial institutions.

	12.03
	Explain the similarities and differences in the financial institutions and other businesses that offer financial services.

	12.04
	Explain the effects of deregulation.


13.0 UNDERSTAND TERMINOLOGY UNIQUE TO THE FINANCE AND CREDIT INDUSTRY--The student will be able to:
	13.01
	Understand and use terminology as it applies to the finance and credit industry.

	13.02
	Know how to communicate with a customer without using confusing terminology.


14.0 DEMONSTRATE BASIC SKILLS FOR PERFORMING LOAN PROCESSING FUNCTIONS OF ENTRY LEVEL POSITIONS IN FINANCIAL INSTITUTIONS--The student will be able to:
	14.01
	Identify and process documentation required on different types of loans.

	14.02
	Demonstrate how to properly complete a credit application and a financial statement.

	14.03
	Explain how to establish credit and the importance of having a good credit rating.

	14.04
	Demonstrate the types of interest and how they are computed.

	14.05
	Explain the importance of the lending function.


15.0 DEMONSTRATE SECURITY PROCEDURES AND DETECTION OF FRAUD--The student will be able to:
	15.01
	Demonstrate procedures bank employees would use during and after a robbery.

	15.02
	Demonstrate security procedures.

	15.03
	Explain the Currency Transaction Report (CTR).

	15.04
	Demonstrate security precautions and methods used to deter bank fraud.


16.0 DEMONSTRATE PROFICIENCY IN BUSINESS LAW--The student will be able to:
	16.01
	Understand federal and state regulations and examination of financial institutions.


17.0 DEMONSTRATE PROFICIENCY IN MONEY AND FINANCE--The student will be able to:
	17.01
	Explain production, consumption, GNP and business cycles.

	17.02
	Define money and its function and describe measures of money.

	17.03
	Explain current trends in financial services deregulation and diversified financial services.

	17.04
	Differentiate among corporation and other forms of business.

	17.05
	Understand the details of a corporate charter and bylaws.

	17.06
	Comprehend the financial details of means of acquiring capital and subsequent equity and debt functions.

	17.07
	Exhibit knowledge of securities markets and SEC regulations.

	17.08
	Demonstrate knowledge about business failure, reorganization, dissolutions, and liquidation.

	17.09
	Explain the purpose of statement analysis.

	17.10
	Define and explain items in a financial statement.


Human Resources Specialization

11.0 Demonstrate knowledge of principles of human resources--The student will be able to:
	11.01
	Demonstrate knowledge of the functions of human resources.

	11.02
	Demonstrate knowledge of the employer’s relationship with the Human Resources Department.

	11.03
	Demonstrate knowledge of the business concepts used in Human Resources.

	11.04
	Demonstrate knowledge of recruitment of employees. 

	11.05
	Describe recruitment process.

	11.06
	Analyze job descriptions and position requirements.

	11.07
	Identify potential employees as candidates in reviewing applicant materials.

	11.08
	Demonstrate knowledge of interviewing skills.

	11.09
	Describe methods of orientation for new employees.

	11.10
	Describe methods to train new employees.

	11.11
	Demonstrate ability to interview candidates.

	11.12
	Describe process for hiring new employees.

	11.13
	Describe compensation and benefit plans.

	11.14
	Develop compensation of benefit plans.

	11.15
	Describe the legal issues associated with compensation and benefit plans.

	11.16
	Apply legal concepts to compensation and benefit plans.

	11.17
	Identify the components of the administration of compensation and benefit plans.

	11.18
	Describe the functions of the administration of compensation and benefit plans.

	11.19
	Describe principles, concepts and legal considerations for realistic decision situations and confrontations between employees and management.

	11.20
	Apply principles, concepts and legal considerations to realistic decision situations and confrontations between employees and management.

	11.21
	Recognize a company with potential human resource problems.

	11.22
	Take the necessary actions to prevent a potential employee problem from developing.

	11.23
	Be familiar with laws as they relate to human resource functions.

	11.24
	Demonstrate knowledge of the provisions of the Civil Rights Acts, EEOC legislation, OSHA, Rights of Women, Elderly, and the Handicapped, as they apply to human resource functions.

	11.25
	Demonstrate an awareness of Federal and State administrative agencies, their duties and how they affect human resource managers.

