
BUS520A OFFICE PROCEDURES &  TECHNOLOGY I  
High School Grades 9-12 Elective 0.5 Credit 

 
Office Procedures & Technology I  is the first half of a fully integrated, standards-based two-part course that builds on prior 
student knowledge and skills gained from earlier K-8 lessons and/or other successfully completed high school courses. During 
this first half of course, participants are given an opportunity to learn about and practice entry-level job skills needed for success 
in post high school studies and the world of work. Students interact primarily with other students in a classroom setting, 
supervised by a certified business teacher, and focus on the acquisition and practice of knowledge and skills that will be applied in 
actual business office settings during the following Office Procedures & Technology II course and/or in future jobs or other 
situations. Students demonstrate essential business office personality traits; develop basic employability skills, including the 
human relationship, communication and teamwork abilities that employers desire and expect. Students learn about the actual 
duties of receptionists, typists, secretaries and a variety of other related jobs. Students learn how to organize their work area for 
maximum efficiency, set goals and prioritize tasks. Students learn proper and effective use of business office telephones, fax 
machines, scanners, copiers, binders and other available technology. Students learn the rules for proper and responsible use of e-
mail and the Internet; regularly practice and improve keyboarding skills and - when appropriate - use electronic calculators and 
basic computer applications (primarily word processing and spreadsheets). Students learn how to compose and format business 
letters and reports; how to systematically file, manage and retrieve records; how to sort and prepare mail or other items for 
shipment; and how to make travel plans and itineraries for business trips.  
 
Integration of business education studies with other disciplines is expected and should be on going. Students apply relevant 
vocabulary and communicate what they have learned in written, oral, mathematical, visual, and other formats; use critical-
thinking and information processing skills; and, utilize appropriate technology to solve everyday problems and create a variety of 
products. Formative and summative progress and the quality of student work are regularly evaluated with multiple assessment 
tools, including written and oral tests, performance rubrics and checklists; and, students apply various self and peer assessment 
strategies needed to improve their life long learning skills. By satisfying requirements of this course, all students will become 
more informed, skilled, productive, employable, socially responsible and well-rounded citizens. 
 
Pre-requisite: BUS 524 Keyboarding and/or TCH520 Applied Computer Applications I 
 
SWRSD STUDENT OUTCOM ES 
Outcome 1: Students demonstrate many forms of communication (e.g., reading, writing, and speaking in English, Yup'ik 

and other languages). 
Outcome 5: 
Outcome 6: 

Students demonstrate honesty, respect, concern and caring for themselves, the environment and others. 
Students exhibit a positive attitude and self-initiative. 

Outcome 9: Students use technology for adapting to and initiating productive change. 
Outcome 10: Students demonstrate leisure, vocational and life skills. 
Outcome 11: Students demonstrate skills and attitudes that will enable them to achieve post high school education. 
 

COURSE GOALS, OBJECTIVES AND ALASKA STANDARDS 
 

LIFE AND EM PLOYABILITY SKILLS  
  

A. Exhibit effective human relations skills. With appropr iate supervision, the student is expected to:  
 1. exhibit professional qualities: e.g., attendance and punctuality, respect for others, honesty, 

dependability, positive attitude, productive work ethic, persistence, loyalty and diplomacy; 
STW A1 

 2. perform collaborative team roles and skills needed to maintain effective group relations and complete 
team tasks; and 

LAN C5 

 3. show effective conflict resolution skills, such as handling criticism, disagreement, or disappointment 
with tact. 

GVT E7 

B. Model employability skills for  obtaining a position in a business off ice setting. With appropriate 
supervision, the student will:  

 

 4. know about local employment opportunities related to business office jobs or careers; 
 

STW A3 

 5. identify documents needed when applying for employment (e.g., social security card, driver’s license, 
voter registration card, picture identification, birth certificate); 

STW A3 

 6. accurately complete appropriate job application forms, cover letters, resumes, follow up letters of 
appreciation, W-2 federal income tax forms and other documents requested by potential employers; 

STW A3 

 7. wear safe and appropriate dress for a particular career, job or specific work assignment; STW A3 
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C. Develop and refine organizational and time management skills for  success in the workplace. With 
appropriate supervision, the student is expected to: 

 

 8. set goals and outline steps needed to complete a project; LAN C4 

 9. prioritize work and develop a “To Do List” and a “Time Log” to meet deadlines and fulfill 
responsibilities; and 

LAN C2 

 10. exhibit professionalism through neatness of work area and accuracy of completed tasks. 
 

