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***Ace Your Exam and Get the Results You Deserve***Taking the Georgia Assessments for the
Certification of Educators is a challenge and your results can make a huge difference when it
comes to your future. If you do well on the exam, it can open doors and lead to wonderful
opportunities. If you do poorly on the exam, you will find yourself with fewer options. You may
have to put your plans for the future on hold, or even give up on them altogether. Preparing for
your exam with our GACE Business Education Flashcard Study System can help you avoid this
fate and give you a big advantage when you take the test. Thousands of satisfied customers
have relied on Mometrix Flashcards to help them pass their exams, and now you can
too.Mometrix Test Preparation is not affiliated with or endorsed by any official testing
organization. All organizational and test names are trademarks of their respective owners.When
you study with Mometrix GACE flashcards, you'll get an in-depth review of each test section.Test
sections include:Business LawCommunicationEconomics and FinanceManagementFinancial
AnalysisCustomer RelationsEntrepreneurship and Business OrganizationsInformation
TechnologyPrograms and Professional Development...and much more!We believe in delivering
lots of value for your money, so our flashcard system is packed with the critical information you'll
need to master in order to ace your GACE exam. Our flashcards enable you to study small,
digestible bits of information that are easy to learn and give you exposure to the different
question types and concepts. With Mometrix flashcards, you'll be able to study anywhere,
whenever you have a few free minutes of time.Study after study has shown that spaced
repetition is the most effective form of learning, and nothing beats flashcards when it comes to
making repetitive learning fun and fast. Using Mometrix flashcards for your GACE review
incorporates repetitive methods of study to teach you how to break apart and quickly solve
difficult test questions.You also get online access to GACE practice test questions, created by
our Mometrix test prep team, to prepare you for what to expect on the actual exam. Each answer
is explained in depth, in order to make the principles and reasoning behind it crystal
clear.Mometrix Test Preparation has helped thousands of people achieve their education goals.
Our GACE Business Education Flashcard Study System can help you get the results you
deserve on your GACE test too.

Learn How to Quickly Solve Difficult GACE Test QuestionsHere's a little "secret" about the
GACE: the GACE is what we in the test preparation field call a "content driven" test.While some
tests are looking to see what you are ABLE to learn, the purpose of the Georgia Assessments
for the Certification of Educators (GACE), offered by the Georgia Professional Standards
Commission (PSC) and National Evaluation Systems (NES), is to test your understanding of
what you have already learned. The goal of the GACE is to use a standardized testing process



to create an objective assessment of a test taker's knowledge and skills.In other words, it's more
about what you know than your ability to solve clever puzzles. This is good news for those who
are serious about being prepared, because it boils down to a very simple strategy:You can
succeed on the GACE by learning critical concepts on the test so that you are prepared for as
many questions as possible.Repetition and thorough preparation is a process that rewards
those who are serious about being prepared, which means that succeeding on the GACE is
within the reach of virtually anyone interested in learning the material.This is great news! It
means that if you've been worried about your upcoming GACE, you can rest easy IF you have a
good strategy for knowing what to study and how to effectively use repetition to your
advantage.But it also creates another set of problems.If you tried to memorize every single
possible thing you can for the GACE, the field of possible things to review would be so huge that
you could not hope to cover everything in a reasonable time.That's why we created the GACE
Flashcard Study System: we have taken all of the possible topics and reduced them down to the
hundreds of concepts you must know and provided an easy-to-use learning method to
guarantee success on the GACE.We wanted this system to be simple, effective, and fast so that
you can succeed on your GACE with a minimum amount of time spent preparing for it. --Here
Are Some of the Features of Our GACE Flashcard Study SystemStudy after study has shown
that repetition is the most effective form of learning- and nothing beats flashcards when it comes
to making repetitive learning fun and fastFlashcards engage more of your senses in the learning
process- you "compete" with yourself to see if you know the answers to the questions, and the
flipping action gets you actively involved in the learning processOur cards are printed on heavy,
bright white 67 lb. cover stock, and are laser printed at 1200 dpi on our industrial printers- these
are professional-quality cards that will not smear or wear out with heavy usageWe cover the
major content areas on the examOur flashcards include an edge that is micro-perforated, which
means that you are much less likely to have a painful paper cut on your fingers when moving
quickly through the cardsOur cards are portable, making it easy for you to grab a few and study
while waiting for the bus or the doctor, or anywhere where you have a spare moment that would
otherwise be wastedOur GACE exam flash cards are written in an easy to understand,
straightforward style - we don't include any more technical jargon than what you need to pass
the testThe cards are a generous size- 3.67 x 4.25 inches- they fit perfectly in your hands and
they aren't so small that you have to use a magnifying glass to read tiny type- all questions and
answers are in a normal-size print for easy studyingOur cards include in-depth explanations- you
won't see any "one word" answers on our cards that require you to go get a textbook to
understand why your answer was wrong- all of our cards include generous, thorough
explanations so you not only get it right or wrong- but you also know why!We use a font created
by Microsoft to make reading easier- this will enable you to absorb more information painlessly
during late night study sessionsOur system enables you to study in small, digestible bits of
information- unlike using boring textbooks, flashcards turn learning into a "game" you can play
until you've mastered the materialIt's easy for a friend to help you study- they don't even have to



