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Mrs. Walter will see YOU in the boardroom!
Donald Trump is one of America’s most successful businessmen, but he didn’t become a millionaire overnight.  He started out working for his dad as a real estate agent in Brooklyn.  Now, he owns some of the most prestigious properties in New York and around the country.  Do you have what it takes to start your own journey toward your dream?  We’ll find out…

Purpose: To expose you to real world writing situations.  

Task:  You will be given a series of writing challenges to see if you have what it takes to survive the brutal, real world of written communication.  Sorry, but there are no fanciful short stories or mushy love poems here, folks.  The type of business and instructional documents you will be writing require clear communication of important facts for a specific audience.  Each piece has its own unique layout and text features.

At the end of this unit, you will turn in a portfolio containing a writing product from each writing challenge.  You will be graded according to how well you follow the writing rules for each piece.  Good luck and maybe you’ll hear the words, “You’re hired!”

Part I: Getting the Job

Challenge 1: Job Application
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Your parents have refused to buy you that new Go-Ped/Abercrombie shirt/pet llama that you must have.  Your solution: get a job to pay for it on your own!  Complete two job applications (choose one from my selection of applications  - most have already done this - and then get one from an employer of your choice).  Make sure you fill out all information neatly and carefully.  Be sure to use blue or black ink.  Employers will not interview candidates with incomplete or messy applications!  Note: you do NOT need to put your Social Security numbers on the applications for this assignment.

Part II: Starting Your Own Company
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Let’s say your job interview didn’t go so well, and you didn’t get the job you applied for.  You decide to take charge of your destiny and start your own company!  In class, you will decide on the type of company you would like to run, the name of this company, and the product your company will produce.  Then, you can complete the following tasks:

Challenge 2: Business Letter
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In this modern age of e-mail, writing a business letter may seem outdated, but a good majority of the business world still relies on written letters as a way to communicate.  Business professionals communicate with clients, companies advertise products, and people inquire about information.  Write a letter related to some issue you are dealing with as president of your company.  For example, you might respond to a request from a client, write about a problem you are having with a client or supplier, or advertise a new product or service you are offering.  Be sure to include correct address information and use proper business letter formatting.  We’ll go over this in class.

Challenge 3: Memorandum (Memo)
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Communicating with your employees is a critical part of your job!  Using the samples provided, write a memo to your coworkers relating an important piece of information.  For example, you might:

· write about a change in company policy;

· share details of an upcoming event; or

· introduce a new product.

Be sure to tailor your memo for a specific audience within your company.

Challenge 4: Technical Writing (Instructions)
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You are ready to start selling your first product!  Before you can ship anything, however, you have to write a set of instructions to accompany each order.  Remember that instructions fall into several categories:

· Directions for a system (e.g., how to be a good pet owner, how to host a fun party, how to organize your sock drawer, etc.);

· Directions for operating a tool (how to use a washing machine); or

· An explanation of by-laws (rules) for an organization.

Remember that a good technical document uses headings, fonts, and illustrations to help the reader.  You also must consider all materials needed and steps required to complete your set of instructions.
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DUE DATE: _____________________

PORTFOLIO CHECKLIST (WHAT TO TURN IN):

____ 2 Job Applications

____ Business Letter

____ Memorandum

____ Technical Writing

____ 4 rubrics

____ Writer’s Reflection

____ Place all pieces in a folder with a creative cover sheet that includes your company’s name!
9th Grade Standards Met:

C. Comprehension

Standard: The student will understand the meaning of informational, expository or persuasive texts, using a variety of strategies and will demonstrate literal, interpretative, inferential, and evaluative comprehension.

The student will:

2. Comprehend and evaluate the purpose, accuracy, comprehensiveness, and usefulness of informational materials.

3. Analyze and draw accurate conclusions about information contained in warranties, contracts, job descriptions, technical descriptions, and other informational sources, selected from labels, warnings, manuals, directions, applications, and forms in order to complete specific tasks.  

A. Type of Writing:

Standard: the student will write in narrative, expository, descriptive, persuasive, and critical modes.  

The student will:

1. Plan, organize, compose narrative, expository, descriptive, persuasive, critical, and research writing to address a specific audience and purpose.

B. Elements of Composition (ALL) 






















Name_________________________

Developing Your Business



The manager at Jamba Juice told you he’d call this week and you haven’t left the phone in seven days.  Well, maybe the interview didn’t go as well as you thought.  However, that pet llama isn’t getting any cheaper and you’ve got to come up with a Plan B… and fast!  Rather than work for someone else, you decide to create your own business, sure to give Donald Trump, and his billion-dollar real-estate empire, a run for his money.  Before you can start raking in the cash, there are some decisions about this future business that need to be made.


The following worksheet needs to be completed and added to your final portfolio. Remember, this will be graded and figured into your overall portfolio grade so your work should be done neatly and with few, if any, mistakes.  If you are asked to complete something on a separate piece of paper, this must be added to the portfolio as well. 

