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(
Preface

(
In 1998, the Maine Association of Vocational Education Administrators charged the Center for Career Development, part of the Maine Technical College System, with developing products and processes to align all applied technology programming to the then new, Maine Learning Results. This initiative became known as “MLR/CIP”—the Maine Learning Results-Curriculum Integration Project. 

The Maine State Board of Education and Maine’s Commissioner of Education, J. Duke Albanese, agreed to support MLR/CIP, and the Maine Department of Education has devoted considerable financial and human resources to realize the goals of this project.

What are standards in the context of MLR/CIP?

A standard is an authoritative body of criteria representing agreed-upon norms in the context of a given subject area. The Statewide Standards identify specific knowledge and performance in, for example, Automotive Technology or Information Technology and their corresponding industry-related duties/responsibilities, work tasks, and skill-sets. Maine Statewide Standards are informed by state and nationally recognized organizations and initiatives, such as the Secretary's Commission on Achieving Necessary Skills (SCANS), the National Skill Standards Board, Vocational-Technical Education Consortium of States (V-TECS), and other sources listed in each Standard’s bibliography. Maine Statewide Standards represent the most current, comprehensive, and industry-validated guidelines for vocational-technical programs possible and are the result of collaboration across educational and industry lines. 

Maine Department of Education (MDOE) Expectations: What do the standards mean for educators?

These standards establish statewide applied technology (vocational-technical) curriculum goals and align them with Maine Learning Results. Therefore, how should educators regard this document in terms of program quality, planning, and implementation? How should educators regard this document in terms of scope and accountability? What is required of instructors and students based on this document? What resources exist that can help instructors understand and implement these Standards? The following describe MDOE views and expectations regarding these Standards:

· Statewide Standards represent a framework of core, universal content to which each related local program should align.
· These Standards should inform instructors’ curriculum, instruction, and assessment activities.  

· Statewide Standards represent a minimum set of skills, knowledge, and performance that all students in similar programs should be able to demonstrate. Program instructors are encouraged to teach not only according to the Standards but also according to appropriate industry certifications.

· Local program instructors may choose not to teach certain aspects of the Standard if those aspects are not relevant to local market needs as determined by program advisory committees, and if the rationale for not doing so is sound. The decision to cut out any given aspect of the Standard must be weighed against the effect this will have on students’ understanding of “all aspects of the industry.”

· Quality implementation of the Standards will lead to an increase in effective and validated post-secondary articulation agreements.

· Use of the Standard will both assure and illustrate alignment with the Maine Learning Results cross-referenced within.

· Statewide Standards will be a cornerstone for approval of all new programs as expressed in the revised Standard Criteria for Maine Secondary Applied Technology Education Programs, due for publication in January 2002. Shortly thereafter, the new Standard Criteria will be admitted into State of Maine Rule, Education/General 05  071, Chapter 232.

· All currently operational vocational-technical programs must fully align with these Standards within a period of time to be determined by this department. The likely implementation date will be September 2003. The Standards will be an integral focus of the department’s site-based program review, which will resume in January 2002. 
Resources and services for educators related to the Statewide Standards:

· An essential design feature of the MLR/CIP process are School-Based Learning Teams (SBLTs). These are teams of instructors at each vocational-technical center who will engage the Standards and formulate professional development goals around implementation of the Standards. The Center for Career Development (CCD) provides support to SBLTs through Curriculum Specialist services.

· Program Advisory committees can provide invaluable assistance. By reviewing the Standards with their committees, instructors will generate ideas to forward and enhance their work with students.

· Tech Updates—regional or statewide meetings of instructors in the same discipline—are another tool for focussing on best practices in implementing the Standards.

· CCD and MDOE staff can provide targeted assistance.

· MDOE program review will result in recommendations to improve Standards implementation.

All contributing participants to this Statewide Standard are included in the Acknowledgements section of the Standard. The Maine Department of Education wishes to thank particularly, the Center for Career Development, the Maine Association of Vocational Education Administrators (MAVEA), and all of the MLR/CIP contributors for their truly excellent work. MDOE is proud to adopt these Statewide Standards.
(
Introduction

(
This statewide standard was developed by the Center for Career Development for the Maine Department of Education Workforce Education Team, with direction from both practitioners in the industry and Maine secondary/post-secondary technology instructors. The statewide standard draws on state and national skill standards.

Given that Maine's school-to-work initiatives, such as the State's secondary vocational/technical programs, are required to incorporate the State of Maine Learning Results (MLR), it is imperative that the standard include a crosswalk to the Learning Results. Linkages identified in this document are potential only. Whether or not these or other MLR linkages become actual depends on how each instructor teaches and assesses these skills.

Please note:

· The full text of MLR identified as applicable to this technology precedes the duties and tasks listed in this standard. Each MLR is designated by a reference code. 

· MLR applicable to any or all tasks in a specific duty (set of tasks) are indicated by their codes and listed under the duty name.

· Duties and tasks present skills and knowledge needed by workers in this occupational area, beginning with the attributes all students should have, and followed by duty areas specific to this field or technology.
· Tasks marked with an asterisk (*) are core and are recommended for all students. However, curricula will vary by school, according to the discretion of the instructor and the Program Advisory Committee, which determines the needs of the geographic area served.
(
Applicable Classification of Instructional Programs (CIP) Codes

(
US Department of Labor CIP Codes

08.0301
Entrepreneurship
An instructional program that prepares individuals to perform marketing tasks specifically applicable to developing business enterprises. 

08.0705
General Retailing Operations
An instructional program that prepares individuals to perform marketing tasks specifically applicable to retail operations in a wide variety of settings. 

52.0201
Business Administration & Management, General
An instructional program that generally prepares individuals to plan, organize, direct, and control the functions and processes of a firm or organization. Includes instruction in management theory, human resources management and behavior, accounting and other quantitative methods, purchasing and logistics, organization and production, marketing, and business decision-making. 

(
Glossary of Terms

(
Applied/Integrated Curricula — A strategy or method that helps students combine academic knowledge with technical skill to solve practical workplace or community problems. 

Assessment — A procedure used to evaluate a student’s level of competence in a task or set of tasks.

Classification of Instruction Programs (CIP) — A taxonomy for instructional programs at all levels, developed by the U.S. Department of Education’s Center for Education Statistics.

Competencies — The knowledge, skills, attitudes, and values that enable workers to perform their duties and responsibilities effectively and efficiently.

Core Tasks — The most essential units of work in the technology.

Duty — A group of related responsibilities (e.g., safety) composed of identifiable and measurable tasks.

