
 

 

FBLA HS Introduction to Business Procedures§ 

Professional Communication & Correspondence (30 test items) 

1. Demonstrate active listening skills (CO:017, LAP-CO-017) (SP) 

2. Explain communication techniques that support and encourage a speaker (CO:082) (SP) 

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

4. Handle phone calls in a businesslike manner (CO:114) (CS) 

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

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

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

8. Select and use appropriate graphic aids (CO:087) (CS) 

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

10. Reinforce service orientation through communication (CR:005) (CS)  

 

Information Management & Technology (25 test items) 

1. Identify ways that technology impacts business (NF:003, LAP-NF-003) (PQ) 

2. Demonstrate basic email functions (NF:004) (PQ)  

3. Demonstrate basic word processing skills (NF:007) (PQ) 

4. Demonstrate basic spreadsheet applications (NF:010) (PQ) 

5. Demonstrate personal information management/productivity applications (NF:005) (PQ) 

6. Obtain needed information efficiently (NF:078) (CS) 

7. Discuss the nature of information management (NF:110, LAP-NF-110) (CS) 

8. Use an integrated business software application package (NF:088) (CS) 

9. Describe the nature of business records (NF:001, LAP-NF-001) (SP) 

 

  

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



 

 

Workplace Protocols & Decision Making (30 test items) 

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

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

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

4. Adhere to company protocols and policies (PD:250, LAP-PD-250) (CS) 

5. Follow rules of conduct (PD:251, LAP-PD-251) (CS) 

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

7. Demonstrate ethical work habits (EI:004, LAP-EI-004) (PQ) 

8. Make decisions (PD:017, LAP-PD-017) (CS) 

9. Demonstrate problem-solving skills (PD:077, LAP-PD-077) (CS) 

10. Explain the need for innovation skills (PD:126, LAP-PD-126) (CS) 

11. Use time-management skills (PD:019, LAP-PD-019) (SP) 

 

Professional Development & Career Readiness (15 test items) 

1. Interview for a job (PD:028) (PQ) 

2. Explain employment opportunities in business (PD:025, LAP-PD-025) (CS) 

3. Set personal goals (PD:018, LAP-PD-018) (CS) 

4. Prepare a resume (PD:031) (CS) 

5. Write a cover letter (PD:030) (CS) 

 

 

 

  



 

 

References 

MBA Research and Curriculum Center. National Business Administration Standards. 

https://www.mbaresearch.org/local-educators/teaching-resources/standards/  

Coursera. What is a business process and how is it used? https://www.coursera.org/articles/business-

process  

Indeed. Business processes: Definition, characteristics and examples. https://www.indeed.com/career-

advice/career-development/business-processes  

Scribe. How to effectively document procedures (with examples). https://scribe.com/library/examples-

of-procedures-in-business  

 

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) 

NF:003 LAP-NF-003 TECH-tastic (Technology’s Impact on Business) 

NF:110 LAP-NF-110 In the Know (Nature of Information Management) 

NF:001 LAP-NF-001 Record It (Business Records) 

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:004 LAP-EI-004 Work Right (Demonstrating Ethical Work Habits) 

PD:017 LAP-PD-017 Weigh Your Options (Decision-Making) 

PD:077 LAP-PD-077 No Problem (Demonstrate Problem-Solving Skills) 

PD:126 LAP-PD-126 Ideas in Action (Innovation Skills) 

PD:019 LAP-PD-019 About Time (Time Management) 

https://www.mbaresearch.org/local-educators/teaching-resources/standards/
https://www.coursera.org/articles/business-process
https://www.coursera.org/articles/business-process
https://www.indeed.com/career-advice/career-development/business-processes
https://www.indeed.com/career-advice/career-development/business-processes
https://scribe.com/library/examples-of-procedures-in-business
https://scribe.com/library/examples-of-procedures-in-business


 

 

PD:025 LAP-PD-025 Go for It! (Careers in Business) 

PD:018 LAP-PD-018 Go for the Goal (Goal Setting) 

 

* LAP #s subject to change 

 

 

 


