Newsletter from High School Business Classes

May 21, 2004

What we did this week

Business Skills – We looked at the TBE-5 form to fill out our monthly report. We are nearing the end of the year, so we took inventory and did a thorough cleaning of the stock room and vending machines. We are continuing to service the six vending machines and one Coke machine and collect money.

Keyboarding – We have discovered how to improve our papers by using the different features in Microsoft Word. We continued with timed writings and production work.

What we’ll do next week

Business Skills – We are going to continue to service the six vending machines and one Coke machine and collect money.

Keyboarding – We will be taking an final exam. It will be covering the letters of the keys, the numbers of the keys, letters, memos, research paper, tables, timed writings, and production work.