	11.26
	Identify methods to protect the human resource department and company from potential lawsuits.

	11.27
	Explain how perceptions of compensation differ among society, stockholders, managers and employees.

	11.28
	Formulate and implement a compensation strategy.

	11.29
	Examine pay relationships within a single organization.

	11.30
	Examine external competitiveness.

	11.31
	Examine amount of pay for each employee, how much and how often should pay be increased and on what basis.

	11.32
	Demonstrative an understanding of employee benefits and services.

	11.33
	Demonstrate an understanding of systems that may be tailored for special groups, sales representatives, executives, contract workers, and unions.

	11.34
	Demonstrate an understanding of global compensation systems.

	11.35
	Demonstrate an understanding of the government’s role in compensation.

	11.36
	Recommend resolutions to Human Resource challenges.

	11.37
	Demonstrate an understanding of the interface between Human Resource managers and their support staff.

	11.38
	Demonstrate knowledge of the legal environment including equal employment opportunity and safety.

	11.39
	Demonstrate knowledge of the human resource planning process including acquisition and training of human resources.


Insurance Specialization 

11.0
DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE TECHNOLOGY--The student will be able to:

	11.01
	Explain the terms, conditions, and coverage found in the standard fire policy.

	11.02
	List and explain the purposes of the forms that can be added to the standard fire policy.

	11.03
	Understand and discuss the standard clauses found in various fire and allied forms.

	11.04
	List and explain the various dwelling coverage forms available.

	11.05
	List and explain the various commercial coverage forms available.

	11.06
	Understand and discuss the different types of insurance contracts available to cover consequential and contingent losses.

	11.07
	Understand the procedure followed in the rating of fire and allied lines insurance contracts, and demonstrate this understanding.

	11.08
	Explain the purpose and scope of the special flood and windstorm programs.

	11.09
	Discuss the origin of inland marine insurance and its development up to the present time.

	11.10
	Understand and discuss the basic inland marine policy.

	11.11
	List the major personal inland marine coverage and explain the uses and differences.

	11.12
	List the major commercial inland marine coverage and explain the use and purpose.

	11.13
	Understand the procedure followed in the rating of inland marine insurance contracts and demonstrate this understanding.

	11.14
	Discuss the origin of ocean marine insurance.

	11.15
	List and discuss the divisions of ocean marine insurance.

	11.16
	List and define the implied warranties in ocean marine insurance.

	11.17
	Explain the liability of an ocean carrier for the property of others.

	11.18
	List and explain the nature of the insurable interests in an ocean marine venture.

	11.19
	Define the common ocean marine terms associated with the settlement of losses.

	11.20
	List and understand the ocean marine perils.

	11.21
	Explain the purpose of the basic ocean marine clauses.

	11.22
	Discuss the coverage afforded by the ocean marine policies.

	11.23
	Understand the procedure followed in the rating of ocean marine contracts and demonstrate this understanding.

	11.24
	Discuss the principles and application of the law of negligence.

	11.25
	List and discuss the broad division of general liability insurance.

	11.26
	Discuss the different personal liability coverage and explain the differences among them.

	11.27
	Discuss the different commercial liability coverage and explain the application to practical situations.

	11.28
	Understand the procedure followed in the rating of general liability insurance and demonstrate this understanding.

	11.29
	Discuss the negligence liability of automobile owners and operators.

	11.30
	Explain the various automobile liability insurance plans.

	11.31
	Discuss the different automobile insurance policies and explain the differences among them.

	11.32
	List and explain the different types of automobile coverage.

	11.33
	Understand the procedure followed in the rating of automobile insurance and demonstrate this understanding.

	11.34
	Discuss the purpose and operation of the Florida Joint Underwriters Association (FJUA).

	11.35
	Explain the Florida Automobile Reparation Reform Act (Personal Injury Protection-PIP).

	11.36
	Discuss the negligence liability of employers.

	11.37
	Discuss the origin of Worker's Compensation and its development up to the present time.

	11.38
	Discuss the coverage, endorsements, conditions and exclusions found in Worker's Compensation policies.

	11.39
	Understand the workings of the various Worker's Compensation retrospective rating plans and demonstrate this understanding.