know anything about the GACE- if they can read, then they can quiz you with our flashcards!
Now, let us explain what the GACE Flashcard Study System is not. It is not a comprehensive
review of your education, as there's no way we could fit that onto a single set of flashcards.Don't
get us wrong: we're not saying that memorization alone will automatically result in a passing
GACE score- you have to have the ability to apply it as well. However, without the foundation of
the core concepts, you cannot possibly hope to apply the information. After all, you can't apply
what you don't know.GACE Exam Flashcard Study System is a compilation of the hundreds of
critical concepts you must understand to pass the GACE. Nothing more, nothing less. --If you
think there's even the smallest chance that these flashcards will help you, you owe it to yourself
to try them out. Don't let fear or doubt stand in the way of your opportunity to achieve the test
score you need to fulfill your dreams.--This text refers to the cards edition.
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Business Law© Mometrix Media - flashcardsecrets.com/gaceBusiness EducationList some
topics that are generally applicable to a code of ethics in the workplace.Business LawAlthough
every business will have a unique set of issues that are relevant to its operations, certain topics
are generally applicable to business, and should therefore be covered in any company code of
ethics. These include the company policy for handling checks and cash from customers, as well
as the prohibition of any preferential pricing for personal friends. Employees should know
whether they can accept gifts from suppliers and business associates, as well as how they
should deal with shoplifters or damaged merchandise. A company code of ethics usually
includes provisions for making accurate advertising promises, handling problems with employee
performance, accounting for cash sales, and dealing with the return of purchased
merchandise.Business Law© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationExplain the ethical issues related to conflicts of interest.Visit mometrix.com/academy
for a related video.Enter video code: 294937Business LawA conflict of interest occurs when a
person has two adversary interests, one of which might not be best for his (or her) business. An
example is an employee of a general contractor who is making a decision on which of five
bidding subcontractors to choose. If one of the subcontractors is his brother, he will have a
conflict of interest because he might want to choose his brother, who might not be the best
choice. He might choose his brother over someone better qualified.There are many instances of
conflicts of interest in business. Oftentimes they are related to money. A person may accept gifts
in exchange for a contract, for example. It is unethical to do something bad for the company
because of personal interests. The employee should try to avoid this if possible. For instance,
the person who works for the general contractor may ask someone else to make the decision so
he doesn’t have to choose between his brother and the company.Business Law© Mometrix
Media - flashcardsecrets.com/gaceBusiness EducationExplain the ethical issues related to
compensation, including disparity among employees.Business LawWages should be fair. It is
important that one employee not make more or less for the wrong reasons. For instance, it is
ethical for a company to pay more to an employee with more experience, but it is not ethical to
pay more to a man than a woman solely because of gender. Still, this often happens, as does
pay disparity among races, religions, and other categories. Sometimes advocates call out
companies in which the top people make an exorbitant amount of money and the lower
employees do very poorly. Ethical issues arise when people do not make a living wage. It is
important to ensure pay disparity among workers is not occurring for the wrong
reasons.Business Law© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationExplain the ethical issues related to the privacy of employees.Business LawThere are
a variety of ethical issues regarding the privacy of employees. Some of it stems from the
monitoring of communications. Businesses can monitor employees’ business calls, such as
when a customer service agent is providing service to a customer, but it is murkier if employees



are on personal calls. If employees are not supposed to be making personal calls at work, then
employees may have the right to listen. Some people feel that it is not ethical, but then it is not
ethical for employees to spend time on personal matters when they should be working. Most
companies monitor Internet usage. Again, some people may worry about the ethical issues with
privacy, but if it is on company time with company resources, the business could be liable for the
employee’s actions. A lot of companies perform background checks and drug testing, and this is
allowed, although there are guidelines in place that must be followed. They must be reasonable.
Most companies fulfill ethical duties by getting consent before performing the checks. It is very
important for employers to keep records about the employees confidential.Business Law©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationExplain a business’ social
responsibility.Business LawBusinesses have a social responsibility to their customers,
employees, investors, and society in general. To their employees they should have fair labor
practices. Employees should be treated fairly and without discrimination. Those companies that
deal with international business have a responsibility to make sure laborers involved in their
business are also treated fairly. They also have a responsibility to investors to try to build their
money (in socially acceptable ways). To customers they should be fair, putting out quality
products without deception. Business practices and tactics should be fair and not deceptive—
they should not badmouth a competitor, for instance. There are different ways to be socially
responsible to society as a whole. Businesses should have practices that do not harm the
environment or animals or create unsafe waste. Many companies also give to charity. Some use
fair trade products or sustainably grown and processed products. When companies show
socially responsible practices, people take notice and may give them more business. Corporate
social responsibility is the business’ responsibility to both make money and act in a socially
responsible way. This can include economic responsibility, legal responsibility, ethical
responsibility and philanthropic responsibility.Business Law© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationExplain the ethical issues related to insider
trading.Business LawIllegal insider trading occurs when someone makes a trade while having
“insider” information that makes it unfair to other investors. This can occur when a corporate
officer discovers something significant about a company and makes a trade because of that
information. For instance, an employee may learn of a big problem about to occur and get rid of
the stock before the price plummets. Insider trading can also be committed by employee friends,
family, and acquaintances; government employees; law or banking employees who deal with a
company; or just anyone who manages to obtain the illegal information. It is unethical because it
makes it unfair to investors who have to trade without this information. Insider trading is taken
very seriously by the US Securities and Exchange Commission and has serious
consequences.Business Law© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationExplain the various types of law, including case, administrative, statutory,
constitutional, and tort law.Business LawCriminal law deals with crimes that are committed.
Case law refers to the verdicts of courts that can now be used in new court cases to help plead