Maine Learning Results — The long-range education goals and standards for student performance, setting out what Maine students should know and be able to do at each stage of their schooling: PreK-grade 2, grades 3-5, grades 5-8, and by graduation from high school.
Performance Criteria — A description of behavior, level of proficiency, or desired outcome by which to evaluate task results.
Task — A specific, meaningful unit of work that results in a product, service, or decision.
 (
MARKETING TECHNOLOGY 

Maine Learning Results Links – Codes and Text

(
The following secondary-level Maine Learning Results [printed July 1997 by the Maine Department 

of Education] were identified by members of the Curriculum Integration Project Marketing workgroup as relatively strongly linked to a typical Marketing program. 

CPA00 CAREER PREP ‑ PREPARING FOR THE FUTURE 

Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, and abilities to future career decisions. Students will be able to: 

( CPA01 Demonstrate the leadership and membership skills necessary to succeed as a member of a team.

( CPA02 Analyze skills and abilities required in a variety of career options and relate them to their own skills and abilities.

( CPA03 Demonstrate an understanding of the relationship between the changing nature of work and educational requirements.

( CPA04 Demonstrate an understanding of basic business concepts such as profit and loss, the availability of skilled labor, market share, and customer service.

CPB00 CAREER PREP ‑ EDUCATION/ CAREER PLANNING AND MANAGEMENT

Guided by self-assessment and personal career interests, students will integrate school‑and work‑based experiences to develop their career goals. Students will be able to:

( CPB01 Use a career planning process that includes self‑assessment, personal development, and a career portfolio as a way to gain initial entry into the workplace.

( CPB02 Demonstrate job seeking skills.

( CPB03 Assess personal, educational, and career skills that are transferable among various jobs.

( CPB04 Explain the problems and possible benefits of involuntary changes in employment, including information on what actions the employee can take to make it easier to find a new position or to become self-employed.

CPC00 CAREER PREP ‑ INTEGRATED AND APPLIED LEARNING

Students will demonstrate how academic knowledge and skills are applied in the workplace and other settings. Students will be able to:

( CPC01 Demonstrate an understanding of the integration and application of academic and occupational skills in school, learning, work, and personal lives.

( CPC02 Demonstrate knowledge of customer satisfaction strategies.

( CPC03 Demonstrate an understanding of how humans change and adapt technology to their benefit.

( CPC04 Use mathematical, scientific, and technological tools to design and apply solutions to a community problem.

( CPC05 Demonstrate an understanding of workplace safety and human factors in the development products, services, or processes.

CPD00 BALANCING RESPONSIBILITIES

Students will acquire and apply skills/concepts required to balance personal, family, community, and work responsibilities.  Students will be able to:

( CPD01 Illustrate how resources and support systems, available within a community, assist individuals in their roles as workers and family members.

( CPD02 Use knowledge and theories of growth and development to help balance multiple responsibilities.

( CPD03 Demonstrate an understanding of the importance of community involvement to family and community life.

( CPD04 Demonstrate an ability to manage personal resources.

LAA00 ENGLISH LANGUAGE ARTS – PROCESS OF READING 

Students will use the skills and strategies of the reading process to comprehend, interpret, evaluate, and appreciate what they have read.  Students will be able to:

( LAA01 Demonstrate an understanding that reading is a gradual process of constructing meaning and revising initial understandings.

( LAA02 Demonstrate an understanding that a single text will elicit a wide variety of responses, each of which may be the point of view of the individual reader or listener.

( LAA03 Identify the author’s purpose and analyze the effects of that purpose on the text.

( LAA04 Identify the author’s point of view and analyze the effects of that point of view on the text.

( LAA06 Use the context of a work to determine the figurative, idiomatic, and technical meanings of terms.

( LAA07 Use the context of a work to determine the meanings of abbreviations and acronyms.

( LAA08 Find the meaning of relatively uncommon technical terms used in informational texts.

(  LAA11 Represent key ideas and supporting details in various written forms (e.g., outline, paraphrase, concise summary).

LAC00 ENGLISH LANGUAGE ARTS – LANGUAGE AND IMAGES

Students will demonstrate an understanding of how words and images communicate. Students will be able to:

( LAC01 Demonstrate an understanding of the relationship among perception, thought, and language.

( LAC02 Demonstrate an understanding of how language considerations and representations involving gender affect communication.

( LAC03 Compare the ways various social, occupational, and cultural groups use language and comment on the impact of language use on the way people are viewed and treated.

( LAC06 Use dictionaries, handbooks, and other language-related resources to evaluate the accuracy of their own use of English.

( LAC08 Identify propaganda techniques used by writers and speakers.

LAD00 ENGLISH LANGUAGE ARTS – INFORMATIONAL TEXTS

Students will apply reading, listening, and viewing strategies to informational texts across all areas of curriculum.  Students will be able to:

( LAD01 Scan a passage to determine whether a text contains relevant information.

( LAD02 Distinguish between apparent fact and opinion in nonfiction texts.

( LAD03 Use discussions with peers as a way of understanding information.

( LAD05 Analyze and synthesize the concepts and details in informational texts.

( LAD06 Explain how new information from a text changes personal knowledge.

LAE00 ENGLISH LANGUAGE ARTS – PROCESSES OF WRITING AND SPEAKING 

Students will demonstrate the ability to use the skills and strategies of the writing process. Students will be able to:

( LAE01 Ask pertinent questions during writing conferences and when working alone, using knowledge of personal writing strategies, strengths, and weaknesses to improve one’s own writing.

( LAE02 Reflect on, evaluate, revise, and edit a sequence of drafts to improve and polish finished work.

( LAE03 Use planning, drafting, and revising to produce, on demand, a well-developed, organized piece that demonstrates effective language use, voice, and command of mechanics.

( LAE04 Evaluate the remarks and oral presentations of others to find the key ideas and explain the ways in which these ideas were developed.

LAF00 ENGLISH LANGUAGE ARTS – STANDARD ENGLISH CONVENTIONS 

Students will write and speak correctly, using conventions of standard written and spoken English. Students will be able to:

( LAF01 Edit written work for standard English spelling and usage, evidenced by pieces that show and contain:

• no significant errors in the use of pronouns, nouns, adjectival and adverbial forms, and coordinating and subordinating conjunctions.

• no significant errors in the spelling of frequently used words and the correct use of commonly confused terms.

• no significant errors in the common conventions of capitalization and ending punctuation marks and common uses of the comma.

• few significant errors in the spelling of commonly misspelled and rare words, the less common capitalization conventions, the colon, semicolon, hyphen, dash, apostrophe, quotation marks, italics, marginal notes, and footnotes.

( LAF02 Demonstrate how language usage may depend on the situation.

( LAF03 Demonstrate command of the conventions involved in a formal speech, effectively engaging peers during presentation and fielding responses afterwards.

