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RECOMMENDATION BY THE PROGRAM ADVISORY COMMITTEE

PORTAGE LAKES JOINT VOCATIONAL SCHOOL DISTRICT

Cooperative Business Education

The advisory committee for the Cooperative Business Education Program at Portage Lakes Career Center

has reviewed this course of study and recommends it for use as the foundation for instruction in

classroom and laboratory experiences.  The developers of the course of study have considered local

labor market needs and the school district’s ability to offer specialized programs.

The competencies found in the scope and sequence for this program have been reviewed and modified

as congruent with Ohio Department of Education competencies, the district’s philosophy and student

assessment measures.  Additional competencies related to the field may have been incorporated.

We believe that this course of study adequately and correctly focuses on the development of the

knowledge, skills, attitudes, and values critical to successful employment in the multiple career fields

available to students.

The Cooperative Business Education Program advisory committee recommended this for approval in

November 2022.





DISTRICT PHILOSOPHY

PORTAGE LAKES JOINT VOCATIONAL SCHOOL DISTRICT

The Board of Education of the Portage Lakes Joint Vocational School District believes in maintaining a

stimulating educational environment that is conducive to providing the highest quality career-technical

skill training and meeting the intellectual pursuits of each individual student.  The objective of the

district’s educational philosophy is to prepare each person to be a responsible and productive member

of our democratic society.

In the application of this philosophy, the Board of Education believes the instructional program should be

designed to provide the student every available opportunity to further develop the skills, interests,

abilities, and attitudes acquired by that person in earlier school years.  It is the opinion of the Board of

Education that constant attention must be given to appropriately expanding career-technical programs

and academic courses, updating classroom equipment, and ensuring the instructor’s knowledge in

academic and career-technical trends.

The Board of Education adheres to the principle that what is considered valuable and appropriate

learning be determined within the scope of state law and the prerogative of the citizens of the

community working in conjunction with members of the Board.

Instructional techniques will be employed which prepare a student to be gainfully employed in a

program field and/or enrolled in an institution of higher education.  The student will be taught to have

respect for the discipline of work and to practice appropriate personal safety measures.

The Board of Education believes that by following the district philosophy, students will take pride in

personal achievement and proper conduct and will believe that education is an ongoing process that

continues throughout one's lifetime.



DISTRICT GOALS

CURRICULUM AND INSTRUCTION

To ensure that curriculum and instruction meet student needs, the district will:

·         continually update courses of study to reflect state of the art competencies

·         provide for the use of current technology to aide instructional delivery

·         utilize state and national best practices in the curriculum and instruction process

PROFESSIONAL GROWTH/STAFF MORALE/ADMINISTRATIVE SUPERVISION

To promote staff and administrative involvement in the educational process, the district will:

·         assist staff in developing individual professional goals

·         provide opportunities to improve staff morale

·         provide opportunities for professional development through in-service activities

PUBLIC RELATIONS AND COMMUNICATIONS

To promote a positive image of the career center and the value of career-technical training, the district

will:

·         strengthen communication with advisory committees

·         expand and improve communication with home school districts and other contiguous districts

·         review and expand recruitment activities

·         be sensitive to enrollment issues and program expansion

FINANCE

To develop long-range fiscal planning, the district will:

·         maximize state and local funding resources

·         research alternate funding sources, including grants

·         continue to improve operational methods to allow for increased efficiency

FACILITIES AND GROUNDS

To maintain a sound physical plant, the district will:

·         review and evaluate preventative maintenance

·         develop a long-range maintenance replacement plan

·         update program equipment to meet program and labor market needs



PROGRAM PHILOSOPHY

Cooperative Business Education

The program believes that students participating in a business program will have the skills to meet the

new demands and challenges in our nation’s economy.  The Cooperative Business Education program will

focus on multiple skills that meet industry and post-secondary educational standards.  Skills will include

competencies developed at both a state and national level.

The Cooperative Business Education program is aligned with Ohio Department of Education program

competencies and guidelines.  This arrangement provides a seamless pathway for secondary,

post-secondary, and occupational experiences.  Students experience a core of English, mathematics,

science, communication, and technology competencies.  These experiences can lead to opportunities for

post-secondary education enrollment with multiple program and licensure options.

Students in the Cooperative Business Education program will receive training in today’s newest

technologies and receive the academic foundation they need to meet post-secondary educational and

future workforce needs.

PROGRAM GOALS

Cooperative Business Education

The goals of the Cooperative Business Education Program are the following:

● develop competencies in academic skill areas of mathematics, science, communications, career

planning, and technology

● develop competencies in customer service, business operations, business ethics and law,

marketing, supply chain, management fundamentals, leadership, economics, finances,

entrepreneurship, retail, promotions/marketing, technology, business communications, human

resources, contract management, strategic planning, and accounting

● develop employability and entrepreneurial competencies

● develop teamwork, leadership, and citizenship competencies

● develop acceptable attitudes, behaviors, and work habits for success in a global economy



PROGRAM STANDARDS

Portage Lakes Career Center’s Cooperative Business Education program follows the Ohio

Department of Education’s (ODE) approved Health Science Career Field Technical Content

Standards located via the link below and referred to in the forthcoming Scope and Sequence for

the courses specifically chosen in the Cooperative Business Education program.

ODE updated the Business and Administrative Services Career Field Technical Course Content

Standards in 2014.

Business and Administrative Services Career Field Technical Course Content Standards

https://education.ohio.gov/getattachment/Topics/Career-Tech/Business-and-Administrative-Services-Career-Fi-1/Business-Career-Field-Technical-Content-Standards.pdf.aspx?lang=en-US


SCOPE AND SEQUENCE

Fundamentals of Business and Administrative Services

Subject Code: 142000

Competencies and Outcomes

Description This is the first course specific to the Business and Administrative Services
career field. It introduces students to the specializations offered in Business and
Administrative Services. Students will obtain fundamental knowledge and skills
in general management, human resources management, operations
management, business informatics and office management. They will acquire
knowledge of business operations, business relationships, resource
management, process management and financial principles. Students will use
technological tools and applications to develop business insights.

Outcome 1.1 Employability Skills: Develop career awareness and employability
skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings.

Competencies 1.1.2 Identify the scope of career opportunities and the requirements for
education, training, certification, licensure and experience.