cases and define the law. Statutory law refers to codes and statutes the legislative bodies have
enacted. Administrative law refers to the procedures that administrative agencies create. It is
very technical. Different agencies have different procedures and these must be fulfilled before a
lawsuit can be brought. Constitutional law refers to how the United States Constitution is
interpreted and implemented. Tort law refers to civil claims that one party brings against another.
A plaintiff claims that a defendant harmed him in a way that constitutes a legal liability. Some
attorneys specialize in one type of law while others practice a broader range.Business Law©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationCompare and contrast criminal
and civil law.Business LawCriminal law involves someone accused of a crime. The individual
broke a law and did something detrimental to society. Although it might involve a victim, that
victim does not have to be the one to bring the case to life; the government (in the form of
prosecution) will. There doesn’t have to be a victim such as if someone was caught driving under
the influence but did not hurt anyone. If the person is found guilty, he may have to pay money,
could be sentenced to prison, and (in rare cases) executed. A civil case is a dispute between
two parties. They are brought by one party against another because of a failure of a legal duty.
The plaintiff may ask for compensation or for the party to fulfill the duty, but the defendant cannot
be sentenced to prison or death. They both can occur in local or federal courts. Lawyers can be
used for both, but are guaranteed for criminal defendants. Because of the seriousness of
criminal law, defendants are presumed innocent and the state must prove the charges beyond a
reasonable doubt. It is less difficult in civil cases.Business Law© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationExplain the different court systems and their
jurisdiction.Business LawThere are many different court systems in the United States, including
a federal court system and state courts. State court systems consist of many different tiers. State
trial courts may consist of county courts, circuit courts, and city or municipal courts, among
others. Trial courts may have limited jurisdiction, hearing lower criminal charges, cases involving
juveniles, traffic issues, and some civil cases. More serious cases, such as those with more
serious crimes or higher stakes civil cases, may go to a court of general jurisdiction. These may
include circuit courts, superior courts, or courts of common pleas. There are specialized courts
in many states. These include courts such as family courts and juvenile courts. States usually
also have a supreme court where cases that have worked their way up the lower courts can be
heard. Federal courts are generally divided into circuits and districts, with at least one per state.
Many federal lawsuits are heard in those. The highest court is the US Supreme Court, which
shapes many laws. It hears a small number of very important cases.Business Law© Mometrix
Media - flashcardsecrets.com/gaceBusiness EducationDescribe the characteristics of lawsuits,
including class action lawsuits.Business LawA lawsuit occurs when one party brings a case
against another party in a court of law. It is also known as a civil action. The plaintiff makes the
complaint that the other party (defendant) did something for which they are legally liable. Unlike
criminal cases, a person’s freedom is not in jeopardy—there is no prison sentence. The person
may not have broken a law to have a lawsuit brought against him (or her). It can also involve



negligence. The person may ask for compensatory damages, which compensate the plaintiff for
the money he may have lost, as well as pain and suffering. There might also be punitive
damages, which is like a punishment for being malicious, reckless, or grossly negligent. One
person files the suit, followed by discovery, any pre-trial motions, and oftentimes discussions of
settlement. If it doesn’t get settled, then it will go to a trial and the judgment. Finally, one party
can appeal. Sometimes, parties will come together to make a lawsuit as a group, which can
appear much stronger because of the amount of people. This is called a class action
lawsuit.Business Law© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationExplain the various laws and regulations that affect business.Business LawThere are
a wide variety of laws and regulations that affect business. Business or corporate law refers to
the laws surrounding how corporations are formed, dissolved, and run. Labor laws deal with
many aspects of the relationship between employer and employee such as working conditions,
wages, and discrimination. Tax law deals with the taxes that businesses owe. Contract laws
govern the contracts that many businesses enter into on a regular basis. Property law governs
how property is owned, commonly seen in business. Antitrust law strives to keep a competitive
marketplace by not allowing mergers that would form monopolies and other antitrust activities.
The Uniform Commercial Code (UCC) helps make transactions easier between states by
helping make uniformity in commercial laws. Companies are also subject to accounting and
financial management laws, as well as laws regarding their insurance and credit.Business Law©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationExplain the meaning of
common legal terms, including due process, liability, damages, burden of proof, and
negligence.Business LawDue process refers to a person’s right to have the state respect his
legal rights. It is about providing fairness to those involved in legal matters such as by providing a
notice of rights. Liability refers to a party’s legal responsibility for behaviors, actions, or inactions.
If someone does not meet his (or her) duty, he could have a lawsuit brought against him.
Damages refer to the money that may be given to the plaintiff from the defendant during a
lawsuit. The plaintiff with a civil lawsuit has the responsibility of providing burden of proof, which
means he must bring a "preponderance of evidence" or "weight of evidence" to show that he has
enough facts to win the case. In criminal cases, burden of proof refers to a prosecutor needing to
show that the defendant is guilty “beyond a reasonable doubt.” Negligence is when a party does
not show a reasonable amount of care. Though accidental, a reasonable person would have
acted differently. One can be liable for this.Business Law© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDescribe the role of the Securities and Exchange
Commission (SEC).Business LawThe United States Securities and Exchange Commission
(SEC) plays a large role in protecting investors, maintaining the integrity of the market, and
aiding in the formatting of capital. It works to keep a fair market without unfair practices that
would be detrimental to investors. It makes, investigates, and enforces requirements of fair
disclosure of information so that one party does not have insider information that would
compromise the market’s fairness. Companies are required to disclose information on a regular