LAG00 ENGLISH LANGUAGE ARTS – STYLISTIC AND RHETORICAL ASPECTS OF WRITING & SPEAKING

Students will use stylistic and rhetorical aspects of writing and speaking to explore ideas, to present lines of thought, to represent and reflect on human experience, and to communicate feelings, knowledge, and opinions.  Students will be able to:

( LAG02 Write pieces and deliver oral presentations that effectively use descriptive language to clarify, enhance, and develop ideas.

( LAG03 Write pieces and deliver oral presentations that include a variety of sentence structures and lengths.

( LAG04 Write pieces and deliver oral presentations that are targeted for various audiences (e.g., informed or uninformed, sympathetic or hostile).

( LAG05 Write pieces and deliver oral presentations that achieve distinct purposes (e.g., to persuade, evaluate, analyze, defend).

( LAG08 Write pieces and deliver oral presentations in a personal style, with a discernible voice and effective wording.

( LAG09 Write essays and deliver oral presentations that reliably support and provide details for the explicitly stated generalizations.

( LAG10 Make effective use of a variety of techniques to provide supporting detail (e.g., analogies, anecdotes, illustrations, detailed descriptions, restatements, paraphrases, examples, comparisons) in written work and oral presentations.

( LAG11 Make effective use of a variety of techniques for introducing and representing ideas and insights in written work and oral presentations.

LAH00 ENGLISH LANGUAGE ARTS – RESEARCH-RELATED WRITING AND SPEAKING

Students will work, write, and speak effectively when doing research in all content areas. Students will be able to:

( LAH01 Develop an appropriate strategy for finding information on a particular topic.

( LAH02 Use referencing while doing research.

( LAH03 Record significant information from events attended and interviews conducted.

( LAH04 Identify and use library information services.

( LAH05 Use government publications, in-depth field studies, and almanacs for research.

( LAH06 Use CD-ROM, microfiche, and similar resource media for research.

( LAH07 Identify and use a variety of news sources (e.g., newspapers, magazines, broadcast and recorded media, artifacts), informants, and other likely sources for research purposes.

( LAH08 Use search engines and other Internet resources to do research.

( LAH10 Analyze the validity and weigh the reliability of primary information sources and make appropriate use of such information for research purposes.

( LAH11 Evaluate information for accuracy, currency, and possible bias.

( LAH12 Report orally, using a variety of technological resources to present the results of a research project.

HEA00 HEALTH & PHYSICAL EDUCATION ‑ HEALTH CONCEPTS

Students will understand health promotion and disease prevention concepts.  Students will be able to:

( HEA01 Analyze the relationship between personal health practices and individual well-being.

( HEA03 Evaluate the short- and long-term effects of risky behavior.

( HEA04 Analyze the impact of personal health behaviors on body systems.

( HEA05 Analyze how the environment relates to personal and community health.

( HEA07 Analyze how public health policies and laws influence health promotion and disease prevention.

( HEA09 Describe how disease-causing microorganisms, family history, nutrition, and other factors relate to the cause or prevention of disease and other health problems.

HEC00 HEALTH & PHYSICAL EDUCATION ‑ HEALTH PROMOTION AND RISK REDUCTION

Students will understand how to reduce their health risks through the practice of healthy behaviors.  Students will be able to:

( HEC01 Analyze the extent to which individuals are responsible for enhancing health and safety in the community and the workplace.

( HEC02 Demonstrate strategies to avoid, change, and report unsafe situations.

HEE00 HEALTH & PHYSICAL EDUCATION - COMMUNICATION SKILLS

Students will understand that skillful communication can contribute to better health for themselves, their families, and the community.  Students will be able to:

( HEE01 Demonstrate healthy ways to listen and communicate effectively with family, peers, and others.

( HEE02 Demonstrate strategies that can be used to prevent or solve conflicts without harm.

( HEE03 Analyze the possible causes of conflict in schools, families, and communities.

HEF00 HEALTH & PHYSICAL EDUCATION ‑ DECISION‑MAKING AND GOAL SETTING

Students will learn how to set personal goals and make decisions that lead to better health.  Students will be able to:

( HEF01 Demonstrate various decision-making strategies that can be used to address behaviors that lead to trouble.

HPEC0 HEALTH & PHYSICAL EDUCATION ‑ PERSONAL & SOCIAL INTERACTIONS

The student will demonstrate responsible personal and social behaviors in physical activity settings.  Students will be able to:

( HPEC1 Describe personal and group conduct necessary to participate cooperatively and ethically in both competitive and noncompetitive physical activities. 

( HPEC6 Demonstrate appropriate etiquette, ways of interacting, care of equipment, and safety in the setting of an activity.

( HPEC7 Apply a decision-making process to their safety and that of others in activity settings.

MAB00 MATH – COMPUTATION

Students will understand and demonstrate computation skills.  Students will be able to:

( MAB01 Use various techniques to approximate solutions, determine the reasonableness of answers, and justify the results.

MAC00 MATH – DATA ANALYSIS AND STATISTICS

Students will understand and apply concepts of data analysis.  Students will be able to:

( MAC01 Determine and evaluate the effect of variables on the results of data collection.

( MAC02 Predict and draw conclusions from charts, tables, and graphs that summarize data from practical situations.

( MAC04 Demonstrate an understanding of the idea of random sampling and recognition of its role in statistical claims and designs for data collection.

MAF00 MATH – MEASUREMENT

Students will understand and demonstrate measurement skills.  Students will be able to:

( MAF01 Use measurement tools and units appropriately and recognize limitations in the precision of the measurement tools.

MAG00 MATH – PATTERNS, RELATIONS, FUNCTIONS   Students will understand that mathematics is the science of patterns, relationships, and functions. Students will be able to:

( MAG01 Create a graph to represent a real-life situation and draw inferences from it.

MAH00 ALGEBRA CONCEPTS

Students will understand and apply algebraic concepts.  Students will be able to:

( MAH01 Use tables, graphs, and spreadsheets to interpret expressions, equations, and inequalities.

STJ00 SCIENCE & TECHNOLOGY – INQUIRY AND PROBLEM SOLVING

Students will apply inquiry and problem‑solving approaches in science and technology.  Students will be able to:

( STJ01 Make accurate observations using appropriate tools and units of measure.

( STJ02 Verify, evaluate, and use results in a purposeful way. This includes analyzing and interpreting data, making predictions based on observed patterns, testing solutions against the original problem conditions, and formulating additional questions.

STK00 SCIENCE & TECHNOLOGY – SCIENTIFIC REASONING

Students will learn to formulate and justify ideas and to make informed decisions.  Students will be able to:

( STK03 Develop generalizations based on observations.

( STK06 Analyze situations where more than one logical conclusion can be drawn.

STL00 SCIENCE & TECHNOLOGY – COMMUNICATION

Students will communicate effectively in the application of science and technology.  Students will be able to:

( STL03 Make and use appropriate symbols, pictures, diagrams, scale drawings, and models to represent and simplify real‑life situations and to solve problems.

