Submitted by:  Cindy Barnes

Email:  schs_business@yahoo.com

Date:  8/20/07 and every Monday thereafter
Subject:  Advance Business I

Total Points – 20% of total points for the year
Grade Level(s): 10, 11 or 12

	Description

	FBLA is teaching business students about adult professional organizations. Discuss regularly the work-based connection between leadership skills and their jobs/careers. Discuss the need and value of professional organizations for youth and adults.  A clear understanding of business leadership skills is essential because a variety of academic, technical, employability, and leadership skills are integrated through FBLA activities that are relevant to family, community, and career interests.
  

	Objectives (Design):
	Arizona Content Standards

	· Conference participation expands the opportunity for networking, professional growth, collaboration, and competition.

· Writing articles for publication.

· Skills students have gained in leadership, communication, goal setting, responsibility, and organization—skills necessary for a successful career.

· Develop poise, self-confidence, and personal responsibility.

· Provide opportunity for self-expression.

· Develop positive work attitudes.

· Teach the value of competing rather than emphasizing winning or losing.
· Developing transferrable skills
	3.0 Practice Employability Skills Required for Business Management and Administrative Services Careers. 3.5 
5.0 Practice Communication Skills Used in a Business management Environment. 5.4, 5.6 & 5.8 

6.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations such as Future Business Leaders of America (FBLA).  6.2, 6.5,6.7, 6.8

	Materials and Resources (Development)

	Computers with Internet access and word processing installed.  

	Procedures (Development & Implementation):

	By Cindy Barnes

Business Education Department

San Carlos High School

FBLA leadership development has been fully integrated into business class curriculum. Each student is a chapter member of the San Carlos High School (SCHS) FBLA. Students participate in sales projects, social activities, leadership skills and community service activities throughout the semester.

They begin the year with leadership “games” and learning activities that help break the ice and communicate FBLA as a fun and worthwhile activity. Also included at the beginning of the year is a unit on listening skills to help the committee members communicate with each other and the adults they contact.

On week three, students are introduced to the different committees in FBLA and choose a committee they would like to work on. Once the committees are organized (appointed by the president), they each choose a project to work on for the rest of the semester. All projects are completely student run. They are given class time every Monday for meetings and for accomplishing the things they need to do to see their project to the end. Teacher input is very small. The teacher/adviser directs them the first few meetings to let them know what they must accomplish that day. After that they write their own agendas and work on the project completely on their own. During FBLA Monday they make calls to the public, contact the ASB adviser to arrange facilities, write letters, make posters, or whatever is needed.

Meetings are run using parliamentary procedure.  Committee offices are elected, and students are expected to fulfill the duties of their office. Each week requires an agenda and full minutes.  Other activities throughout the week may support FBLA projects. These include formatting letters and agendas, parli-pro, spreadsheets, telephone skills, and other activities. These activities replace the “canned” activities from textbooks.

The following pages are handouts for student use: FBLA membership form, FBLA committees—primer general instructions for committees, classroom activities and assignments, and a community service packet.



	Evaluation

	Completed projects and membership enrollment.  Rubrics attached within lesson plan


[image: image1.emf]WELCOME TO FBLA

What is FBLA?

FBLA is Future Business Leaders of America. It is the professional organization for business students.  The purpose of FBLA is to provide opportunities to develop career awareness and skills and to promote community and personal responsibility.

FBLA has three aspects: social, where we get to know each other and have a lot of fun; professional, where we learn about business, attend conferences, and work on career skills; and service learning and community service, where we give back something to the community that has given us so much!

What’s in it for me?

Besides learning new skills for a lifetime, you will make new friends, travel, attend social gatherings, and discover things about yourself that you never knew. In addition, being a member of FBLA comes with the following perks:

Paid dues members can:

· Attend conferences.

· Receive a free subscription to Tomorrow’s Business Leader.

· Receive a wallet membership card (be the envy of all your friends).

· Increase your scholarship potential.

· Run for local, regional, state, or national office.

· Compete in regional and state events. If you win at State, it’s off to Nationals!

FBLA is a respected organization worldwide. Potential employers are looking for people who have been dedicated to a group such as FBLA. It looks great on a résumé.

How do I join?

If you are interested in a career in business, you are eligible. Speak to your business teacher and let her/him know you’re interested!

If you wish to attend conferences, compete, learn new things and have fun, you simply need to pay the annual state and national dues.

Dues help defray the cost of leadership conferences, guest speakers, printed materials, and administrative costs.

For further information, see your business education teacher or call or e-mail the state office at http://www.azfbla.org/index.php Email us: info@azfbla.org Call us: 602.542.5350 Fax us: 602.364.4035  Mail: Arizona FBLA  1535 West Jefferson Street � Bin #42 
Phoenix, AZ 85007  Director - Ryan Hamilton: director@azfbla.org  State Chair - Janet Gandy: chair@azfbla.org 

Professional Leadership Guidelines

FBLA MEMBERSHIP FORM

Name ____________________________________________Date__________________
Address ___________________________________City__________________________

State/Zip _________________________________ Phone_________________________

Class Schedule

	Class
	Teacher
	Room

	1st
	
	

	2nd
	
	

	3rd
	
	

	4th
	
	

	5th
	
	

	6th
	
	

	7th
	
	

	8th
	
	


I am interested in the following (check all that apply):

· Running for an FBLA office.

· Being on a parliamentary procedures team (parli pro teams compete at regional, state, and national conferences).

· Attending the regional conference
· Helping at the regional conference.

· Competing in service learning (i.e., community service) with one or two other people.

· Setting up sales projects.

· Having a friend join FBLA (name of friend).

· Other
LEADERSHIP ACTIVITIES

Leadership activities are vital to preparing students for the outside world of work. Below is a list of possible leadership activities and their point values.

Grading will be as follows:

Four Leadership Activities A

Three Leadership Activities B

Two Leadership Activities C

One Leadership Activity D
Leadership points are 10 percent of student’s total quarter grade. A student who does not complete leadership points cannot receive an A in the class.

1. Participate in Future Business Leaders of America activities outside of the classroom. Activities include, but are not limited to installation, sales projects, service learning projects, and dance concessions.

2. Attend any of the leadership conferences and compete in at least one event or attend three workshops.

3. Be a leader on an FBLA committee. Be elected and serve as committee chairperson, co-chairperson, recorder, or reporter.

