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Course Overview 

 

The goal for Business Presentations class is to develop students as comfortable, confident 

effective presenters in business settings.  The class will employ a step-by-step and 

project-based approach to teach students the full capabilities of Microsoft PowerPoint, 

including using templates, working with charts and tables, creating handouts, and 

integrating sound, images, video and other media effectively. Students will also learn to 

use an appropriate framework to develop a presentation and techniques to successfully 

deliver it. With the help of real-world examples, hands-on techniques, and review 

questions, the students will be able to clearly communicate their knowledge and ideas for 

a variety of uses now and in the future. 



Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Developing Business Presentations 

Pacing: 10-12 Days 

What stages are 

involved in creating 

effective 

presentations? 

 

How can you 

effectively reach 

your audience to 

achieve your 

presentation goal? 

 

 

Developing an 

effective 

business 

presentation can 

be divided into 

stages. 

 

Each 

presentation 

needs a specific 

purpose. 

 

Audience 

analysis is a 

significant 

component in 

developing 

business 

presentations.   

TEC-K-12.8.1- All students will 

use digital tools to access, 

manage, evaluate, and synthesize 

information in order to solve 

problems individually and 

collaboratively and to create and 

communicate knowledge. 

CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of 

standard English grammar and 

usage when writing or speaking. 

CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of 

standard English capitalization, 

punctuation, and spelling when 

writing.  

CCSS.Writ.11-12.1- Write 

arguments to support claims in an 

analysis of substantive topics or 

texts, using valid reasoning and 

relevant and sufficient evidence. 

CCSS.Writ.11-12.2- Write 

informative/explanatory texts to 

examine and convey complex 

ideas, concepts, and information 

clearly and accurately through the 

effective selection, organization, 

and analysis of content.  

CCSS.Writ.11-12.4- Produce 

clear and coherent writing in 

which the development, 

organization, and style are 

appropriate to task, purpose, and 

audience. 

1. Identify the stages 

of developing an 

effective business 

presentation. 

2. Understand what it 

means to plan, prepare, 

polish, perform, and 

assess a presentation.  

3. Identify and 

articulate a specific 

purpose and goal for a 

presentation. 

4. Analyze a 

presentation’s 

audience. 

5. Customize a 

presentation to 

effectively reach 

various audiences. 

6. Locate and analyze 

effective presentations 

on the Internet and 

other sources.  

 

Create, 

engaging, 

informative 

presentations 

and complete 

exercises using 

the skills learned 

in the unit. 

 

Make short 

effective, 

informative 

presentations to 

class based on 

sample 

scenarios.  

 

Complete 

written tests and 

quizzes on 

vocabulary and 

procedures.  

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting coherent 

arguments. 

 

Using technology to 

solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1 – 

Apply critical 

thinking and 

problem-

solving 

strategies 

during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1 – 

Create 

messages for 

different 

purposes and 

audiences with 

sensitivity to 

cultural, 

gender, and age 

diversity, using 

various digital 

media outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Creating a Presentation in PowerPoint 

Pacing: 6-8 Days 

How can 

students use 

the basics of 

digital 

presentation 

software to 

begin creating 

engaging, 

dynamic, 

digital 

presentations 

that clearly 

communicate 

their 

knowledge 

and ideas? 

 

 

We can create, 

format, edit, 

print and save 

presentations 

using digital 

presentation 

software. 

 

Information 

found on the 

Internet must be 

properly cited 

in presentations. 

 

We can use the 

digital 

presentation 

software to 

create various 

types of 

presentations 

efficiently.   

TEC-K-12.8.1- All students will use digital 

tools to access, manage, evaluate, and 

synthesize information in order to solve 

problems individually and collaboratively 

and to create and communicate knowledge. 

TEC-K-12.8.1.F.2- Analyze the capabilities 

and limitations of current and emerging 

technology resources and assess their 

potential to address educational, career, 

personal, and social needs. 

TEC-K-12.8.1.A.2- Produce and edit a 

multi-page document for a commercial or 

professional audience using desktop 

publishing and/or graphics software. 

TEC-K-12.8.1.D.1- Demonstrate 

appropriate use of copyrights as well as fair 

use and Creative Commons guidelines. 

CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of standard 

English grammar and usage when writing or 

speaking. 

CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

spelling when writing.  

CCSS.Writ.11-12.6- Use technology, 

including the Internet, to produce, publish 

and update individual or shared writing 

products in response to ongoing feedback, 

including new arguments or information. 

CCSS.S&L.11-12.5- Make strategic use of 

digital media in presentations to enhance 

understanding of findings, reasoning, and 

evidence to add interest. 

1. Start and exit 

PowerPoint.  