( STL04 Employ graphs, tables, and maps in making arguments and drawing conclusions.

( STL07 Use computers to organize data, generate models, and do research for problem-solving.

SSCA0 SOCIAL STUDIES - CIVICS & GOVERNMENT - RIGHTS, RESPONSIBILITIES, AND PARTICIPATION

Students will understand the rights and responsibilities of civic life and will employ the skills of effective civic participation.  Students will be able to:

( SSCA1 Develop and defend a position on a public policy issue within our democracy.

( SSCA2 Assess the reasons why participation of an attentive, knowledgeable, and competent citizenry is important to constitutional democracy, using examples from personal or historical experience.

SSCB0 SOCIAL STUDIES - CIVICS & GOVERNMENT - PURPOSE & TYPES OF GOVERNMENT

Students will understand the types and purposes of governments, their evolution, and their relationships with the governed.  Students will be able to:

( SSCB2 Assess the different jurisdictions and roles of local, state, and federal governments in relation to an important public policy issue.

SSEA0 SOCIAL STUDIES - ECONOMICS - PERSONAL & CONSUMER ECONOMICS

Students will understand that economic decisions are based on the availability of resources and the costs and benefits of choices.  Students will be able to:

( SSEA1 Conduct a cost-benefit analysis of a personal or business decision.

( SSEA2 Evaluate different forms of savings and investments for short- and long-term returns (e.g., stocks, bonds, money market funds).

( SSEA3 Demonstrate an understanding of credit history and the positive and negative impacts that credit can have on an individual’s financial life.

SSEB0 SOCIAL STUDIES – ECONOMIC SYSTEMS OF THE UNITED STATES

Students will understand the economic system of the United States, including its principles, development, and institutions.  Students will be able to:

( SSEB1 Describe the factors (i.e., physical, capital, technology, monetary resources) that impact the development and the distribution of a product.

( SSEB2 Identify and analyze the role of government in the United States economic system (e.g., taxing, spending, setting interest rates, regulatory policy).

( SSEB3 Explain the positive and the negative impacts of advertising techniques on consumer behavior.

( SSEB4 Describe the full costs (including externalities) associated with the use of natural and human resources to produce economic goods and services (e.g., solar power versus nuclear power to provide electricity).

SSEC0 SOCIAL STUDIES - ECONOMICS - COMPARATIVE SYSTEMS

Students will analyze how different economic systems function and change over time.  Students will be able to:

( SSEC1 Explain the impact of cultural values on economic decisions, using at least two examples.

( SSEC2 Compare strengths and weaknesses of the market economy with other economic models, using broad societal goals such as freedom, equity, security, employment, stability, and economic growth.

SSED0 SOCIAL STUDIES - ECONOMICS - INTERNATIONAL TRADE AND GLOBAL INTERDEPENDENCE

Students will understand the patterns and results of international trade.  Students will be able to:
( SSED1 Demonstrate an understanding that a nation has a competitive advantage when it can produce a product at a lower cost than its trading partner.

( SSED2 Evaluate the effect on international trade of domestic policies which either encourage or discourage exchange of goods and services (e.g., quotas, tariffs, skilled labor, stable government).

VAA00 VISUAL & PERFORMING ARTS - CREATIVE EXPRESSION 

Students will create and/or perform to express ideas and feelings. Students will be able to:

( VAA01 Create a visual or performance piece to communicate an idea, feeling, or meaning using:

• a distinct style;

• imagination and technical skill;

• the creative process, reflection, and self-evaluation (problem-solving skills).

( VAA04 Use the elements and principles of design to demonstrate multiple solutions to specific visual or performing arts problems.

( VAA05 Create a portfolio of work that communicates new ideas, feelings, and moods using different media, techniques, and processes.

Task
Performance Criteria

A. Professional Attributes 

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA03, CPA04, CPB02, CPB03, CPC02, CPC05, CPD03, HEC01, HEC02, HEE01, HEE02, HPEC1, HPEC6, HPEC7, LAH03, LAH11



A1*
Displays high standards for attendance and punctuality.
Arrives on time and prepared to work; complies with attendance policy. 

A2*
Displays a positive attitude. 
Exhibits motivation, self-confidence, and persistence; accepts feedback and suggestions for improvement positively and appropriately; copes with mistakes, stressful situations, and failures constructively. 

A3*
Displays appropriate behavior.
Accepts responsibility for personal decisions and actions; complies with rules and regulations; shows respect for self and others and for property and equipment; exhibits self-control; uses appropriate language; dresses/grooms for required duties appropriately and in compliance with safety regulations. 

A4*
Works effectively as a team member.
Demonstrates an understanding of the importance of teamwork; asks for or offers help appropriately; works cooperatively; displays a commitment to performing quality work; participates in group decision-making using appropriate communication and feedback skills; fulfills personal responsibilities as a team member.

A5*
Meets customer needs. 
Demonstrates an understanding of quality customer service; identifies internal/external customer needs; assesses ability to meet customer needs; takes appropriate action(s) to satisfy customer; relates to customer in a positive manner.

A6*
Self-assesses performance.
Evaluates own performance critically with input from instructors, supervisors, and peers.

A7*
Demonstrates career exploration and planning skills.
Selects target career area(s) based on own abilities and preferences; identifies knowledge, skills, and educational requirements for target career(s); relates school-based learning to career aspirations; investigates options for acquiring work experience, such as service learning projects and STW (school-to-work) pathways.

B. Communications

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA03, CPB02, CPC02, HEE01, HEE02, HPEC1, LAA01, LAA04, LAA07, LAA08, LAA11, LAD01, LAD03, LAH01, LAH02, LAH03, LAH04, LAH06, LAH11, LAH12  



B1*
Applies listening skills.
Listens for, receives, interprets, and recalls specific details and instructions in conversations and group meetings; uses active listening skills in comprehending technical and non-technical oral information.

B2*
Applies speaking skills.
Responds appropriately during conversations; uses proper language etiquette; speaks clearly and directly; asks clear, concise, and appropriate questions; uses correct technical vocabulary.

B3*
Applies reading skills.
Locates and demonstrates understanding of written technical and non-technical information necessary for completing task/project; uses data contained in graphs, tables, charts, or schedules. 

B4*
Applies writing skills.
Uses proper business or technical writing style; takes effective notes; completes written assignments legibly, completely, and accurately; uses correct technical vocabulary; applies proofreading skills.

C. Critical/Creative Thinking

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, CPC01, CPC02, CPC05, HEC01, HEC02, HPEC1, HPEC7, LAH03, STL07 



C1*
Locates and researches information and data.
Identifies appropriate information sources; distinguishes between essential and non-essential data; identifies important data patterns; summarizes data into systematic, understandable formats.