	11.40
	Understand the procedure followed in the rating of Worker's Compensation insurance and demonstrate this understanding.

	11.41
	Discuss the purpose and operation of the assigned risk plan.

	11.42
	Discuss the nature of the boiler and machinery hazard.

	11.43
	List and explain the basic coverage found in boiler and machinery policies.

	11.44
	Explain the use and purpose of the various boiler and machinery endorsements.

	11.45
	Discuss the various policy provisions found in boiler and machinery policies.

	11.46
	Understand the procedure followed in the rating of boiler and machinery insurance and demonstrate this understanding.

	11.47
	Define the basic crime terms.

	11.48
	Discuss the different personal crime policies.

	11.49
	List and discuss the basic and miscellaneous commercial crime coverage forms.

	11.50
	Explain the purposes, advantages and disadvantages of crime deductibles.

	11.51
	Demonstrate an understanding of the procedure followed in the rating of crime insurance.

	11.52
	Discuss the comprehensive glass policy.

	11.53
	Demonstrate an understanding of the procedure followed in the rating of plate glass insurance.

	11.54
	Explain the purposes of fidelity bonds.

	11.55
	Define certain basic terms used in the fidelity field.

	11.56
	List and discuss the different types of fidelity bonds.

	11.57
	Demonstrate an understanding of the procedure followed in the rating of fidelity bonds.

	11.58
	Explain the differences between suretyship and insurance.

	11.59
	List and identify the parties to a surety bond.

	11.60
	List and discuss the different types of surety bonds.

	11.61
	Demonstrate an understanding of the procedure followed in the rating of surety bonds.

	11.62
	Discuss the development of the Homeowners policy.

	11.63
	Determine the types of risks that are eligible for the Homeowners program.

	11.64
	State the limits of liability required under the various Homeowners forms.

	11.65
	List and discuss the basic Homeowners coverage forms.

	11.66
	Discuss the various optional Homeowners coverage forms.

	11.67
	Explain the application of the mandatory Homeowners deductibles and discuss the optional deductibles available.

	11.68
	Demonstrate an understanding of the procedure followed in the rating of Homeowners contracts.

	11.69
	Discuss the history and concept of commercial multiple line insurance.

	11.70
	Define the above coverage risk and explain how this is reflected in the rate.

	11.71
	List and discuss the advantages of packaging.

	11.72
	List and discuss the various commercial multiple line programs.

	11.73
	Understand the procedure followed in the rating of commercial multiple line programs and demonstrate this understanding.