Outcome 1.2 Leadership and Communications: Process, maintain, evaluate and
disseminate information in a business. Develop leadership and team building
to promote collaboration.

Competencies 1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.11 Write professional correspondence, documents, job applications and
resumés.
1.2.12 Use technical writing skills to complete forms and create reports.

Outcome 1.4 Knowledge Management and Information Technology: Demonstrate
current and emerging strategies and technologies used to collect, analyze,
record and share information in business operations.



Competencies 1.4.1 Use office equipment to communicate (e.g., phone, radio equipment,
fax machine, scanner, public address systems).
1.4.2 Select and use software applications to locate, record, analyze and
present information (e.g., word processing, e-mail, spreadsheet, databases,
presentation, Internet search engines).
1.4.4 Use system hardware to support software applications.
1.4.5 Use information technology tools to maintain, secure and monitor
business records.
1.4.6 Use electronic database to access and create business and technical
information.
1.4.7 Use personal information management and productivity applications
to optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8 Use electronic media to communicate and follow network etiquette
guidelines.

Outcome
1.11 Principles of Business Economics: Examine and employ economic
principles, concepts, and policies to accomplish organizational goals and
objectives.

Competencies 1.11.2 Identify the difference between monetary and nonmonetary
incentives and explain how changes in incentives cause changes in behavior.
1.11.8 Identify the relationships between economy, society and environment
that lead to sustainability.
1.11.9 Describe how laws and regulations influence domestic and
international trade.

Outcome 2.1 Business Activities: Relate business functions to business models,
business strategies and organizational goal achievement.

Competencies 2.1.11 Differentiate between operations and supply chain, and describe their
components, or activities, and contributions to business.

Outcome 2.2 Economic Principles: Relate principles and concepts of applied
economics to business models, business activities and organizational goal
achievement.



Competencies 2.2.8 Describe the nature of taxes paid by businesses and the impact of
taxation on the circular flow of income model.
2.2.10 Analyze the impact of specialization and division of labor on
productivity.
2.2.11 Explain reasons that labor unions form, analyze their impact on
business, and describe types of negotiation strategies used in the collective
bargaining process.
2.2.12 Explain the impact of the law of diminishing returns and the concept
of economies of scale.
2.2.13 Describe the types of market structures (e.g., monopolistic,
monopsonistic).
2.2.14 Explain the role of the Federal Reserve System, describe ways that it
influences the availability of money and credit, and describe ways that it
adjusts the money supply.
2.2.15 Describe the phases of business cycles (i.e., expansion, peak,
contraction, trough) and industry cycles (i.e., start-up or innovations,
dominance, shakeout or consolidation, maturity, decline), benefits of
understanding them, their internal and external causes, their impact on
business and ways businesses deal with different phases.

Outcome 2.3 International Business: Relate factors impacting international business
to internal business operations, practices and strategies.

Competencies 2.3.1 Describe the global environment in which businesses operate, identify
leading economies, and explain how the global environment impacts a
business’s overall global strategy.

Outcome 2.4 Business Processes: Relate business-process design to organizational
structure and organizational goal achievement.

Competencies 2.4.4 Describe the relationship among policies, processes and procedures.

Outcome
3.1 Customer Relations: Apply techniques, strategies and tools to
develop, maintain and grow positive internal and external customer, or client,
relationships.



Competencies 3.1.3 Apply a customer-service mindset in a culturally appropriate manner
(e.g., respond to customer inquiries; reinforce service through effective,
ongoing communication).
3.1.4 Build rapport with customers and use this rapport to inform
customers about company policies, consequences of noncompliance with
recommendations or requirements and service or account terminations.
3.1.6 Reinforce company’s image and culture to exhibit the business’s
brand promise.
3.1.7 Describe the scope of customer-relationship management to show its
contribution to business.

Outcome
3.2 Relationship Management: Apply techniques and strategies to
develop, maintain and grow positive relationships with employees, peers and
stakeholders.

Competencies 3.2.3 Align personal vision and goals with organizational or departmental
goals, objectives and initiatives.

Outcome 3.3 Business Communications Management: Apply strategies and
procedures to plan, create, implement, and evaluate internal and external
company communications.

Competencies 3.3.1 Identify organizational communication hierarchies, and select the
appropriate communication strategy to use for the hierarchy.
3.3.2 Explain how the content of written communications (e.g., email, text
messages, chats) creates reputational, legal and regulatory exposure for
organizations, and describe how to manage the risk individually and
collectively.
3.3.3 Adapt personal communication style to audiences in virtual
intercultural environments.
3.3.5 “Sell” ideas to internal and external audiences.

Outcome 6.1 Management Fundamentals: Describe business management
practices and their contributions to goal achievement and organizational
success.



Competencies 6.1.1 Distinguish between management and leadership, and describe the
factors that influence management.
6.1.3 Describe the types of resources managed in business and their
significance in business operations, and explain the differences between
managing internal versus external resources.
6.1.8 Distinguish among the scope and purposes of data management,
information management and knowledge management, and explain legal and
ethical considerations associated with each.

Outcome
6.3 Business Applications: Apply tools, processes and procedures to
manage the efficient and effective use of technology to achieve organizational
goals.

Competencies 6.3.2 Mine standard databases (e.g., accounting, customer, product,
vendor, sales, operations, human resources, patient, supplier, procurement),
apply analytical tools, and interpret the findings.

Outcome 7.1 Safety, Health and Security: Develop, administer and manage policies
and procedures to promote business safety, health, and security and to
reduce risk of loss.

Competencies 7.1.1 Promote adherence to health and safety regulations to support a safe
work environment.
7.1.2 Identify needed safety and security policies and procedures to protect
organizational stakeholders (e.g., employees, contractors, directors and
officers, customers, guests and visitors).
7.1.5 Identify strategies for protecting business’s digital assets, customer
data, and other confidential business information.

Outcome 7.7 Supply Chain Management: Conduct supply chain management
activities to coordinate supply chain design and operations to achieve
organizational goals and objectives.

Competencies 7.7.3 Describe supply chain’s impact on customer satisfaction and
perceived value.
7.7.4 Describe supply chains, and explain their integration with and
influence on business activities and functions (e.g., product development,
production, marketing, finance).