2. Open an existing 

presentation in 

PowerPoint. 

3. Use various 

menus and toolbars. 

4. Save a 

presentation. 

5. Create handouts. 

6. Use the Slides 

and Outline tabs in 

Normal view. 

7. Change views. 

8. Use the task 

pane, slide pane, and 

notes pane. 

9. Delete a slide. 

 

Use Microsoft 

PowerPoint to 

complete 

independent, 

self-paced, lab 

assignments.  

 

Create 

audience 

analysis slides 

for sample 

scenarios. 

 

Create a 

sample Works 

Cited slide 

using MLA 

format. 

 

Complete 

written tests 

and quizzes on 

vocabulary and 

procedures.  

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-solving 

strategies during 

structured learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create messages 

for different 

purposes and 

audiences with 

sensitivity to 

cultural, gender, 

and age diversity, 

using various 

digital media 

outlets. 

WORK.9-

12.9.1.12.F.3- 

Defend the need 

for intellectual 

property rights, 

workers’ rights, 

and workplace 

safety regulations 

in the United 

States and abroad. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 
21

st
 Century 

Connections 

Unit: Enhancing a Presentation in PowerPoint 

Pacing: 10-12 Days 

How can 

students build 

upon the basics 

of presentation 

software to 

create 

engaging, 

dynamic, 

digital 

presentations 

that clearly 

communicate 

their 

knowledge and 

ideas? 

 

 

We can create 

dynamic, 

engaging, and 

exciting 

presentations 

using digital 

presentation 

software. 

 

We can create 

new 

presentations 

from scratch or 

by using 

templates and 

wizards. 

 

We can use 

digital 

presentation 

software to 

create various 

types of 

presentations 

efficiently.   

TEC-K-12.8.1- All students will use 

digital tools to access, manage, evaluate, 

and synthesize information in order to solve 

problems individually and collaboratively 

and to create and communicate knowledge. 
TEC-K-12.8.1.F.2- Analyze the 

capabilities and limitations of current and 

emerging technology resources and assess 

their potential to address educational, 

career, personal, and social needs. 
TEC-K-12.8.1.A.2- Produce and edit a 

multi-page document for a commercial or 

professional audience using desktop 

publishing and/or graphics software. 
CCSS. Lang.11-12.1 Demonstrate 

command of the conventions of standard 

English grammar and usage when writing 

or speaking. 
CCSS. Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

spelling when writing.  

CCSS.Writ.11-12.6- Use technology, 

including the Internet, to produce, publish 

and update individual or shared writing 

products in response to ongoing feedback, 

including new arguments or information. 
CCSS.S&L.11-12.5- Make strategic use 

of digital media in presentations to enhance 

understanding of findings, reasoning, and 

evidence to add interest. 

1. Create a new 

presentation.  

2. Work with 

design templates. 

3. Format slides. 

4. Use the slide 

master. 

5. Edit pictures in 

PowerPoint. 

6. Work with text 

on slides. 

7. Check spelling 

and style. 

8. Add slides. 

9. Use custom 

animation. 

10. Use slide 

transitions. 

11. Insert 

hyperlinks. 

 

Use Microsoft 

PowerPoint to 

complete 

independent, self-

paced, lab 

assignments.  

 

Create and present 

to class an 

autobiographical 

introductory 

presentation using 

the techniques 

covered in the 

unit. 

 

Complete written 

tests and quizzes 

on vocabulary and 

procedures.  

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in 

varied formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using 

technology to 

solve problems. 

 

Collaborating 

and discussing 

high level ideas 

with classmates 

and team 

members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-solving 

strategies during 

structured learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create messages 

for different 

purposes and 

audiences with 

sensitivity to 

cultural, gender, 

and age diversity, 

using various 

digital media 

outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Developing an Effective Message 

Pacing: 5-7 Days 

What 

techniques can 

help students 

develop 

presentations 

that clearly 

communicate 

their 

knowledge and 

ideas? 

 

An effective 

framework creates 

structure in a 

presentation. 

 

We can recognize 

and build upon 

standard 

presentation 

patterns.   

TEC-K-12.8.1- All students will 

use digital tools to access, manage, 

evaluate, and synthesize information 

in order to solve problems 

individually and collaboratively and 

to create and communicate 

knowledge. 
CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of 

standard English grammar and usage 

when writing or speaking. 
CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of 

standard English capitalization, 

punctuation, and spelling when 

writing.  

CCSS.Writ.11-12.1- Write 

arguments to support claims in an 

analysis of substantive topics or 

texts, using valid reasoning and 

relevant and sufficient evidence. 
CCSS.Writ.11-12.2- Write 

informative/explanatory texts to 

examine and convey complex ideas, 

concepts, and information clearly 

and accurately through the effective 

selection, organization, and analysis 

of content.  