C2*
Analyzes and evaluates information and data.
Distinguishes among fact, theory, opinion, and assumption; identifies contradictions in data; interprets tables, graphs, diagrams, and charts; develops conclusions; uses data to support/suggest a course of action.

C3*
Displays planning and organization skills.
Sets goals; prioritizes tasks; develops feasible, organized, and efficient plan to complete task or project; applies time-management techniques to complete tasks on time and to appropriate quality standards.

C4*
Applies problem-solving skills.
Identifies and analyzes problem; considers options with pros and cons for each; suggests reasonable solution(s).

C5*
Applies decision-making skills. 
Identifies decision to be made; evaluates potential outcomes; consults instructors/supervisors or peers as appropriate.

C6*
Applies creative thinking skills.
Adapts ideas and information in innovative ways to complete assignments more effectively and efficiently.

C7*
Performs general information management tasks.
Keeps written and electronic information organized efficiently; follows procedures for information security and confidentiality.

D. Safety

The following MLR link to all or some of the tasks in this duty area:

CPC05, HEA01, HEA03, HEA04, HEA05, HEA07, HEA09, HEC01, HEC02, HPEC6, HPEC7 



D1*
Follows general workplace safety procedures.
Complies with federal, state, and local safety guidelines/procedures relevant to assigned duties; follows organizational safety requirements for operation of equipment and machinery.

D2*
Uses ergonomically correct work methods.
Complies with OSHA (Occupational Safety and Health Administration), state, and worksite ergonomic guidelines, such as lifting with the legs and proper posture.

D3*
Follows emergency safety procedures.
Displays understanding of emergency safety procedures; responds correctly during safety drills.

D4*
Maintains safe work area.
Keeps clean, well-organized, and manageable work station(s); identifies and reports hazardous and unsafe conditions; store/secures supplies safely and systematically; disposes of used supplies and equipment according to organizational, manufacturer, and government regulations.

D5*
Identifies safety hazards.
Inspects area for potential dangers such as torn carpeting, blocked aisles or exits, and unsteady displays; corrects unsafe situations or reports to appropriate personnel.





E. Sales

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, CPB02, CPB03, CPC02, CPC05, HEA01, HEE01, HEE02, LAA02, LAA04, LAA06, LAA07, LAA08, LAC01, LAC02, LAC03, LAC08, LAD01, LAD02, LAD03, LAD06, LAE01, LAF01, LAF02, LAG04, LAG05, LAH01, LAH02, LAH03, SSEB3



E1*
Projects a professional image.
Displays courtesy toward and interest in customer; maintains eye contact while describing products/services realistically and positively; dresses and grooms appropriately according to company policy.

E2*
Maintains organized selling area.
Re-shelves and tidies selling area; ensures that area is free of litter, discarded merchandise, dirt, and dust.

E3*
Provides prompt and courteous service in person and by telephone.
Acknowledges customer warmly and politely; attends to customer as soon as possible; balances response to telephone inquires with prompt service to walk-in customers.

E4*
Answers customer inquiries.
Responds clearly, concisely, and accurately to customer questions; refers customer to other personnel as appropriate. 

E5*
Verifies product/service appropriateness.
Asks open-ended questions to elicit customer needs, preferences, and intended use of product.

E6*
Presents product/service features/benefits.
Demonstrates/describes company product/service in terms of function, durability, and attractiveness; emphasizes unique or most appealing qualities/features of product/service; relates product/service to customer needs and wants; provides enough information for customer to make informed decision.

E7*
Up-sells/cross-sells.
Suggests higher-end/enhanced company products/services or accessory items.

E8*
Maintains up-to-date knowledge of pricing and inventory.
Displays awareness of current prices, including sale prices, and whether items are in stock or on order.

E9*
Maintains up-to-date knowledge of product/service promotions.
Describes current product/service promotion; promotes new company product/service to increase sales volume.

E10*
Responds to special circumstances of customers.
Provides reasonable accommodation for personal needs, such as assistance for the visually impaired; demonstrates familiarity with available resources, such as bilingual co-worker or location of public restrooms and telephone.

E11*
Explains business policies to customers.
Describes customer-related policies such as approved payment methods, returns, exchanges, or cancellations.

E12*
Overcomes customer objections.
Describes product/service guaranties or warranties, follow-up service, and competitive pricing. 

E13*
Closes sales.
Verifies terms of sale and completes paperwork; thanks customer for patronage.

E14
Motivates customer to make future purchases.
Maintains communication with customer via telephone and special mailings; identifies products/services that may be helpful to customer in future.

E15
Shares ideas and information with co-workers.
Contributes knowledge of product/service from sources such as trade shows, company newsletters, and personal experience.

E16
Attends meetings and major events.
Participates in meetings to ensure up-to-date knowledge of policies and products and to foster a congenial working environment.

E17
Makes sales calls.
Telephones or visits prospective customer; presents product/service; ensures that product/service is available and that inventory capacity is appropriate.

E18
Makes follow-up calls.
Contacts potential customer to learn whether job estimate or bid is accepted; records reason for acceptance or non-acceptance.

E19
Presents business card to clients.
Fosters sense of personal account service by giving client card at initial meeting; attaches business card to all account correspondence or includes full company contact information if using fax or email.

E20
Honors commitments to clients. 
Clarifies commitment to client such as calling about availability of merchandise at a different location or by special order; ensures that any commitment made is according to company policy and procedures; carries out all promised actions.

E21*
Places orders from clients.
Enters order in system according to company policy; informs customer of delivery date and method of delivery.

E22*
Performs discounts.
Ensures that appropriate discount is applied to transaction according to company policy.

E23*
Resolves customer problems.
Responds to problem courteously; offers solution in compliance with company policy, refers customer to other personnel as appropriate.

E24*
Maintains key information on clients.
Records relevant information on client; ensures that information is accurate, up-to-date, and confidential.

E25*
Maintains accounts.
Performs quality control by contacting client to ensure that sale is completed satisfactorily; determines additional purchase needs and company ability to meet them; informs client of other opportunities for purchase such as new merchandise and sale events.

F. Point-of-Sale Operations

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPC02, HEC01, MAB01

 

F1*
Obtains and verifies cash.
Procures cash from safe or bank according to company procedure; verifies amount of start-of-day cash so that actual cash balances with opening cash statement.

F2*
Prepares cash drawers.
Organizes and maintains cash drawer according to company policy.

F3*
Prepares point-of-sale for daily operations.
Ensures that all selling areas are clean, tidy, and inviting to the public; verifies that cash register is operational; checks tape, date, and change.

F4*
Operates cash registers.
Performs cash, check, and credit card sales; processes gift certificate and purchase-order sales according to company procedure.

F5*
Performs discount transactions.
Confirms validity of discount according to company policy; ensures that appropriate discount is applied to transaction.

