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Introduction to Business Proposal Development and Report Writing

Fundamentals
Subject Area: Business Studies Duration: 60 minutes
Unit Title: Business Proposal Development and Date: {{DATE}}
Report Writing Fundamentals Teacher: {{TEACHER}}
Grade Level: 11-12 Room: {{ROOM}}

Lesson Number: 1 of 4

Curriculum Standards Alignment

Content Standards:

+ Understand the importance of clear and concise writing in business proposals and reports
¢ Learn how to conduct research and analyze data to support business proposals and reports
« l|dentify and explain the key elements of business proposals and reports

Skills Standards:

« Apply knowledge and skills in business proposal development and report writing to a real-world
scenario

o Conduct research and analyze data to support business proposals and reports

* Create clear and concise written communications

Cross-Curricular Links:

English Language Arts
Business Studies
Economics

Information Technology

Essential Questions & Big Ideas

Essential Questions:

+ What is the purpose of a business proposal?

+ What are the key elements of a business proposal?

* How do you conduct research and analyze data for a business proposal?
Enduring Understandings:

o Clear and concise writing is essential in business proposals and reports

+ Research and data analysis are critical components of business proposal development and report
writing

o Business proposals and reports must be tailored to the target audience

Student Context Analysis

Class Profile: Learning Styles Distribution:



Total Students: {{TOTAL_STUDENTS}}
ELL Students: {{ELL_STUDENTS}}
IEP/504 Plans: {{IEP_STUDENTS}}
Gifted: {{GIFTED_STUDENTS}}

e Visual: {{VISUAL_LEARNERS}}%
« Auditory: {{AUDITORY_LEARNERS}}%
« Kinesthetic: {{KINESTHETIC_LEARNERS}}%
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Pre-Lesson Preparation

Room Setup:

e Arrange desks in a collaborative configuration
o Ensure access to whiteboard and markers
¢ Prepare handouts and materials

Technology Needs:

o Computer with internet access
¢ Projector and screen
¢ Online research database

Materials Preparation:
e Business proposal template
+ Report writing guide
» Financial projection software

Safety Considerations:

¢ Ensure physical and emotional well-being of students
» Establish clear guidelines and protocols
¢ Implement preventive measures

Detailed Lesson Flow

Introduction (10 minutes)

 Introduce the topic of business proposal development and report writing
e Discuss the importance of clear and concise writing in business proposals and reports

Key Elements of Business Proposals (20 minutes)

o Discuss the executive summary, company description, market analysis, and financial projections
» Provide examples of each element and explain their importance in a business proposal

Engagement Strategies:
¢ Group discussion

¢ Think-pair-share
e Graphic organizer

Conducting Research and Analyzing Data (20 minutes)

o Discuss the importance of research and data analysis in business proposal development and report writing
» Provide tips and strategies for conducting research and analyzing data



Checking for Understanding:

¢ Formative quiz
¢ Class discussion
o Self-assessment
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Differentiation & Support Strategies
For Struggling Learners: For Advanced Learners:
¢ One-on-one support o Extension tasks
¢ Learning centers » Independent projects
e Tiered assignments o Leadership opportunities

ELL Support Strategies:
e Visual aids

o Simplified language
e Cultural relevance

Social-Emotional Learning Integration:

¢ Self-awareness
¢ Self-management
¢ Relationship skills

Assessment & Feedback Plan

Formative Assessment Strategies:

¢ Class discussions
e Quizzes
¢ Self-assessment

Success Criteria:

¢ Clear and concise writing
o Effective use of research and data analysis
¢ Strong understanding of business proposal development and report writing fundamentals

Feedback Methods:

¢ Verbal feedback
o Written feedback
¢ Peerreview
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Group Activities

Proposal Pitch:

¢ Divide students into groups
« Assign each group a scenario
e Have each group develop a business proposal

Report Writing:

+ Have students work in groups to write a report
+ Provide guidance and feedback
e Encourage peer review

Digital Integration

Online Collaboration:

