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OVERVIEW

 This unit is used to incorporate the 3rd math credit into Office Technology.  Technology concepts, as well as math concepts, are being used to accomplish this.  This unit is taught by the authors at a vocational center which is structured into 2 1/2 hour days.  This group of students were responsible for structuring their own time during this 2 1/2 period each day to complete the majority of the MUT. 

The knowledge of computer programs is vital for office technology students.  This unit will show the usefulness of different programs in their everyday life, inside and outside the office.

In the office skill area and in our personal lives, financial business management activities play an important and vital part.  Checking accounts and the information required to establish and maintain them are necessary to control the receipt of money and its disbursement. The budgeting process becomes important in order to make responsible purchases and to pay bills on time.  Payroll is a responsibility of some office workers.  Likewise, a responsible worker knows how this information is figured, what deductions are taken and how much net pay to expect each pay period.  At the end of each calendar year, our laws require that each individual and business prepare the appropriate income tax forms.  In addition, a person in charge of payroll would complete income tax forms to be sent to all workers of a company.  If knowledgeable in these activities, an individual becomes a better worker and citizen.

CONTENT KNOWLEDGE
Declarative 
Procedural 

· Can list advantages/disadvantages of using a checking account and the services offered by a bank

· Understands the use of Power Point and its functions
· Designs a Power Point presentation showing at least 3 advantages/ disadvantages and at least 3 services offered by banks 

· Recognizes banking vocabulary


· Recognizes information asked for on a signature card
· Completes a signature card

· Identifies parts of a check and check register and shows how to prepare a check correctly

· Knows uses of Quicken and is familiar with its functions
· Designs a check register and a check using Microsoft Word

· Prepares sample payments using a check register and checks

· Use Quicken to prepare checks and pay bills

· Knows steps needed to prepare a deposit slip correctly
· Designs a deposit slip using Microsoft Word

· Knows steps to stop payment on a check and how to void a check
· Places a simulated phone call to a bank stopping payment

· Define reconcile

· Define budget

· Define spreadsheet

· Understands when spreadsheets can be used

· Define variable

· Understands the relationship between variables and cells in Excel

· Understands how  formulas are used in Excel


· Can determine correct formulas to solve problems

· Uses formulas to set up spreadsheet on Excel

· Uses Excel to determine budget

· Uses Excel to set up check register and reconcile bank statements

· Knows correct procedures for reconciling a bank statement 

· Knows when/where to properly use decimals in operations

· Reconciles correct and incorrect bank statements

· Reconciles bank statements using the Excel program

· Recognizes vocabulary dealing with payroll

· Recognizes and knows formulas to determine gross pay

· Define variable

· Knows steps to solve formulas for different variables
· Use formulas and percentages to determine if gross pay, deductions, and net pay are correct</TBODY>

· Knows the characteristics of hourly pay, commission, salary, and piece rate

· Understands when percentages may be used


· Determines weekly pay

· Figures weekly gross pay if paid by salary

· Uses percentages to determine commission

· Identifies time sheets (cards), payroll register, individual employee cards (sheets)
· Computes time worked using time sheets (cards)             

· Knows the information contained on a W-4 form


· Can list 3 reasons income taxes are paid and 3 services that would be missing if no income taxes were paid


· Identifies 3 tax forms, Schedule 1 and what situations require the use of each form
· Defines ratio & proportion

· Defines interest formula

· Can change % to decimal

· Knows uses of TURBO TAX and is familiar with its functions


· Sets up proper proportion

· Solves ratio & proportions

· Can determine interest using the interest formula

· Determines deductions using percentages of gross income

· Uses ratio & proportions to compare income tax payback amounts for different # of years 

· Uses ratio & proportions to define a budget based on average percentages for households

· Uses TURBO TAX to prepare income tax

ESSENTIAL QUESTION

What impact does the management of your finances have on your company or your life?

 

CONNECTIONS TO NYS LEARNING STANDARDS
List Standard # and Key Idea #: Write out related Performance Indicator(s) or Benchmark(s) 

Math/Technology Standards

MST standard #5 – Key Idea #2- Technological tools, materials, and other resources selected on the basis of…..availability, appropriateness..;technological processes change information and material resources into more useful forms.