basis so that investors can make informed decisions. It also investigates evidence of fraud. If the
SEC finds a violation such as insider trading, a company purposely providing false information,
or accounting fraud, it will bring a civil enforcement action against the party. It is led by five
commissioners who are appointed by the president. Its main functions include making sure that
federal securities laws are enforced; making rules; making sure brokers, securities firms, ratings
agencies and investment advisors are inspected; watching private regulatory organizations; and
working with authorities to coordinate United States securities regulations.Business Law©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationDescribe the role of the
Federal Trade Commission (FTC).Business LawFormed in 1914, the Federal Trade Commission
(FTC) protects consumers by stopping businesses from performing deceptive, unfair, and
anticompetitive practices. It strives to stop fraud and other types of deception and keep
competition fair by stopping anticompetitive mergers. It is a federal agency that has competition
jurisdiction and consumer protection jurisdiction. It helps make policies and shares information
with the legislature and government agencies. When wrongdoing is suspected, the FTC will
investigate and, at times, sue to stop it. They accept complaints about businesses regarding
many matters including identity theft, deceptive advertising, and data security. They pass the
information along to law enforcement agencies when appropriate. They also work to prevent
mergers that would create anticompetitive organizations such as monopolies. They have had a
large impact on the marketplace.Business Law© Mometrix Media - flashcardsecrets.com/
gaceBusiness EducationExplain the consumer protection laws and their impact.Business
LawThere are a number of consumer protection laws that safeguard individuals from
unscrupulous business practices. Many of these laws are related to food safety and sanitation.
Food must be handled, stored, and prepared in certain ways to prevent health hazards. For
instance, meat must be stored at certain temperatures and can only stay out for a certain
amount of time. The Food and Drug Administration (FDA), Department of Agriculture (USDA)
and Food Safety and Inspection Service (FSIS) all play a part in administering these laws. There
are also laws about credit and warranties. For instance, the Federal Warranty Law covers written
and implied warranties. There are a number of laws about credit that the Federal Trade
Commission enforces such as the Truth in Lending Act (TILA), Fair Credit Reporting Act (FCRA),
and Fair Debt Collection Practices Act (FDCPA). Additionally, unfair trade practices, such as
misrepresentation and fraud, are banned. Many states have enacted laws against these, and
consumers can complain to the appropriate consumer protection agency.Business Law©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationDescribe the Sarbanes-Oxley
Act and Bankruptcy Reform Act of 2005 and their implications.Business LawTwo acts that
played a large part in business were the Sarbanes-Oxley Act and Bankruptcy Reform Act of
2005. The Sarbanes-Oxley Act was signed by President George W. Bush in 2002 and increased
corporate responsibility and financial disclosure while fighting accounting and corporate fraud. It
included new or improved standards for management firms, public accounting firms, and United
States public company boards. It also led to the creation of the Public Company Accounting



Oversight Board (PCAOB), which oversees auditing professionals. It was created in an effort to
prevent corporate scandals at a time when such scandals were becoming common. It also made
some types of misconduct crimes.The Bankruptcy Reform Act of 2005 was created to lower
Bankruptcy Code filings. Parties filing for bankruptcy would now need to get financial counseling
first. In addition, they would have to undergo a “means test” to see if they qualified. Filers had to
wait eight years before using Chapter 7 bankruptcy again. In addition, it created a limit of
$125,000 for homestead exemptions if the property was acquired within three years and a
weakened automatic stay for multiple filers. This made it more difficult for people to file for
Chapter 7 bankruptcy.Business Law© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe the laws covering product testing and safety.Business LawThe Consumer
Product Safety Act (1972) and the subsequent Consumer Product Safety Improvement Act
address safety in toys, chemicals in products, and more. The government tests products, makes
safety standards, and bans products it deems unsafe. There are numerous product labeling laws
as well. The Fair Packaging and Labeling Act (FPLA) requires commodity producers to label the
name of the product, the identity and source of the manufacturer, the distributor or packer, and
the net quantity. It strives to help consumers understand what they are getting. There are laws
that specifically regard food standards, like federal grading of meat products. As a result of the
Federal Food, Drug, and Cosmetic Act, the US Food and Drug Administration (FDA) requires
testing on drugs to ensure their safety and efficacy. They also monitor food and food additives
for safety. Many agencies and laws help ensure product safety.Business Law© Mometrix Media
- flashcardsecrets.com/gaceBusiness EducationDescribe the agencies related to consumer
protection.Business LawThe Federal Trade Commission is a national agency that protects
consumers by taking complaints about unfair practices and stopping forbidden acts such as
anticompetitive mergers. There are a wide variety of state, regional, and local agencies that
provide the same services on a more local basis. These are often in the attorney general’s office.
They accept complaints, investigate claims, and take action as necessary. Another agency that
provides consumer services is the Better Business Bureau (BBB). The BBB keeps records on
companies and list complaints. When people make a complaint, the BBB will contact the
company and try to get it resolved. Businesses that have a good record with the BBB can use it
to their advantage. Many consumers look up companies on the BBB website before doing
business, thus many companies strive to keep good records. Sometimes consumers have a
choice of several agencies from which to choose when making complaints.Business Law©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationExplain the government
agencies and laws concerning environmental protection.Business LawThe Environmental
Protection Agency (EPA) strives to safeguard the environment. Its roles include reducing the
environmental impact of business practices; providing information; creating regulations and
national standards based on laws from Congress; giving grants to non-profit organizations, state
environmental programs, and schools; and performing research into environmental concerns.
The EPA was formed in 1970, and its main headquarters is in Washington, D.C. It has many