+ Use online tools for collaboration
¢ Encourage students to share resources
* Provide feedback and guidance

Digital Presentation:

+ Have students create a digital presentation
¢ Provide guidance and feedback
e Encourage peer review
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Review

Self-Assessment Checklist:

o Clear and concise writing
+ Effective use of research and data analysis
¢ Strong understanding of business proposal development and report writing fundamentals

Peer Review:

+ Have students review each other's work
+ Provide guidance and feedback
* Encourage constructive feedback

Summative Assessment

Written Exam:

¢ 40% of final grade
o Covers key concepts and skills
» Provides feedback and guidance

Group Presentation:

e 20% of final grade
+ Covers key concepts and skills
» Provides feedback and guidance
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Extension Tasks for Advanced Learners

Write a Full Business Proposal or Report:

+ Choose a topic
¢ Conduct research and analyze data
+ Write a clear and concise proposal or report

Create a Presentation to Accompany Their Proposal or Report:

e Use visual aids
» Provide guidance and feedback
e Encourage peer review

Additional Resources

Business Proposal Template:

¢ Provides a structure for the proposal
¢ Helps students organize their thoughts
¢ Encourages clear and concise writing

Report Writing Guide:

+ Provides guidance on report writing
¢ Helps students understand the key elements of a report
e Encourages clear and concise writing
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Conclusion

Key Takeaways:

+ Clear and concise writing is essential in business proposals and reports

+ Research and data analysis are critical components of business proposal development and report
writing

¢ Business proposals and reports must be tailored to the target audience

Reflection Questions:

+ What were the most challenging concepts for students to understand?
* How can | provide more opportunities for students to practice and apply their knowledge and skills?
* What additional resources or support can | provide to advanced learners?

Next Steps

Lesson 2: Advanced Business Proposal Development

¢ Builds on the fundamentals of business proposal development
+ Covers advanced topics such as financial projections and market analysis
» Provides opportunities for students to practice and apply their knowledge and skills

Lesson 3: Report Writing and Presentation Skills

o Covers the key elements of report writing
¢ Provides guidance on presentation skills
o Encourages students to practice and apply their knowledge and skills



Advanced Concepts

In this section, we will delve into the advanced concepts of business proposal development and report writing.
Students will learn how to conduct market research, analyze financial data, and create comprehensive business
plans. We will also explore the importance of risk management, marketing strategies, and team management in
business proposal development.

Case Study: Successful Business Proposal

Our case study will focus on a successful business proposal that resulted in a significant investment for a
startup company. We will analyze the key elements of the proposal, including the executive summary, market
analysis, and financial projections. Students will learn how to apply these concepts to their own business
proposals and reports.

Example: Business Proposal Outline

Here is an example of a business proposal outline that students can use as a guide for their own proposals:

o Executive Summary
Company Description
Market Analysis
Financial Projections
Management Team

Report Writing Fundamentals

In this section, we will cover the fundamentals of report writing, including the key elements of a report, how to
conduct research and analyze data, and how to write a clear and concise report. Students will learn how to
apply these concepts to their own reports and business proposals.

Key Elements of a Report

The key elements of a report include:

Introduction

Body

Conclusion
Recommendations

Example: Report Outline

Here is an example of a report outline that students can use as a guide for their own reports:

e |. Introduction

e |l. Body

e |ll. Conclusion

¢ |V. Recommendations

Presentation Skills
In this section, we will cover the importance of presentation skills in business proposal development and report

writing. Students will learn how to create effective presentations, including how to use visual aids, how to
engage their audience, and how to deliver a clear and concise message.

Case Study: Successful Presentation



Our case study will focus on a successful presentation that resulted in a significant investment for a startup
company. We will analyze the key elements of the presentation, including the use of visual aids, the
engagement of the audience, and the delivery of the message. Students will learn how to apply these concepts
to their own presentations.