STW A6 

D. Research and discuss common employee and employer  issues and the f inancial implications for  both. 
With appropriate supervision, the student is expected to: 

 

 11. compare/contrast the mutual rights and responsibilities of both employees and employers; 
 

STW A7 

 12. analyze major employee protection laws (e.g., Child Labor Laws, Minimum Wage Laws); 
 

STW A7 

 13. identify agencies that protect employees and others that provide services for employers; GVT F1 

 14. discuss the issue of “business ethics”, including examples of recent business world scandals; and  GVT E7 

  
EFFECTIVE COMMUNICATION SKILLS  
  

E. Develop and consistently practice effective communication skills. With appropriate supervision, the 
student is expected to: 

 

 15. define and properly use vocabulary terms related to office procedures and technology; 
 

LAN A1 

 16. exhibit initial personal contact skills, including effective interviewing abilities; 
 

STW A3 

 17. interpret nonverbal communication in various situations (e.g., body language, facial movements, 
gestures); 

LAN A6 

 18. demonstrate appropriate writing skills through assigned tasks; 
 

LAN A4 

 19. organize ideas logically and sequentially; 
 

MTH D2 

 20. locate and use a variety of supplementary resources (e.g., the telephone directory, dictionary, atlas, 
road maps, newspapers, business magazines or journals, the Internet. 

LAN B2 

F. Demonstrate appropr iate telephone listening and conversational techniques in an office environment. 
With appropriate supervision, the student is expected to: 

 

 21. answer a ringing telephone following pre-established criteria (e.g., answer within two rings; name the 
organization or firm; identify self by name; use proper telephone voice and rules of courtesy); 

TCH D2 

 22. record the message with complete accuracy, including: the caller’s name, title, firm and return number; 
date and time of call; the message itself; name of the person taking the message, and then make it 
available to the intended recipient; 

TCH D2 

 23. show how to transfer an incoming call to another office in the building; 
 

TCH D2 

 24. accurately describe the procedure for screening an incoming call for his/her supervisor; 
 

TCH D2 

 25. outline the procedure for arranging conference call meetings, satisfying requirements of the local 
telephone service provider; 

TCH D2 

 26. explain the variety of long distance service features; and 
 

TCH D2 

 27. show how to place national and international long distance calls requiring a telephone credit cards 
and/or operator assistance. 

TCH D2 

G. Exchange information via electronic telecommunications equipment and software (e.g., fax machine, 
electronic mail, electronic images, and on-line information services. With appropriate supervision, the 
student is expected to: 

 

 28. discuss ethical and legal issues associated with electronic mail; TCH E2 
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 29. investigate special features and uses of electronic communication systems such as fax, computer 

bulletin boards, information subscriptions, bibliographic services, world wide networks, electronic 
banking, distance delivery classes, and computer conferencing). 

TCH E1 

 30. send and receive information via telecommunications technology, particularly e-mail and fax messages. 
 

TCH D2 

 31. model appropriate business ethics, correct etiquette and diligently follow the Southwest Region Schools 
ÒAcceptable Use PolicyÓ when using any type of telecommunications. 

TCH E4 

H. Understand procedures involved in processing and deliver ing regular  mail, other  mater ials, products 
and freight. With appropriate supervision, the student is expected to: 

 

 32. describe classes of available mail and types of delivery services; 
 

TCH E1 

 33. compare/contrast the advantage and disadvantages, including costs, of various delivery services; 
 

TCH E1 

 34. accurately process regular mail for delivery: verify addresses (including ZIP codes), check for 
enclosures, fold properly, insert into appropriate envelopes, seal and determine postage;  

TCH A2 

 35. choose the most appropriate method to send domestic and international mail or freight, including items 
needing special attention, in terms of cost, time, or other considerations; 

TCH B2 

 36. sort and select records from a database to create a mailing list and labels; 
 

TCH A1 

 37. discuss advantages, disadvantages, costs, confidentiality, external and internal systems, and other 
aspects of facsimile mail. 

TCH E1 

 38. fax sample documents following common pre-established guidelines. 
 

TCH D2 

  
PRODUCTION &  MANAGEMENT  

  
I . Apply the proper keyboarding technique to create documents and/or  input data. With appropriate 

supervision, the student is expected to: 
 

 39. demonstrate correct posture and position at the keyboard; 
 

TCH A2 

 40. demonstrate the correct use of the command and function keys; and 
 

TCH A2 

 41. demonstrate proper care and operation of equipment; 
 

TCH A2 

 42. demonstrate the correct touch-system techniques for operating alphabetic, numeric and symbol keys; 
 

TCH A2 

 43. demonstrate the typing speed and accuracy needed to successfully complete assigned classroom tasks 
and/or successfully enter the job market. 