4. Create a poster on one of the following subjects: business attire, business computers, office furniture, etc.

5. Help with Vocational Education Week in February.

6. Attend Fall Conference in November and compete in at least one event or attend three workshops.

7. Recruit a guest speaker for the classroom (clear all speakers through me with at least one week’s notice).

8. Interview a business person in the community. (See me for interview guides. You can do this activity only twice.)

9. Spend a day shadowing a person in the community. (See me for the guide.)

10. Write a consumer comparison of office equipment, such as computer, typewriters, software, printers, etc. Write a one-page comparison with a chart comparing the different features. For example, you might compare computer formats: IBM, Apple, Tandy, etc.

11. Be nominated vocational student of the quarter.

12. Participate in a sales project, such as selling candy, and meet a minimum goal.

13. Prepare a visual display on one of the following topics: FBLA, computers, business education, business dress, business communications, etc. If you have another idea or topic, see me.

14. Extend learning: Type one full page or more for someone else. An example would be to key and format a report for another person. That person writes it, you type it. Be sure to clear it with that person’s teacher first.

15. Prepare an oral report on a topic from number 13 and present this report to the class.

16. Apply, be accepted, and spend the afternoon testing software for Microsoft.

17. Volunteer outside of school for an activity of your choice.

18. Set up, work at, or clean up an FBLA social activity.

19. Sales projects will be conducted throughout the school year. Proceeds go into the FBLA treasury to support organization activities.
LEADERSHIP ACTIVITY REPORT

· Fill out one sheet for each individual leadership activity in which you participate.

· Points will be awarded only when sheets are filled out completely.
Name of Activity                                                                                         Points Available

1  2  3  4  5 
This activity was of interest to me.

1  2  3  4  5 
I learned a lot doing this activity.

1  2  3  4  5 
I feel this is a good FBLA activity.

1  2  3  4  5 
I would do this activity again.

One positive thing I learned from this activity was ________________________________________________________________________________________________________________________________________________
This activity helped me build leadership skills by ________________________________________________________________________________________________________________________________________________
Comments ______________________________________________________________
Signed _______________________________

Signature of adult present at activity _____________________________________
LEADERSHIP ACTIVITY REPORT

· Fill out one sheet for each individual leadership activity in which you participate.

· Points will be awarded only when sheets are filled out completely.
Name of Activity                                                                                         Points Available

1  2  3  4  5 
This activity was of interest to me.

1  2  3  4  5 
I learned a lot doing this activity.

1  2  3  4  5 
I feel this is a good FBLA activity.

1  2  3  4  5 
I would do this activity again.

One positive thing I learned from this activity was ________________________________________________________________________________________________________________________________________________

This activity helped me build leadership skills by ________________________________________________________________________________________________________________________________________________

Comments ______________________________________________________________

Signed _______________________________

Signature of adult present at activity _____________________________________
FBLA COMMITTEES—A PRIMER

What committees are available to me?

FBLA usually has three committees in each class. There may be four if the class is very large or only two in a small class.

The committees available to students are as follows:

Sales projects

Service learning (community service)

Parliamentary procedures team (only one per year).

Social

All students have the opportunity to participate in other committee activities.

Why are we doing this? What’s the point?

No matter where you work, you will be part of a committee at some point in your life. You will be better prepared for this role if you have had the experience in school.  The committees are an integral part of FBLA. Therefore, students take on roles and complete projects. Having students do this every year has led to a variety of fun and exciting projects, many of which the adviser would never have thought to do!

Being a part of a committee is a lot of work. However, most students tell me that it is the best part of the class. It is a lot of fun to be given the freedom to do whatever you want and to accomplish it however you want.

How are the committees run?

In class we will learn the basics of parliamentary procedures. This is considered the proper way to run a meeting; you will see it in use in many businesses and professional organizations.

Your meetings are run by your committee officers. They are responsible for fulfilling their roles during each meeting. I will drop in on meetings, but everything that goes on is your responsibility!

When do we meet?

All meetings take place in class on Monday after the general FBLA meeting/activity.  However, your committee can plan to meet outside of class as well if you would like. You should be able to get most of your project planned during the meetings.

What kind of projects can we do?
Anything you want! Your committee is completely in charge of your project. You can even do more than one project in the semester if you want to. The limits are only in your mind.

Occasionally a committee requests to do a project that is turned down by the school council Members or the administration. When that happens, you just go back to the drawing board and come up with a new project.

Who completes the projects?

You do. Your committee is responsible for every single aspect of the project from beginning to end. You may have other students help with the activity, but only your committee can do the planning and implementation of the project.  With all the responsibility comes a lot of bonuses. You will have a project you can be proud of, you will feel wonderful about your accomplishment, and your committee will be publicized on the school news and in the FBLA and vocational newsletters.

What if I don’t want to be a part of the committee?

Who wouldn’t want to be a part of something that’s so much fun?

FBLA and the FBLA committees are an integral part of this class. Saying you don’t want to be a part of the committee is like saying you don’t want to take the tests in math class.  There is no separation between FBLA and the class.

If you sincerely choose not to participate, you will receive a failing grade for the FBLA leadership portion of your business grade and a failing grade for the project. This would mean you would need to get 100 percent on every other assignment in the class just to receive an 80 percent, a B-.

So how do we start?

There are steps in planning a project, just as there are steps in everything else. Below are the steps you will need to complete for your project. Incomplete projects will receive a D grade.

_____
Elect officers for your committee.
_____
Brainstorm project ideas.

_____
Come up with three viable project ideas.

_____
Complete a project request report for your first idea.

_____
Complete a student council proposal.
_____
Get the signatures of your FBLA adviser and the assistant principal.
_____
Propose your project to the student council at their meeting.
_____
Plan your project. Make all necessary telephone calls and other contacts. 

_____
Prepare all necessary letters on the computer using the proper formatting.

_____
Assign jobs to each member of the committee during the planning process.

_____
Set a date or dates for the activity. Clear all dates with your FBLA adviser and your FBLA president.
_____
Advertise your activity in the following arenas:

· Bulletin notice
· FBLA newsletter
· Channel 6 cable announcement
· Local newspaper
_____
Complete the following, once the project is finished:

· A news story of at least 150 words about the project for the FBLA newsletter
· A complete project report (each member must do this)
· Leadership activity sheets for participating in out-of-class activities.