programs based on specific issues such as fuel economy, air quality, and oil pollution, among
others.There are a wide variety of laws to protect the environment in the United States such as
the Clean Air Act, Clean Water Act, and Endangered Species Act. The EPA administers these
and many more. Many of these also relate to business. The laws in other countries vary greatly,
and many countries do not have the same environmental protections. Many international
business agreements address these concerns.Business Law© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDescribe the federal agencies that address
product testing and safety.Business LawPart of the US Department of Health and Human
Services, the Food and Drug Administration plays a large part in protecting consumers by
overseeing the safety of food, drugs, and medical devices. They require extensive testing on
drugs to ensure both efficacy and safety. They regulate food and labeling and give guidelines for
the conditions in which food is prepared. They inform the public on related issues.The US
Department of Agriculture (USDA) creates and executes policies in the fields of agriculture,
farming, food, and forestry. They help rural communities, assist with conservation efforts, make
rules regarding food and nutrition, make rules and standards for products labeled organic, and
play many other roles. They have had a large impact throughout the years.Communication©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationDiscuss the different
communication modalities and their uses.CommunicationThere are many different
communication modalities used within a business, including emails, phone calls, and in-person
meetings, each with its own uses. Face-to-face communication is very important in business,
especially when delivering important or serious information. For instance, if there is a serious
conflict with an employee, the supervisor is going to want to sit down and talk to him (or her). If a
business is going after a big client, a face-to-face meeting can show a lot of effort. Meetings can
impart a lot of information to many people very quickly, engage people, and allow everyone to
interact. Email is used very often for a wide variety of business matters because of its ease,
speed, and convenience. This is often used in customer service because many customers
prefer it. Also, it allows customers and customer service to interact even when the customer is
not available during service business hours. The telephone is also commonly used, especially
when it is a quick question that needs immediate attention. If there is a lot of back and forth
required, a phone call can be quicker than an exchange of emails. Companies generally use
many of these forms of communication.Communication© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDiscuss the common goals of business
correspondence.CommunicationThere are a number of goals commonly seen on business
correspondence, and at times they overlap. One of the major goals of business correspondence
is to give information. One employee may be providing information to another employee, or the
company may be sharing business happenings to customers. Another common goal is to sell
the company’s goods and services. Many companies create advertisements, blogs, social
media posts, and other promotional materials to convince consumers to purchase their offerings.
Business correspondence may also be used to convince an audience of something. A person



may send a letter to a client to convince him that his product is better. An employee may try to
convince another employee to try a new policy. Businessmen often correspond as a response to
a question. If a consumer emails a question, customer service will respond with the answer.
Businesses will often send out confirmation emails. This may be in response to a purchase or a
question. Another form of correspondence may be sent out if an adjustment needs to be made.
Correspondence may be through paper, email, the Internet, or other methods.Communication©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationDiscuss nonverbal
communication and the strategies to make it effective.CommunicationNonverbal communication
can be just as important as verbal communication in business, thus it is important to know the
best strategies to make it effective. First, eye contact is important because it shows that a person
is interested and engaged. It shows that he (or she) is listening. A person’s facial expression can
express a lot. When one smiles, he is showing friendliness, encouragement and/or satisfaction
with the work. When one frowns or displays an angry face, it shows displeasure. It is important to
show the expression that matches the feelings a person wants to convey when communicating
in business, because otherwise the recipient may get the wrong idea. Gestures can show a lot.
Someone clenching his fists may show anger. Hand movements can also help convey
information. A person’s posture tells a lot. Someone who crosses their arms may show
resistance. Alternatively, someone may appear relaxed. A businessman who is standing or
sitting tall may show off confidence. If someone is fidgeting, he may show discomfort or
nervousness, which is not good for business. Businessmen should evaluate their nonverbal
communication to make sure it enhances what they want to portray.Communication© Mometrix
Media - flashcardsecrets.com/gaceBusiness EducationDescribe effective communication skills
that can help you in business.CommunicationEffective communication skills are important in
business. First, it is important for people to practice active listening. This means perceiving
everything about the communication by using all senses. Not only should a person listen with
their ears, but they should watch for body language and try to evaluate how the speaker feels.
People want to feel like others are really listening to them and processing what they are saying.
Eye contact is important. The person shouldn’t interrupt or make it seem like he’s making
judgments. He (or she) should display interest. This can be done by nodding or making small
comments. Nonverbal communication is also important. The person should appear engaged,
relaxed, and open. He should not be fidgeting. He should use open body language. A person
should be aware of what he says and how it comes across, choosing his words carefully. One
can easily insult someone, even accidently. He should not argue, but try to work together to
communicate effectively. In business, people should think logically and try to keep stress and
emotion from influencing decisions. With practice, people can improve their communication
skills.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe the different types of communications commonly seen in
business.CommunicationBusiness letters are sent for a wide variety of reasons and can be very
formal. These may contain confidential and important information. Memoranda are a less formal



