Submitted by:  Cindy Barnes

Email:  schs_business@yahoo.com 
Date:  10/15 – 10/19
Subject:  Advance Business II

Total Points:  50 

Grade Level(s): 11 & 12

	Description

	Choose company uniform.  Register for Grand Opening.  Create grand opening flyer and start planning the activities and guest list.  The students will learn principles of using etiquette in the workplace, how to treat others with respect, and maintain professional presence

	Objectives (Design):
	Arizona Content Standards

	· Teamwork – Many tasks to reach one goal. 

· Vision of the business and how it should be portrayed.

· Follow proper registration procedures and deadlines.

· Becoming aware and using basic manners. 

· Developing proper body language and communication skills. 

· Learning proper introductions and handshakes. 


	19.0 Demonstrate Business and Financial Management Practices needed for Entrepreneurs 19.8 & 19.9

21.0 Participate in Leadership Activates such as those supported by Career and Technical Student Organizations. 21.1 - 21.5, 21.9
29.0 Administrative and Communication Functions 29.1

	Materials and Resources (Development)

	Computer connected to the Internet and printer.  Word processing or Publisher.  

	Procedures (Development & Implementation):

	1. It is recommended that each company develop a dress code. Past practice has included casual dress four days per week and professional dress one day per week. The Marketing Department needs to develop our attire and we will wear this every Wednesday from this point forward.  

2. Marketing Department will also create the flyer using company logo and the VE Logo.  Tentative date of November 8th for the Grand Opening.  

3. Human Resource Dept will determine the guest list and activities (obtain coordinators approval).  Delegate activities such as a sales presentation will be directed to the Sales Department.  You may want refreshments and those arrangements will need to be made.  Have each dept participate to give our guest a feeling of what the business is about.

4. Everyone participate in the attached proper etiquette lesson.

5. This can also be a sales activity for the company.  The Accounting Dept will make available the company visitor’s account to allow for purchases on this day.  

6. An invitation or flyer from your Grand Opening activity should be sent with your company ratings materials to Nancy Phillips upon completion of the activity.

Virtual Enterprise Center
Attn: Nancy Phillips, Regional Occupation Center
8501 Stine Road
Bakersfield, CA 93313

	Evaluation

	Each student practice and demonstrate proper etiquette to be used at the workplace and most importantly at the grand opening.  What they expect to happen and the part they will play in the preparation and at the actual event.  


Proper Etiquette and good manners are probably the most effective way of making a first good impression.
 
The word "Etiquette" originated in France and it means "ticket", note or label, The words Ticket and Etiquette both have the same ultimate source, old French Estiquet. They came into English language with different meanings. Estiquet meant "a note, label" changed in form to Etiquet in French, the word was adopted into English in the 16th century in a form without the initial e, ticket (first recorded in 1528).
In today's competitive business climate and global economy, manners, dining skills, protocol and etiquette are playing a paramount role in day to day business encounters. Strategic alliances and corporate restructuring require that the savvy executive master the nuances of protocol in business and social situations.  Manners Really Do Matter.
Power Point Presentation on general etiquette reminders - http://leadership.cas.psu.edu/Posted%20Lessons/EttiquettePPT.ppt 
Manners Tutorial - http://mtstcil.org/skills/manners-intro.html 

Handshake video using QuickTime - http://www.longview.k12.wa.us/mmhs/wyatt/pathway/behav.html 

Proper introduction online videos - http://www.bnet.com/2422-13722_23-162379.html 

Several online etiquette videos - http://search.bnet.com/search/BNET+Staff+and+Etiquette.html 

Miss Manners Column Index - http://lifestyle.msn.com/Relationships/Article.aspx?cp-documentid=27876 

The Modern Day Charm and Finishing School for Men and Women Click here for details 

Books by Gloria Starr

Increase your knowledge today with the purchase of one or more of the e-books (just click and download and read right from your computer.)

The Polished Professional More than 80 pages of information for men and women on gaining the competitive edge through increased knowledge in impression management, etiquette and communication skills. 

Manners Really Do Matter Great information on dining, eating difficult foods, being a great host and understanding the responsibilities of being a good guest.

Tea Etiquette 19 pages of fascinating information on the art, history and service of tea. 

Wine Wisdom 24 pages of information on serving and decanting wine, types of glasses, ordering and selecting wine, plus the art and enjoyment of wine.

The Art and Science of Dressing Well 30 pages of great information on wardrobing for men. 