· Thank-you notes for all outside people or businesses who participated or contributed to your project.

_____
Receive extra credit for the following:

· Inviting the local newspaper or news station to your activity
· Completing a second project
· Creating a bulletin board about your committee or project
_____
Teaming with another committee to help them with their project once yours is completed.

When is this due?

All projects must be completed one week before the end of the semester. All paperwork must be completed by the last day of the semester.

What if we need help?

That’s what I’m for! I won’t do any part of the project for you, but I can help you find ways to get the job done.

Okay! I’m ready to go!

Great! I know you’ll do a wonderful job!
Committees Get

Things Done!!

	Committees Get Things Done Section 3, Page 14.  Committees are small groups of members (five to eight people) who solve problems, think of ideas and get things done!

COMMITTEES DO THE WORK:

The chairperson may be appointed by the president or elected by the council.

OR

Sometimes council members volunteer to serve.

Members may be elected or appointed but can include interested non-council members.


	The adviser and an officer may meet with the committee.

The committee job must be clearly understood. It is best if it is written out.

Deadlines and reports also should be written out.

Committee meetings should be held as often as needed. Progress should be reported regularly at council meetings.




WHILE THE COUNCIL LEADS AND HELPS BY KEEPING POSTED...
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	· Planning: Choosing important goals and projects ... getting approvals, budgets, a place ... at the right time.

· Organizing: Appointing committees, chartering new groups, assigning members to jobs.

· Scheduling: Place, calendar, publicity, time lines.

· Talking: Informing and exciting everyone.

· Evaluating: Comparing goals and results.

· Developing leaders: Involving every person possible.



Kinds of

Committees

There are two types of committees: (permanent and temporary)

	“STANDING” (Permanent)

· Is named in the constitution with its duties clearly outlined.

· Operates year-round.

· Includes executive, budget and finance,

· communication, clubs and organizations, drives and campaigns, education, evaluation, honors and awards, human relations, orientation, publicity, safety, school store, service and social committees.


	Committees exist for as long as their work exists. Some year-round, others are short-term.

“AD HOC” or “PRO TEM” (Temporary)

· Is formed for a specific job.

· Has limited responsibility.

· Works on special events such as career day, elections, leadership day, parties, etc.



SERVICE LEARNING COMMITTEE

The service learning committee is one of the best committees to be on because you can do just about anything you want as long as your activity impacts the community. If you’d like to hold a car wash, for example, great! We will just donate the proceeds to March of Dimes or another charity.

Your goal as a committee is to make a difference. You can make a difference in the school community, your local community, with a specific group of people (the tribe, the elderly, children) or with the state or national community.

Below are some activities/ideas you might want to pursue.

	· Walk-a-thon

· Car wash

· Blanket drive

· Food drive

· Toy drive

· Children’s literacy project


	· Peer tutoring

· Birthday club (elementary schools)

· Campus clean up

· Adopt a highway/road

· Basketball tournament

· Children’s party




All proceeds are donated to charities.

Our ideas are below:

______________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PUBLICITY COMMITTEE

As the publicity committee, you have a very important job on your hands. You are the ones responsible for letting the whole world know what great things you, the students, are doing.

Below are the requirements that you must fulfill on your committee. In addition, there are some ideas for ways to accomplish your tasks.

· Write an FBLA promo commercial
· Find actors to act in the commercial
· Make FBLA promo posters
· Write a press release to your local newspaper about upcoming events
· Write thank-you letters to local businesses that have supported FBLA
· Advertise in other ways 
Our ideas are below:
______________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SOCIAL COMMITTEE

All work and no play makes FBLA a dull organization. It’s your job to spice things up a bit!

Below are a few ideas of things you could do as the social committee. Take a look at them and add some of your own. Be creative!

· Pizza party

· Field trip to a business

· Field trip to a recreational area (Amusements parks are big business today)

· Ice cream feed

· Christmas party with gift exchange

· Spring fling

· Potluck

· Formal banquet

· Installation ceremony

Our ideas are below:

Activity                                                                                                                      Theme

______________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FUND RAISER COMMITTEE

Welcome to the fund-raising committee. Your job is to come up with sales projects that excite, involve as many people as possible, and make money for the organization and class.

The money raised by your committee goes first to FBLA to aid people going to conferences. However, it wouldn’t be any fun to raise money if you’re not planning on going to the conferences. So the money also goes toward chapter social activities, such as pizza parties, holiday gatherings, and our big end-of-the-year trip.

Below are some activities/ideas you might want to pursue.

· Candy sale

· Car wash

· Movie Day

· Dart throw

· Ball toss

· Drawing

· Ice cream feed

· Candy cane sale

· Holiday grams

· Selling flowers at a dance

· Pictures at a dance

Our ideas are below:
______________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Parliamentary

Rules

	MAKE THE WORK HAPPEN!

“Parliamentary procedure” is a set of “rules” for helping groups make decisions. The basic ideas are: Decision made, One item at a time, Majority rules, Equity and justice for all:

DOME

THE RULES:

1. All members have equal rights and privileges.

2. Each person’s rights are protected. The majority decides each issue.

3. Each question is fully discussed by the members.

4. Only one issue is discussed at a time.

5. The meaning of each item must be clear to every person before the vote is taken. When there is no further discussion, the council votes.

6. Duties and powers may be delegated by the

council (for example, to a committee), but the

council keeps the right to make the final decision.

7. It is the responsibility of the presiding officer to apply the rules fairly. The president does not vote except in the case of a tie. 

HOW GROUPS DECIDE!

All decisions are reached through motions (statements given to the groups for consideration, discussion, and voting).
Any member may “make a motion.” It must be “seconded” to show that at least two people are interested in the proposal.


	The presiding officer then “states the question,” i.e., repeats the motion in brief, clear language.

(Note: We consider only what is genuine student council business. Other “stuff” is “out of order.”)

· Members who wish to discuss the motion ask for “recognition from the chair.” They discuss the facts of the proposal, not the personalities and motives of the proposers. No person who has spoken may speak again until everyone who wishes has had a turn.

· When there are no further questions or statements, the chairperson of the council calls for a “vote.”
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VOTING MAY BE BY:

Voice vote: Easy and fast, where the vote is clearly one way or the other.

Show of hands: Gives an exact count, quickly.

Roll call: Keeps a record of how each member votes.

Ballot: Ensures secrecy. (Often required for elections, amendments, bylaws, etc.)