· Select appropriate tools, instruments, and equipment and use them properly to process materials…. and information

MST standard #3 – Key Idea #3-Students use mathematical operations and relationships among them to understand mathematics.

· Use addition, subtraction, multiplication, division, and exponentiation with real numbers and algebraic expressions

MST standard #3 – Key Idea #2-Students use number sense and numeration to develop an understanding of the multiple uses of numbers in the real world, the use of numbers to communicate mathematically, and the use of numbers in the development of mathematical ideas.

· Understand and use rational and irrational numbers

MST standard #3 – Key Idea #6-Students use ideas of uncertainty to illustrate that mathematics involves more than exactness when dealing with everyday situations

· Judge the reasonableness of results obtained from application in algebra, geometry, trig, probability, and statistics
Career Development and Occupational Studies Standards

CDOS standard #3b – Key Idea #1-Basic Business Understanding

· Students demonstrate an understanding of business, marketing, and multinational economic concepts, perform business-related mathematical computations, and analyze/interpret business-related numerical information

CDOS standard #3b – Key Idea #2-Business-Related Technology

· Students select, apply, and troubleshoot hardware and software used in the processing of business transactions.

CDOS standard #3b – Key Idea #3-Information Management/Communication

· Students prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, nonverbal, and written communication skills essential for working in today’s international service-/information-/technological-based economy

CDOS standard #3b – Key Idea #5-Resource Management

· Students identify, organize, plan, and allocate resources (e.g., financial, materials/facilities, human, time) in demonstrating the ability to manage their lives as learners, contributing family members, globally competitive workers, and self-sufficient individuals

INITIATING ACTIVITY

The Financial Management for Office Technology unit will begin with a discussion on banking utilizing checking accounts and the services offered by banks.  Students will brainstorm how to locate banks, the advantages and disadvantages of using a bank, and the services offered by banks.  The class will then take a field trip to area banks comparing items they compiled with information gathered while at the banks.  They will then compare their results and determine which bank would serve their needs for a checking account.  They will type their decision and reasons for it on Microsoft Word.  This item will be included in their career portfolio.  

 

LEARNING EXPERIENCES
In chronological order including acquisition experiences and extending/refining 
experiences for all stated declarative and procedural knowledge.

 ACQUISITION

Declarative Knowledge
What declarative knowledge should be in the process of acquiring & integrating? As a result of the unit, the student will know or understand…
What experiences or activities will be used to help students acquire & integrate this knowledge?
What strategies will be used to help students construct meaning, organize and/or store the knowledge?
Describe what will be done.

A basic knowledge of how and where to use  decimals, percents, formulas, equations, and ratio % proportions and application of these concepts as they are needed.


Worksheets and bookwork
Guided Practice
Math lessons on these topics will be done as a push-in.  Students will complete bookwork and worksheets on these topics to reinforce basic understanding of these concepts. 

A basic knowledge of how and when to use the following computer software:

Power Point

Quicken

Excel

Turbo Tax


Classroom uses
Guided Practice
Computer lessons on these topics will be done as a push-in.  Students will complete various mini-projects on the software to reinforce basic understanding of how to use the software's functions.  Math involved in each program will be heavily emphasized.



The variation of services among banks including the advantages/ disadvantages of each 
1.  Use of collaborative pairs
1a. KWL strategy

1b. Pass out banking vocabulary list.

1c. As a class, students will go on a field trip to three area banks and compare their list of advantages, disadvantages, and services to the information gathered from employees at the banks.

1d. While on the field trip, students will collect samples of various banking forms.
1a. Using the K (what I already know) of the KWL strategy, the students will brainstorm and list what they know about banks.  Collaborative pair groups will list their K information on the board.

From the total list, collaborative pairs will categorize this material under the headings: advantage, disadvantage, or service in their daily journal. 

Also, using the W (what I want to know)of the KWL, the students will list questions concerning  what they want to learn.

1b. Students will write the definitions of the banking terms as they are introduced.

1c, d.  After the field trip, students will go on the Internet in pairs to research information about different banks. They will complete the L of their KWL by writing a summary of their field trip which includes the advantages and disadvantages of checking accounts.