method of communication and may be used for announcements, information dissemination, and
directions. They may be sent to a lot of people at once and are generally short and to the point.
Emails are now commonly used in business communications because of their ease of use and
speed. These may be less formal than written out business letters, or they can be just as formal.
Publicity materials are used to publicize an event or garner support. This may be something
such as a press release. Recruitment communications are used in the process of hiring
employees. For instance, a classified ad may be made when the company is hiring. Companies
also make a lot of advertisements to draw consumers. These may be flashy advertisements or
more subdued forms of communication and may appear in places such as newspapers and
magazines.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe proper etiquette as it relates to personal and business
communication.CommunicationIndividuals should always practice proper courtesy.
Businessmen should ordinarily address each other in a formal way and conduct appropriate
cultural moves such as shaking hands. It is important to practice cultural sensitivity and know the
rules and traditions of the person being greeted. For instance, in some cultures one may bow,
while in another they may hug. People should make every effort not to show any bias or
stereotypes as this can be very insulting to business contacts. Sometimes someone will think
they are being insulted when the person is simply ignorant of cultural customs. It is important to
study the culture before interaction to make sure this does not happen. Otherwise, business
communication should be formal and free of insults. It should be professional and without errors,
as well.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe how to write a business letter.CommunicationA business letter should follow
conventional professional practices. It starts with the sender’s address (but not the name).
Sometimes the address will be on the letterhead; otherwise it should be the first part. Next
should be the date the letter was finished, written as month, day, and year. It should be two
inches below the top and flush left (although some formats allow it to go in the center).
Underneath that will be the inside address, or the recipient’s address, including the specific
name and title of the addressee, always left justified. The salutation is under that and should
include the personal title unless it is someone usually referred to by the first name. The body is
next. Block format is common and is single spaced and flushed left. There is a line between
each paragraph. The content should be succinct, to the point, and logical. It might start with an
opening and the main idea of the letter, followed with information supporting or explaining the
main point. The final paragraph may reiterate the point and ask for action. Below that is the
closing. If there are enclosures, this should be stated under that.Communication© Mometrix
Media - flashcardsecrets.com/gaceBusiness EducationDescribe terminology commonly used in
business communication.CommunicationA memorandum is a short, informal form of business
communication used to disseminate information. When a company writes “Enclosures,” it means
there is/are one or more enclosures. In email, an attached file is an attachment. The return
address is the address of the person sending the letter. The inside address, or letter mailing



address, is the recipient’s address. The salutation is the greeting used, very commonly “Dear.”
The body is the main content of the letter. The complementary close is the closing at the bottom
of the letter. There may also be reference initials at the end of the letter, which refer to the person
who actually typed it, if different than the writer. Knowing these terms can help an individual write
a professional business letter.Communication© Mometrix Media - flashcardsecrets.com/
gaceBusiness EducationDiscuss the various goals of presentations in
business.CommunicationPresentations can have one or more goals, and it is important for
presenters to be aware of the specific objectives so they can tailor the presentation for maximum
efficacy. One major goal of presentations is to give information to the audience. It might be to
employees, the stockholders, the public, or another group, but the company may be presenting
information about itself, its products, current news, or more. Reporting data is another common
goal of presentations. For instance, a company may be reporting sales numbers to its
stockholders. Sometimes presentations are made to convince an audience of something. For
example, a company may give a presentation to a potential client in an effort to broker a deal.
Inspiring is another common goal. This is often done in employee meetings. For instance, a
company may have a meeting to motivate its employees to work harder to reach certain goals. It
is vital for the presentation to match its goals and audience for the best chance of
success.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationExplain the correct format for a business memorandum.CommunicationA business
memorandum is a relatively informal form of communication used in businesses to spread
information, give announcements, explain company happenings, and provide similar functions. It
is often sent out to a lot of people at once and does not generally contain confidential
information. At the top it should state “Memorandum.” Underneath that, flush left will be the word
“TO:” along with the addressee(s). Underneath that and still flush left will be “FROM:” with the
sender’s name. If there are any CCs, this will be under that. Below that will be “DATE:” with the
date. “SUBJECT:” is under that. Finally, the body of the memo will be underneath that, written in
block format. A properly formatted memo is professional and succinct.Communication©
Mometrix Media - flashcardsecrets.com/gaceBusiness EducationDescribe the characteristics of
the various audiences that may be present for business presentations.CommunicationIt is
important for presenters to understand the characteristics of the audience for a business
presentation because that can greatly influence the best presentation. The size of an audience
matters. The presentation will be different for a small presentation of 10 people compared to a
large presentation of 500. The cultural composition will matter. People of different cultures have
different beliefs and may perceive a presentation differently. The other personal characteristics
of the group, such as age, gender, and religion, can also affect how presentations are viewed.
The level of knowledge matters. A health presentation on the same subject will be very different
if given to a group of doctors as compared to a group of patients. Presenters should evaluate the
audience to formulate the best presentation.Communication© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDiscuss the features of successful presentations



in business.CommunicationPresentations play a big part in business, so it is important to know
the features of successful ones. First, the audience should be able to understand the
presentation. It needs to be tailored to the audience so they can relate to it. It should be concise.
The presenter should not carry on about the same thing because he (or she) could lose the
audience. A good opening hook is important. It engages the audience from the start. Some
people start with a story or quote. It should look good visually. Visual aids that can enhance a
business presentation include graphs, charts, photographs, and videos. If the presentation
contains a call to action, then it should be strong. The audience should be moved to do it. The
presenter should be skilled. He should speak loud enough that everyone can hear, keep eye
contact, and engage in good body language. He should appear confident. It should flow well and
keep the audience’s attention. Many business presentations are participative because this can
keep people’s interest. All of these measures go a long way in making a business presentation
successful.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationExplain how one would adjust a presentation based on the needs and concerns of the
audience.CommunicationTo make the most impact, a presenter should adjust his presentation
based on the needs and concerns of the audience. First, he (or she) needs to understand the
audience and how they will likely feel about the presentation. He should do as much research as
possible into the characteristics of the audience, including whether they will accept the
presentation with acceptance or hostility. He should plan to address their concerns. For
instance, if he thinks the audience might be potentially hostile, he should right away include
things that will help to alleviate their concerns or ease the news to them. He should explain
things so that they understand and will hopefully accept the content. It is important for the
presenter to show empathy to the audience so they feel like he is on their side. Oftentimes, the
presenter allows the audience to ask questions and participate so that he can address their
concerns directly. If they are worried about something that will not happen, then he should be
reassuring. He should be personable and friendly. The more the presenter comes off as a caring
and competent individual, the better the presentation will proceed.Communication© Mometrix
Media - flashcardsecrets.com/gaceBusiness EducationDescribe the steps required to prepare a
presentation.CommunicationFirst, the presenter must understand his (or her) goals. What does
he want to accomplish with the presentation? Once he knows this, he can select the exact topic,
narrowing it down to fit the size and timing of the presentation. He will then need to evaluate the
audience. The presentation of the same subject will be very different if given to customers as
compared to employees or stockholders. The audience should be able to understand the topic,
terminology, and references. The presenter should understand what is important to the audience
and what they are thinking. Next, he should come up with the main points he wants to cover and
make sure they are well illustrated in the presentation. He should find material to support these
points such as graphs, charts, tables, photographs, data, and other visual items. This can give
the presentation more substance and validity. Finally, the presenter should practice, ideally in
front of someone who can evaluate the performance. By taking the time to carefully perfect the