Outcome 8.1 Business Process Analysis: Conduct business process analysis to
identify, analyze, and solve business problems and improve process
performance.

Competencies 8.1.1 Explain approaches for documenting business processes that identify
financial risks and controls, value creation activities, bottlenecks, performance
issues, and improvement opportunities.

Outcome 8.4 Contract Oversight: Administer contracts to achieve organizational
goals and minimize risk.

Competencies 8.4.1 Distinguish among types of contracts (e.g., vendor contracts, labor
agreement, statement of work, master services agreement, letters of intent,
memorandums of understanding).
8.4.2 Explain contract components and their associated risks, terms, and
conditions.

Outcome 9.1 Financial Principles: Apply tools, strategies, and systems to plan and
monitor the use of financial resources.

Competencies 9.1.1 Compare and contrast types of business, types of business ownership,
and the role of profit and taxes in influencing business structure.
9.1.6 Distinguish among profit, cash flows, and return on investment (ROI)
measures; and identify factors that could cause different outcomes within
these three measures of business performance.



Business Foundations

Subject Code: 141000

Competencies and Outcomes

Description This is the first course for the Business and Administrative Services, Finance and
Marketing career fields. It introduces students to specializations within the
three career fields. Students will obtain knowledge and skills in fundamental
business activities. They will acquire knowledge of business processes,
economics and business relationships. Students will use technology to
synthesize and share business information. Employability skills, leadership and
communications and personal financial literacy will be addressed.

Outcome 1.1 Employability Skills: Develop career awareness and employability skills
(e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business settings.

Competencies 1.1.1 Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2 Identify the scope of career opportunities and the requirements for
education, training, certification, licensure, and experience.
1.1.3 Develop a career plan that reflects career interests, pathways, and
secondary and postsecondary options.
1.1.6 Explain the importance of work ethic, accountability, and responsibility and
demonstrate associated behaviors in fulfilling personal, community and workplace
roles.
1.1.11 Recognize different cultural beliefs and practices in the workplace and
demonstrate respect for them.

Outcome 1.2 Leadership and Communications: Process, maintain, evaluate and
disseminate information in a business. Develop leadership and team building to
promote collaboration.

Competencies 1.2.3 Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace
expectations) for an intended audience and purpose.
1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.10 Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.



Outcome
1.4 Knowledge Management and Information Technology: Demonstrate
current and emerging strategies and technologies used to collect, analyze, record
and share information in business operations.

Competencies 1.4.2 Select and use software applications to locate, record, analyze and present
information (e.g., word processing, e-mail, spreadsheet, databases, presentation,
Internet search engines).

Outcome
1.6 Business Literacy: Develop foundational skills and knowledge in
entrepreneurship, financial literacy and business operations.

Competencies 1.6.4 Identify types of businesses, ownership, and entities (i.e., individual
proprietorships, partnerships, corporations, cooperatives, public, private, profit,
not-for-profit).
1.6.7 Identify the effect of supply and demand on products and services.

Outcome
1.9 Financial Management:  Use financial tools, strategies and systems to
develop, monitor, and control the use of financial resources to ensure personal and
business financial well-being.

Competencies 1.9.1 Create, analyze, and interpret financial documents (e.g., budgets, income
statements).
1.9.2 Identify tax obligations.
1.9.3 Review and summarize savings, investment strategies and purchasing
options (e.g., cash, lease, finance, stocks, bonds).
1.9.4 Identify credit types and their uses in order to establish credit.
1.9.5 Identify ways to avoid or correct debt problems.
1.9.6 Explain how credit ratings and the criteria lenders use to evaluate
repayment capacity affect access to loans.
1.9.7 Review and summarize categories (types) of insurance and identify how
insurances can reduce financial risk.
1.9.8 Identify income sources and expenditures.
1.9.9 Compare and contrast different banking services available through
financial institutions.

Outcome

2.1 Business Activities: Relate business functions to business models, business
strategies and organizational goal achievement.



Competencies 2.1.1 Explain the reasons that businesses and organizations exist and their role
in society, and describe types of business models.
2.1.2 Describe the business changes that are occurring in response to the
external environment in which businesses operate.
2.1.3 Describe types of business activities, or functions (e.g., accounting,
finance, human resources management, information management, marketing,
operations, sales and strategic management); the interactions among business
functions, or activities; and the differences in implementation that occur in big
versus small business.
2.1.4 Explain forces that are driving business changes (e.g., globalization,
consumer demand, government policies, political climate, diversity, spending
trends, industry structure changes) and how organizations are adapting to today’s
business environment (e.g., proactive management, competitive aggression,
innovative management, agile management, organizational learning, market
orientation, slack resources).
2.1.5 Describe the need for and role of accounting and finance (e.g.,
understanding accounting treatment, verifying information, analyzing variances,
guiding decision-making), and explain how they interact with and impact other
business activities or functions.
2.1.6 Explain the role and function of human resources management, describe
its interactions with other functional areas, and identify its contributions to an
organization.
2.1.7 Explain the nature and scope of information management and its
contributions to business operations.
2.1.8 Describe marketing’s role and function in business and its contributions to
overall business strategy.
2.1.9 Explain factors that motivate customers, clients and businesses to buy and
actions employees can take to achieve the company’s desired results.
2.1.10 Describe connections among business ethics, actions and results (e.g.,
influencing consumer behavior, gaining market share).
2.1.12 Explain the nature of management and levels of management (e.g., front
line, middle management, executive).
2.1.13 Identify ways that technology impacts business activities.

Outcome
2.2 Economic Principles: Relate principles and concepts of applied economics
to business models, business activities and organizational goal achievement.



Competencies 2.2.1 Describe the concepts of economic goods and services, economics and
economic activities (i.e., production, distribution, exchange, consumption and
circular flow of income model).
2.2.2 Explain types of economic resources, competition and economic systems
(e.g., traditional, command, market), the systems’ characteristics, their advantages
and disadvantages and impact on business.
2.2.4 Determine economic utilities created by business activities (e.g., time,
place, possession, form or task).
2.2.5 Determine types of business risks (e.g., pure, speculative, natural, human,
economic).
2.2.6 Distinguish between gross and net profit, identify factors affecting a
business’s profit (e.g., demand, chance, pricing, expenses, costs, the economy),
and recognize controllable and non-controllable expenses.
2.2.7 Determine the relationship between government and business, identify
government agencies that facilitate trade, and describe the impact of government
regulations on business activities.
2.2.9 Explain the concept of productivity, how it is measured and its importance
to business.