The process of recording deposits and writing checks including how to stop payment and void checks
1. Modeling (maintain vocabulary lists)

2. Daily journal entries/graphic organizer

3. Bulletin board
1. Number spelling test will be administered.

2. Working in pairs, students will prepare a graphic organizer to record the steps required for recording deposits and writing checks.

3. Using banking forms obtained from the initial field trip, students will build a bulletin board of banking information. 


1. Students will spell numbers as per modeling done by teacher.

2. Student pairs will exchange their organizers and follow the steps to prepare deposit slips and checks refining steps as necessary. They will record this information in their daily journals.

3. Students will add sample signature cards, checks, and  deposit slips to bulletin board.

The process followed to reconcile a bank statement
1. Modeling/daily journal entries

2. Bulletin board


1. Students will be given a list of steps to follow when reconciling a bank statement.

2.Using the sample banking forms obtained from the initial field trip, students will build a bulletin board of banking information.
1. Students will practice reconciling a bank statement while the instructor observes.

2. Students will add sample bank statements to the banking bulletin board.

The characteristics of methods used to pay workers
1. Collaborative pairs/daily journal entries.
1. KWL strategy

2. Use of vocabulary sheets


1a. Using the K of the KWL strategy, the students will list the methods they know which are used to pay workers.

1b. Using the W of the KWL strategy, the students will list what they would like to know about the payroll process.

2. Using the L of the KWL process, students will write the definitions to payroll terms as they are introduced.

The forms needed to complete the payroll process and where each is used in the process
1. Modeling
1. Daily journals
1. Students will draw a picture of payroll forms in their daily journals and label the information that goes on each.

The reasons for paying income taxes and the services provided with this money
1. Collaborative pairs/ KWL

2. Envelope please 

3. Internet tutorial


1. Students will work in pairs and brainstorm why income taxes are paid and what services this money provides.

2. Using the income tax vocabulary terms, the teacher will prepare envelopes containing these words.

3. Students will use the Internet tax tutorial.


1a. Using the KWL strategy, the students will list on posted sheets what they know about taxes and the services they provide.

1b. Using the KWL strategy, the students will list on posted sheets what they would like to know about income taxes.

2. Students will be given 20 seconds to determine the meaning of the term in their envelope.

3. Students will go to the Tax-i site on the Internet, go through the tutorial of why taxes are paid and the services provided.



The forms needed to prepare income taxes
1. Modeling/daily journals
1. Guided practice
1. Students will observe the teacher as the completion of the forms is introduced and notes will be taken in their daily journals.

ACQUISITION

Procedural Knowledge
What procedural knowledge should be in the process of acquiring & integrating? As a result of the unit, the student will be able to:
What will be done to help students construct models, shape & internalize the knowledge?
Describe what will be done.

Design a Power Point presentation 
Students will watch teacher made presentations.  They will choose the positive and negative qualities of each presentation.
As part of the L of their KWL, students will design and construct a Power Point presentation showing at least 3 advantages/ disadvantages and at least 3 services offered by banks. 

Design and open a checking account, pay bills, deposit money, and keep a check register
Students will be given a graphic model that shows steps for paying bills, depositing, and keeping a check register.
Students will design and create a check design using Microsoft Word.  They will be given bills and will use their account to pay these bills, and they will keep track of all activity in a checkbook register.

Use Quicken to pay bills
Guided Practice

Students will be presented with a flow chart that will be used to input info into Quicken.  They will practice inputting many examples of bills given by teacher.


Students will set up their account on Quicken, they will enter all activity from their checkbook into this program and keep track of all bills paid. 

Reconcile bank statements by hand and by using formulas in Excel
Collaboration

Pairs Check:  Students will work "in pairs" to reconcile a bank statement then check partner's statement.  Groups will be given 2 checkbooks to reconcile.  Each will find errors, correct, and give to partner to check.
Students will set up a spreadsheet in Excel using formulas that will reconcile their bank statements. Students will use cancelled checks, their checkbook register, and a bank statement, given by the teacher, to reconcile their bank statement first by hand, then using the Excel spreadsheet.  They will then compare the statements.  If they are different, they will determine the cause and fix it and/or work with their teacher to fix it.