AND IS DECIDED BY:

Majority: At least one more than one-half the total votes cast.

Plurality: The most votes cast.

Two-thirds: At least two-thirds of the votes cast.




FBLA MEETING NOTES

Committee ____________________________________________Project_________________________

Date________________________Start Time______________________ End Time________________

IN ATTENDANCE

	Name
	Title
	Job Project/Task

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


	ISSUES DISCUSSED

(List agenda items and what you discussed for each)


	

	

	

	

	


TASKS ASSIGNED FOR THIS WEEK
	Person
	Description of Task
	Date to be Completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


OFFICER PROJECT REPORTS

The following officers need to complete the reports before Friday. Write a summary of at least 200 words. Attach that to a leadership point page so that you get your points. These must be typed and printed!

	Chairperson:
	Tell me about your experience as a leader of this group. What went well, what didn’t go well? Did people listen to you? Why or why not?



	Co-Chair:
	Tell me about your experience as a co-leader of this group. What went well, what didn’t go well? Did people listen to you? Why or why not?

What was your job in the project?



	Recorder:
	Summarize what happened during the semester with your group.  What did you see that went well? What was problematic? How did your job go?



	Reporter:
	Write an article on the project you completed. Answer who, where, what, why, and when. If you did not finish your project, please write a story on what it was like being part of an FBLA committee. These articles may be published in the district newsletter, so please do your best writing and check your spelling.



PROJECT REPORTS

Name of Committee: ______________________________________________________

Project Name: ____________________________________________________________

Date Project Completed:____________________________________________________

Committee Chair: __________________________Co-Chair:_______________________

Reporter: ______________________________Recorder:__________________________

In your project, what job(s) did you do? (Example: I ordered balloons and called for donations.)

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

You Be the Teacher

Here is your chance to be the teacher. Write the name of each member of your group and give them the grade that you feel they deserve on the project.  

Me (Your Name) 





            A     B     C     D     F

Name) 

 





            A     B     C     D     F

Name) 

 





            A     B     C     D     F

Name) 

 





            A     B     C     D     F

Name) 

 





            A     B     C     D     F

Name) 

 





            A     B     C     D     F

Percentage of Work

Using the circle below, create a pie chart that represents the percentage of effort for each person who worked on the project. See the example.
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Describe Your Project

On the rest of the page, describe your project step by step.

Step 1:_______________________________________________________________________________

Step 2:_______________________________________________________________________________

Step 3:_______________________________________________________________________________

Step 4:_______________________________________________________________________________

Step 5:_______________________________________________________________________________

Step 6:_______________________________________________________________________________

Step 7:_______________________________________________________________________________

Step 8:_______________________________________________________________________________

Step 9:_______________________________________________________________________________

Step 10:______________________________________________________________________________

Rate the following questions:

	1 is low/do not agree/did not enjoy

3 is neutral/neither agree nor disagree/it was okay

5 is high/agree completely/enjoyed very much




I enjoyed my project. 







1   2   3   4   5

I worked very hard. 







1   2   3   4   5

The administration was helpful. 





1   2   3   4   5

Mrs. Klementsen was helpful. 






1   2   3   4   5

My chairperson was a good leader. 





1   2   3   4   5

The co-chair was a good leader when the chairperson was absent. 

1   2   3   4   5

The recorder took good minutes. 





1   2   3   4   5

Our project was successful. 






1   2   3   4   5

We had enough advertising. 






1   2   3   4   5

We had enough planning time. 





1   2   3   4   5

Our group worked well together. 





1   2   3   4   5

Meetings were orderly. 






1   2   3   4   5

We got a lot accomplished at each meeting. 




1   2   3   4   5

I liked the way committees were assigned. 




1   2   3   4   5

I would like to do a project like this again. 




1   2   3   4   5

I think you should do this in your other classes. 



1   2   3   4   5

Other:

________________________________________________________________________1   2   3   4   5

________________________________________________________________________1   2   3   4   5

Check off the following things if they got done and tell me how successful/helpful they were to your project.

Agendas focused each meeting. 





1   2   3   4   5

Comments:

Minutes were read at each meeting. 





1   2   3   4   5

Comments:

Meetings were run by the chairperson. 




1   2   3   4   5

Comments:

A project proposal was completed. 





1   2   3   4   5

Comments:

We made a commercial. 






1   2   3   4   5

Comments:

We did a press release (bulletin announcement). 



1   2   3   4   5

Comments:

We did a press release to the Moccasin. 





1   2   3   4   5

Comments:

We did a press release to Silverbelt. 





1   2   3   4   5

Comments:

We wrote thank-you letters to those who helped. 



1   2   3   4   5

Comments:

Our project was successful (If you answer 1, 




1   2   3   4   5 explain below why it was not successful.)

Comments:

FBLA PROJECT PLANNING SHEET

Committee Name______________________________________________________________________

Our Project___________________________________________________________________________

Date of Our Project Chair______________________________________________________________

We will take the following steps to complete our project:

	Description of Steps to be Completed
	Date to be Completed
	Completed
(Initial)

	Brainstorm project ideas.
	
	

	Choose one project
	
	

	Fil out a project proposal and estimated budget
	
	

	Assign specific jobs to members
	
	

	Set date to hold activity
	
	

	Are we selling something? If yes:
	
	

	Write purchase order to buy products we are selling.
	
	

	Order products to be sold
	
	

	Set sales price based on purchase price
	
	

	Are we having prizes? If yes:
	
	

	Make a list of possible donors.
	
	

	Give portion of list to each committee member
	
	

	Call for donations by this date:
	
	

	Collect donations by this date:
	
	

	Do we need to arrange facilities? If yes:
	
	

	Fill out facility request form.
	
	

	Advertising project reporter coordinates the following:  All committees must do these items
	
	

	Write commercial
	
	

	Arrange with TV studio to film commercial
	
	

	Make posters
	
	

	Write newsletter article (reporter)
	
	

	Write press release
	
	

	Send press release to bulletin
	
	

	Send press release to Silverbelt
	
	

	Send press release to Tomorrow’s Business Leader magazine
	
	

	Arrange for volunteers to help with project
	
	

	Arrange for chaperones, if needed
	
	

	Send reminders to volunteers before activity date
	
	

	Hold project
	
	

	Send thank you letters
	
	

	Complete project report
	
	

	CELEBRATE!
	
