Department Assignment Template Week 2

	

	
	
	

	Accounting
	Human Resources

	1. Read Accounting Tutorial on Balance 
Sheet.

2. Determine assets needed including beginning inventory.

3. Determine investment needed by owners.

4. Calculate amount of business loan.

5. Answer tutorial questions

6. Take test on chapter

7. Turn in check-off sheet


	1. Complete section on Employment Policies

A. Anniversary dates 

B. Ability Tests 

C. At Will Employment 

D. Job Descriptions 

E. Details are at Employee Manual
F. Printer version has the details of what is included in the lesson.

G. Turn in section on Employment Policies to Instructor at end of week



	Media & Technology
	Sales

	1. Decide on type of Navigational Controls

2. Decide on number of pages for web site.

3. Create links to all these pages

4. Show the instructor the pages in a browser.

5. Turn in a printout of each page for Home, Products, Contact Us and About Us.


	1. A list of products, prices and descriptions and graphics for catalog

2. Complete a price list.

3. Demonstrate how markup and pricing formulas are applied to product line

4. Bis-stats.com for percentage markup for your industry

5. Identify components of order form.

6. Details are at Sales Catalog
7. Things to turn in: List of Products, price list, markup formulas, industry markup percentage, and components of order form.


	Comments

Please review the project for your department including Work flow/Overview of Project, Tutorial, Materials to Collect, Teacher Responsibility and Step by Step Instructions starting Week 2

Sales Catalog
Employee Manual
Accounting
Web Page
	

	
	

	All Employees – Students are to highlight the tasks they are assigned, place them on their individual progress log and include printouts with their completed Progress log on Fridays. You will receive grade points based on whether you complete the section, partially complete it or 0 points if you do not do it at all.   Dept VP’s initial tasks on the progress logs for their employees to demonstrate that they saw them.  

	