Use formulas and percentages to determine gross pay, deductions, and net pay
Guided Practice
Students will be given an annual salary.  They will need to determine their weekly gross pay, their deductions, and their weekly net pay.

Determine income tax amounts by hand and by using Turbo Tax
Use Graphic Organizer to show what forms should be used and when.
Students will keep track of all pay throughout this unit.  They will receive W-2 statements for all money acquired and will decide what forms need to be used.  They will fill out forms to determine tax amounts.  Students will then complete their taxes on computer using Turbo Tax.

Extending and Refining
What knowledge will students be extending and refining? Specifically, they will be extending and refining their understanding of…
What reasoning process will they be using?
Describe what will be done.

 

Writing checks and reconciling bank statements

Criteria to consider when selecting a bank

The income tax forms and the requirements of each

Required and elective payroll deductions and who is responsible for paying them
Error Analysis

Compare/Contrast

Compare

Classifying
· Students will be given  prepared checks.  Students will determine incorrect parts to each check. Students will rewrite each check correctly.

· Students will be given  a bank statement and register with several mistakes.  Students will find each mistake, correct them, then reconcile the statement.

· Using a graphic organizer, students will compare/contrast checking accounts from 3 banks, looking for the following aspects: start-up costs, fees, minimum balances, hours of operation, services.  Then they will choose the account that best fits their needs.  They will set up a page listing the criteria to look for when selecting a bank.

· Given a worksheet with characteristics of tax forms and each tax form listed, students will place each characteristic under the form it goes with.  They will then choose the tax form they will need to use to compute their taxes.

· Given a worksheet with payroll deductions listed, students will classify each deduction as to who is responsible for paying it and whether it is a mandatory or elective deduction.



 

Meaningful Use Task - CULMINATING PROJECT
Congratulations!  You have graduated from high school and have secured employment.  You have moved into your own apartment and are responsible for the bills you incur.  Complete the following to help yourself be on your way to managing your finances:

· Begin by investigating the banks in your community to decide which has the best services for your needs.  Create a Power Point presentation which compares banks' services and make a decision as to which bank you will choose. 

· Create a check design using Microsoft Word, include a check register and deposit slips.

· Create a budget for yourself using your weekly paycheck and bills you incur.  Use EXCEL to determine if this budget will work for you.

· Use Quicken to create a checkbook and keep track of all payments.

· Maintain your checkbook, pay all bills, balance, and reconcile your checkbook balance.

· Pay any/all taxes;  use tax i at www.irs.gov/taxi to determine the correct form(s) to use.  Use Turbo Tax to fill out and determine your refund or amount you owe.

Good Luck and Have Fun!

Power Point Presentation Rubric

PRIVATE
Areas of Assessment
Excellent -4
Very Good -3
Adequate -2
Needs Work -1

Research And Preparation For Project 
Used a variety of challenging, reliable, and appropriate resources and pictures; used appropriate evidence and examples; met all deadlines; used any extra time to extend research
Used several reliable, appropriate resources and pictures; made effort to use evidence and examples; met deadlines; used preparation time well
Used a minimum number of resources and pictures; used some evidence and examples; needed encouragement to meet deadlines; spent minimal time on preparation
Used few resources or pictures; used little evidence and few examples; didn’t meet all deadlines; spent little time on preparation

Content of Project
Creatively fulfilled purpose; used logical, easy-to follow order; created and maintained high audience interest; covered topic with outstanding information; demonstrated understanding of the material researched 
Completely fulfilled purpose; used easy-to-follow order; kept audience’s attention; covered topic with appropriate information; demonstrated understanding of the material researched
Fulfilled purpose; used order that was confusing at times; lost audience’s attention at times; covered the basics; demonstrated understanding of the material researched
Did not fulfill purpose; used hard-to-follow order; created little audience interest; omitted important information; did not demonstrate understanding of the material researched; no evaluation or analysis

