
 

FBLA HS Intro to Business Communication1 

Communication Basics (10 test items) 

1. Explain the nature of effective communications (EI:007, LAP-EI-140) (PQ) 

2. Foster open, honest communication (EI:129, LAP-EI-129) (SP) 

 

Written Communication (20 test items) 

1. Explain the nature of effective written communications (CO:016) (CS) 

2. Select and utilize appropriate formats for professional writing (CO:088) (CS) 

3. Edit and revise written work consistent with professional standards (CO:089) (CS) 

4. Write professional emails (CO:090) (CS) 

5. Write business letters (CO:133) (CS) 

6. Write informational messages (CO:039) (CS) 

7. Write inquiries (CO:040) (CS) 

 

Reading to Understand (10 test items) 

1. Identify sources that provide relevant, valid written material (CO:054) (PQ) 

2. Extract relevant information from written materials (CO:055) (PQ) 

3. Apply written directions to achieve tasks (CO:056) (PQ) 

4. Analyze company resources to ascertain policies and procedures (CO:057) (CS) 

 

Active Listening (10 test items) 

1. Explain communication techniques that support and encourage a speaker (CO:082) (PQ) 

2. Follow oral directions (CO:119) (PQ) 

3. Demonstrate active listening skills (CO:017, LAP-CO-017) (PQ) 

 

  

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



 

Verbal Communication (20 test items) 

1. Explain the nature of effective verbal communications (CO:147) (PQ) 

2. Ask relevant questions (CO:058) (PQ) 

3. Interpret others' nonverbal cues (CO:059) (PQ) 

4. Provide legitimate responses to inquiries (CO:060) (PQ) 

5. Give verbal directions (CO:083) (PQ) 

6. Employ communication styles appropriate to target audience (CO:084) (CS) 

7. Participate in group discussions (CO:053) (CS) 

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

 

Workplace Communication (10 test items) 

1. Explain the nature of staff communication (CO:014) (CS) 

2. Choose and use appropriate channel for workplace communication (CO:092) (CS) 

3. Participate in a staff meeting (CO:063) (CS) 

 

Interpersonal Relationships (20 test items) 

1. Show empathy for others (EI:030, LAP-EI-030) (PQ) 

2. Exhibit cultural sensitivity (EI:033, LAP-EI-033 (CS) 

3. Treat others with dignity and respect (EI:036, LAP-EI-036) (PQ) 

4. Foster positive working relationships (EI:037, LAP-EI-037) (CS) 

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

6. Participate as a team member (EI:045, LAP-EI-045) (CS) 

7. Use appropriate assertiveness (EI:008, LAP-EI-008) (PQ) 

8. Use conflict-resolution skills (EI:015, LAP-EI-915) (CS) 
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LAP List 

Objective # LAP #* LAP Title 

CO:017 LAP-CO-017 Listen Up! (Demonstrating Active Listening Skills) 

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

EI:003 LAP-EI-903 Grin and Bear It (Using Feedback for Personal Growth) 

EI:030 LAP-EI-030 Have a Heart (Showing Empathy for Others) 

EI:033 LAP-EI-033 Getting To Know You (Cultural Sensitivity) 

EI:077 LAP-EI-140 Commit to It! (Managing Commitments in a Timely Manner) 

EI:038 LAP-EI-038 A Fine Line (Ethical Considerations in Providing Information) 

EI:129 LAP-EI-129 Can We Talk? (Fostering Open, Honest Communication) 

EI:012 LAP-EI-912 Win Them Over (Persuading Others) 

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

EI:008 LAP-EI-008 Assert Yourself (Assertiveness) 

EI:015 LAP-EI-915 Stop the Madness (Conflict Resolution) 

EI:011 LAP-EI-911 It’s a Group Thing (Consensus Building) 
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https://www.nextiva.com/blog/what-is-business-communication.html
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EI:036 LAP-EI-036 Everyone’s Worthy (Treating Others With Dignity and Respect) 

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

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

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

EI:059 LAP-EI-059 Raise Them Up (Motivating Others) 

 

* LAP #s subject to change 
 

 


