Curriculum Map
Course Title:  Word Certification			                      Grade:  10th – 12th 
	[bookmark: _GoBack]Unit (Name/Number):  Creating a Business Letter with a Letterhead and Table
	Pacing:  9 days



	Essential Question(s):   What is a letterhead and how can we use Word to create one? What are the essential components of a business letter? What procedures are used to create, modify, and insert building blocks? What are the most effective ways to set, edit, and clear tabs? 




	Content/Key Concepts
	Standards
	Key Vocabulary
	Learning Activities/Resources
	Evidence of Learning
(Assessments; Performance Tasks)



	Creating a Letterhead
	15.4.12.A
15.4.12.G
	· Letterhead
· Drawing object
· Inline object
· Floating object
· Document theme
· Clip art
· Clear formatting
	Overview of unit and components presented through demonstration and visuals.

Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Creating a Business Letter
	15.3.12.A
15.4.12.G
	· Tab stop
· Tab character
· Building block
· Nonbreaking space
· Nonbreaking hyphen
· Dimension
· Table cell
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Addressing and Printing Envelopes and Mailing Labels
	15.3.12.A
15.4.12.G
	
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.

Chapters 1-3 exam