Outcome 2.3 International Business: Relate factors impacting international business to
internal business operations, practices and strategies.

Competencies 2.3.1 Describe the global environment in which businesses operate, identify
leading economies, and explain how the global environment impacts a business’s
overall global strategy.

Outcome 2.4 Business Processes: Relate business process design to organizational
structure and organizational goal achievement.

Competencies 2.4.2 Identify types of business processes, their purposes (e.g., added customer
value, increased efficiencies), their characteristics, their components (e.g., events,
activities, decision points, metrics) and their interrelationships.

Outcome 3.1 Customer Relations: Apply techniques, strategies and tools to develop,
maintain and grow positive internal and external customer, or client, relationships.

Competencies 3.1.1 Explain the nature of positive customer or client relations and their role in
keeping customers, and describe the importance of meeting and exceeding
customer expectations.



Outcome 3.2 Relationship Management: Apply techniques and strategies to develop,
maintain and grow positive relationships with employees, peers and stakeholders.

Competencies 3.2.8 Describe the nature of organizational culture and its impact on business,
and interpret and adapt to a business’s culture.

Outcome
3.4 Social Media Communications: Apply tools, strategies and processes to
plan, create, implement, monitor and evaluate social media communications to
support corporate brand and strategy.

Competencies 3.4.1 Describe the impact of a person’s social media brand on the achievement
of organizational goals.
3.4.2 Compare and contrast the use of social media for personal and business
purposes.



Office Management

Subject Code: 142005

Competencies and Outcomes

Description Students will apply techniques used to manage people and information in a
business environment. Students will learn to build relationships with clients,
employees, peers and stakeholders and to assist new employees. They will
manage business records, gather and disseminate information, and preserve
critical artifacts. They will also examine contracts, internal controls and
compliance requirements.  Business office tools and applications will be
emphasized.

Outcome 1.1 Employability Skills: Develop career awareness and employability
skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings.

Competencies 1.1.2 Identify the scope of career opportunities and the requirements for
education, training, certification, licensure and experience.
1.1.4 Describe the role and function of professional organizations, industry
associations and organized labor and use networking techniques to develop
and maintain professional relationships.
1.1.7 Apply problem-solving and critical-thinking skills to work-related
issues when making decisions and formulating solutions.
1.1.8 Identify the correlation between emotions, behavior and appearance
and manage those to establish and maintain professionalism.
1.1.9 Give and receive constructive feedback to improve work habits.
1.1.10 Adapt personal coping skills to adjust to taxing workplace demands.

Outcome 1.2 Leadership and Communications: Process, maintain, evaluate and
disseminate information in a business. Develop leadership and team building
to promote collaboration.



Competencies 1.2.3 Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace
expectations) for an intended audience and purpose.
1.2.7 Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.9 Identify advantages and disadvantages involving digital and/or
electronic communications (e.g., common content for large audience, control
of tone, speed, cost, lack of non-verbal cues, potential for forwarding
information, longevity).
1.2.11 Write professional correspondence, documents, job applications and
resumés.
1.2.12 Use technical writing skills to complete forms and create reports.
1.2.13 Identify stakeholders and solicit their opinions.

Outcome 1.3 Business Ethics and Law: Analyze how professional, ethical, and legal
behavior contributes to continuous improvement in organizational
performance and regulatory compliance.

Competencies 1.3.3 Use ethical character traits consistent with workplace standards (e.g.,
honesty, personal integrity, compassion, justice).
1.3.8 Verify compliance with computer and intellectual property laws and
regulations.

Outcome

1.4 Knowledge Management and Information Technology: Demonstrate
current and emerging strategies and technologies used to collect, analyze,
record and share information in business operations.



Competencies 1.4.1 Use office equipment to communicate (e.g., phone, radio equipment,
fax machine, scanner, public address systems).
1.4.2 Select and use software applications to locate, record, analyze and
present information (e.g., word processing, e-mail, spreadsheet, databases,
presentation, Internet search engines).
1.4.3 Verify compliance with security rules, regulations and codes (e.g.,
property, privacy, access, accuracy issues, client and patient record
confidentiality) pertaining to technology specific to industry pathway.
1.4.4 Use system hardware to support software applications.
1.4.5 Use information technology tools to maintain, secure and monitor
business records.
1.4.6 Use an electronic database to access and create business and
technical information.
1.4.7 Use personal information management and productivity applications
to optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8 Use electronic media to communicate and follow network etiquette
guidelines.

Outcome 1.5 Global Environment: Evaluate how beliefs, values, attitudes and
behaviors influence organizational strategies and goals.

Competencies 1.5.3 Use cultural intelligence to interact with individuals from diverse
cultural settings.
1.5.4 Recognize barriers in cross-cultural relationships and implement
behavioral adjustments.

Outcome 1.8 Operations Management: Plan, organize and monitor an organization
or department to maximize contribution to organizational goals and
objectives.

Competencies 1.8.3. Analyze the performance of organizational activities and reallocate
resources to achieve established goals.
1.8.4. Identify alternative actions to take when goals are not met (e.g.,
changing goals, changing strategies, efficiencies).

Outcome 1.10 Sales and Marketing: Manage pricing, place, promotion, packaging,
positioning and public relations to improve quality customer service.



Competencies 1.10.2.  Determine the customer's/client’s needs and identify solutions and
potential community resources.

Outcome 3.1 Customer Relations: Apply techniques, strategies and tools to
develop, maintain and grow positive internal and external customer, or client,
relationships.

Competencies 3.1.1 Explain the nature of positive customer or client relations and their
role in keeping customers, and describe the importance of meeting and
exceeding customer expectations.
3.1.2 Compare the cost to acquire customers with the cost to maintain
customers, and explain how these costs impact business strategy and
influence which customers to maintain.
3.1.3 Apply a customer-service mindset in a culturally appropriate manner
(e.g., respond to customer inquiries; reinforce service through effective,
ongoing communication).