TCH A2 

J. Produce business documents using cur rent and emerging technology. With appropriate supervision, 
the student will: 

 

 44. create sample business documents using word processing and - to a lesser extent - spreadsheets; 
 

TCH A2 

 45. edit, correct and print sample business documents; 
 

LAN A5 

 46. produce a business report and/or other desktop publications containing text and graphics; 
 

LAN A6 

 47. develop and maintain electronic and manual filing systems; 
 

TCH A2 

 48. establish and maintain document and information storage and retrieval systems; 
 

TCH B1 

 49. investigate microfilm and microfiche records storage systems; 
 

TCH B2 

 50. develop and maintain files of addresses and telephone numbers; 
 

TCH B1 

 51. perform office procedures by manual or electronic methods (e.g., keeping a simple inventory); and 
 

TCH C2 

 52. demonstrate how to use binding equipment to prepare booklets and/or other products. 
 

TCH C3 
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K . Demonstrate understanding of reproductive graphics equipment, procedures and applications. With 
appropriate supervision, the student will: 

 

 53. identify types of available copiers and scanners, describing the major features of each; 
 

TCH A4 

 54. investigate proper maintenance of copying and scanning equipment; 
 

TCH A4 

 55. determine the most appropriate method to use when copying and/or scanning documents; 
 

TCH A5 

 56. discuss copyright laws associated with copying printed materials; 
 

LIB E3 

 57. show how to copy documents following pre-established guidelines to produce quality reproductions. 
 

TCH A2 

L. Generate domestic and international travel plans using appropr iate technology. With appropriate supervision, the 
student is expected to: 

 

 58. outline a domestic travel itinerary, including options for appropriate transportation and lodging; and 
 

LAN C1 

 59. outline a foreign travel itinerary, including options for appropriate transportation and lodging and with 
considerations for social and language differences, currency exchange, passport acquisition, time 
differences, and immunization. 

LAN C1 

M.   
 60. show how to effectively use an electronic calculator to solve common business office problems; 

 
TCH A2 

 61. balance or reconcile a personal bank statement;  
 

MTH E3 

 62. comprehend how to compute gross and net pay, including employee-paid withholdings; 
 

MTH E3 

 63. know about methods of dissemination of payroll funds (e.g., direct deposit and mail); and 
 

MTH E3 

 64. understand how to prepare personal and commercial bank deposits. 
 

MTH E3 

 
SOUTHWEST REGION RESOURCES &  SUGGESTED ACTIVITIES 
 
 Content Area Textbooks and Supplemental Resources 
  

SWRSD ADOPTED TEXT(S):  
 
TEN SIGMA PERFORMANCE ACTIVITIES MANUALS (copies at all sites) 
•� K-12 Positive and Productive Behaviors Manual 
•� K-12 Rubrics Manual 
•� K-12 Teaching For High Performance: Available for Language Arts, Math, Science, Social Studies 

 
SUPPLEM ENTAL BOOKS, VIDEOS, CDÕS, SOFTWA RE: 

  
 Major  Inernet Resources 
 
 

•� Alaska State Content Standards 
•� Money Matters 
•� NY Times Lesson Plans 
•� Consumer Rights & Protections  
•� Business Education 
•� Understanding Taxes 
•� Tonya Skinner's Bus Ed Lessons 
•� CTE Bus Ed Lesson Plans 
•� Business Week Online 
•� McREL: Lesson Plan Library 

http://www.educ.state.ak.us/ContentStandards/home.html 
http://www.marcopolo-education.org/MarcoGrams/9-25-02.html 
http://www.nytimes.com/learning/teachers/lessons/economics.html 
http://www.lectlaw.com/tcos.html 
http://www.howard.k12.md.us/connections/highschool/bused.html 
http://www.irs.gov/app/understandingTaxes/jsp/hows/lp/IM10lp.jsp 
http://lessonplans.btskinner.com/genbus.html 
http://www.uen.org/Lessonplan/LPview.cgi?core=8 
http://www.businessweek.com/ 
http://www.mcrel.org/lesson-plans/economics/econlessons.asp#exchange 
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 SWRSD Media Center  
 The district Media Center has resources for all class levels, in all subject areas, including professional development materials. 

The Media Specialist is a Library/Information Literacy expert and will help you find available district materials or help you 
secure additional resources through interlibrary loans and/or use of the Internet. Several times during the year you also will be  

 encouraged to make reasoned suggestions for new materials that will be considered for purchase.  
 

 Instructional Support Staff 
 To help teachers, principals, and other staff at the various sites, Southwest Region Schools provides a very experienced 

instructional support staff. They are all eager to share their extensive teaching experiences and insights. They can help you 
establish more effective classroom routines and management practices or learn and use new or improved teaching and 
assessment strategies. They also can offer suggestions that will help you adapt to life and work in rural village schools so that  

 you and your students will have a mutually respectful, more positive, more productive, and more satisfying experience. 
 
 Community Resources Related to Course 
 Each individual teacher and/or team of instructors, with the help of long time staff, students, parents and other concerned 

community members should cooperatively compile and periodically update a list of village elders, parents, local government 
leaders, business persons, and other concerned, active members of the community who are willing to share their wealth of 
experiences, knowledge and skills. Remember: It takes the whole village to educate a child. 
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