1. Business Name:______________________________________________________________

2. Product/Service Your Business Offers: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Location of Business:__________________________________________________________

4. Positions Available Within Your Business: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. On a separate piece of paper, answer the following questions:

1. Why did you create this particular business?

2. Why do you believe this business will be successful?

3. What qualities do you possess that make you a good business owner? 

4. What qualities in employees are important to the success of your business?

5. How do you plan to sell your product or service?  Why did you choose this method?

6. How do you plan to market or advertise your product or service?  Why?

2. Your local newspaper is having a special on full-page advertisements (the size of a piece of computer paper) called print ads.  You decide this would be a perfect opportunity to advertise your new business.  Include this color advertisement in your portfolio.  Remember this is a great chance to inform the public about what your business has to offer.  How will you use this to get your business off to a successful start?  Do some brainstorming.

***This is the focus of the lesson plan using the document camera***

3. Now, your favorite radio station is giving away free commercial time!  However, you must create the script.  Include the script of a 2-minute commercial in your portfolio.  Consider how many “characters” you will have, what information you want the public to know, and the best way to capture listener’s attention.   This script must be typed and free from mistakes.   Do some brainstorming.

A Print Ad Lesson Plan

The Apprentice: Study of Business & Technical Writing

Grade: 9th grade English

Time: 75-minute class period

From previous lesson: Students will come to class with a computer generated print ad with some basic information about their company/business.  Students will be prepared to talk with the class about their business concept and answer questions about the intricacies of their business. 

Goals:  Students will analyze print ads from the local paper pointing out the finer points of what makes them visually appealing and something that readers Students will be able to share their rough draft of print ads (based on their business design and business concept) in order to get peer and teacher feedback by using a class document camera.  Students will then take written and verbal feedback in order to improve their layout, design, and word choices found in their print ads.   Students will take constructive advice to create a final print ad that is both visual appealing and successfully advertises their business. 

Objectives:  

· Students will be able to work in a whole class environment to get peer and teacher feedback on rough drafts of print ads.

· Students will use a document camera to share their original work with the class.

· Students will discuss finer points of their print ad and the purposes their print ad serves in order to advertise for their business.

· Students will write feedback on small slips of papers to be given to their classmates.  Each small slip will include a compliment, a piece of advice, and a “must-do.”  

· Students will discuss the importance of appeal to readers/customers in advertisements.

· Students will take compliments, advice, and “must-do’s” to improve their print ads.  

· Students will write on their rough drafts making notes about the adjustments they’ll want to make the following day in the computer lab.

Materials:

· Student rough drafts of print ads

· Highlighters

· Paper slips for feedback (grabbed on the way into class)

· Pencil/Pens

· Document camera, remote, and screen

· Laser pointer

· Examples print ads from local paper

Procedures:

1) Students will enter the classroom and get small blank slips of paper (20 each – pre piled) and a highlighter.

2) On the document camera, students will be shown three different print ads from the local paper showing businesses that are very familiar to them (Gene’s Sport Shop, Lakes Café, The Cinema).

3) Students will be asked thinking questions – what do you first notice on each of these ads?  What stands out to you?  Why would you choose this business versus another just based on this advertisement?  What is their purpose?  Are they successful?  What makes them so?  What makes them different from each other?  What similarities do they share?  

4) In their table groups, students discuss these questions together.  

5) Transition to their businesses and their print ads, asking them to think about these same questions in relationship to these “real life” advertisements.

6) Explain their purpose in sharing print ads today and how they are to use their slips for feedback.  Each student will complete a blank slip for each classmate offering one compliment, one piece of advice, and one “must do”  - - something that NEEDS to change before a final print ad is created.  

7) Mini-lesson on reminding students how to use the document camera’s zooming features.  

8) Ask for a student volunteer to share their work.  

9) Volunteers will put their print ad up on the document camera all the while talking about the choices they made in their slogan, word choices, location, etc. , for their business.   Students will also be able to use a laser pointer to help them focus on specific areas of their advertisements.   

10) Classmates will take this time to write brief notes to their classmates.

11) Classmates will them be encouraged to share their notes aloud – 3 to 5 person will share aloud followed by teacher feedback.

12) The student will make notes on their print ad as classmates share their wisdoms.

13) Students will use the picture taking feature (for when they share their final advertisements as a point of comparison)

14) Students will clap for their classmates when they finish their sharing of the print ad and their business concepts.

15) Students who shared their work then will choose the next student to share their work.  So on and so forth…until all students have shared their print ads on the document camera.

16) With 5 minutes left of class, students will review the purpose of print ads.  They will take about the “cool” parts of their classmates’ work and some general comments we will all need to work on before the final print ads are put together.  

17) Students will be asked to read through peer feedback and make more notes on their rough drafts for tomorrow.  

18) Three claps and we’re done (how we end the class each day).  

Assessment:

Students will come to class and will be asked to take out their print ads.  I look for notes they’ve written and work they plan to do to improve.  Looking at the final print ads in their Apprentice Portfolio will also be the greatest part of their assessments.  While working in the computer lab, I will also be able to informally assess their work and answer further questions they may have.

Follow-up:  Students will use the document camera for future sharing of final drafts of print ads.  Students will also use the document camera for revisions with future class writings.  Students will continue to use feedback from peers as a way to improve their writing skills and knowledge.

**This is only one small lesson within The Apprentice where the document camera is used for sharing the creative work found in developing a business.  This lesson is one that students enjoy because they get to use the document camera, and they get to show off their designing skills for print ads.   

