Department Template

	Administration

	CEO

Meet with IT and Commercial artist to finalize logo and company colors

Meet with marketing and sales to approve finalized services to be offered by Kauai’s Finest

Prepare to lead company meeting on Friday – 

Where are we?  What is the next step?  

Each VP will be addressing the group for their department on this


	
	Admin. Asst.

Break down tasks for business plan by department

Work out timeline/calendar of deadlines – what is needed from each department

Type up final mission statement

Type agenda for Friday’s meeting

	Accounting
	Human Resources

	Type up business contract – meet with supervisor to finalize

Follow directions for submitting business contract

Banker reads directions and  sets up bank accounts (use positions, not people’s names)

VP - Plan for presentation on Friday


	Formulate employee policies: absences, tardies, shirking

Attach checklist to each  personnel file

Begin poster – VE employee tree 

VP - Plan for presentation on Friday



	Marketing
	Sales

	Final listing of services offered by Kauai’s Finest

Finalize mission statement to present to Administration

Addresses, phone numbers, names of contacts (if possible) of business contacts to be used

VP - Plan for presentation on Friday


	Final listing of services offered by Kauai’s Finest

Pricing of each service (without our commission)

Research suggested  % markup for service industries 

VP - Plan for presentation on Friday



	Media & Technology
	Press Release

	Finalize logo design (check requirements in binder)

Set up website banner

Website link ready to upload to VE

Schedule group photo this week for press release

All photos loaded on flashdrive ready to print – give to VE supervisor

VP - Plan for presentation on Friday


	PR person (human resource) – write article for Garden Island and school Tradewinds newspapers about grant award.

Get grant info from VE supervisor



	All Employees

	This weeks focus:  Finalized business contract, services offered, logo, web banner, colors.

All staff mandatory meeting on Friday – each department present

INCENTIVE:     WE HAVE VERY IMPORTANT DEADLINES THIS WEEK AND IT IS A 4 DAY WEEK.  IF ALL IS ACCOMPLISHED, YOU WILL BE PAID FOR FIVE DAYS