F6
Performs tax-exempt transactions.
Recognizes tax-exempt status of purchaser, verifying official authorization from state tax department; keys transaction according to company policy.

F7*
Processes returns and exchanges.
Follows company policy on acceptable condition of returned merchandise, reason for return, and need for receipt; completes required paperwork and obtains authorized signature.

F8*
Performs layaway sales.
Explains layaway policy to customer; files payment schedule according to company policy.

F9*
Determines delivery types.
Defines methods of delivery such as cash-and-carry, and COD (cash on delivery).

F10
Packages merchandise.
Handles product carefully; uses appropriate size and type of packaging to ensure safety of product.

F11*
Balances cash drawers.
Reconciles total sales and receipts.



F12
Completes closing functions.
Takes closing readings; returns forms and money to appropriate person or place; prepares daily cash summary reports.

F13
Prepares bank deposits.
Ensures accurate listing on deposit slip of all cash and checks; verifies that total matches items listed.

G. Security & Risk Management

The following MLR link to all or some of the tasks in this duty area:

CPAO1, CPC05, HEC01, HEC02, HEE02, LAD03, LAF01, MAB01, MAC02 



G1*
Identifies potential theft situations.
Displays awareness of company vulnerability to external theft by shoplifting or robbery and to employee theft; reports to supervisor situations in which goods could be easily stolen.

G2*
Discourages potential shoplifters.
Alerts customers to presence; offers assistance to all customers; alerts associates to suspicious customer behavior.

G3*
Attaches and removes security devices.
Attaches security devices in designated locations; removes security devices without damaging merchandise; ensures that removal tool is not stolen by storing in secure area.

G4*
Supervises dressing rooms.
Monitors customer use of dressing room according to company policy; returns unpurchased merchandise to sales floor.

G5*
Monitors floor merchandise.
Notes stock levels at beginning of shift and periodically during shift.

G6*
Reports stock shrinkage.
Notifies appropriate personnel of shortages; completes necessary documentation promptly.

G7*
Reports security violations.
Notifies security if theft is witnessed; follows company policies for check and credit card acceptance and reports any variations.

G8*
Identifies security measures to prevent theft.
Displays awareness of company theft prevention techniques such as mirrors and security cameras.

G9*
Inspects for counterfeit currency.
Examines currency for characteristics of legitimacy such as sharp and clear design details, colored fiber content, and watermarks; reports potential counterfeit currency immediately.

G10*
Follows company security procedures.
Complies with laws and organizational policy regarding internal and external theft.

G11*
Identifies potential internal loss situations.
Displays awareness of potential losses such as product and supply theft, employee misuse of company vehicles and credit cards, and embezzlement.

G12*
Maintains accurate records.
Ensures that records are legible and accurate to facilitate auditing; reports record-keeping errors and discrepancies to appropriate personnel.

H. Merchandising

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, CPC02, CPC05, HEC02, LAA06, LAA07, LAA08, LAA11, LAC02, LAD01, LAD03, LAF01, LAF02, LAH11, MAB01, VPA01, VPA04 



H1
Validates deliveries.
Verifies that merchandise received matches purchase order; records discrepancies and communicates to appropriate personnel.

H2
Tickets merchandise.
Ensures that price on ticket, price list, and register price match; attaches ticket to merchandise according to company policy.

H3
Stocks/re-stocks merchandise.
Rotates stock; ensures that appropriate amount and variety of stock is displayed according to company policy.

H4
Locates merchandise through inventory system.
Operates computerized inventory system; telephones company stores to find desired merchandise.

H5
Initiates or responds to request for merchandise transfer.
Obtains all necessary information to facilitate transfer such as item description, SKU (stock-keeping unit) number, size and color; arranges for transfer according to company policy; notifies appropriate individuals.

H6
Maintains display areas.
Ensures that display area is orderly and free of dirt and dust; replenishes items removed from display promptly; returns excess inventory to proper storage areas.

I. Promotion

The following MLR link to all or some of the tasks in this duty area:

CPC02, CPC05, HEA01, HEC01, HEC02, LAC01, LAC02, LAD01, LAD02, LAD03, LAF01, LAF02, LAG04, LAG05, VAA01, VAA04



I1
Plans presentations.
Designs presentation, then provides clear, concise, and accurate information about product/service; arranges for presentation materials such as brochures and AV (audio-visual) equipment.

I2
Coordinates presentations with planned promotions.
Ensures that information in presentation reinforces and complements other marketing strategies.

I3
Determines space allocation and layout.
Designs floor plan for trade show or promotional event to allow for smooth, easy traffic flow; complies with applicable laws, such as exit accessibility; allows for optimal display of product/service.

I4
Selects appropriate signage.
Ensures that signage conveys intended information and is graphically pleasing.

I5
Sets up displays.
Places merchandise or service information according to plan so that display is organized and presented attractively.

I6
Tests/inspects items to be displayed.
Ensures that all display items function properly; follows directions for product installation or use; reports any difficulty with directions, product installation, or product use.

I7
Monitors display areas for neatness.
Ensures that display area is free of dirt and dust; replaces damaged or missing parts of display.

I8
Monitors display areas for rotation.
Ensures that display maintains fresh marketing appeal by following company policy concerning merchandise rotation.

J. Marketing

The following MLR link to all or some of the tasks in this duty area:

CPA04, LAE04, LAG05, LAH01, LAH02, LAH04, LAH05, LAH06, LAH07, LAH08, LAH11, MAB01, MAC01, MAC02, SSEA1, SSEB1, SSEB2, SSEB3, STL07



J1
Identifies strengths and weaknesses of products/services.
Describes features of product/service providing an advantage over the competition; describes potential weaknesses of product/service such as high cost, strong competition, or low demand.

J2
Helps prepare prospective customer list.
Identifies potential customers using survey data, networking, and other available sources.

J3
Analyzes competition.
Compares/contrasts competitor products/services by attributes such as features, price, and quality.

J4
Helps develop a basic marketing plan.
Drafts marketing plan that includes target market, pricing, and recognition strategy for product/service.

J5
Assists in primary market research.
Develops research tool to provide data on current market size and depth and general market trends.

J6
Assists in designing sales strategies.
Identifies a method to increase sales, such as loss-leaders, promotional events, and advertising campaigns.

J7
Follows sales call reporting systems.
Records planned and actual calls, customer profile and needs, and number of closed sales; formats system to allow comparison with company sales forecast.

J8
Helps develop advertising strategies.
Devises a plan to inform target market of company products/services and establish or enhance company image.

J9
Helps prepare public relations strategies.
Devises a plan to promote company image of expertise, good standing in the business community, and reputation in the community at large.

J10
Helps determine effectiveness of sales.
Compares actual sales to sales forecast over a 12-month period.



