FBLA Coll Foundations of Communication’

Written Communication (20 test items)
1. Explain the nature of effective written communications (C0O:016) (CS)
2. Write professional emails (CO:090) (CS)
3. Write business letters (C0O:133) (CS)
4. Write informational messages (C0:039) (CS)
5. Write inquiries (C0O:040) (CS)
6. Write persuasive messages (C0:031) (SP)
7. Write executive summaries (CO:091) (SP)
8. Prepare simple written reports (C0:094) (SP)

9. Adapt written correspondence to targeted audiences (CO:203) (SP)

Verbal Communication (15 test items)
1. Employ communication styles appropriate to target audience (C0:084) (CS)
2. Handle phone calls in a businesslike manner (C0O:114) (CS)
3. Participate in group discussions (C0O:053) (CS)
4. Facilitate (lead) group discussions (C0:201) (SP)

5. Make oral presentations (C0O:025, LAP-CO-025) (SP)

Professional Etiquette (10 test items)
1. Adhere to company protocols and policies (PD:250, LAP-PD-250) (CS)
2. Follow rules of conduct (PD:251, LAP-PD-251) (CS)

3. Follow chain of command (PD:252, LAP-PD-252) (CS)

§ Sources: These learning outcomes are part of MBA Research’s National Business Administration Standards.



Information Literacy (15 test items)

1.

2.

Distinguish between using social media for business and personal purposes (C0:206) (CS)

Explain how digital communications (e.g., email, text messages, chats) exposes business to risk
(CO:202) (SP)

Use social media to solicit new ideas and solutions (EI:107) (SP)
Organize information (C0:086) (CS)
Select and use appropriate graphic aids (CO:087) (CS)

Use data visualization techniques (e.g., infographics, heat-maps, dynamic model outputs)
(CO:204) (SP)

Workplace Communication (15 test items)

1.

2.

Explain the nature of staff communication (C0O:014) (CS)

Choose and use appropriate channel for workplace communication (C0:092) (CS)
Participate in a staff meeting (CO:063) (CS)

Participate in problem-solving groups (C0:067) (CS)

Provide directions for completing job tasks (CO:139) (SU)



Positive Working Relationships (25 test items)
1. Exhibit cultural sensitivity (E1:033, LAP-EI-033) (CS)
2. Leverage personality types in business situations (EI:104) (SP)
3. Explain ethical considerations in providing information (EI:038, LAP-EI-038) (SP)
4. Foster open, honest communication (EI:129, LAP-EI-129) (SP)
5. Solicit feedback (EI:106) (SP)
6. “Sell” ideas to others (EI:108, LAP-EI-108) (SP)
7. Demonstrate negotiation skills (EI:062, LAP-EI-062) (SP)
8. Use conflict-resolution skills (EI:015, LAP-EI-915) (CS)
9. Build trust in relationships (EI:128, LAP-EI-128) (CS)
10. Participate as a team member (EI:045, LAP-EI-045) (CS)
11. Use consensus-building skills (EI:011, LAP-EI-911) (SP)
12. Motivate team members (EI:059, LAP-EI-059) (SP)
13. Foster positive working relationships (EI:037, LAP-EI-037) (CS)

14. Consider conflicting viewpoints (El:136, LAP-EI-136) (CS)



References

MBA Research and Curriculum Center. National Business Administration Standards.
https://www.mbaresearch.org/local-educators/teaching-resources/standards/

Park University. What is interpersonal communication? https://www.park.edu/blog/what-is-
interpersonal-communication/

Indeed. Interpersonal communication and its importance at work. https://www.indeed.com/career-
advice/career-development/importance-of-interpersonal-communication

Investopedia. How do interpersonal skills influence business culture?
https://www.investopedia.com/ask/answers/030415/how-do-interpersonal-skills-influence-

business-culture.asp

Objective #

LAP #*

LAP List

LAP Title

C0:025 LAP-CO-025 | Well Said! (Making Oral Presentations)

PD:250 LAP-PD-250 Do You Follow? (Adhering to Company Protocols and Policies)
PD:251 LAP-PD-251 Know the Code (Following Rules of Conduct)

PD:252 LAP-PD-252 Don’t Cheat the Chain (Following Chain of Command)
EI:033 LAP-EI-033 Getting To Know You (Cultural Sensitivity)

EI:038 LAP-EI-038 A Fine Line (Ethical Considerations in Providing Information)
El:129 LAP-EI-129 Can We Talk? (Fostering Open, Honest Communication)
El:108 LAP-EI-108 Do They Buy It? (“Selling” Ideas to Others)

EI:062 LAP-EI-062 Make It a Win-Win (Negotiation in Business)

EI:015 LAP-EI-015 Stop the Madness (Conflict Resolution)

El:128 LAP-EI-128 Trust in Me (Building Trust in Relationships)

El:045 LAP-EI-045 Team Up (Participating as a Team Member)

El:011 LAP-EI-911 It’s a Group Thing (Consensus Building)
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EI:059 LAP-EI-059 Raise Them Up (Motivating Others)

EI:037 LAP-EI-037 Can You Relate? (Fostering Positive Working Relationships)

El:136 LAP-EI-136 Pick a Side (Considering Conflicting Viewpoints)

EL:137 LAP-EI-137 Choose for the Future (Assessing the Long-Term Value and Impact of

Actions on Others)

* LAP #s subject to change