 CCSS.Writ.11-12.4- Produce 

clear and coherent writing in which 

the development, organization, and 

style are appropriate to task, 

purpose, and audience. 

1. Structure a 

message using a 

defined framework. 

2. Understand the 

value of effective 

audience connection, 

transitions, and 

conclusion. 

3. Use techniques to 

achieve effective 

audience connection, 

transitions, and 

conclusion. 

4. Create 

presentations using a 

general presentation 

pattern. 

5. Create 

presentations using a 

problem-solving 

presentation pattern. 

 

Create, 

engaging, 

informative 

presentations and 

complete 

exercises using 

the skills learned 

in the unit. 

 

Make short 

effective, 

informative 

presentations to 

class based on 

sample 

scenarios.  

 

Complete written 

tests and quizzes 

on vocabulary 

and procedures. 

 

Create and 

present to class a 

problem-solving 

presentation 

using the skills 

used in this unit 

and PowerPoint. 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-solving 

strategies during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create messages 

for different 

purposes and 

audiences with 

sensitivity to 

cultural, gender, 

and age 

diversity, using 

various digital 

media outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Delivering an Effective Message 

Pacing: 5-7 Days 

What 

techniques can 

help students 

deliver 

presentations 

that clearly 

communicate 

their 

knowledge and 

ideas? 

 

Both verbal and 

non-verbal 

techniques can 

effectively convey 

a message to an 

audience. 

 

We must project 

an image of 

professionalism in 

a business 

presentation.   

TEC-K-12.8.1- All students will use 

digital tools to access, manage, evaluate, 

and synthesize information in order to solve 

problems individually and collaboratively 

and to create and communicate knowledge. 
CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of standard 

English grammar and usage when writing or 

speaking. 
CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

spelling when writing.  

CCSS.Writ.11-12.1- Write arguments to 

support claims in an analysis of substantive 

topics or texts, using valid reasoning and 

relevant and sufficient evidence. 
CCSS.Writ.11-12.2- Write 

informative/explanatory texts to examine 

and convey complex ideas, concepts, and 

information clearly and accurately through 

the effective selection, organization, and 

analysis of content.   

CCSS.Writ.11-12.4- Produce clear and 

coherent writing in which the development, 

organization, and style are appropriate to 

task, purpose, and audience. 
CCSS.S&L.11-12.6 
Adapt speech to a variety of contexts and 

tasks, demonstrating a command of formal 

English when indicated or appropriate.  

1. Develop skills 

to enhance speaking 

voice. 

2. Understand 

importance of 

volume, rate, 

articulation and 

conversational tone 

in presentations.  

3. Use techniques 

to present with 

effective volume, 

rate, articulation and 

conversational tone. 

4. Identify and 

refine non-verbal 

communication cues 

to convey 

professionalism and 

support the message. 

5. Develop 

effective 

presentation notes. 

 

Complete 

presentation 

exercises using 

the skills 

learned in the 

unit. 

 

Make short 

effective, 

informative 

presentations to 

class based on 

sample 

scenarios.  

 

Complete 

written tests and 

quizzes on 

vocabulary and 

procedures. 

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-

solving 

strategies 

during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create 

messages for 

different 

purposes and 

audiences with 

sensitivity to 

cultural, 

gender, and 

age diversity, 

using various 

digital media 

outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Working with Visual Elements in Presentation Software:  Effective Use of Infographics 

Pacing: 10-12 Days 

How can 

students 

effectively use 

infographics in 

digital 

presentation 

software to 

create to 

clearly 

communicate 

their 

knowledge and 

ideas? 

 

 

We can create 

and modify 

charts and 

tables in digital 

presentation 

software.  

 

Appropriate 

graphics are an 

effective tool to 

articulate ideas. 

TEC-K-12.8.1- All students will use 

digital tools to access, manage, evaluate, 

and synthesize information in order to 

solve problems individually and 

collaboratively and to create and 

communicate knowledge. 
TEC-K-12.8.1.F.2- Analyze the 

capabilities and limitations of current 

and emerging technology resources and 

assess their potential to address 

educational, career, personal, and social 

needs. 
TEC-K-12.8.1.A.2- Produce and edit 

a multi-page document for a commercial 

or professional audience using desktop 

publishing and/or graphics software. 
CCSS. Lang.11-12.1- Demonstrate 

command of the conventions of 

standard English grammar and usage 

when writing or speaking. 
CCSS. Lang.11-12.2- Demonstrate 

command of the conventions of 

standard English capitalization, 

punctuation, and spelling when writing.  