K. Pricing

The following MLR link to all or some of the tasks in this duty area:

CPA04, LAA01, LAA11, LAD01, LAF01, MAC01, MAC02, MAG01, MAH01, SSEA1, SSCB2 



K1
Helps determine pricing strategies.
Assesses effectiveness of various methods to meet business goals for increasing product acceptance and profit margin, such as market penetration, price lining, and leader pricing.

K2
Helps analyze competitor prices.
Compares prices of similar or identical competitor product/services; notes factors that might account for price discrepancies, such as sale event or promotion.

K3
Complies with legal considerations regarding pricing.
Sets prices according to federal and state laws and company policy.

K4
Assists with cost-accounting information.
Records and calculates costs related to production, such as materials, labor, and overhead.

K5
Helps calculate markup.
Verifies that markup covers costs and generates adequate profit; ensures that price is low enough to attract customers and generate adequate sales.

L. Purchasing

The following MLR link to all or some of the tasks in this duty area:

CPA04, HEE01, HEE02, LAH01, LAH03, LAH08, LAH11, LAH12, MAC01, MAC02, MAG01



L1
Reviews vendor qualifications.
Compares information on vendors; selects vendor offering best product/service to match specific company need.

L2
Helps identify purchasing sources.
Locates sources of equipment, consumables, and services; compares/contrasts vendor quality, costs, terms, and order-to-delivery time.

L3
Monitors vendor performance.
Reviews and tracks vendor performance for on-time delivery and quality.

L4
Maintains electronic order card files.
Ensures that files are up-to-date; notes promised delivery date; checks materials received against purchase order.

L5
Follows up on deliveries.
Contacts vendor regarding issues such as delayed delivery, incorrect materials, and necessary adjustments to order; requests corrective action for permanent resolution if appropriate.

L6
Obtains quotations.
Lists prices cited by suppliers/vendors for particular order; ensures that quotations compare like products/services.

M. Receiving

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, CPC02, MAB01, MAF01



M1
Receives orders.
Verifies number of items received; signs appropriate document; unpacks shipment; ensures that contents match packing list; reports any shortage, damage, or error.

M2
Processes returns to vendors.
Completes required paperwork accurately and legibly; routes copies according to company policy; packs returns appropriately, including paperwork, and ships to vendor.

M3
Records items.
Logs items received according to company policy and procedures.



M4
Prices/marks/tickets items.
Ensures that price on ticket, price list, and register price match; attaches ticket to merchandise according to company policy.

M5
Prepares items for inventory or immediate display.
Disburses item to sales floor or places/stores in inventory as appropriate.

N. Inventory

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, CPC01, CPC02, CPC04, LAA01, LAA02, LAA06, LAA07, LAA08, LAA11, LAD01, LAD03, LAF01, LAH01, LAH11, MAB01, MAC01, MAC02, MAF01, MAG01, MAH01, SSEA1

N1
Helps establish inventory levels.
Maintains inventory to meet consumer demand; ensures that fast-selling items are available and that perishable products are not overstocked.

N2
Forecasts demand for stock.
Determines time required to obtain materials so that stock is available when needed.

N3
Tracks product sales.
Compares sales reports from current and past year to determine when to reorder product.

N4
Verifies inventory.
Classifies and counts items in stock and records totals according to company policy.

N5
Resets sales floors.
Restocks shelves and displays after inventory; ensures placement of older stock in front and that all displays are neat and visually appealing.

N6
Prepares inventory records.
Verifies that inventory purchases and sales are recorded according to company policy.

N7
Calculates inventory levels.
Analyzes sales and inventory issues to find any discrepancy between total sales and changes in inventory.

N8
Produces inventory reports.
Verifies accuracy of inventory report; distributes report to appropriate personnel.

O. Distribution

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, LAH01, LAH08, MAB01, SSEA1, SSEB1  



O1
Helps identify best processes for making products/services available to customers.
Compares/contrasts methods of distribution such as wholesale, retail, and factory-direct.

O2
Uses appropriate storage methods.
Ensures that merchandise remains in first-quality condition by storing according to company policy; ensures that oldest stock is used first.

O3
Uses appropriate transportation.
Determines most cost-effective and efficient means of shipping.



P. Shipping

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPC01, CPC02, CPC05 



P1*
Prepares shipping documentation.
Completes all necessary shipping forms legibly and accurately; routes copies according to company procedure; labels all information such as customer name, address, and contents clearly.

P2*
Processes merchandise transfers.
Completes all required transfer forms legibly and accurately; routes copies according to company procedure.

P3*
Processes special orders.
Completes all required special order forms legibly and accurately; routes copies according to company procedure.

P4*
Coordinates pickup.
Contacts carriers and coordinates pickup for all non-scheduled shipments.

P5*
Records shipments.
Enters all relevant shipping data into appropriate ledger or computer file according to company policy.

P6
Packs shipments.
Uses packing material to protect merchandise from damage in transit according to company guidelines for specific items; ensures that required paperwork is enclosed and that destination label is legible and visible.

P7
Follows company and government policies and regulations concerning shipping procedures.
Adheres to all company and government policies and regulations for shipping, such as handling and labeling of hazardous materials and limits on cargo weight and volume.

Q. Office Financial

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA04, CPC02, LAA06, LAA07, LAA08, MAC01, MAC02, MAG01, MAH01, SSEA1



Q1*
Prepares customer invoices.
Ensures accuracy of customer name and address, items ordered, quantities, prices, discounts and shipping charge.

Q2*
Journalizes and posts invoice entries.
Posts activity to the general ledger, sales journal, and accounts receivable subsidiary ledger.

Q3*
Processes payments received.
Compares amount received to amount due; posts payment to the general ledger and subsidiary records.

Q4*
Prepares bank deposits.
Reconciles cash, checks, charges, and money orders on hand to amount of bank deposit.

Q5*
Reconciles monthly accounts receivable transactions.
Runs reports; reconciles amounts posted to the general ledger to amounts in subsidiary records.

Q6*
Sets up vendor files.
Inputs information accurately such as name and address, TIN (Taxpayer Identification Number), tax status, shipping method, billing terms, and discount period.

Q7
Identifies and confirms source documentation.
Verifies accuracy of information on requisitions, purchase orders, acknowledgements, packing slips, and invoices.

Q8
Verifies account statements.
Matches vendor statements to subsidiary files to ensure validity of vendor activity.

Q9
Prepares invoices for payment.
Ensures receipt of merchandise and applicability of any terms, conditions, or discounts before authorizing payment.

Q10
Establishes accounts payable list.
Generates computerized reports using correct parameters, such as payment-due dates, and disbursement schedule.

Q11*
Journalizes and posts payable entries.
Posts activity to the general ledger, the purchases journal, and to subsidiary vendor accounts.