Visual Elements of Project
Were highly interesting; easy to see and understand; supported purpose; communicated main ideas clearly; showed outstanding effort
Were interesting; easy to see and understand; supported purpose; communicated main ideas; showed effort
Were somewhat interesting; were related to purpose; generally supported main ideas; showed fair effort
Were messy, disorganized, hard to understand; were unrelated to purpose; didn’t support main ideas; showed little effort 

Written Elements of Project
Had few errors; were thoroughly proofread and revised; supported main ideas with rich details
Had several errors; were proofread and revised; supported main ideas
Had many errors; needed more proof- reading and revising; weakly supported main ideas 
Had multiple and severe errors; needed to be proof- read and revised; didn’t support main ideas 

Oral Presentation of Project
Spoke audibly and very expressively; maintained excellent eye contact
Spoke audibly and expressively; maintained good eye contact
Could develop more expression; attempted to maintain eye contact
Was difficult to hear; made little attempt to maintain eye contact

Checkbook Project Rubric
Name:_________________________________________

Areas of Assessment
4
3
2
1
0

Check Design

(see outline checklist)
Design exceeds  all requirements;  nicely done
Design meets requirements
Design meets most requirements;  some elements missing
Design is missing many required elements
Design is incomplete

Check Register
Check register contains no errors, is neat and easily read
Check register contains few errors which do not affect balance
Check register contains 1-2 errors which affect balance
Check register contains many errors
Check register is incomplete

Checkbook Keeping
All checks and deposit slips are correctly filled out and neat
Checks and deposit slips are correctly filled out, may contain few minor errors, neat
Checks and deposit slips contain a few errors;  not easily read
Checks and deposit slips contain many errors; not legible
Checks and deposit slips are missing and incomplete

Math Computation
Demonstrates an excellent understanding of decimals;  amounts are written out in words correctly;  computations in register are all correct
Demonstrates an understanding of decimals;  most amounts are written correctly in words;  computations in register are correct
Demonstrates a fair understanding of decimals;  some amounts are written correctly in words;  most computations in register are correct
Demonstrates a poor understanding of decimals;  most amounts are written incorrectly;  computations in check register are incorrect
Incomplete balances in check register



Budget
Pays all bills on time; correctly determines when and what bills should be paid; budget followed
Misses one due date; correctly determines what bills should be paid; budget followed
Misses 2-4 due dates;  fails to pay one bill; strayed from budget
Fails to pay several bills on time; strayed from budget
Several bills not paid; budget not followed

Spreadsheet Rubric

Name:________________________________

Areas of Assessment
4
3
2
1
0

Sets Up
Student sets up the cells on the spreadsheet with the proper titles in an extremely organized, easy- to-follow manner
Student sets up the cells on the spreadsheet with the proper titles in a fairly organized manner
Student sets up the cells on the spreadsheet with a few errors in title names 
Student sets up the cells on the spreadsheet with the improper titles in an unorganized, hard-to-follow manner
Spreadsheet is not set up

Opens Files
Student can quickly and efficiently locate and open a file without assistance
Student can locate and open a file independently with time
Student requires assistance from a friend to locate and open a file
Student requires teacher assistance or extensive help from a friend to locate and open a file
Student cannot open a file

Enters Info
Student quickly and efficiently  enters the necessary information on the spreadsheet without assistance;  excellent accuracy
Student is able to enter the information independently with time;  good accuracy
Student requires assistance from a friend to enter information;  fair accuracy
Student requires extensive teacher assistance to enter information;  poor accuracy
Student fails to enter necessary information

Uses Formulas 
Demonstrates a thorough understanding and ability to use basic formulas to create the spreadsheet
Demonstrates a good understanding and ability to use basic formulas to create the spreadsheet
Demonstrates a fair understanding and ability to use formulas to create the spreadsheet 
Demonstrates a poor understanding and ability to use formulas to create the spreadsheet
Formulas are not entered



Saves Files
Saves files to correct area; uses correct file name
Saves files to correct area;  uses incorrect file name 
Saves files to incorrect area; uses correct file name
Saves files to incorrect area; uses incorrect file name
Does not save files