	11.74
	Explain the requirements necessary to underwrite and sell aviation insurance.

	11.75
	Discuss the origin of life insurance.

	11.76
	Explain why life insurance is needed by our society.

	11.77
	Define the terms used in life insurance.

	11.78
	Identify and explain the various types of life insurance.

	11.79
	Explain the basic life insurance policy and its provisions.

	11.80
	Identify and explain the payment procedures and options for life insurance.

	11.81
	Explain Florida's rules and regulations relative to life insurance.

	11.82
	Define health insurance.

	11.83
	Explain the importance of the health insurance application form.

	11.84
	Identify and explain the difference between individual and group health insurance.

	11.85
	Discuss the importance of uniform provisions in a health insurance policy.


12.0 MAINTAIN APPROPRIATE BUSINESS RECORDS FOR AN INSURANCE AGENCY--The student will be able to:

	12.01
	Discuss why business firms need good record systems.

	12.02
	Identify appropriate business records for an insurance agency.

	12.03
	List reasons why business records should be protected.

	12.04
	Describe how budgets are used to run business firms efficiently.

	12.05
	Complete identified business records accurately.


13.0 DEMONSTRATE KNOWLEDGE OF EMPLOYEE COMPENSATION AND BENEFITS PLAN--The student will be able to:

	13.01
	Distinguish between the various types of wage and salary plans.

	13.02
	Identify reasons why different wages and salaries are paid for different jobs.

	13.03
	Describe the most common kinds of fringe benefits.

	13.04
	Explain major provisions of both the Occupational Safety and Health Act and the Social Security Act.


14.0 DEVELOP A SUCCESSFUL PROMOTION PLAN FOR AN INSURANCE AGENCY--The student will be able to:

	14.01
	Identify the major methods of promotion.

	14.02
	List the sources of advertising.

	14.03
	Identify information sources for planning an advertising program.

	14.04
	Discuss factors involved in managing promotion including cost, timeliness, and legality.

	14.05
	Explain how understanding the customer can improve personal selling.

	14.06
	Show how a salesperson can use product knowledge.

	14.07
	Instruct employees in effective sales techniques.


International Business Specialization

11.0 DEMONSTRATE KNOWLEDGE OF INTERNATIONAL MARKETING AND DISTRIBUTION ACTIVITIES--The student will be able to:

	11.01
	Explain the international business relationships among countries and regions.

	11.02
	Identify international resources.

	11.03
	Prepare international sales and purchase agreements.

	11.04
	Demonstrate decision making abilities that generate marketing strategies using products, prices, places, and promotions related to international business.

	11.05
	Determine appropriate means of transportation.

	11.06
	Determine the cost of transportation.

	11.07
	Develop procedures for the processing of international documentation.

	11.08
	Identify the types of international business organizations and their structures.

	11.09
	Describe the appropriate use of international promotional tools.

	11.10
	Demonstrate an understanding of Free Trade Zones as a distribution option.


DEMONSTRATE KNOWLEDGE OF INTERNATIONAL BANKING AND FINANCE ACTIVITIES--The student will be able to:

	12.01
	Determine the appropriate method of payment.

	12.02
	Describe the process of preparing instruments of international payment.

	12.03
	Identify sources of financing.

	12.04
	Prepare a financial application.

	12.05
	Describe the nature of barter and counter trade in international transactions.


13.0  DEMONSTRATE KNOWLEDGE OF INTERNATIONAL SOCIAL AND CULTURAL BUSINESS PRACTICES--The student will be able to:

	13.01
	Describe international business customs and practices.

	13.02
	Compare cultural differences.


14.0  DEMONSTRATE KNOWLEDGE OF INTERNATIONAL LAW AND ECONOMIC ACTIVITIES--The student will be able to:

	14.01
	Identify requirements necessary to comply with international contracts.

	14.02
	Identify requirements necessary to comply with international laws and treaties.

	14.03
	Describe the role of the International Monetary Fund in the International Monetary System.

	14.04
	Describe the role of United States government agencies in international business.


Management Specialization

11.0 DEMONSTRATE KNOWLEDGE OF PRINCIPLES AND PRACTICES OF MANAGEMENT--The student will be able to:

	11.01
	Understand the need for management skills in all kinds of organizations.

	11.02
	Describe the three basic levels of management and types of positions associated with each.

	11.03
	Discuss management as both an art and a science.

	11.04
	Discuss different views and examples of the social responsibilities of business.

	11.05
	Define business ethics, distinguish between ethical and legal problems, and describe common types of ethical issues managers may confront.

	11.06
	Describe the four basic management functions of planning, organizing, leading, and controlling.

	11.07
	Identify and distinguish among different types of plans:  strategic, operational, and tactical.

	11.08
	Define an organization’s vision and mission.

	11.09
	Identify and describe various planning activities, including goal setting, budgeting, establishing policies and procedures, etc.

	11.10
	Describe and give applications of the process of rational decision making.

	11.11
	Define the organizing function of management and identify various activities associated with this function.

	11.12
	Define and give examples of coordination, authority, power, responsibility, and accountability, and span of management.

	11.13
	Describe different types of organizational departmentalization.

	11.14
	Define leadership and distinguish between leadership and management.

	11.15
	Describe different theories of leadership and key findings from research on leadership styles.

	11.16
	Discuss different theories of motivation, including Maslow, McClelland, Herzberg, and others.

	11.17
	Define the process of managerial control.

	11.18
	Describe various types of control techniques used in the workplace.


12.0 Demonstrate knowledge of essential human relations skills--The student will be able to:

	12.01
	Discuss the importance of effective human relations skills in organizations.

	12.02
	Relate concepts including self-esteem, perception, values to job performance.

	12.03
	Identify and discuss various barriers to communication and specific ways to improve interpersonal and organizational communication.