Q12*
Marks and files documents.
Notes invoices paid according to company policy; files documents/information for efficient retrieval.

Q13*
Reconciles monthly accounts payable transactions.
Runs reports; verifies balances; verifies general ledger posting.

Q14
Monitors budgets.
Reviews accounting reports to determine spending of allocated funds as budgeted; informs manager of funds status and availability in various accounts.



R. Human Resource Functions

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA02, CPA04, CPC02, CPD01, CPD02, HEA01, HEA03, HEA07, HEC01, LAA07, LAA11, LAC01, LAD01, LAD03, LAE01, LAE04, LAF01, LAF02, LAF03, LAG10, LAG11, LAH03, LAH11, MAC01



R1
Prepares and updates employee records/personnel files.
Uses appropriate printed or electronic form to enter or revise employee information.

R2
Prepares employee record reports.
Uses employee information to prepare required reports.



R3
Maintains employee records/personnel files.
Keeps employee information accurate, up-to-date, and ready for easy retrieval.

R4
Processes workers’ compensation forms.
Complies with company procedures for processing workers’ compensation forms promptly and accurately.

R5
Orients new or temporary employees.
Answers questions clearly and correctly, ensures that new or temporary employee understands general office and company procedures.

R6
Prioritizes work assignments.
Schedules work assignments so that work is compatible with employee skills and workload; ensures reasonable completion dates for work assignments.

R7
Plans vacation schedules.
Organizes vacations to ensure presence of senior employee at all times and little or no impairment of productivity.

R8
Updates office policies-and-procedures handbook.
Ensures that handbook contains current information.

S. Production

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA02, CPC01, CPC04, HEC02, LAH01, LAH03, MAC01, MAC02, SSEA1



S1*
Helps review workflow.
Identifies functions and operations needed to create company product/service; sequences tasks to require least time and fewest resources under the safest possible conditions.

S2*
Uses operational control forms.
Records all information needed to complete operation, provide an audit trail, and obtain necessary marketing data.

S3*
Helps organize space.
Implements layout to accommodate and facilitate production/customer flow; uses space efficiently.

S4
Helps develop scheduling system.
Identifies and charts major activities/milestones, time available, current status, and planned completion date for each activity; records project completion date.

S5*
Helps ensure quality control.
Verifies that quality control processes consistently meet all expectations and specifications.

S6*
Helps establish productivity standards.
Analyzes data on production indicators to determine actual productivity from equipment and employees; identifies inadequate and superior production quotas/levels.

S7*
Helps develop plan for review of production-technology.
Suggests procedures for determining technological upgrades needed for equipment, materials, and operations.



T. Business Planning

The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA02, CPA04, CPC02, CPC05, LAA02, LAA06, LAA07, LAA08, LAA11, LAC01, LAC02, LAC06, LAD01, LAF01, LAH01, SSCB2, SSEA1



T1
Helps develop protocol for legal review of documents and policies.
Identifies all documents and policies requiring legal review; routes identified items to legal counsel; ensures that results of legal review are incorporated into documents and policies.

T2
Helps prepare licensing applications.
Ensures that all licensing applications are accurate and complete.



T3
Helps prepare business plan implementation charts.
Identifies all essential implementation tasks; provides critical path analysis of tasks; assigns start and completion dates for each task.

T4
Helps prepare potential-customer surveys.
Develops clear, concise questionnaire to obtain data necessary to achieve purpose of study.

T5
Helps conduct potential-customer surveys.
Collects sufficient number of questionnaires to allow meaningful analysis of demographic data, such as average age and income bracket of consumer.

T6
Helps prepare financial feasibility surveys.
Develops clear, concise questions to determine viability and profitability of similar businesses.

T7
Helps conduct financial feasibility surveys.
Collects sufficient number of completed questionnaires to provide meaningful data on profitability and viability of similar businesses.

T8
Attends meetings with professional advisers.
Acts as observer during meetings; explains importance of selecting accessible, interested, and competent professionals as business consultants.

T9
Retains records.
Identifies all documents subject to government and legal review and length of time each must be retained according to government regulations.

T10
Maintains insurance register.
Catalogues types and amounts of insurance, policy numbers, premium, and payment dates; ensures that coverage affords sufficient protection against liability claims and meets requirements of employee benefit package.

T11
Catalogues licensing requirements.
Identifies all licensing requirements of federal, state, and local government and of professional entities.

U. Financial Planning

The following MLR link to all or some of the tasks in this duty area:

LAH01, MAB01, MAG01, STJ01, STJ02, STK03, STK06, STL03, STL04, STL07, SSEA1

SSEB1, SSEB2, SSEB3, SSEB4, SSEC1



U1
Catalogs project start-up costs and expenses.
Identifies all costs related to project start-up based on information from similar businesses; identifies all fixed and variable operational costs based on quotes from vendors and service companies.

U2
Estimates revenues.
Projects revenues based on company income statement data, production capability, and resources.

U3
Helps estimate fixed expenses.
Uses income statement data to catalog fixed expenses such as rent, salaries, interest expense, and taxes.

U4
Helps estimate variable expenses.
Uses income statement data to catalog variable expenses such as wages, commissions, and material costs.

U5
Helps prepare monthly profit-and-loss forecast for 12 months.
Develops forecast to include all revenues and expenses on a true accrual basis; includes accurate starting figure basis; explains all changes necessary to maintain realistic capacities; compares fore-cast to industry standards realistically.

U6
Helps prepare two-year profit-and-loss forecasts.
Develops forecast to include all estimated revenues and expenses; bases forecast on reasonable expectations of change and any specific changes likely to impact company.

U7
Assists with overall financial feasibility analysis.
Reviews balance sheet, forecasts, and debt ratio to identify current and projected cash flow, profitability, return on investment, and debt-to-worth ratio; determines company financial health and ability to continue as a viable and growing operation.

U8
Helps prepare end-of-year initial balance sheets.
Uses inventory, asset, and liability records to describe year-end position/net worth of company.

U9
Helps prepare projected balance sheets.
Creates projected balance sheet to reflect initial balance sheet and all anticipated changes in assets, liabilities, and net worth for the next 12 months; incorporates into projection anticipated changes in profit-and-loss and cash-flow forecasts.

U10
Helps analyze net worth.
Identifies current and anticipated year-end worth of company and trends affecting continued operation, such as liquidity, debt, and profit margin.

U11
Helps analyze cash-flow forecast.
Identifies periods when company will require additional cash to maintain operation, meet expenditures, service debt, and maintain capacity.

U12
Helps develop financial statements.
Lists all assets such as cash, stocks, bonds, and property; lists all liabilities such as bills, loans, and mortgages.

U13
Assists with loan applications.
Completes loan application form and letter, including references, personal history, and financial statement; ensures that all information is correct and presented appropriately.

(
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