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Instructional Focus: 
 
Writing - Students write for a variety of purposes and audiences with sophistication and complexity 
appropriate to the grade level. 
 
Listening - Students listen for a variety of purposes appropriate to the grade level. 
 
Speaking - Students speak for a variety of purposes and audiences with sophistication and 
complexity appropriate to the grade level. 
 
Reading - Students read a variety of grade level materials, applying strategies appropriate to various 
situations. 
 
Performance Task 
Business cards are an important tool in the business world.  They are used to introduce the person 
and the business they represent.  They provide an address, phone number, and most recently e-mail 
addresses as a mechanism to contact the card carrier.  In this lesson students will be asked to create 
their own unique business card to demonstrate the effect a well designed card can have on other 
students. 
 
1. Prior to this lesson, ask students to collect business cards from friends, family members, and area 

businesses.  You may wish to have several ready to use as examples.  Display the cards on the 
classroom bulletin board.  

 
 
2. Ask students to list types of information found on business cards.  Discuss the purpose and use of 

graphics, format and layout of information. 
 
3. Using the computer, ask students to write and design their own business card. 
 
4. Ask them also to design and create a business card for a historical or fictional character.  Students 

may need to research the character before preparing the business card.  
 
5. Have students share their business card with other students and with the class.  Evaluate the 

cards and discuss what makes a business card effective in introducing the person and the 
business they represent. 

 



ICLE Essential Skills 
Apply in writing the rules and conventions of grammar, usage, punctuation, paragraphing and 
spelling.  (ela 1) 

Follow oral or written directions.  (ela 4) 

Identify, collect and/or select pertinent information while reading.  (ela 5) 

Discriminate important ideas from unimportant ideas while reading.  (ela 15) 

Participate, sometimes leading, in group meetings by contributing, taking turns speaking, and working 
toward a common goal.  (ela 20) 

Understand the nature and purpose of and be able to word process a variety of formats including 
essays, business letters, memos, instructions, policy statements, technical proposals, user manuals, 
lab reports, etc.  (ela 30) 
Use writing as a way of expressing personal creativity.  (ela 31) 

Use writing as a strategy for comparing, contracting, synthesizing ideas, concepts and 
generalizations from a variety of literary sources.  (ela 40) 

Apply an understanding of the meaning of graphics, layout, white space, italics, parentheses, and 
other visual aids.  (ela 68) 
 
 
Scoring Guide: 
 
Rate each of the following on a 3 – 0 basis, where; 
 
3 – Excellent Quality 
2 -  Satisfactory Quality 
1 -  Unsatisfactory Quality 
0 -  Does not attempt or does not show any knowledge/skill 
 
Characteristic Score 
 
1.  Content stated clearly in written material_____ 
2.  Organization of written material_____ 
3.  Grammar, punctuation, spelling_____ 
4.  Neatness, accuracy_____ 
5.  Followed directions_____ 
6.  Group contribution_____ 
 

Skills for the Future 
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