	12.04
	Define group dynamics and demonstrate understanding of group issues that affect employee performance.

	12.05
	Discuss the effects of stress on employees and the organization and ways to effectively manage stress.


13.0 Demonstrate knowledge of the supervisory responsibilities of management --The student will be able to:

	13.01
	Identify and discuss the unique responsibilities of the first-level supervisor.

	13.02
	Discuss the issues involved in making the transition from employee to supervisor.

	13.03
	Identify key supervisory responsibilities, including communicating, leading, motivating, counseling and disciplinary action, budgeting, managing time, union relations, performance evaluation, safety, EEO compliance, etc.


14.0 Demonstrate  knowledge of human resources  management --The student will be able to:

	14.01
	Identify typical responsibilities of an organization’s human resources department.

	14.02
	Explain how managers and the human resources function share responsibility.

	14.03
	Identify important laws regarding discrimination, safety, etc. that are critical to organizations.


Marketing Specialization

11.0
UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES--The student will be able to:

	11.01
	Understand your product and market.

	11.02
	Explain the difference between personal and non-personal selling.

	11.03
	Identify the steps of the selling process.

	11.04
	Recognize consumer buying motives and buying criteria.

	11.05
	Identify various types of customers: consumer and industrial.

	11.06
	Demonstrate an effective sales presentation.

	11.07
	Observe, evaluate, and critique a sales demonstration.

	11.08
	Create and maintain a client database.

	11.09
	Demonstrate an understanding of various types of prospecting tools.

	11.10
	Demonstrate an understanding of techniques for handling different customer types: the casual looker, the decided customer, and the undecided customer.

	11.11
	Develop a written features/benefits analysis sheet for a product.

	11.12
	Demonstrate an effective sales presentation.

	11.13
	Demonstrate an understanding of closing techniques, including trial closes.


12.0
DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE TECHNOLOGY--The student will be able to:

	12.01
	Understand the importance of product safety.

	12.02
	Understand the importance of product and service technology.

	12.03
	Utilize available sources to obtain product knowledge and perform market research utilizing the internet.

	12.04
	Demonstrate product and service technology. 


13.0
PLAN THE MARKETING STRATEGY AND PROMOTE THE BUSINESS--The student will be able to:

	13.01
	Create a promotional plan.

	13.02
	Describe the techniques for sales and promotion.

	13.03
	Analyze competitive promotional activities.

	13.04
	Evaluate promotional effectiveness.

	13.05
	Explain the use of goods classification and life cycle analyses as planning tools for marketing.

	13.06
	Develop and modify marketing mixes for a business.

	13.07
	Identify target markets.

	13.08
	Evaluate marketing activities.

	13.09
	Demonstrate knowledge of push/pull strategies.

	13.10
	Demonstrate knowledge of direct marketing, including e-Business.

	13.11
	Demonstrate knowledge of advertising media and the advantages and disadvantages of each.

	13.12
	Discuss the role of public relations in the marketing mix.


14.0 Demonstrate a knowledge of basic economic principles--The student will be able to:

	14.01
	Explain the role of marketing in the free enterprise system.

	14.02
	List and compare the three major types of economic systems.

	14.03
	Describe the channels of distribution and storage.

	14.04
	Identify and discuss economic resources.

	14.05
	Discuss the role of the consumer in the free enterprise system.

	14.06
	Define the concept "supply and demand."

	14.07
	Identify and define the functions of marketing.

	14.08
	Identify and define the four types of product utility.

	14.09
	Identify and explain the elements in the marketing mix (price, product, promotion, and place).

	14.10
	Differentiate between the basic categories of consumer goods (i.e. convenience goods, shopping goods, and specialty goods).

	14.11
	Name current trends that have developed in retailing and merchandising.


Non-Profit Specialization

11.0 Demonstrate knowledge of financial management for non-profit organizations --The student will be able to:
	11.01
	Demonstrate an understanding of tax exempt status for a non-profit organization.

	11.02
	Identify the benefits of creating the right legal structure for a non-profit.

	11.03
	Able to summarize the vital role of financial management.

	11.04
	Demonstrate accounting literacy.

	11.05
	Demonstrate the ability to design/choose a management information system.

	11.06
	Examine the methods to keep the books.

	11.07
	Demonstrate an understanding of financial reports for outside accountability.

	11.08
	Demonstrate a recognition of tax reporting obligations.


12.0 Demonstrate knowledge of management for non-profit organizations--The student will be able to:
	12.01
	Demonstrate an understanding of the defining characteristics of the non-profit sector.