Prints Files
Prints files using correct settings

Prints files using incorrect settings

Does not print files

Quicken Rubric

Areas of Assessment
4

Independently
3

Consistently
2

Satisfactory
1

Needs Help
0

Incomplete

Opens Program/ Files
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Adds Names of All Vendors
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Enters Correct Address For All Vendors
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Completes Check For Each Bill
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Enters Information Into Correct Location On Check
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Assigns Correct Account # For Each Transaction
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Checks Information in Check Register and Assigns Proper Explanation
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Correctly Enters All Deposits
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Prints and Signs All Checks
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Prints Report At End Of Each Week
needs no assistance;  all is correct
completes correctly;  knows when to ask questions 
1-2  minor mistakes;  needs some reminders
completes with teacher assistance; 3-4 mistakes 
does not complete required assignment

Income Tax Rubric

The following rubric should be used as a checklist to determine if you have completed all parts of the income tax process.  Be sure you can check each box BEFORE making your appointment for your taxes.

  This rubric will also be used to determine your grade.

·  10  9  8  7  6  5  4  3  2  1      Brings appropriate materials
·  10  9  8  7  6  5  4  3  2  1      Chooses correct form(s)
·  10  9  8  7  6  5  4  3  2  1      Math computations are correct
·  10  9  8  7  6  5  4  3  2  1      Correctly figured adjusted gross income
·  10  9  8  7  6  5  4  3  2  1      Correctly figured standard deductions, exemption amount, 

and taxable income

· 10  9  8  7  6  5  4  3  2  1       Correctly reads tax table

·  10  9  8  7  6  5  4  3  2  1      Correctly figured tax credits and payments

·  10  9  8  7  6  5  4  3  2  1      Correctly figured refund or amount owed
· 10                                    0     Correctly figured total income
· 10                                   0     Tax form is signed, addressed correctly
· 10                                   0     Tax forms and all necessary materials are placed in envelope 
Project Participation Rubric

Name (s) __________________________________
PRIVATE
Areas of Assessment
Exemplary
( 4 )

Accomplished
( 3 )
Developing
( 2 )
Beginning 

( 1 )
  Score

Shares In the Teamwork
Always does the assigned work without having to be reminded
Usually does the assigned work; rarely needs reminding

Sometimes does the assigned work; often needs reminding
Always relies on others to do most of the work


Fulfills Team Duties
Performs all of the assigned team duties
Performs nearly all duties

Performs about half of the duties
Performs very few duties of assigned team role


Is Punctual
Hands in all assignments on time
Hands in most assignments on time

Hands in most assignments late
Hands in very few assignments




Shares Information With Teammates
Relays a great deal of information- all relates to the topic
Relays some basic information- most relates to the topic

Relays some information-some relates to the topic


Relays very little information to teammates


Class Participation
Attends all classes and shows complete interest
Misses one or two classes and shows good interest

Missing more than three classes and/or shows little interest
Missing more than half the classes and/or shows no interest


PRE-REQUISITE SKILLS

 Math Course 1, computer use, basic knowledge of Microsoft Word, Excel, Quicken, Internet usage, and Power Point.
MODIFICATIONS

 This unit was developed in order for Office Technology students to be able to meet the need for the third year of math according to the NYS standard requirements. The students were given additional instruction in math in order to be able to complete the project at the end of this unit. No instructional modifications were needed for this group of average students. Individual help addressed learning differences while students were working in groups.  Pull-out was also available for those feeling they needed extra help.

MATERIALS AND MODIFICATIONS

Sequential Math Course 1 - Educational Design
Understanding Taxes – U. S. Government

Income Tax Made Easy - J. Weston Walch

Personal Checking Accounts - Unigraph

Your Checking Account - J Weston Walch               Calculators

Computers and software:  Microsoft Word, Excel, Power Point, Quicken, Turbo Tax

Internet

 

TECHNOLOGY USE

Internet, Power Point, Microsoft Word, Excel, Quicken, Turbo Tax 

UNIT SCHEDULE/TIME PLAN

· Launch

4 1/2 hours

· Declaratives

11 hours

15 hours

· Acquisition

13 hours

10 hours

· Refine and Extend

Error Analysis  - 2 hours
Compare/Contrast - 1 hour

Compare - 1/2 hour

Classifying - 1/2 hour

· MUT

15 hours

Total hours  72.5 hours 

 

 