	

	
	
	


We agree to complete the above steps by the dates indicated in order to complete our project. We understand that if all of these steps are completed by committee members, we will receive no less than a B grade on our project. All members sign on back.
FBLA PROJECT PROPOSAL

Name of Committee:____________________________________________________

Chairperson:___________________________________________________________

Who, besides your committee, can be involved in the activity? ------------------________________________________________________________________________

Describe the activity?____________________________________________________

When will you do it?_____________________________________________________

Will prizes or incentives be offered? If yes, what will they be?_______________

Where will you do it?____________________________________________________

How will the activity impact SCHS?______________________________________

Will you need chaperones? If yes, who will chaperone? (One chaperone for every ten students involved.)_____________________________________________

Please get signatures from the following people before beginning your activity:

Committee Chair_______________________________________________________
Adviser________________________________________________________________
Principal_______________________________________________________________
Student Council President_______________________________________________
Proposal was made at the Student Council meeting.________________________
It was accepted denied on the date________________________________________
FBLA PROJECT ESTIMATED BUDGET

Put N/A where it does not apply to your project.

Cost of items we are selling, per unit:_____________________________________

Supplies needed and cost (example: paper, pens, poster board, sponges).
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Cost of facility:________________________________________________________________________

Will you offer prizes for this activity?* If yes, list prizes and cost.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Total estimated cost for project:_________________________________________________________
*Prizes for any student council activity must be donated. We cannot spend FBLA money on prizes, according to state law.

MONEY-HANDLING PROCEDURES

1. One person is in charge of the money. That person takes responsibility for all money that comes in.

2. Count the money in the box before you start. Write the amount.

3. Keep track of number of people who participate or tickets sold on bottom of sheet.

4. Require people to line up, take money from one person at a time.

5. Keep your hand on the cash box at all times; do not let the cash box out of your sight.

6. Put money into cash box only. Do not put it into your pocket or anyplace else to cause someone to think you are stealing.

7. Count money at the end of the day/lunch. Subtract original amount from total to get net total. This should add up to the number of tickets/participants in the event.

8. NO FREEBIES FOR ANYONE. If someone wants to participate, they must pay (including committee members).

Name of event: _______________________________________________________________________

Name of person in charge of money:_____________________________________________________

Name of chairperson: __________________________________________________________________

Signature of adult chaperoning event:___________________________________________________

Amount at beginning of event:__________________________________________________________

Amount at end of event:________________________________________________________________

Net amount:__________________________________________________________________________

Tally number of participants/tickets sold:________________________________________________


CALLING FOR DONATIONS

Ready

Before you pick up the phone, be ready with the following:

1. Make sure the room is quiet and you don’t have friends around who might distract you.

2. Know exactly what your activity is.

3. Know how the prizes will be used.

4. Know when your activity will be held.

5. Know what the money is used for (FBLA activities and conferences).

6. Have pencil and paper with you so you can make notes as needed.

7. Have a list of exactly who you’re going to call and the phone numbers. It saves time wasted in fumbling through the yellow pages.

8. Write a script of exactly what you’re going to say. Below is a sample:

Hello, my name is __________ and I am calling from San Carlos High School Future Business Leaders of America. We are holding a ______________and are seeking donations for prizes. Would you be interested in donating anything?

Set

Pick up the phone and dial. Be confident. The more confident and mature you sound, the more likely you will be to get a positive response.

When someone answers, ask for the manager (remember to say please).

When the manager answers, say your piece and then give him/her time to respond. Be ready for the answer with your pencil poised to take notes. If they say no, thank them for their time and hang up the phone quietly. Remember a “no” answer should not be taken personally. They may have just donated to another cause.  Just cross them off the list and move on.

If they say yes, ask them when you can come and pick the item(s) up. Ask them who to ask for and what department to go to. Thank them very much for the donation and hang up the phone quietly. When the conversation is over, be sure to write it down! You won’t remember if you don’t write it down.

If they say yes, but need to have the information in written form (a letter or note from the school):

1. Ask who to write to specifically and get the address.

2. Thank them.

3. Type the letter and give it to the advisor in an addressed unsealed envelope.

Go

If you pick up the donations yourself, you will earn leadership points. Make the arrangements with your parents. If you can’t pick it up, ask the advisor. Be sure to dress nicely and be polite. Think about the best time to go into the store. Restaurants are very busy during lunch and dinner so that might not be the best time to go. Let all of the other customers be served first and then approach and ask for the manager. Be sure to say thank you when you receive the items.

If there is a mix up, say thank you for your time and leave. The next day, give the manager a call again. (You wrote the name down when you called before, right?) Explain what happened and make other arrangements.

Write your notes here

REPORTER’S PLAN SHEET

(for advertising committee projects)

Name of Committee: __________________________________________________________________

Reporter: _____________________________________________________________________________
Who is doing the activity? _____________________________________________________________
What is the activity? __________________________________________________________________
When will you do it? ___________________________________________________________________
Why are you doing the activity? ________________________________________________________
Where will you do it? __________________________________________________________________
How will the activity impact SCHS? ____________________________________________________
This project must be advertised in the following ways. Please briefly describe what kind of advertising you are doing.______________________________________________________________
Posters: The posters will be completed by this date: ______________________________________
The following people are working on posters: ____________________________________________
Channel 6 Cable: A news announcement has been written. It will run on these days:

______________________________________________________________________________________
A commercial has been written (please attach). The following people will be acting in it:

______________________________________________________________________________________
I have arranged for the advisor to film it on this day: _____________________________________
The commercial will air on these dates: _________________________________________________
San Carlos community: Choose one option below for advertising in the community:

_____
Press release to Globe Silverbelt
_____
Press release to Community Access Channel (Channel 6)

_____
Other (please describe)

COMMERCIAL PREPARATION SHEET

Your Name: __________________________________________Date:___________________________

Product/Activity:______________________________________________________________________

Team/Committee Name: Chairperson:___________________________________________________

Date of Activity: _________________________Cost of Activity:______________________________

Important information that should be included in commercial:

1.

2.

3.

4.

COMMERCIAL TYPE

Funny _____Satire _____ Serious_____ Educational/Informative_____ Other_____

Actors________________________________________________________________________________

(Don’t forget, actors get leadership points! Fill out those sheets now!)