3.1.4 Build rapport with customers and use this rapport to inform
customers about company policies, consequences of noncompliance with
recommendations or requirements and service or account terminations.
3.1.5 Maintain confidentiality or privacy of internal and external customers.
3.1.6 Reinforce company’s image and culture to exhibit the business’s
brand promise.
3.1.7 Describe the scope of customer-relationship management to show its
contribution to business.
3.1.8 Build, maintain and improve relationships with customers, or clients;
and promote brand and solicit new ideas and solutions using social media.
3.1.9 Identify opportunities to use crowdsourcing to engage customers or
clients, to improve customer or client relationships, to promote brand and to
solicit new ideas and solutions.
3.1.10 Confer with patients about their rights and responsibilities as stated
in the Patient Bill of Rights, the legal ownership of medical records, advanced
directives and informed consent.

Outcome 3.2 Relationship Management: Apply techniques and strategies to
develop, maintain and grow positive relationships with employees, peers and
stakeholders.



Competencies 3.2.6 Determine the nature of office politics, and overcome problems and
difficulties associated with office politics and turf wars.
3.2.7 Identify when and how to take risks to achieve objectives.
3.2.8 Describe the nature of organizational culture and its impact on
business, and interpret and adapt to a business’s culture.
3.2.9 Establish strategic relationships with others.
3.2.10 Share best practices with key individuals and groups within and
outside the business.
3.2.11 Manage internal and external business relationships to foster positive
interactions, and strategically plan and leverage business relationships for
growth.
3.2.12 Describe ways that businesses build positive employer-employee
relationships.

Outcome 3.3 Business Communications Management: Apply strategies and
procedures to plan, create, implement, and evaluate internal and external
company communications.

Competencies 3.3.1 Identify organizational communication hierarchies, and select the
appropriate communication strategy to use for the hierarchy.
3.3.2 Explain how the content of written communications (e.g., email, text
messages, chats) creates reputational, legal and regulatory exposure for
organizations, and describe how to manage the risk individually and
collectively.
3.3.7 Develop, implement, monitor and adjust communications plan to
meet the information needs of internal and external customers.
3.3.8 Collaborate on and aggregate complex internal documents to create a
common voice that is vision, mission and brand-consistent.

Outcome 4.3 Compliance: Develop compliance systems, processes and procedures
used to manage compliance risk across an organization.



Competencies 4.3.6 Analyze existing policies, procedures and documents to ascertain
compliance with regulatory requirements (e.g., Centers for Medicare and
Medicaid Services [CMS], Health Insurance Portability and Accountability Act
[HIPAA]) and self-regulatory guidelines.
4.3.7 Monitor compliance with organizational or departmental compliance
policies and procedures (e.g., continuing education requirements, prevention
of fraudulent practices, record falsification or alteration, patient or customer
abuse, lack of follow-up).
4.3.8 Identify strategies for managing professional liability and malpractice
risks (e.g., incompetent or impaired physicians, unnecessary procedures,
patient or customer misconduct, service or medical errors, lack of training,
poor documentation).

Outcome 5.9 Marketing Communications: Apply the concepts and determine the
strategies needed to communicate information about products, services,
images or ideas to achieve desired outcomes that support organizational goals
and objectives.

Competencies 5.9.6 Implement word-of-mouth strategies to build brand and to promote
products using word-of-mouth strategies.

Outcome 6.2 Information Management: Institute and evaluate information
management tools, policies, procedures and strategies to achieve business
unit and organizational goals.

Competencies 6.2.2 Manage business records to maintain needed documentation (e.g.,
routing orders, tracking shipments, expense reports, healthcare data,
customer data, budget data, quality data, human resources data).
6.2.3 Monitor and audit internal records.
6.2.4 Identify critical artifacts requiring preservation, establish retention
guidelines, and archive information according to retention systems and
procedures and regulatory requirements.
6.2.5 Select and use tools, systems, and processes to manage the
preparation of documentation for teams and projects in a cost-effective
manner (e.g., agendas, reports, minutes, training materials, RFPs [Requests
for Proposal], process analysis charts and diagrams).
6.2.6 Perform scheduling functions to facilitate on-time, prompt
completion of work activities (e.g., calendars, travel arrangements and
itineraries, meeting arrangements and requests for audio-visual or technical
support and information).
6.2.10 Identify strategies for integrating technology into department or
enterprise operations.



Outcome 6.3 Business Applications: Apply tools, processes and procedures to
manage the efficient and effective use of technology to achieve organizational
goals.

Competencies 6.3.2 Mine standard databases (e.g., accounting, customer, product,
vendor, sales, operations, human resources, patient, supplier, procurement),
apply analytical tools, and interpret the findings.
6.3.3 Implement collaborative or groupware and cloud computing
applications (e.g., services, application, virtual environments) to facilitate
projects and business operations.
6.3.5 Research and incorporate visual, interactive and social media content
into business communications.
6.3.7 Maintain a multimedia website, and test and post website design
changes.

Outcome
6.4 Knowledge Management: Apply systems, strategies and practices to
share, organize, store, analyze and facilitate the use of a business’s insights,
processes, procedures and experiences as a strategic asset.

Competencies 6.4.3 Select and implement offline tools and techniques to gather,
document and organize the knowledge residing with employees across the
organization (e.g., relational networks, brainstorming, learning and idea
capture, peer assist, learning reviews, storytelling, collaborative physical
workspace, knowledge cafés, communities of practice).
6.4.4 Select and apply online networks and tools to disseminate knowledge
and effective practices (e.g., document libraries, Wikis, blogs, social
networking sites or services, knowledge clusters, expert locators, collaborative
virtual workspaces, interfaces).

Outcome 6.6 Talent Acquisition: Apply policies, procedures, and strategies to obtain
the best qualified candidates for job positions in union and non-union
environments while minimizing associated costs.

Competencies 6.6.5 Write and post job announcements for job openings.
6.6.6 Screen and interview job applicants using culturally appropriate
techniques.

Outcome 6.7 Talent Onboarding and Development: Apply strategies, policies and
procedures to orient new hires and provide growth opportunities to engage
new and existing union and non-union employees in the workplace.