CCSS.Writ.11-12.6- Use technology, 

including the Internet, to produce, 

publish and update individual or shared 

writing products in response to ongoing 

feedback, including new arguments or 

information. 
CCSS.S&L.11-12.5- Make strategic 

use of digital media in presentations to 

enhance understanding of findings, 

reasoning, and evidence to add interest. 

1. Build and modify an 

organizational chart. 

2. Build and modify 

statistical charts. 

3. Identify and work 

with pie, bar, line, 

column, and scatter 

graphs.  

4. Draw an object. 

5. Add shapes and apply 

formatting. 

6. Rotate and fill an 

object. 

7. Scale and size an 

object. 

8. Create a text box. 

9. Order elements on a 

slide.  

Use Microsoft 

PowerPoint to 

complete 

independent, 

self-paced, lab 

assignments.  

 

Create and 

present to class 

a statistical 

analysis of an 

existing 

company using 

the techniques 

covered in the 

unit. 

 

Complete 

written tests 

and quizzes on 

vocabulary 

and 

procedures.  

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-solving 

strategies during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create messages 

for different 

purposes and 

audiences with 

sensitivity to 

cultural, gender, 

and age 

diversity, using 

various digital 

media outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Working with Visual Elements in Presentation Software:  Integrating Media 

Pacing: 10-12 Days 

How can 

students 

effectively 

integrate 

media in 

digital 

presentatio

n software 

to create to 

clearly 

communica

te their 

knowledge 

and ideas? 

 

 

We can insert 

and manipulate 

pictures, video, 

and sound in 

digital 

presentations.  

 

When 

appropriately 

selected and 

arranged, 

graphics and 

media are 

effective tools 

to articulate 

ideas. 

TEC-K-12.8.1- All students will use digital tools 

to access, manage, evaluate, and synthesize 

information in order to solve problems individually 

and collaboratively and to create and communicate 

knowledge. 
TEC-K-12.8.1.F.2- Analyze the capabilities and 

limitations of current and emerging technology 

resources and assess their potential to address 

educational, career, personal, and social needs. 
TEC-K-12.8.1.A.2- Produce and edit a multi-

page document for a commercial or professional 

audience using desktop publishing and/or graphics 

software. 
CCSS.Writ.11-12.6- Use technology, including 

the Internet, to produce, publish and update 

individual or shared writing products in response to 

ongoing feedback, including new arguments or 

information. 
CCSS.S&L.11-12.5- Make strategic use of 

digital media in presentations to enhance 

understanding of findings, reasoning, and evidence 

to add interest. 
CCSS.Lang.11-12.1- Demonstrate command of 

the conventions of standard English grammar and 

usage when writing or speaking. 
CCSS.Lang.11-12.2- Demonstrate command of 

the conventions of standard English capitalization, 

punctuation, and spelling when writing.  

CCSS.Writ.11-12.4- Produce clear and coherent 

writing in which the development, organization, 

and style are appropriate to task, purpose, and 

audience. 

1. Insert and 

transform pictures 

in PowerPoint. 

2. Use Photoshop 

Elements to create 

and modify 

graphics.  

3. Add video to 

presentations. 

4. Use video 

tools in 

PowerPoint. 

5. Add audio to a 

presentation.  

6. Change audio 

settings in 

PowerPoint. 

7. Determine 

effective placement 

of media on slides. 

8. Choose what 

types of media are 

most appropriate to 

convey the desired 

message. 

Use Microsoft 

PowerPoint to 

complete 

independent, 

self-paced, lab 

assignments.  

 

Research an 

influential 

figure in 

technology. 

Create and 

present to class 

a PowerPoint 

biography 

using the 

techniques 

covered in the 

unit. 

 

Complete 

written tests 

and quizzes on 

vocabulary 

and 

procedures.  

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-solving 

strategies during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create messages 

for different 

purposes and 

audiences with 

sensitivity to 

cultural, gender, 

and age 

diversity, using 

various digital 

media outlets. 

WORK.9-

12.9.1.12.C.2- 

Analyze the 

common traits 

of effective 

state, national, 

and 

international 

leaders. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Using Visuals Wisely 

Pacing: 3-5 Days 

How can 

students 

effectively use 

visuals other 

than 

PowerPoint to 

create 

presentations 

that clearly 

communicate 

their 

knowledge and 

ideas? 

 

 

Effective and 

appropriate 

handouts can 

supplement a 

presentation.  

 

When 

appropriately 

selected and 

arranged, 

visuals are 

effective tools 

to articulate 

ideas. 

TEC-K-12.8.1- All students will use digital 

tools to access, manage, evaluate, and 

synthesize information in order to solve 

problems individually and collaboratively and 

to create and communicate knowledge. 
CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of standard 

English grammar and usage when writing or 

speaking. 
CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

spelling when writing.  

