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Virtual Enterprise
Course Outline

	
	
	Classroom

	1
	General Orientation
	5

	
	· Scope of course and standards

· History

· Career opportunities
· Interpersonal relationship
	

	2
	Introduction to fundamental Economic Concepts
	10

	
	· Economic choices

· The nature of the subject area

· Markets

· Production and distribution of goals and services

· The challenge of scarcity

· The need for trade-off

· Opportunity costs

· Economic goals 

· Efficiency

· Price stability

· Full employment
· Growth and socio-economic goals
	

	3
	Economic Systems
	10

	
	· What constitutes an economic system

· Different types of economic systems (market, command, traditional)

· How economic systems resolve the basic economic questions
	

	4
	Free Enterprise System
	10

	
	· Basic laws of supply and demand
· Forces which interact to establish prices
	

	5
	Organizing a Business
	40

	
	· Basic forms of business organization
· Process of starting a business

· Risk taking

· Corporate organizations

· Defining departments

· Writing job descriptions

· Interviewing for jobs

· Writing a business plan

· Using the internet for business activities

· Sources of funding

· Financial structure of business
	

	6
	Income and Consumption
	15

	
	· Role of the consumer in the economy

· Personal finance
· Budgeting and bank accounts

· Consumer credit

· Stock market and investments
	

	7
	Money and Financial Institutions
	10

	
	· Banking and financial services

· Mediums of exchange

· Role of the Federal Reserve System (including money supply, inflation, international exchange rates)
	

	8
	Saving and Investing
	10

	
	· Importance of saving and investing

· Various savings and investing plans
	

	9
	Market Structure
	10

	
	· Monopolistic and competitive markets

· Government regulation of marketplace
	

	10
	Role of the Labor Force in the American Economy
	10

	
	· Unions

· Collective bargaining

· Wages

· Labor laws
	

	11
	International Trade
	10

	
	· How foreign trade works

· Benefits of foreign trade

· Causes of the value of the dollar to go up and down internationally

· Participating as consumer and business person in global economy
	

	12
	Using Spreadsheets
	15

	
	· Creating spreadsheets

· Writing formulas

· Reports

· Learning worksheet enhancements
	

	13
	Using Word Processing and Desktop Publishing
	15

	
	· Letters

· Table graphics

· Catalog memorandums

· Business forms

· Templates
	

	14
	Using the Internet
	20

	
	· Using search engines

· E-mail

· Creating web pages

· Business transactions and e-commerce
	

	15
	Creating Presentations
	20

	
	· Creating slide shows and presentations

· Using text

· Graphics

· Charts

· Animation

· Digital photo imaging

· Audio

· Scanning
	

	16
	Creating Databases
	10

	
	· Designing, editing, maintaining and producing reports
	

	17
	Working with Personal Information
	4

	
	· Calendar

· E-mail

· Journal

· Contacts

· Notes

· Tasks
	

	18
	Practicing Business Etiquette
	1

	
	· Professional ethics

· International ethic standards

· Phone etiquette

· Teamwork

· Appropriate dress in the workplace
	

	19
	Operating an Accounting Department
	25

	
	· Payroll

· Accounts receivable/payable

· Financial statements

· Start-up costs and operating budgets
	

	20
	Operating a Human Resource Department
	25

	
	· Organizational chart and positions

· Assessment of personnel

· Employee manual

· Employee relations

· Recruitment

· Compensation
	

	21
	Operating a Marketing Department
	25

	
	· Market research

· Advertising

· Logos

· Promotional designs

· Building trade fair booth

· Preparation of a catalogue
	

	22
	Operating an Administration Department
	25

	
	· Company directory

· Purchasing budgets for departments

· Workflow

· Business plan

· Office layout

· Correspondence

· Creating a web site
	

	23
	Operating a Sales and Purchasing Department
	25

	
	· International trade research

· Consumer needs

· Competition

· Procedures for acquiring clients

· Determining prices
	

	24
	Job Seeking Skills and General Workplace Skills
	10

	
	· Developing an employment plan

· Match interests to employment area

· Match aptitudes to employment area

· Match attitudes to a job area

· Match physical capabilities to a job area

· Demonstrate a drug-free status

· Identify short and long-term work goals

· Seeking and applying for employment opportunities

· Identify steps in applying for a job

· Locate employment opportunities

· Identify job requirements

· Identify conditions for employment

· Evaluate job application letter

· Prepare a resume

· Write job application letter

· Complete job application form

· Prepare for job interview

· Dress for job interview

· Accepting employment

· Apply for social security number

· Complete state and federal tax form

· Complete employees withholding allowance certificate form W-4

· Communicating the job

· Communicate orally with others

· Ask questions about task

· Follow written and oral directions

· Prepare written communications

· Interpret the use of body language

· Use telephone etiquette

· Demonstrating work ethics and behavior

· Follow rules, regulations and policies as established

· Implement responsibilities of job position

· Maintain regular attendance

· Assume responsibility for decisions and actions

· Demonstrate willingness to learn

· Practice time management

· Practice cost effectiveness

· Apply ethical reasoning

· Display initiative

· Display assertiveness

· Exhibit pride

· Demonstrating technology literacy

· Demonstrate basic keyboarding skills

· Demonstrate basic knowledge of computing

· Recognize impact of technological changes on tasks and people

· Maintaining interpersonal relationships

· Value individual diversity

· Respond to praise or criticism

· Provide constructive praise or criticism

· Channel and control emotional reactions

· Display a positive attitude

· Identify and react to sexual intimidation/harassment

· Demonstrating teamwork

· Identify style of leadership used in teamwork

· Match team member’s skills and group activity

· Work with team members

· Complete a team task

· Evaluate outcomes

· Demonstrating safety skills

· Know and understand occupational safety issues as they relate to the employer, employee and customer within a business setting

· Describe health safety habits that prevent injury

· Follow safety guidelines as appropriate for a business setting
	

	
	Classroom
	360

	
	TOTAL COURSE HOURS
	360
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