Competencies 6.7.2 Conduct human resources onboarding activities (e.g., employment
eligibility verification [I-9 form], tax paperwork, contracts, benefit plans, policy
orientation).
6.7.3 Orient talent to organizational culture, values and norms using
appropriate techniques (e.g., coaching or mentoring, cross-departmental
networking, toolkits, training).

Outcome
6.10 Human Resources Operations: Develop, implement and evaluate the
day-to-day policies, procedures and activities that are used to ensure efficient,
effective human-resources management.

Competencies 6.10.2 Process human-resource compliance paperwork, and complete
required reporting (e.g., workers’ compensation claims, Occupational Safety
and Health Administration [OSHA] documents, employment documents, fair
medical leave, disability, unemployment).

Outcome 7.2 Sourcing and Procurement: Implement sourcing and procurement
activities to obtain resources that enable achievement of organizational goals
and objectives and to enhance the organization’s financial wellbeing.

Competencies 7.2.4 Manage the bid or contracting process (e.g., bid specification, vendor
or supplier search, bid review, selection of vendor) to achieve business goals.

Outcome

7.5 Facilities Management: Plan, maintain, and monitor property and
equipment to facilitate ongoing business activities.

Competencies 7.5.1 Identify routine activities for maintaining, disposing, retiring and
replacing business facilities and equipment.

Outcome 8.1 Business Process Analysis: Conduct business process analysis to
identify, analyze, and solve business problems and improve process
performance.



Competencies 8.1.2 Document the process activities, records or information and systems
involved in business activities (e.g., developing new products, acquiring new
customers, producing inventory for sale, selling goods and services, managing
people).
8.1.3 Identify process requirements and performance expectations.
8.1.4 Identify measurements and metrics for evaluating process
effectiveness and efficiency.

Outcome 8.3 Project Management: Plan, manage, monitor, and control projects to
improve workflow, minimize costs, and achieve intended project outcomes
using planning and project-management tools.

Competencies 8.3.4 Document, sequence, allocate, and schedule activities to facilitate
on-time and on-budget completion of projects by qualified resources.

Outcome 8.4 Contract Oversight: Administer contracts to achieve organizational
goals and minimize risk.

Competencies 8.4.3 Identify financial arrangements in contracts and the financial
information required to verify compliance with the contract terms (e.g., cost
plus pricing, contingent pricing, time and materials pricing, profit-sharing,
percentage-based fees).
8.4.4 Identify contract terms that might restrict future business activity
(e.g., required credit rating, maximum debt-to-equity ratio, minimum cash
reserve, prohibited lease transactions, shared information).
8.4.5 Identify contract terms that mandate reporting of financial and
non-financial information, and establish processes to collect and submit
required information.
8.4.6 Develop process to monitor contract terms for compliance and to
protect against breach of contract or default.
8.4.7 Determine strategies to manage compliance of outsourced and
hosted service providers.
8.4.11 Maintain contract compliance documentation for required timeframe.

Outcome 9.4 Internal Controls: Establish suitable internal controls to ensure the
proper recording and reporting of transactions in compliance with applicable
standards.



Competencies 9.4.1 Describe the impact of financial reporting and internal control
regulations on control requirements (e.g., Sarbanes-Oxley Act of 2002,
Dodd-Frank Wall Street Reform Act, Model Audit Rule, Government
Accountability Standards).
9.4.4 Develop and implement internal control procedures (e.g., cash
controls, inventory controls, payroll controls, plant asset controls, data
protection, personal information controls).
9.4.5 Inspect and ensure the continued functioning of internal controls.

Outcome
9.5 Financial Accounting: Track, record, and summarize financial
transactions to enable accurate reporting of financial activity to external
parties.

Competencies 9.5.11 Perform procedures to validate accuracy of accounting data, to
identify errors and to make corrections (e.g., review trial balance, reconcile
cash, proof ledgers, count inventory).
9.5.14 Identify and preserve accounting information in compliance with
regulations and policies.



Management Principles

Subject Code: 141025

Competencies and Outcomes

Description Students will apply management and motivation theories to plan, organize and
direct staff toward goal achievement. They will learn to manage a workforce,
lead change, and build relationships with employees and customers. Students
will use technology to analyze the internal and external business environment,
determine trends impacting business, and examine risks threatening
organizational success. Ethical challenges, project management and strategic
planning will also be addressed.

Outcome 1.1 Employability Skills: Develop career awareness and employability skills
(e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business settings.

Competencies 1.1.2 Identify the scope of career opportunities and the requirements for
education, training, certification, licensure, and experience.

Outcome 1.2 Leadership and Communications: Process, maintain, evaluate and
disseminate information in a business. Develop leadership and team building to
promote collaboration.

Competencies 1.2.1 Extract relevant, valid information from materials and cite sources of
information.
1.2.2 Deliver formal and informal presentations.
1.2.3 Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace
expectations for an intended audience and purpose.
1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.7 Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.8 Identify the strengths, weaknesses and characteristics of leadership styles
that influence internal and external workplace relationships.
1.2.9 Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10 Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.



Outcome

1.3 Business Ethics and Law: Analyze how professional, ethical, and legal
behavior contributes to continuous improvement in organizational performance
and regulatory compliance.

Competencies 1.3.6 Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor,
employment, employment interview, testing, minor labor laws, Americans with
Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission [EEOC]).

Outcome 1.4 Knowledge Management and Information Technology: Demonstrate
current and emerging strategies and technologies used to collect, analyze, record
and share information in business operations.

Competencies 1.4.2 Select and use software applications to locate, record, analyze and present
information (e.g., word processing, e-mail, spreadsheet, databases, presentation,
Internet search engines).

Outcome 2.1 Business Activities: Relate business functions to business models, business
strategies and organizational goal achievement.

Competencies 2.1.12 Explain the nature of management and levels of management (e.g., front
line, middle management, executive).

Outcome 2.4 Business Processes: Relate business process design to organizational
structure and organizational goal achievement.

Competencies 2.4.1 Explain the impact of organizational design (e.g., reporting lines) on
business process design.
2.4.5 Compare business-process thinking with results-oriented thinking, and
explain how business-process thinking helps to break through a business’s
functional silo mentality.
2.4.7 Describe business-process management, the role of IT and the integration
of social networking into business-process performance.
2.4.8 Explain how the need to protect assets and reduce the risk of fraud
impacts the design of business processes (e.g., segregation of duties, internal
controls).



