High School

Business Technology: Year 1

CCCNS Crosswalk Matrix

	CCCNS Course 

Number / Title
	CCCNS Course Description/ Standards and Competencies
	BTE Course or Unit Title / Objectives

	BTE 103 – Keyboarding Applications II
3 credits


	Description:

Reinforces basic keyboarding formats and procedures.  Productivity and decision-making skills are exercised.  Emphasizes speed and accuracy.
Competencies View:
I.  Key straight-copy timings at a speed of at least 45 words a minute (WAM) on a 5-minute timing with one or fewer errors per minute. (I, II, III, IV, V, VI)

II. Create a variety of mailable documents essential to the functioning of business including: memos, e-mail messages, letters, notices, tables, reports, manuscripts, newsletters, and marketing pieces. (I, II, III, IV, V, VI)

III. Draft original material and correct language, word order, and punctuation during timed production tests. (I, II, III, IV, V, VI) 

Outline View:
I.  Memorandums and E-Mail

II.  Personal and Business Letters

III.  Tables

IV.  Business Reports

V.  Manuscripts

VI.  Business Publications 


	Required Competencies:
l. Create a variety of mailable documents essential to the functioning of business including: memos, e-mail messages, letters, notices, tables, reports, manuscripts, newsletters, and marketing pieces. (I, II, III, IV, V, VI)

ll. Draft original material and correct language, word order, and punctuation during timed production tests. (I, II, III, IV, V, VI) 
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