CCSS.Writ.11-12.1- Write arguments to 

support claims in an analysis of substantive 

topics or texts, using valid reasoning and 

relevant and sufficient evidence. 
CCSS.Writ.11-12.2- Write 

informative/explanatory texts to examine and 

convey complex ideas, concepts, and 

information clearly and accurately through the 

effective selection, organization, and analysis 

of content.  

 CCSS.Writ.11-12.4- Produce clear and 

coherent writing in which the development, 

organization, and style are appropriate to task, 

purpose, and audience. 
CCSS.S&L.11-12.1- Initiate and participate 

effectively in a range of collaborative 

discussions with diverse partners on grades 

11-12 topics, texts, and issues, building on 

others’ ideas and expressing their own clearly 

and persuasively. 

1. Use flip-charts and 

white/chalk boards to 

organize key topics and 

generate audience 

participation. 

2. Use flip-charts and 

white/chalk boards to 

record audience 

responses in 

brainstorming sessions. 

3. Use flip-charts and 

white/chalk boards to 

simplify a complex 

process by allowing the 

audience to walk through 

it. 

4. Identify uses of 

white/chalk boards that 

can detract from a 

presentation. 

5. Create handouts that 

summarize or support the 

intended message. 

6. Understand the 

handout options available 

in PowerPoint. 

 

Create, 

engaging, 

informative 

presentations 

and complete 

exercises using 

the skills 

learned in the 

unit. 

 

Make short 

effective, 

informative 

presentations 

to class based 

on sample 

scenarios.  

 

Complete 

written tests 

and quizzes on 

vocabulary 

and 

procedures. 

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in 

varied formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using 

technology to 

solve problems. 

 

Collaborating 

and discussing 

high level ideas 

with classmates 

and team 

members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-solving 

strategies during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create messages 

for different 

purposes and 

audiences with 

sensitivity to 

cultural, gender, 

and age 

diversity, using 

various digital 

media outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Expanding on the Basics of PowerPoint 

Pacing: 8-10 Days 

How can 

students 

expand upon 

the basics of 

digital 

presentation 

software to 

create 

dynamic, 

engaging 

presentations 

that clearly 

communicat

e their 

knowledge 

and ideas? 

 

 

The 

development of 

presentations 

can include the 

integration of 

presentation 

software with 

other word 

processing, 

spreadsheet, 

and other 

programs. 

 

We must 

effectively 

organize 

features 

available in 

presentation 

software to 

create engaging 

presentations 

and avoid 

confusing 

audiences. 

 

 

TEC-K-12.8.1- All students will use digital 

tools to access, manage, evaluate, and 

synthesize information in order to solve 

problems individually and collaboratively 

and to create and communicate knowledge. 
TEC-K-12.8.1.F.2- Analyze the 

capabilities and limitations of current and 

emerging technology resources and assess 

their potential to address educational, career, 

personal, and social needs. 
TEC-K-12.8.1.A.2- Produce and edit a 

multi-page document for a commercial or 

professional audience using desktop 

publishing and/or graphics software. 
CCSS. Lang.11-12.1- Demonstrate 

command of the conventions of standard 

English grammar and usage when writing or 

speaking. 
CCSS. Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

spelling when writing.  

CCSS.Writ.11-12.6- Use technology, 

including the Internet, to produce, publish 

and update individual or shared writing 

products in response to ongoing feedback, 

including new arguments or information. 
CCSS.S&L.11-12.5- Make strategic use of 

digital media in presentations to enhance 

understanding of findings, reasoning, and 

evidence to add interest. 

1. Integrate 

PowerPoint with other 

Office programs. 

2. Work with multiple 

presentations. 

3. Replace text fonts in 

an entire presentation. 

4. Use the Format 

Painter. 

5. Change the output 

format. 

6. Publish a 

presentation to the Web. 

7. Send a presentation 

via e-mail. 

8. Organize 

information using an 

agenda, slide transitions, 

and planned slide builds. 

9. Design slides 

effectively using text 

features, graphics, color, 

and white space.  

Use Microsoft 

PowerPoint to 

complete 

independent, 

self-paced, lab 

assignments.  

 

Complete written 

and oral 

presentation 

exercises using 

the skills learned 

in the unit. 

 

Create and 

present to class a 

PowerPoint 

presentation 

taking and 

defending a 

position on an 

issue using the 

techniques 

covered in the 

unit. 

 

Complete written 

tests and quizzes 

on vocabulary 

and procedures.  

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.

1– Apply 

critical 

thinking and 

problem-

solving 

strategies 

during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.