Describe commercial (summarize what will happen):

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Items needed for commercial (i.e., backdrops, props, costumes—be specific):

______________________________________________________________________________________

Date taping commercial ______________________Period taping commercial__________________
Cleared by Librarian ______________________________(have librarian sign before the advisor)

Time/period cleared by advisor___________________________________ (have advisor sign here)

Attach keyed script (if you hand write it, attach a photocopy).
PRESS RELEASE PLANNING FORM

SAN CARLOS HIGH SCHOOL FBLA

Chair Name (Contact Person 1):________________________________________________________

Phone: ___________________________________Project:_____________________________________

Name of Committee:___________________________________________________________________

Dates of Project: ___________________________________________Time:______________________

Why are you doing it?__________________________________________________________________

Cost: _____________________________Who will benefit?____________________________________

Use the information above to write a press release. Include other information as necessary, but remember... a press release is short. Be sure to spell out Future Business Leaders of America.

Sample Press Release:

For Immediate Release

The San Carlos High School chapter of the Future Business Leaders of America will be holding a cow-tipping contest from 7–8 p.m. on Thursday, January 22, 1999. Cost is $1 per tip. Proceeds will support students in Future Business Leaders of America going to regional and state conferences and other FBLA activities.

Contact Person: 
Mrs. Tory Klementsen

Chairperson of Committee

Phone: 360/653-0610

Contact Addresses:

The Globe Silverbelt

425/339-3000 360/659-1300

Call for email address to send community announcements

Notes:

1. Check your spelling!

2. Input all press releases.

3. Include all information that is important.

4. Do not include people’s names without their permission.

5. Address the envelope, but do not seal it.

6. Extra credit for committees who get the Silverbelt to do a story on their project or on FBLA at SCHS.

FBLA PROJECT GRADING RUBRIC

All items below need to be completed for an A on the FBLA project

Committee Name:__________________________________ Project:___________________________

	Items
	Outstanding
	Successful
	Needs Work
	Incomplete/Poor
	Didn’t Complete
	Possible Points

	Brainstorm

project ideas
	
	
	
	
	
	50

	Submit a project proposal
	
	
	
	
	
	50

	Create a timeline to complete project
	
	
	
	
	
	50

	Write and videotape a commercial
	
	
	
	
	
	100

	Press release to Cable
	
	
	
	
	
	25

	Press release to Silverbelt
	
	
	
	
	
	25

	Create and post advertising posters
	
	
	
	
	
	50

	Present project
	
	
	
	
	
	200

	Thank you letter to all involved
	
	
	
	
	
	100

	Reflection paper from each member
	
	
	
	
	
	50

	News Article after project completed
	
	
	
	
	
	50

	Project Report
	
	
	
	
	
	










Total Points _______ /800
Final Project Grade______

	
	1st
	2nd
	3rd
	4th
	5th
	6th
	7th
	8th
	9th
	10th
	11th
	12th
	13th
	14th

	Agenda
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Minutes
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	On-Task
	
	
	
	
	
	
	
	
	
	
	
	
	
	


FBLA PROJECT INDIVIDUAL GRADING

As a member of this FBLA committee, I assisted in the completion of all of the tasks.

Name _________________________________________Committee Name_______________________

Project_______________________________________________________________________________

Task Outstanding Good Poor Didn’t

Participate
	Task
	Outstanding
	Good
	Poor
	Didn’t Participate

	Writing of commercial
	
	
	
	

	Brainstorming of project ideas
	
	
	
	

	Submitting of proposal
	
	
	
	

	Creating product timeline
	
	
	
	

	Press release to Channel 6 Cable
	
	
	
	

	Press release to Silverbelt
	
	
	
	

	Creating of posters
	
	
	
	

	Participated day of project
	
	
	
	

	Wrote thank you letters
	
	
	
	

	Wrote a reflection paper on my experience
	
	
	
	

	Helped with news article
	
	
	
	

	Completed a project report
	
	
	
	

	Other jobs assigned to me
	
	
	
	

	Other
	
	
	
	


I was on task/helpful at this meeting. Grade A, B, C, D, or F

	
	1st
	2nd
	3rd
	4th
	5th
	6th
	7th
	8th
	9th
	10th
	11th
	12th
	13th
	14th

	My Grade
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Chair Grade
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Advisor Grade
	
	
	
	
	
	
	
	
	
	
	
	
	
	


FBLA TEAMWORK ACTIVITIES

Note: Many of these activities are things I picked up at conferences and from other people. I just use them to promote teamwork and to give the students something “fun” to associate with FBLA.

WE’RE A TEAM

Supplies: 
Paper (preferably large)

Colored pens

Objectives: 
1. Ice breaker for newly formed teams or committees.

2. Students will learn to work together as a team.

Distribute paper and a few colored pens to each team. Give the students the following instructions:

During the next 15 minutes you are going to work together to choose the following items for your team:

1. A team name.

2. A team logo.

3. A team slogan.

4. A team song.

At the end of that time you are going to present your team to the other teams.

Give the students time to work and have them present. Many may not come up with a song, so I usually have a treat of some type for the team or two that has the guts to do that. This will give them a chance to work together as a team and give you a chance to observe how they work.

Debrief this activity by congratulating the students on their teamwork.
FBLA TEAMWORK ACTIVITIES

Note: Many of these activities are things I picked up at conferences and from other people. I just use them to promote teamwork and to give the students something “fun” to associate with FBLA.

FOUR CORNERS

Supplies: 3 x 5 cards or “Hello, My Name Is” stickers

Objectives: 
1. Students will get to know each other.

2. Students will move beyond their comfort zones and meet new people in class.

Distribute the 3 x 5 cards and have students write their names in the middle of the card, telling them to leave room for something on each corner. They may do just their first names.

Ask four innocuous questions that are nonthreatening and easy to answer, such as:

1. Your favorite food, vacation, sport, color, animal.

2. The name of one of your pets.

3. Something interesting about you that makes you unique.

They should just be questions that allow the students to get to know each other.

Break the class into four groups by counting off. Before assembling into groups, have students put on their name tags or pin the 3 x 5 cards to their shirt. Tell the students that you are going to give them one minute to socialize in their group. The only rules are:

1. They must talk to every person in the group, and they should encourage quiet people to

be a part of the discussion.