	12.02
	Complete an overview of the different types of organizations that make up the non-profit sector.

	12.03
	Examine business and governmental roles in fields where non-profits are active.

	12.04
	Examine the current realities and put them into historical perspective with the for-profit sector.

	12.05
	Compare the scale and role of the major subcomponents of non-profit organizations.

	12.06
	Examine the key trends and challenges that non-profit organizations face.

	12.07
	Demonstrate an understanding of the current issues in non-profit organizations.

	12.08
	Outline the merits of organizational planning and organization building in non-profits.


13.0 Demonstrate knowledge of strategic and policy issues in non-profit organizations--The student will be able to:
	13.01
	Demonstrate an understanding of the case study method.

	13.02
	Demonstrate an understanding of the issues relevant to resource development, financial management, technology, and capacity building for non-profits.

	13.03
	Conduct a formal presentation to non-profit professionals.


Postal Service Management Specialization

11.0
DEMONSTRATE KNOWLEDGE OF POSTAL MANAGEMENT FUNCTIONS--The student will be able to:

	11.01
	Demonstrate knowledge of customer services and delivery services as they relate to daily operations of stations, branches, and associate offices.

	11.02
	Demonstrate knowledge of delivery services such as regulations, star routes, safety and postal operations, mail counts and inspections, mail classifications and rates.

	11.03
	Demonstrate knowledge of postal related customer services such as retail operations, sales and consumer services.

	11.04
	Demonstrate an understanding of procedures required in mail processing.

	11.05
	Demonstrate an understanding of the finance procedures for postal operations.

	11.06
	Demonstrate an understanding of the Postmaster General report generation and analysis.

	11.07
	Demonstrate an understanding of revenue generation and protection.


Retail Management Specialization

11.0 Identify Economic and Marketing Concepts--The student will be able to:

	11.01
	Explain the role of marketing in the free enterprise system.

	11.02
	Describe the channels of distribution.

	11.03
	Discuss the role of the consumer in the free enterprise system.

	11.04
	Apply basic marketing concepts.


12.0 Identify the organization and function of the retail industry--The student will be able to:

	12.01
	Analyze the organizational structure of the retail industry.

	12.02
	Analyze the trends in the retail industry.


13.0 DEMONSTRATE KNOWLEDGE OF SALES PROMOTION CONCEPTS--The student will be able to:
	13.01
	Create a promotional plan.

	13.02
	Describe the techniques used to prepare advertising and promotion.

	13.03
	Analyze competitive promotional activities.

	13.04
	Evaluate promotional effectiveness.

	13.05
	Demonstrate an understanding of sales promotion objectives and what types of promotions are used to stimulate sales in various markets.

	13.06
	Explain the advantages and disadvantages of various types of displays.

	13.07
	Demonstrate an understanding of the importance of merchandising stock.


14.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP--The student will be able to:
	14.01
	Define entrepreneurship.

	14.02
	Describe the importance of entrepreneurship to the American economy.

	14.03
	Analyze the advantages and disadvantages of business ownership.

	14.04
	Identify the necessary personal characteristics of a successful entrepreneur.


15.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES--The student will be able to:
	15.01
	Explain the differences between personal and non-personal selling.

	15.02
	Demonstrate the steps of a sale.

	15.03
	Recognize customer buying motives.

	15.04
	Demonstrate an understanding of customer buying motives.

	15.05
	Demonstrate an understanding of various types of customer approaches.

	15.06
	Determine the proper time to approach a customer to open a sale.

	15.07
	Demonstrate an understanding of techniques for handling different customer types: the casual looker, the decided customer, and undecided customer.

	15.08
	Develop a written benefits analysis sheet for a product.

	15.09
	Demonstrate an effective sales presentation.

	15.10
	Observe, evaluate, and critique a sales presentation.

	15.11
	Demonstrate an understanding of when to close a sale and various techniques for closing a sale.


16.0 DEMONSTRATE AN UNDERSTANDING OF RETAIL BUYING--The student will be able to:
	16.01
	Demonstrate an understanding of the buying-selling function.