1– 

Create 

messages for 

different 

purposes and 

audiences 

with 

sensitivity to 

cultural, 

gender, and 

age 

diversity, 

using 

various 

digital media 

outlets. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Overcoming Presentation Anxiety 

Pacing: 3-5 Days 

How can 

students 

understand 

and overcome 

anxiety to 

deliver 

effective 

business 

presentations? 

 

 

There are 

several 

causes of 

presentation 

anxiety. 

 

We can 

manage 

presentation 

anxiety to 

deliver 

presentations 

effectively. 

 

 

TEC-K-12.8.1- All students will use digital 

tools to access, manage, evaluate, and 

synthesize information in order to solve 

problems individually and collaboratively 

and to create and communicate knowledge. 
TEC-K-12.8.1.F.2- Analyze the 

capabilities and limitations of current and 

emerging technology resources and assess 

their potential to address educational, career, 

personal, and social needs. 
TEC-K-12.8.2.B.3- Analyze the full costs, 

benefits, trade-offs, and risks related to the 

use of technologies in a potential career path.  
CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of standard 

English grammar and usage when writing or 

speaking. 
CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

spelling when writing.  

CCSS.Writ.11-12.1- Write arguments to 

support claims in an analysis of substantive 

topics or texts, using valid reasoning and 

relevant and sufficient evidence. 
CCSS.Writ.11-12.2- Write 

informative/explanatory texts to examine and 

convey complex ideas, concepts, and 

information clearly and accurately through 

the effective selection, organization, and 

analysis of content.  

 CCSS.Writ.11-12.4- Produce clear and 

coherent writing in which the development, 

organization, and style are appropriate to 

task, purpose, and audience. 

1. Define presentation 

anxiety and what fuels it. 

2. Understand the stages 

of presentation anxiety. 

3. Identify and research 

successful presenters who 

feel performance anxiety 

and how they manage it. 

4. Use specific strategies 

to manage anxiety at each 

stage of the presentation 

process. 

5. Give examples of the 

use of systematic 

desensitization, cognitive 

modification, visualization, 

and skills training to 

overcome presentation 

anxiety. 

6. Analyze presentation 

performance as a tool to 

minimize anxiety for future 

performance.  

 

Create, 

engaging, 

informative 

presentations 

and complete 

exercises using 

the skills 

learned in the 

unit. 

 

Research a 

career of 

interest to you. 

Create and 

present to class 

a PowerPoint 

presentation 

informing them 

on all relevant 

information 

using the 

techniques 

covered in the 

unit. 

  

 

Complete 

written tests and 

quizzes on 

vocabulary and 

procedures. 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in 

varied formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using 

technology to 

solve problems. 

 

Collaborating 

and discussing 

high level ideas 

with classmates 

and team 

members 

WORK.9-

12.9.1.12.A.1

– Apply critical 

thinking and 

problem-

solving 

strategies 

during 

structured 

learning 

experiences. 
WORK.9-

12.9.1.12.E.1

– 
Create 

messages for 

different 

purposes and 

audiences with 

sensitivity to 

cultural, 

gender, and age 

diversity, using 

various digital 

media outlets. 

WORK.9-

12.9.1.12.C.2- 
Analyze the 

common traits 

of effective 

state, national, 

and 

international 

leaders. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Handling Question and Answer Sessions 

Pacing: 3-5 Days 

How can 

students 

effectively 

handle 

question and 

answer 

sessions to 

successfully 

convey their 

intended 

message to an 

audience? 

 

 

We must 

convey 

professionalism 

and confidence 

in a message 

when answering 

questions. 

 

We can employ 

various 

strategies to 

effectively 

answer different 

types of 

questions in 

business 

presentations. 

TEC-K-12.8.1- All students will use 

digital tools to access, manage, evaluate, 

and synthesize information in order to 

solve problems individually and 

collaboratively and to create and 

communicate knowledge. 
TEC-K-12.8.1.F.2- Analyze the 

capabilities and limitations of current and 

emerging technology resources and 

assess their potential to address 

educational, career, personal, and social 

needs. 
TEC-K-12.8.1.A.2- Produce and edit a 

multi-page document for a commercial or 

professional audience using desktop 

publishing and/or graphics software. 
TEC-K-12.8.1.C.3- Evaluate the 

positive and negative impacts in a design 

by providing a digital overview of a 

chosen product and suggest potential 

modifications to address the negative 

impacts. 
CCSS.S&L.11-12.5- Make strategic 

use of digital media in presentations to 

enhance understanding of findings, 

reasoning, and evidence to add interest. 
CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of standard 

English grammar and usage when writing 

or speaking. 
CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of standard 

English capitalization, punctuation, and 

1. Research potential 

questions and prepare 

answers. 