2. They may discuss only the given topic.

3. They may not make judgments on other’s answers.

For one minute have the groups talk about question one. Circulate to make sure each group understands the directions. At the end of one minute, half of the group is to split off and go into the next group, while the remaining members stay there. (Example: Group 1 has Joe, Jim, Jane, Sue, Bart, and Milli—after one minute, Sue, Bart, and Milli split off and join group 2. Joe, Jim, and Jane remain where they are and members from group 4 will join them.)

Repeat for each question.

Debrief by asking students to share what they have learned about each other.

FBLA TEAMWORK ACTIVITIES

Note: Many of these activities are things I picked up at conferences and from other people. I just use them to promote teamwork and to give the students something “fun” to associate with FBLA.

CANDY BAR ACTIVITY

Supplies: 
Paper (preferably large)

Colored pens

Objectives: 
1. Students will understand that they can accomplish a great deal in a small amount of time.

2. Students will learn to work together as a team.

Distribute paper and a few colored pens to each team. Instruct the students that they will have ten minutes (no more, no less) to do the following:

1. Create a new candy bar.

2. Come up with a package design.

3. Come up with an advertisement.

At the end of ten minutes, students share their new candies. You may want to vote on the best one. I always post the candy bars the next day so the other classes can see what their classmates came up with.

After the exercise, tell students that they accomplished in ten minutes what it takes marketing firms and research and development departments months to do. Discuss how much they can get done in a short period of time if they apply themselves 100 percent to the project. Challenge them to take this attitude into their FBLA meetings.

Note: I usually use this on the first day after spring or winter break. It helps to get the students enthusiastic about getting back to work on their projects.

FBLA TEAMWORK ACTIVITIES

Note: Many of these activities are things I picked up at conferences and from other people. I just use them to promote teamwork and to give the students something “fun” to associate with FBLA.

SYMBOLS

Supplies: 
Colored pipe cleaners

Yarn or small safety pins

Objectives: 
1. Students will get to know another student they have not met or are not friends with.

2. Students will speak in front of the group in a non-threatening atmosphere.

Have the students line up silently by shoe size (they compare size of their shoes). Since boys usually have the larger feet, this works well in an even class to get teams of boys and girls. Once they are lined up, count the number of students and have the line fold over onto itself at the middle so each person pairs off (smallest with largest and so on).

Students are to spend three minutes interviewing each other. Give only three minutes each or some will never say anything. After the interview is over, the interviewer takes the pipe cleaner and makes a symbol that represents something about the other person. (Of course, you warn in advance that only socially acceptable symbols are allowed.) Tell the students that this is a gift they will give to their partner.

After the interviews, have each student introduce their partner and pin the gift to their shirt (or put the necklace around their neck). Explain why they chose that symbol and what it means.  Make sure to remind all of the students to say thank you and applaud each speaker so it is an affirming activity.

Note: After doing this activity I have seen many of the students around campus wearing their gifts later in the day and some will keep them in their notebook all semester.

FBLA TEAMWORK ACTIVITIES

Note: Many of these activities are things I picked up at conferences and from other people. I just use them to promote teamwork and to give the students something “fun” to associate with FBLA.

WHO AM I

Supplies: 
A 3 x 5 card for each student with the name of a famous person on it

Stick pins

Objectives: 

1. Students will get to know each other.

2. Students will learn to ask concise questions.

As students walk in the door, pin the name of a famous person to each of their backs. They are then allowed to mingle through the room and ask only yes or no questions of other students. Other students may answer only yes or no. During this time the point is to guess the person that they “are.” Have a prize ready for the winner, but keep playing the game for at least 15 minutes so everyone gets a chance to guess.

Debrief the activity by asking the first people who guessed their names what kind of questions helped them to identify the person. This is mostly a fun game, but a good one for the beginning of the year.

Note: I used to play this at parties when I was a kid and kids never tire of it. Good luck coming up with lots of names, though! You might do the same names for each class.

Other Topics We Address in Class Before FBLA Meetings

We don’t only play leadership games, we also do some of the following:

	Telephone skills

Calling/writing for donations

Writing project proposals

Project planning time lines

Writing agendas

Writing press releases

Writing newsletter articles

Leadership skills
	Brainstorming project ideas

Why teenagers lose their jobs

Basic parli pro

Listening skills

Taking minutes

Writing thank you letters

Advertising your project

Socializing in the business office and classroom


AGENDA ASSIGNMENT

Agendas are very important in committee meetings. Before the meeting, the chair of the committee and the co-chair each make an agenda that will outline what will be done at the next meeting. This agenda will help keep the meeting running smoothly, it will keep people focused, it will make the meeting shorter, and it will help keep people from getting off track and wasting time.

Key the sample agenda below. Arrange the agenda nicely.

Sample Agenda

November 12, 1995

I. 
Call meeting to order

II. 
Take roll

III. 
Read minutes of last meeting

IV. 
Phoenix Conference

A. 
When is it?

B. 
Where will it be?

C. Suggestions for guest speakers

V. 
Employee recognition

A. 
John Booth—Top sales, February

B. 
Harry Miller—Most improved, February

C. 
Sandra Day—Top sales, fourth quarter

VI. 
Adjourn meeting

As you can see, the agenda above has four parts. You can tell what will happen and in what order. Subtopics fall under main topics, just like a regular outline. Just the topic Phoenix Conference doesn’t tell you a whole lot. Subtopics make it clear what you will be discussing about the Phoenix Conference.
Fill out the agenda table below, key it into your document exactly as shown.

· The first three items (I, II, III) are always the same. Get those from the sample agenda.

· After completing the first three items, we will elect committee officers. The offices will be chair, co-chair, reporter, and recorder. This will be item IV on the agenda.

· Next we will brainstorm ideas for projects. This will be item V.

· After brainstorming, we will present our ideas to the rest of the class ... item VI.

· For item VII we will adjourn the meeting.

FBLA Meeting, October 3, 1998

I._____________________________________________________________________________
II.____________________________________________________________________________
III.___________________________________________________________________________
IV.___________________________________________________________________________
A.______________________________________________________________________
B.______________________________________________________________________
C.______________________________________________________________________
D._____________________________________________________________________
V.____________________________________________________________________________
VI.___________________________________________________________________________
VII.__________________________________________________________________________
Print your agenda when you are finished.
AGENDAS II ASSIGNMENT

Create an agenda, properly formatted, for two of the following meetings.

1. Staff meeting - You will be discussing the following items: Remodeling administrative offices, new office assignments, holiday party, and Kathy’s baby shower.

