Business Procedures
Class Syllabus
Teacher:  Mrs. Sharon Boren
Room:  New Gym Business Lab
School Phone: 893-2811
Prep Period:  1st Semester 6th Period

2nd Semester 2nd Period

E-Mail Address:  sboren@nemo.k12.ar.us

Business Procedures is a two-semester course that will provide students with concepts and skills in technology, communication, human relations, financial and record management, and employability skills that can be applied in the management and administration of an office.
Supplies Required:
· pen/pencil

· Folder w/brads for storing notes/handouts/assignments
· Paper

Homework:
· All computer work can be completed in the classroom if time is used wisely
· If classroom work is not finished, it is the student’s responsibility to find the time to come in and work if computer equipment is needed

Evaluations:
· Occasional Objective tests (multiple choice, true/false, matching, completion, short essay and open response questions)

· Group Projects

· Hands on activities

Grading:
· Your grade is based on the total points you have earned divided by the total possible points for the grading period.