Outcome 3.2 Relationship Management: Apply techniques and strategies to develop,
maintain and grow positive relationships with employees, peers and stakeholders.

Competencies 3.2.1 Recognize, value and leverage personality types in business situations.
3.2.2 Adapt management style to the personality type of others.
3.2.4 Adapt to and lead workplace changes or situations.
3.2.5 Manage crises in relationships.
3.2.10 Share best practices with key individuals and groups within and outside
the business.

Outcome

3.3 Business Communications Management: Apply strategies and procedures
to plan, create, implement, and evaluate internal and external company
communications.

Competencies 3.3.2 Explain how the content of written communications (e.g., email, text
messages, chats) creates reputational, legal and regulatory exposure for
organizations, and describe how to manage the risk individually and collectively.
3.3.4 Implement strategies to solicit feedback.
3.3.6 Communicate the business’s plans, strategies and procedures, and verify
the understanding of recipients.
3.3.7 Develop, implement, monitor and adjust communications plan to meet the
information needs of internal and external customers.

Outcome
4.1 Enterprise Risk Management Fundamentals: Apply foundational business
skills and tools to identify risks and seize opportunities related to the achievement
of business objectives.

Competencies 4.1.1 Explain the role of enterprise risk management in protecting and creating
value for stakeholders (e.g., owners, employees, customers, regulators, vendors,
society).
4.1.2 Describe the impact of governmental and self-regulatory agency
requirements on the structure, focus, and cost of enterprise risk management.

Outcome 4.3 Compliance: Develop compliance systems, processes and procedures used
to manage compliance risk across an organization.



Competencies 4.3.1 Compare and contrast internal and external authoritative sources of
compliances standards (e.g., legal code, government agencies and self-regulatory
organizations), the types of institutions governed and the penalties associated with
noncompliance.
4.3.2 Explain the impact of compliance requirements on business structure,
functions (e.g., marketing, information technology, human resources), products
and services and pricing.

Outcome 4.6 Corporate Social Responsibility (CSR): Interpret, apply and communicate an
organization’s ethics and social responsibility policies and code of conduct in
routine and ambiguous situations.

Competencies 4.6.1 Compare and contrast ethical standards and challenges in domestic and
international markets and across countries or areas (e.g., Brazil, China, Latin
America, Pacific Rim).
4.6.2 Compare and contrast ethical challenges across industry sectors (e.g.,
healthcare, financial services, consumer products, manufacturing, retail) and
functional areas (e.g., marketing, human resources, financial reporting).
4.6.3 Describe social responsibility policies and practices, and explain their
impact on business operations and performance (e.g. community development,
charitable foundations, green practices).
4.6.4 Identify factors that impact the social responsibility policies implemented
by businesses (e.g., national and state regulations, market or customer
requirements, profit considerations).

Outcome
4.7 Governance Structures: Relate governance structures to organizational
goal achievement.

Competencies 4.7.1 Explain the need for and impact of governance on business management,
performance and regulatory oversight.

Outcome 6.1 Management Fundamentals: Describe business management practices and
their contributions to goal achievement and organizational success.



Competencies 6.1.1 Distinguish between management and leadership, and describe the factors
that influence management.
6.1.2 Describe decision-making styles (e.g., analytical, abstract or conceptual,
intuitive, creative, procedural or directive), and identify the factors that influence
their effectiveness.
6.1.3 Describe the types of resources managed in business and their significance
in business operations, and explain the differences between managing internal
versus external resources.
6.1.4 Explain the purposes and nature of management functions (e.g., strategic
and tactical planning, organizing, directing, staffing, controlling), and describe
considerations in the business environment that impact their use.
6.1.5 Compare management and motivation theories, and determine
appropriate situations in which each would be used.
6.1.6 Explain the expectations-setting process as a motivational strategy and a
management control for both upward and downward management.
6.1.7 Describe the nature of global management strategies.
6.1.9 Describe knowledge management strategies.
6.1.10 Describe the need for and impact of quality management in organizations.
6.1.11 Explain the role of supply chain management and its contributions to
business operations; and identify its activities, measures and issues.
6.1.12 Describe project management processes, skills and knowledge necessary
for successful project outcomes.
6.1.13 Contrast operational risk with other types of business risk (e.g., market
risk, credit risk, strategic risk).
6.1.14 Identify the factors that contribute to operational risk (e.g., insufficient
training, lack of supervision, inadequate security, poor system design, poor HR
policies).
6.1.15 Describe the nature of organizational development and its impact on
business success.

Outcome 6.2 Information Management: Institute and evaluate information
management tools, policies, procedures and strategies to achieve business unit
and organizational goals.

Competencies 6.2.3 Monitor and audit internal records.
6.2.7 Conduct an environmental scan to obtain information on the internal and
external business environment and to identify changing conditions and current
issues or trends impacting business (e.g, business intelligence, insights).

Outcome
6.7 Talent Onboarding and Development: Apply strategies, policies and
procedures to orient new hires and provide growth opportunities to engage new
and existing union and non-union employees in the workplace.



Competencies 6.7.3 Orient talent to organizational culture, values and norms using appropriate
techniques (e.g., coaching or mentoring, cross-departmental networking, toolkits,
training).
6.7.5 Determine and obtain resources and tools for talent development, and
ensure environment is appropriate for training.
6.7.6 Administer talent-development activities and training, and coach for
performance or development using talent-development theories.
6.7.8 Conduct and document performance reviews to enhance performance and
development and to protect the organization.
6.7.10 Determine when employee corrective measures are needed, and take
needed action to address problem or issue (e.g., retraining, reassignment,
reprimand, demotion, dismissal, coaching).

Outcome 6.9 Employee Engagement, Experience and Relations: Identify and administer
strategies, policies, activities and procedures to promote employee satisfaction,
engagement and retention and to minimize costs.

Competencies 6.9.1 Explain the impact and cost of dissatisfied or disengaged employees, and
identify the factors contributing to employee satisfaction and engagement.
6.9.2 Recognize or reward employees for their work efforts and contributions.
6.9.3 Coach or mentor employees on issues to improve performance.
6.9.4 Implement processes to promote equitable opportunities for employees.
6.9.5 Address and document employee issues, and recommend resolutions.
6.9.6 Identify issues associated with a diverse team (e.g., generational, ethnic,
gender, religious) to achieve organizational inclusion objectives.
6.9.7 Champion and leverage workplace diversity and inclusion to achieve
workplace objectives.