2. Sales meeting - You will be discussing the following items: sales for the last quarter (how you did, who won top sales awards, who was most improved), sales for next quarter (how to increase sales, new items in the inventory), and you will be giving employee recognition awards.

3. Dance committee meeting - You will be discussing the following items: the next dance, where, when, and how much will it cost; clean-up after dances; and concession items.

4. Social committee meeting - You will be discussing the following items: Need to purchase more birthday cards, financial report, party last month (How did it go? Do we want to do the same thing next year? How much did it cost?); holiday party (Where will it be? Gift exchange? Food? When will it be?).

5. FBLA committee meeting - Create an agenda for the meeting Friday. 

Remember we have about 20 minutes for the meeting. You will need to do the following:

Take roll.

Read minutes of last meeting (the recorder will do this).

Choose one project to do this quarter, as a committee, and discuss the following:

a. What will the project be?

b. Where will it be?

c. When will it be?

d. What will it cost?

e. Who needs to get involved? (FBLA members? Teachers? Parents?)

f. What do you need this week to get the project started?
CREED ASSIGNMENT
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	Font: Times

Font Size: 10 point (except where indicated to use a larger font)

Margins: R1, L1, T1, B2

Header: Your name, date, period, and name of assignment, aligned right

Footer: Questions

Save As: Creed

Print: Yes

Grading Criteria: Mailable copy, two returns between each

stanza, “I believe” in italics

1. Input a document into the computer.

2. Format the document in a block format.

3. Print the document.

Key the FBLA creed as shown below. Format it in the following way.

1. Center the title “FBLA Creed” at the top, center of the page.

2. Return two times after each stanza.

3. Put “I believe” in italics at the beginning of each stanza.

4. Save as you go every five minutes.

5. Complete a spell check before printing.

6. Answer questions in footer. Print, unless you are going for a B or an A.

To receive a B:

1. Complete everything for a C.

2. Change the font of the creed.

3. Format the creed in an appealing (read—not boring)

format.

4. Print, unless you are going for an A

To receive an A:

1. Complete everything for a C and a B.

2. Return four times after the creed.

3. Compose a response to one stanza that is at least 100 words long.  Choose one stanza and tell me what that stanza means to you. Do you agree with it? Disagree with it? Like it? Does it represent your beliefs? Is it motivating? Do you think it is something we, as Americans, already achieve?

4. Check your spelling! Make sure your response is well written and complete.

5. Print.

Questions—According to the creed:

1. What is the right of every person?

2. What four things should every person actively work toward improving?

3. What is a creed?

4. Every person should prepare for what?

5. What does FBLA stand for?




	FBLA CREED

I believe education is the right of every person.

I believe the future depends on mutual understanding and cooperation among business, industry, labor, religious, family, and educational institutions, as well as people around the world. I agree to do my utmost to bring about understanding and cooperation among all these groups.

I believe every person should prepare for a useful occupation and carry on that occupation in a manner that brings the greatest good to the greatest number.

I believe every person should actively work toward improving social, political, community, and family life.

I believe every person has a right to earn a living at a useful occupation, and that this right should not be denied because of race, color, creed, sex, or handicap.

I believe every person should take responsibility for carrying out assigned tasks in a manner that brings credit to self, associates, school, and community.

I believe I have the responsibility to work efficiently and to think clearly. I promise to use my abilities to make the world a better place for everyone.



THANK-YOU LETTER ASSIGNMENT

	DOCUMENT SPECIFICATIONS
OBJECTIVES:  WHAT YOU WILL LEARN ON THIS ASSIGNMENT

INSTRUCTIONS

COMPLETE FOR AN A
	Font: Times

Font Size: 10 point (except where indicated to use a larger font)

Margins: R1, L1, T1, B2

Header: Your name, date, period, and name of assignment, aligned right

Footer: Questions

Save As: Thank you to name of company

Print: Yes

Grading Criteria: Mailable, clean copy, signed, and mailed to business

1. Compose a letter to a local business that has helped FBLA in the past.

2. Choose proper wording as a team.

3. Key an individual letter (one company per person).

4. Spell check.

5. Address envelope.

6. Mail letter.

Many of our local businesses have donated items to FBLA over the past few years. We would like to send thank-you letters to all of these businesses and invite them to become professional members.

You are going to create a five-paragraph letter, formatted in block style, to be mailed to a local business.

1. Get together with your team (committee) and decide on the wording for the letter.
2. Choose one of the listed businesses and okay it with me.

3. Find the address for the business in the phone book. Call the business, if necessary, and find the name of the manager.

4. Input the letter.

5. Proofread the letter.

6. Go to the header in your document and remove your heading.

7. Before printing, have a team member check the letter.

8. If necessary, repair any mistakes.

9. Print the letter.

10. Sign the letter.

11. Address an envelope, and put the letter inside.

12. Do not seal the envelope—turn it in to me.


Paragraph One

Introduce yourself as an FBLA member from MJHS. (Spell out both so they know what FBLA and SCHS stand for.)

Paragraph Two

Thank the business for supporting us over the past few years. Tell them how much their support is appreciated by everyone involved.

Paragraph Three

Write about the impact FBLA has on the lives of students. Our FBLA chapter reaches over 100 students a year. Students participate in local chapter events such as car washes, sports tournaments, service learning activities, and social activities. In addition, the support from these businesses has allowed students to hold sales projects which help pay for dues and to send students to regional and state conferences. These conferences are an amazing opportunity for students to compete in business-related events, to meet other students from around the state, to network with business people from around the state, and to learn professional skills that they can take into the workplace.

Paragraph Four

Invite them to become a professional member. Professional members pay $23 for a one-year membership in FBLA. This allows them to form a partnership with our state chapter as well as the SCHS chapter.  Benefits include a newsletter and a thank-you gift supplied by one of FBLA’s business partners.

Paragraph Five

Thank the business again for their continued support of the MJHS chapter of FBLA. Tell them that you hope to see them at some of our upcoming events and then list a few of the events and the dates they are happening.

Document Specifications
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COMPLETION QUESTIONS


Must be completed for all grades





 





OBJECTIVES WHAT YOU WILL LEARN ON THIS ASSIGNMENT





 





 





COMPLETE FOR A 
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Do everything for a C, Plus:
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Do everything for a C and a B, Plus:
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