2. Identify and 

effectively respond to 

query questions. 

3. Identify and 

effectively respond to 

confirmation questions. 

4. Identify and 

effectively respond to 

clarification questions. 

5. Identify and 

effectively respond to 

challenge questions. 

6. Identify and 

effectively respond to 

self-validation questions. 

7. Apply effective 

delivery techniques 

when answering 

questions. 

 

Create, 

engaging, 

informative 

presentations and 

complete 

exercises using 

the skills learned 

in the unit. 

 

Create and 

present to class a 

PowerPoint 

presentation 

detailing two 

hypothetical 

business options.  

Choose one and 

defend the 

decision in a Q 

& A Session. 

 

Complete written 

tests and quizzes 

on vocabulary 

and procedures. 

 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1

– Apply 

critical 

thinking and 

problem-

solving 

strategies 

during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1

– 

Create 

messages for 

different 

purposes and 

audiences 

with 

sensitivity to 

cultural, 

gender, and 

age diversity, 

using various 

digital media 

outlets. 
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spelling when writing.  

CCSS.Writ.11-12.1- Write arguments 

to support claims in an analysis of 

substantive topics or texts, using valid 

reasoning and relevant and sufficient 

evidence. 
CCSS.Writ.11-12.2- Write 

informative/explanatory texts to examine 

and convey complex ideas, concepts, and 

information clearly and accurately 

through the effective selection, 

organization, and analysis of content.   

CCSS.Writ.11-12.4- Produce clear and 

coherent writing in which the 

development, organization, and style are 

appropriate to task, purpose, and 

audience. 
CCSS.Writ.11-12.6- Use technology, 

including the Internet, to produce, 

publish and update individual or shared 

writing products in response to ongoing 

feedback, including new arguments or 

information. 
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Essential 

Questions 

Enduring 

Understandings 

Standard Learning Targets Assessment 

Formative and 

Summative 

Inter-disciplinary 

Connections 

21
st
 Century 

Connections 

Unit: Presenting as a Team 

Pacing: 5-7 Days 

How can 

students 

effectively 

work as a team 

to create 

engaging 

presentations 

that convey 

their 

knowledge and 

ideas? 

 

 

An effective 

team divides 

tasks efficiently 

in all stages of a 

presentation. 

 

An effective 

team highlights 

the strengths 

and supports 

challenges of 

each member to 

deliver the 

intended 

message.  

TEC-K-12.8.1- All students will use 

digital tools to access, manage, evaluate, 

and synthesize information in order to 

solve problems individually and 

collaboratively and to create and 

communicate knowledge. 
TEC-K-12.8.1.F.2- Analyze the 

capabilities and limitations of current 

and emerging technology resources and 

assess their potential to address 

educational, career, personal, and social 

needs. 
TEC-K-12.8.1.A.2- Produce and edit 

a multi-page document for a commercial 

or professional audience using desktop 

publishing and/or graphics software. 
CCSS.S&L.11-12.5- Make strategic 

use of digital media in presentations to 

enhance understanding of findings, 

reasoning, and evidence to add interest. 
CCSS.Lang.11-12.1- Demonstrate 

command of the conventions of 

standard English grammar and usage 

when writing or speaking. 
CCSS.Lang.11-12.2- Demonstrate 

command of the conventions of 

standard English capitalization, 

punctuation, and spelling when writing. 
CCSS.Writ.11-12.1- Write arguments 

to support claims in an analysis of 

substantive topics or texts, using valid 

reasoning and relevant and sufficient 

evidence. 

1. Identify, highlight 

and sharpen individual 

strengths of team 

members.  

2. Use feedback and 

coaching to develop 

effective presentations. 

3. Efficiently identify 

roles and divide 

presentation tasks. 

4. Recognize where 

team members need 

support and provide it 

when developing and 

delivering presentations.  

5. Identify and employ 

effective transition 

strategies. 

6. Set up effectively to 

convey professionalism 

and avoid distraction. 

7. Use strategies to 

present within time 

constraints. 

 

Create, 

engaging, 

informative 

presentations and 

complete 

exercises using 

the skills learned 

in the unit. 

 

In teams, create 

and present to 

class a 

PowerPoint 

presentation 

taking a position 

on an issue.  

Another group 

will take the 

opposite 

position, and the 

remaining class 

members will 

vote on the more 

effective 

message. 

 

Complete written 

tests and quizzes 

on vocabulary 

and procedures. 

 

Using proper 

conventions and 

grammar when 

speaking and 

writing. 

 

Producing 

polished 

communication 

products in varied 

formats. 

 

Writing and 

presenting 

coherent 

arguments. 

 

Using technology 

to solve problems. 