Example: Presentation Outline

Here is an example of a presentation outline that students can use as a guide for their own presentations:

¢ |. Introduction
o |l. Body
¢ |Il. Conclusion

Group Activities

In this section, we will provide group activities that students can use to practice and apply their knowledge and
skills in business proposal development and report writing. These activities include:

¢ Group discussions
o Case studies
¢ Presentation skills practice

Group Discussion Topics

Here are some group discussion topics that students can use to practice and apply their knowledge and
skills:

+ The importance of clear and concise writing in business proposals and reports
* The key elements of a business proposal
* The importance of presentation skills in business proposal development and report writing

Example: Group Activity

Here is an example of a group activity that students can use to practice and apply their knowledge and skills:

¢ Divide students into groups of 3-4
¢ Assign each group a case study
e Have each group discuss and analyze the case study

Assessment and Evaluation

In this section, we will cover the assessment and evaluation methods that will be used to measure student
learning and understanding of business proposal development and report writing. These methods include:

e Quizzes and exams
o Group presentations
¢ Individual reports

Assessment Rubric

Here is an example of an assessment rubric that can be used to evaluate student learning and
understanding:

e Clear and concise writing
+ Effective use of research and data analysis
¢ Strong understanding of business proposal development and report writing fundamentals



Example: Assessment Question

Here is an example of an assessment question that can be used to evaluate student learning and
understanding:

* What are the key elements of a business proposal?
» How do you conduct research and analyze data for a business proposal?
» What are the importance of presentation skills in business proposal development and report writing?

Conclusion

In conclusion, business proposal development and report writing are essential skills for any business
professional. By following the guidelines and concepts outlined in this course, students will be able to create
effective business proposals and reports that will help them achieve their business goals. Remember to always
keep your writing clear and concise, use research and data analysis to support your arguments, and practice
your presentation sKkills to deliver a strong message.

Final Project

For the final project, students will be required to create a comprehensive business proposal and report on a
topic of their choice. The proposal and report should include all the key elements outlined in this course,
including an executive summary, market analysis, financial projections, and presentation skills.

Example: Final Project Outline

Here is an example of a final project outline that students can use as a guide:

¢ |. Executive Summary

¢ |I. Market Analysis

« |ll. Financial Projections
¢ |V. Presentation Skills
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Curriculum Standards Alignment

Content Standards:

» Understand the importance of clear and concise writing in business proposals and reports
¢ Learn how to conduct research and analyze data to support business proposals and reports
+ l|dentify and explain the key elements of business proposals and reports

Skills Standards:

+ Apply knowledge and skills in business proposal development and report writing to a real-world
scenario

¢ Conduct research and analyze data to support business proposals and reports

¢ Create clear and concise written communications



Cross-Curricular Links:

o English Language Arts
¢ Business Studies

e Economics

¢ Information Technology

Essential Questions & Big Ideas

Essential Questions:

o What is the purpose of a business proposal?
* What are the key elements of a business proposal?
» How do you conduct research and analyze data for a business proposal?

Enduring Understandings:

o Clear and concise writing is essential in business proposals and reports

o Research and data analysis are critical components of business proposal development and report
writing

» Business proposals and reports must be tailored to the target audience

Student Context Analysis
Class Profile: Learning Styles Distribution:
o Total Students: {{TOTAL_STUDENTS}} e Visual: {{VISUAL_LEARNERS}}%
e ELL Students: {{ELL_STUDENTS}} o Auditory: {{AUDITORY_LEARNERS}}%
e |IEP/504 Plans: {{IEP_STUDENTS}}  Kinesthetic: {{KINESTHETIC_LEARNERS}}%
o Gifted: {{GIFTED_STUDENTS}}
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Pre-Lesson Preparation

Room Setup:

e Arrange desks in a collaborative configuration
o Ensure access to whiteboard and markers
¢ Prepare handouts and materials

Technology Needs:

o Computer with internet access
¢ Projector and screen
¢ Online research database

Materials Preparation:
¢ Business proposal template
* Report writing guide
» Financial projection software