presentation, he will be more likely to reach his goals.Communication© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDescribe how visual aids can enrich a
presentation.CommunicationVisual aids can enhance a business presentation. Graphs and
charts can give a visual representation of the subject. For instance, if a person is talking about
how sales numbers have changed, a line graph can make this very clear by showing how sales
have changed over time or in response to certain variables. Diagrams can give a visual
explanation of a concept. Especially if something is technical, it can make it easier to
understand. For instance, if someone is explaining a new product to investors, a diagram can
help explain the product. Slideshows are commonly used in business presentations. They can
reinforce what the presenter is saying and draw interest. If a company is talking about its charity
work, a picture of a smiling child the company helped would be more compelling than just talking
about it. Videos can also show people a great deal. For instance, a company can make a video
showing its factories or a new design. Computer projections are used as well. Most
presentations use one or more visual aids.Communication© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDescribe the strategies used during presentation
delivery.CommunicationDifferent strategies can make presentation delivery more effective. One
decision is whether to use an extemporaneous (unscripted) speech or a scripted one. If the
person is knowledgeable enough and wants to engage the audience without looking at a paper
or prompter, he (or she) might choose the unscripted version. If he thinks he would be too
nervous or forgetful without it, he might choose to use a script. Anyone might need it for a very
technical speech with a lot of statistics. No matter what, it is important for the presenter to
display only positive body language. He should make eye contact with members of the audience
and not just look down. He should use positive gestures, facial expressions, and enthusiasm. He
should watch his words to make sure nothing can be interpreted as biased or inappropriate. It is
important for the presenter to be aware of the audience at all times and respond as necessary. If
he senses that they do not understand something, for instance, he should go into more detail. If
they are upset about something, he should try to address their concerns. With the right
strategies, the presentation has a greater chance of success.Communication© Mometrix Media
- flashcardsecrets.com/gaceBusiness EducationDescribe the various forms of
telecommunication modalities used in business.CommunicationThe telephone is one form of
telecommunication modalities. Individuals can get immediate access to someone to ask a
question or have a discussion. A disadvantage is that there is no record of it (unless the call is
recorded) and someone may not be available for a phone call. Another common form is a fax
machine. This allows someone else to see a document. It is almost immediate. Both locations
must have faxing ability, and it creates a physical document instead of a digital record, which
many businesses prefer. Videoconferencing is commonly used. Individuals can discuss matters
in real time. They can also share charts, graphs, and other visual aids. It has lowered the need
for many business trips. Network email is also commonly used in business. It is delivered almost
immediately and leaves a record. It can take longer to explain something than a simple phone



conversation, however. An advantage is that it can be less intrusive and sometimes
quicker.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe how whiteboards, presentation software, and multimedia equipment are
used in presentations.CommunicationWhiteboards are often used in presentations. These are
dry erase boards that the presenter can write on. This is good because the presenter can write
as he is speaking. This is also useful for a participative presentation in which the presenter asks
the audience a question and writes down the answers as they are given. He can show step-by-
step how something is done. Presentation software is very commonly used. PowerPoint is one of
the most commonly used presentation software programs and allows presenters to create
detailed slides of photographs, charts, graphs, and more to enhance the presentation. They can
make it easier to understand numbers and statistics. There are also various types of multimedia
equipment a presenter might use. They might use a projector or a television. All of these can
catch the audience’s attention and bring the presentation to life.Communication© Mometrix
Media - flashcardsecrets.com/gaceBusiness EducationDescribe the different communication
technologies used in business.CommunicationCell phones are very commonly used. These are
advantageous because people can take them while they’re on the go and be reachable even
when not sitting at a desk in the office. Of course, they do not always get service everywhere.
Fax machines are used to communicate a document over long distances. They are almost
instantaneous, inexpensive, and create a hard copy. Bluetooth is a wireless technology that
provides convenience by letting data travel over short distances. It has lowered the need for
wires. Streaming technology has allowed multimedia to be constantly delivered and received
from one party to another. For instance, a person can watch a live newscast on a phone. Voice
over Internet Protocol (VoIP) allows voice and multimedia to go over the Internet and other
Internet Protocol Networks (IP). An example is Skype. It is advantageous for businesses
because it is inexpensive and offers high bandwidth efficiency. Because voice and data
communications can use one network, infrastructure costs are lower. In addition, it can be run on
inexpensive standard interfaces like personal computers. It can be less reliable,
however.Communication© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe the various forms of Internet modalities used in
business.CommunicationEmail can be used to communicate with other businesses and with
customers. Many customers prefer to email a company and it can be less time consuming for the
company than a phone call. People like the convenience of being able to do it at any time.
Message boards are also used. This is advantageous because customers can look up threads
with topics similar to their issues and might get the answer to the problem without needing to
contact customer service themselves. Listservs allow businesses to send out emails to many
people at once. It is a great way for a company to disseminate information. Many companies also
have instant messaging, both between its employees and for customers. This can be a great
way to give customer service because customers like getting answers right away. One employee
can be on several chats at once, which lowers the amount of employees needed as compared to