 

Collaborating and 

discussing high 

level ideas with 

classmates and 

team members 

WORK.9-

12.9.1.12.A.1– 

Apply critical 

thinking and 

problem-

solving 

strategies 

during 

structured 

learning 

experiences. 

WORK.9-

12.9.1.12.E.1– 

Create 

messages for 

different 

purposes and 

audiences with 

sensitivity to 

cultural, 

gender, and 

age diversity, 

using various 

digital media 

outlets. 

WORK.9-

12.9.1.12.C.5- 

Assume a 

leadership 

position by 

guiding the 
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CCSS.Writ.11-12.2- Write 

informative/explanatory texts to 

examine and convey complex ideas, 

concepts, and information clearly and 

accurately through the effective 

selection, organization, and analysis of 

content.  

 CCSS.Writ.11-12.4- Produce clear 

and coherent writing in which the 

development, organization, and style are 

appropriate to task, purpose, and 

audience. 
CCSS.Writ.11-12.6- Use technology, 

including the Internet, to produce, 

publish and update individual or shared 

writing products in response to ongoing 

feedback, including new arguments or 

information. 
 

 

thinking of 

peers in a 

direction that 

leads to 

successful 

completion of 

a challenging 

task or project. 



Assessment 

 

Students will be graded on the effectiveness of the content and delivery of their 

presentations, successful completion of step-by-step individual labs, and proficiency in 

written exercises, tests, and quizzes.   
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Webliography 

 

Duarte  
This website, created by acclaimed presentation consultant Nancy Duarte, includes video 

clips, articles, tips, and examples of many types of presentations. 

www.duarte.com 

 

Forbes.com:  9 Tips for More Powerful Business Presentations  
This article outlines tips for successful business presentations. 

http://www.forbes.com/sites/allbusiness/2013/11/04/9-tips-for-more-powerful-business-

presentations/ 

 

Office Support  
This website allows users to search for answers to questions about Microsoft PowerPoint, 

and contains free training demonstrations. 

http://office.microsoft.com/en-us/support/ 

 

Prezi  
This website allow the user to create and save presentations using the popular 

presentation tool Prezi.  It also provides support, instruction, and video demonstration. 

www.prezi.com 

 

Prezi support  
This website contains video demonstrations, forums, and instructions in using the popular 

presentation application Prezi. 

https://www.youtube.com/playlist?list=PL09A34EF19596B7BB 

 

TED.com  
This website includes video of hundreds of short speeches on a wide variety of topics that 

can be viewed for free. 

http://www.ted.com/talks 

 

The Ultimate Business Presentation Guide  
This article outlines tips for successful business presentations. 

http://www.technologywriter.com/guides/bizpre06.pdf 

 

 

 

 

 

Toastmasters International: Business Presentations 

This site outlines tips for presentations in the following areas: proposals and pitches, 

technical briefings, introductions, presenting across borders, and using visual aids. 

http://www.toastmasters.org/mainmenucategories/freeresources/needhelpgivingaspeech/b

usinesspresentations.aspx 

 

http://www.duarte.com/
http://www.forbes.com/sites/allbusiness/2013/11/04/9-tips-for-more-powerful-business-presentations/
http://www.forbes.com/sites/allbusiness/2013/11/04/9-tips-for-more-powerful-business-presentations/
http://office.microsoft.com/en-us/support/
http://www.prezi.com/
https://www.youtube.com/playlist?list=PL09A34EF19596B7BB
http://www.ted.com/talks
http://www.technologywriter.com/guides/bizpre06.pdf
http://www.toastmasters.org/mainmenucategories/freeresources/needhelpgivingaspeech/businesspresentations.aspx
http://www.toastmasters.org/mainmenucategories/freeresources/needhelpgivingaspeech/businesspresentations.aspx
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What’s New in PowerPoint 2013 
This website includes descriptions and instructions of the latest updates to Microsoft 

PowerPoint2013, as well as video demonstrations of techniques. 

http://office.microsoft.com/en-us/powerpoint-help/what-s-new-in-powerpoint-2013-

HA102809628.aspx 

 

YouTube Prezi Tutorials  
A comprehensive collection of video demonstrations and instructions in using the popular 

presentation application Prezi. 

https://www.youtube.com/playlist?list=PL09A34EF19596B7BB 

 

 

 

 

 

 

 

 

 

http://office.microsoft.com/en-us/powerpoint-help/what-s-new-in-powerpoint-2013-HA102809628.aspx
http://office.microsoft.com/en-us/powerpoint-help/what-s-new-in-powerpoint-2013-HA102809628.aspx
https://www.youtube.com/playlist?list=PL09A34EF19596B7BB
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