Submitted by:  Cindy Barnes

Email:  schs_business@yahoo.com

Date:  8/15/05 – 8/19/05

Subject:  Advance Business I

Total Points -  20 (when contract is returned)

Grade Level(s): 11 or 12

	Description

	Time & Information Management.  Ability to meet deadlines and manage workload.  Monthly Calendar/Things to do list.  Making choices, Organization, self-improvement, reading, Self-monitoring.  Read the rules of acceptable technology use policy.  Print contract and syllabus and have students return with parent/guardian and student signatures.  

	Objectives (Design):
	Arizona Content Standards

	· Prepare a schedule that will enable them to accomplish their most important task.

· Employ a common techniques to use time effectively

· Organize work area, paperwork, tasks, and computer files.

· Understand and manage computer files and folders.  


	4.0 Analyze Factors that Influence Human Behavior. 4.4

5.0 Practice Communication Skills Used in a Business Management Environment. 5.3, 5.4 
8.0 Demonstrate Problem Solving and Decision Making Skills Required in Business Management. 8.3


	Materials and Resources (Development)

	Computer with Internet access and an email account.  

	Procedures (Development & Implementation):

	Class work

Weekly “Things to Do” list

Monthly Calendar

Hanging File folder

Computer file folder

Bi-monthly folder check
Utilize their Yahoo account to manage electronic information.  Email Safety – Email Netiquette reading assignment together as a class.  At the end of reading, students will take the online quiz.  They can not proceed until they have mastered the materials.  



	Evaluation

	Oral Discussion:

How can a schedule help you use your time more efficiently?  What can you do to overcome the urge to procrastinate?

How can organizing your workspace make you more efficient?  Does disorganization create stress in your life?


· Housekeeping:  Please email me cindy.barnes@eac.edu with the following information:  
Name

Course Number in Subject Line (i.e., CMP 101)

Course expectations

Work experience 

Educational background
Anything else you would like the instructor to know about you 
Additional Reading on Email:
· Email Netiquette: http://www.onlinenetiquette.com/netiquette_101.html (email this link to yourself as a reference)

· Quiz: http://www.onlinenetiquette.com/netiquette_quiz.html (Give instructor your score to record)

· Sign up for Email Tips: http://www.onlinenetiquette.com/netiquette-tips.html 

· Emoticons:http://www.mit.edu:8001/people/cordelia/smileys.html 

· Read and sign syllabus that can be found online http://teach2.eac.edu/barnes/toc.htm 

· Familiarize yourself with my website http://teach2.eac.edu/barnes/index.htm as I refer to the many resources available.  

· Most of this class will be web based material.  

· Create a folder on your computer and call it your name.  

· Create a folder on your yahoo/hotmail account to file emails and information about this class.  

· Let's talk about calendars.  