	16.02
	Explain the criteria for selection of resources and steps involved in the selection process.

	16.03
	Demonstrate an understanding of stock planning and control.

	16.04
	Demonstrate knowledge of vendor services available to the retailer.

	16.05
	Analyze factors involved in contract negotiation.

	16.06
	Analyze factors affecting foreign market buying.

	16.07
	Analyze the importance of and calculate stock turnover.

	16.08
	Demonstrate knowledge of pricing policies.

	16.09
	Calculate markup and markdown.

	16.10
	Calculate discount date, due date, trade discounts, and amount of payment on an invoice.

	16.11
	Calculate minimum stock, maximum stock, and reorder quantities on strong sellers.

	16.12
	Calculate open-to-buy.


17.0 DEMONSTRATE AN UNDERSTANDING OF THE IMPORTANCE OF RETAIL OPERATIONS--The student will be able to:
	17.01
	Understand the importance of marketing operations, including store safety, marking and receiving, security, credit, store maintenance and housekeeping, and distribution of goods.


18.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT SERVICE AND TECHNOLOGY--The student will be able to:
	18.01
	Understand the importance of product and service technology knowledge.

	18.02
	Utilize available sources to obtain product information.

	18.03
	Demonstrate product and service technology knowledge.


Small Business Management Specialization

11.0    Demonstrate knowledge of small business management functions--The student will be able to:

	11.01
	Demonstrate an understanding of principles of small business management concerning business entities, planning, and ethics.

	11.02
	Demonstrate an understanding of the principles and systems of accounting in a small business.

	11.03
	Demonstrate an understanding of the principles of budgeting and break-even analysis as they apply to the financial management of the small business.

	11.04
	Demonstrate an understanding of principles of financing and cash management in the small business.

	11.05
	Demonstrate an understanding of the fundamentals of advertising and marketing products and services in the small business.

	11.06
	Demonstrate an understanding of the purchasing and management of needed inventories, materials, supplies, services, and equipment of the right quality, in the proper quantity, for reasonable prices, at the appropriate time, from the right vendor or supplier.

	11.07
	Demonstrate an understanding of trends in business communications and electronic technology.

	11.08
	Demonstrate an understanding of basic management functions of leadership, organizing, staffing, and motivating the small business work team.

	11.09
	Demonstrate an understanding of the decision-making, evaluation, importance and mechanics of writing a business plan.

	11.10
	Demonstrate an understanding of the components of monitoring costs, job order cost cycle, purchasing materials, inventory, and payroll in job order cost accounting.

	11.11
	Demonstrate an understanding of fundamental legal and government regulation issues facing small business owners.

	11.12
	Demonstrate an understanding of the process of creating and managing a labor relations program in a small business.

	11.13
	Evaluate the advantages and disadvantages of the three major forms of business ownership (sole proprietorship, partnership, and corporation).

	11.14
	Understand the issues of family or home-based businesses.

	11.15
	Demonstrate an understanding of e-Business.

	11.16
	Demonstrate an understanding of productivity management.


Sports Management Specialization

11.0 DEMONSTRATE KNOWLEDGE OF SPORT, RECREATION, AND ENTERTAINMENT MANAGEMENT AND MARKETING INDUSTRIES--The student will be able to:
	11.01
	Discuss the history of sport, recreation, and entertainment marketing.

	11.02
	Discuss sport, recreation, and entertainment as an industry.

	11.03
	Demonstrate applications of financing for sport, recreation, and entertainment industry.

	11.04
	Demonstrate applications of product/service planning to the sport, recreation, and entertainment marketing industry.

	11.05
	Demonstrate pricing applications for the sport, recreation, and entertainment industry.

	11.06
	Demonstrate purchasing applications to the sport, recreation, and entertainment industry.

	11.07
	Demonstrate applications of safety and risk-management to the sport, recreation, and entertainment industry.

	11.08
	Demonstrate selling applications to the sport, recreation, and entertainment industry.

	11.09
	Demonstrate understanding of licensing, sponsorships, and endorsements in sport, recreation, and entertainment industries.

	11.10
	Demonstrate an understanding of the impact of the media on sport, recreation, and entertainment.

	11.11
	Discuss the importance of public relations and publicity to sport, recreation, and entertainment.