Safety Considerations:

o Ensure physical and emotional well-being of students
» Establish clear guidelines and protocols
¢ Implement preventive measures

Detailed Lesson Flow

Introduction (10 minutes)

 Introduce the topic of business proposal development and report writing
» Discuss the importance of clear and concise writing in business proposals and reports

Key Elements of Business Proposals (20 minutes)

o Discuss the executive summary, company description, market analysis, and financial projections
» Provide examples of each element and explain their importance in a business proposal

Engagement Strategies:
¢ Group discussion

¢ Think-pair-share
e Graphic organizer

Conducting Research and Analyzing Data (20 minutes)

¢ Discuss the importance of research and data analysis in business proposal development and report writing
» Provide tips and strategies for conducting research and analyzing data



Checking for Understanding:

¢ Formative quiz
¢ Class discussion
o Self-assessment
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Differentiation & Support Strategies
For Struggling Learners: For Advanced Learners:
¢ One-on-one support o Extension tasks
¢ Learning centers » Independent projects
e Tiered assignments e Leadership opportunities

ELL Support Strategies:
¢ Visual aids

« Simplified language
e Cultural relevance

Social-Emotional Learning Integration:

o Self-awareness
o Self-management
¢ Relationship skills

Assessment & Feedback Plan

Formative Assessment Strategies:

¢ Class discussions
e Quizzes
¢ Self-assessment

Success Criteria:

o Clear and concise writing
o Effective use of research and data analysis
¢ Strong understanding of business proposal development and report writing fundamentals

Feedback Methods:

+ Verbal feedback
o Written feedback
¢ Peerreview
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Group Activities

Proposal Pitch:

¢ Divide students into groups
e Assign each group a scenario
+ Have each group develop a business proposal

Report Writing:

+ Have students work in groups to write a report
+ Provide guidance and feedback
e Encourage peer review

Digital Integration

Online Collaboration:

+ Use online tools for collaboration
¢ Encourage students to share resources
» Provide feedback and guidance

Digital Presentation:

+ Have students create a digital presentation
¢ Provide guidance and feedback
+ Encourage peer review
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Review

Self-Assessment Checklist:

e Clear and concise writing
» Effective use of research and data analysis
¢ Strong understanding of business proposal development and report writing fundamentals

Peer Review:

+ Have students review each other's work
+ Provide guidance and feedback
* Encourage constructive feedback

Summative Assessment

Written Exam:

¢ 40% of final grade
o Covers key concepts and skills
* Provides feedback and guidance

Group Presentation:

¢ 20% of final grade
o Covers key concepts and skills
» Provides feedback and guidance
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Extension Tasks for Advanced Learners

Write a Full Business Proposal or Report:

e Choose a topic
¢ Conduct research and analyze data
o Write a clear and concise proposal or report

Create a Presentation to Accompany Their Proposal or Report:

e Use visual aids
» Provide guidance and feedback
e Encourage peer review

Additional Resources

Business Proposal Template:

¢ Provides a structure for the proposal
¢ Helps students organize their thoughts
¢ Encourages clear and concise writing

Report Writing Guide:

+ Provides guidance on report writing
* Helps students understand the key elements of a report
¢ Encourages clear and concise writing
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Conclusion

Key Takeaways:

o Clear and concise writing is essential in business proposals and reports

+ Research and data analysis are critical components of business proposal development and report
writing

¢ Business proposals and reports must be tailored to the target audience

Reflection Questions:

+ What were the most challenging concepts for students to understand?
* How can | provide more opportunities for students to practice and apply their knowledge and skills?
+ What additional resources or support can | provide to advanced learners?

Next Steps

Lesson 2: Advanced Business Proposal Development

¢ Builds on the fundamentals of business proposal development
» Covers advanced topics such as financial projections and market analysis
» Provides opportunities for students to practice and apply their knowledge and skills

Lesson 3: Report Writing and Presentation Skills

o Covers the key elements of report writing
¢ Provides guidance on presentation skills
* Encourages students to practice and apply their knowledge and skills