phone support. Chat rooms are also convenient because multiple people can see the answers.
Many businesses use a combination of these.Communication© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationExplain etiquette in electronic
communications.CommunicationIt is important to use professionalism in electronic
communications, especially if it is a business letter. Just because it is sent via email does not
mean it should be sloppy. Of course, how professional it is will depend on the recipient, but if it is
to a professional contact, it should be formed professionally. They shouldn’t use all capitals.
They should make a proper introduction and closing and avoid emoticons. It is very important to
make sure it is free of typos and grammatical errors. Senders should proofread it just as they
would proofread a regular letter. It is also important to not bombard people with unnecessary
emails. Senders should be careful about including someone in a chain of unnecessary emails.
They should make use of BCC and not share people’s addresses with others. They should write
an appropriate subject line so people know what it is. Senders should be careful about
confidential information because users can easily forward them. By following these rules, the
email will be more professional.Economics and Finance© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDescribe strategies to make the best purchase
decisions.Economics and FinanceFirst, it is important for people to research the products they
are considering. The Internet makes it easy to read ratings and reviews to compare the features,
benefits, and prices of different products. There is often a quality versus price trade-off, but not
always. If there is one, it is not always significant, especially if someone is paying more for a
brand name. People can also do research by looking at product labels so they know exactly what
they are getting. People should comparison shop. Oftentimes the same item can be found for far
less from a particular source. They can look at advertisements to find the best deals, but they
need to be wary. Advertisements are not always as good a deal as they claim, thus consumers
should be sure to read the fine print. Consumers should also investigate any service plans and
warranties offered to ascertain their value. The more research a consumer does, the better the
chance of getting the right product at the right price.Economics and Finance© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationExplain some strategies for lowering a product’s
cost.Economics and FinanceConsumers can save a great deal of money with various strategies
for lowering a product’s cost. First, they can take advantage of sales. Sales allow consumers to
save a great amount of money on products, and many stores have significant sales such as buy
one, get one free. Certain days such as holidays are often accompanied by sales. Consumers
can also look for coupons for both traditional store and online purchases. They can purchase
items on clearance for even greater savings. Another option is to purchase in bulk. Consumers
will generally get a lower per item cost by doing this. Consumers can also comparison shop to
look for the lowest price on an item. This is easy to do on the Internet. They can shop at discount
stores and/or low priced websites to save money. These strategies can be combined for even
greater savings.Economics and Finance© Mometrix Media - flashcardsecrets.com/
gaceBusiness EducationDescribe the factors that affect a purchase’s total cost.Economics and



FinanceMany factors affect a purchase’s total cost beyond the retail price. A consumer must
consider taxes on the product as well as fees. Some products, such as cars, often have other
fees. A person must consider what else they may need to purchase to be able to use the
product. For instance, a person cannot operate a car without a license tag. The cost of credit, if
applicable, needs to be considered. If someone is financing a car, then they will pay more than
the retail price because they will pay interest on the money. The costs to operate should be
considered. A car needs gas, so this is an additional cost that will be incurred. A car also needs
maintenance. A person should consider how long the life of the product will be. Most cars do not
last 20 years. The person should consider how many years of life the product will deliver when
getting an idea of the cost. By considering all of these different factors, a consumer can get a
better idea of the true cost of a product.Economics and Finance© Mometrix Media -
flashcardsecrets.com/gaceBusiness EducationDescribe the factors that can influence
employment opportunities.Economics and FinanceEconomic factors can have a significant
impact on employment opportunities. When the economy is doing well, businesses will also be
doing well and may be more likely to be expanding and hiring new people. When the economy is
doing poorly, a person may have more difficulty finding a job. There may be a lot more supply
(people looking for jobs) than demand (jobs hiring). This ranges by job—certain jobs, such as
nurses, will always have openings. Geographic location also makes a large difference in
employment opportunities. There are many more opportunities for businessmen in New York
City than in a small town in rural America. The opportunities also vary by industry. Certain
locations have more opportunities for certain positions. There are many personal factors that
influence an individual’s employment opportunities such as education, skills, and
experience.Economics and Finance© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe the benefits of ascertaining needs and resources before large
purchases.Economics and FinanceConsumers should ascertain both their needs and resources
before making large purchases. They may find that they do not need to make such a large
purchase, but can instead make do with a less expensive option. They may also discover they
have other items that can substitute for the purchase they were about to make. Consumers also
need to consider their resources. Products may cost more than the retail price when one
considers tax, other fees and interest on a credit card. They need to make sure they can afford it.
By taking these measures, consumers will not spend more than is wise and will make the most
of their money.Economics and Finance© Mometrix Media - flashcardsecrets.com/gaceBusiness
EducationDescribe the factors that influence personal income.Economics and FinanceA
person’s education influences their personal income. Someone with a higher degree, such as a
master’s degree or doctorate, will generally make more than someone with a lower degree or
someone without a degree at all. Many of the companies with higher paying jobs want people
with higher education. In some fields they look for people with certifications. Experience also
matters—those with more experience will generally earn more money. Someone who is skilled
will earn more money, especially if the skills are particularly unique or valuable. Factors outside



the person, such as the job market, also affect income. The prevailing wages in that field make a
large difference. Also, when the economy is doing well and a lot of people are hiring, a person
might earn more. The geographic location also makes a difference. An employee will generally
earn more in a place like New York City as compared to a small town. A higher cost of living will
balance some of that.
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