Outcome
7.4 Quality Management: Design, implement, and manage quality-control
processes to minimize errors, expedite workflow, and achieve performance
objectives at a reasonable cost, using continuous improvement techniques (e.g.,
lean, Six Sigma or DMAIC [Define, Measure, Analyze, Improve, Control]).

Competencies 7.4.1 Describe the nature of quality, and identify quality-control measures and
techniques.
7.4.2 Explain the components of a quality plan, its purpose for the organization,
the development process, and the role of employees and data integrity in the
process.



Outcome 8.3 Project Management: Plan, manage, monitor, and control projects to
improve workflow, minimize costs, and achieve intended project outcomes using
planning and project-management tools.

Competencies 8.3.1 Compare and contrast the role and responsibilities of project sponsors,
project managers, and project team members.
8.3.2 Explain the impact of expectation setting on project outcomes.

Outcome
10.1 Strategic Planning: Implement planning tools to guide organization’s or
department’s activities.

Competencies 10.1.1 Describe the strategic planning process in an organization and the
relationship between strategic planning, organizational business plans, and
departmental plans.
10.1.3 Translate the business mission into departmental imperatives.
10.1.4 Conduct an organizational or department situational analysis of the
internal and external environment to support development of a strategic plan.

Outcome 10.3   Change Management: Adapt to, manage, and create change initiatives in an
organization to accomplish organizational objectives.

Competencies 10.3.1   Explain the internal and external factors that create resistance to change,
and describe their impact on the speed of change.
10.3.2 Describe the relationship among innovation, learning, and change.
10.3.3 Compare and contrast strategies and approaches for leading changes
involving how things are done (second-order change) versus organizational values
and culture (third-order change).
10.3.4 Evaluate opportunities for company or departmental changes.
10.3.5 Identify the factors considered in establishing organizational development
objectives to support change initiatives.
10.3.6 Analyze the factors included in a change-management initiative.
10.3.7 Explain the change-management life cycle and its relationship with project
management.
10.3.8 Measure the success of change efforts.



PUPIL ASSESSMENT PROCEDURES

PORTAGE LAKES JOINT VOCATIONAL SCHOOL DISTRICT

In order to measure the progress of each student in the program and to measure the effectiveness of the

total program, student evaluation procedures will include, but not be limited to, the following:

·         quizzes

·         tests

·         daily participation

·         daily attendance

·         lab projects

·         lab performance

·         care of equipment

·         portfolios

·         oral presentations

·         conduct and initiative

Measurement of learning will be an ongoing process with emphasis on laboratory activities and

competency attainment.  Student assessment will be translated into appropriate grades by the teacher.

Assessment will be consistent with the school’s grading system and district policies.



GRADING SYSTEM

For the purpose of averaging grades the following numerical values are substituted for grades: A = 4.00,

B = 3.00, C = 2.00, D = 1.00, F = 0. The points should be added and total divided by the number of grades

given. The number is then converted back to a letter grade using the following scale:

Point Value Scale Point Range Percent Range

A = 4.0 Points 3.31-4.00 90-100

B = 3.0 Points 2.31-3.30 80-89

C = 2.0 Points 1.31-2.30 70-79

D = 1.0 Points 0.51-1.30 60-69

F = 0 Points 0.00-0.50 0-59

A student must have two passing nine week grades, one of which must be the second semester, in order

to pass a full year course. Failure to complete the requirements of a course may result in a final grade of

“F” – regardless of previous grades.

Students who receive an “incomplete” during any grading period have two weeks to complete the work

necessary to earn a letter grade. Work not done in this time frame will result in an “F” for the incomplete

assignments. A final grade will be calculated using all grades earned during the grading period, including

Fs for incomplete work.

Grades students receive may be enhanced or reduced based on their attitude, daily performance, and

accomplishments as specified in the Career Center’s Board of Education policy.

If a senior is in danger of failing quarter 1 of their CTE courses, a meeting will be scheduled with the

student’s teachers, counselor, and home school counselor.  If they do not pass quarter 1 and are in

danger of failing quarter 2, they may be considered for dismissal from their program and return to their

respective partner school.



POTENTIAL FOR INDUSTRY RECOGNIZED CREDENTIALS AND COLLEGE CREDITS

CREDENTIALS:
*RISE Up Retail Industry Fundamentals-6 points
*RISE Up Customer Service and Sales-6 points

TOTAL POTENTIAL = 12 POINTS*

*Point values are assigned according to the current ODE approved credential list for Business, Marketing,

and Finance.

COLLEGE CREDITS:

College credits are offered through the Ohio Department of Higher Education Career Technical Assurance

Guides (CTAGs) program.

CTAG credit is contingent upon receiving specific grades in qualifying courses and specific scores on

qualifying course webXams.

Verification forms to submit for credit upon course completion can be found here.  Please remember

these credits can only be applied at Ohio public 2 and 4 year colleges who offer a similar corresponding

class.

The following course can apply for CTAG crest from Cooperative Business Education:

Office Management-142005

● CTAPS001 Office Procedures

● "C" or better in the course and a 54 or higher on WebXam

● 3 hours

TOTAL POTENTIAL = 3 CREDIT HOURS

Portage Lakes Career Career Center also has numerous articulation agreements with various colleges and universities.  Please see the Assistant

Superintendent for further information.

https://education.ohio.gov/Topics/Ohio-s-Graduation-Requirements/Industry-Recognized-Credentials/Industry-Recognized-Credentials-by-Career-Field/Business-Marketing-and-Finance
https://education.ohio.gov/Topics/Ohio-s-Graduation-Requirements/Industry-Recognized-Credentials/Industry-Recognized-Credentials-by-Career-Field/Business-Marketing-and-Finance
https://www.ohiohighered.org/transfer/ct2/earning-college-credit
https://www.ohiohighered.org/transfer/ct2/earning-college-credit
https://www.ohiohighered.org/transfer/ct2/how-to-access-ct2-credit

