Hello friends and a very Happy 4th Quarter to you all!  I hope you had a wonderful Spring Break – now it’s all downhill to summer.  You’ve done a terrific job!    I am sharing my 4th quarter department tasks memo that went out to all our company employees. I hope it gives you some ideas to keep “Senioritis” in your students at bay.  Use what works for you!    
 

 

Memo
To:    All Department Managers

From:  Mrs. B. Executive Coordinator, “The Wedding Planner”

Subject:  4th Quarter Department Tasks

 

As we approach the end of the year we have so much we are finishing up.  We are completing our:  4th quarter tasks for:  VE portfolios, (covered in depth in last month’s overview); Video of our companies activities this year; company scrapbook; Annual Report; VEC Assessment tests for Spring; lunch meetings with next year’s team; as well as, organizing our End of the Year Open House/Annual Report presentation.  What a day of celebration and reflection that will be! 

 

Our invitations need to go out ASAP to school personnel, business partners and parents.  We are also inviting next year’s team and their parents.  I will take care of getting class release slips to get our new team excused from their class to attend.  Below is a breakdown of 4th quarter’s department duties.  Have fun. You’re the best!  Love Mrs. B

 

CEO/CFO   Oversee the progress of the department tasks listed below:

· Finish your VE Employment Portfolio, VE Curriculum tests, and Spring VE Assessments 

 
· 3rd and 4th Quarter Tasks – 3rd Quarter task hard copies are due now.  Assign and collect hard copies of each task to submit to Nancy Phillips at the VEC.  Note to Coordinators:  Next year you might want your students to submit 2 copies to you of all the hard copies of quarter tasks you are sending in to Nancy.  You can keep a hard copy of each quarter’s submissions to show next year’s team good examples of what they need to submit each quarter.)  Hard copies of the 4th Quarter’s tasks are due at the end of the term. 
 
· Annual Report; Take a look at the VE Curriculum and Workflow for the Annual Report.  Check with your Coordinator to assign applicable parts to each department head.  

 
· June 5th Open House/Annual Report Presentation/Grad Celebration needs: 
· Agenda completed and Annual Report, printed for distribution – Use VE Curriculum Unit for steps to complete. 
· Oversee Completion of Annual Report Power Point Presentation with department highlights.  Have each department submit their slides to you for approval and then to IT to put the presentation together. 
· Oversee committees for food, RSVP’s, presentations, company video, etc. 
· Go through and organize your files with manila folders for everything of importance this year. (Weekly memos, business plan, department evaluation samples, and anything else you think might be helpful to next year’s CEO/CFO.  Organize chronologically for easy reference. Throw away all junk in files… 
· Start practicing your portions of our Annual Report Presentation. 
· Agenda for lunch meetings with our new team members: For example: A discussion of what our company might be next year; Criteria for management positions; oversee interview process and selection of next year’s managers; types of jobs available within the company; Trade fairs and travel opportunities, etc.  Our managers will run these lunch meetings so our new team can get to know each other. 
 

Public Affairs/Event Planners

· Finish your individual portfolios, VE Curriculum tests and Spring Assessments 
· Organize our End of Year Open House/Annual Report Presentation, agenda, food, decorations, handouts and RSVP’s. 

· Hand deliver invites to school administrators, counselors, and next year’s team.  Mail invites to parents. 
 

· Go through your file drawer. Keep samples of every part of this year in labeled manila folders, (include your memos, countdown lists for Grand Opening, Trade Fairs, Open Houses, Trade fair booth worker schedules, etc.  Label manila folder by event. 

· Go through event and trade fair booth supplies from this year.  Organize and label boxes by event:  Trade Fairs, Open houses and Grand Openings, room decorations, etc.  Throw away anything we don’t need for next year.  
· VP Public Affairs/Event Planner 
·  Give our CEO your availability times and arrange for interviews with next year’s potential VP’s of your department 

· Be sure to finish your department’s portion of our published Annual Report. 

· Give Tech department and CEO your department’s part of the Annual Report Power Point Presentation.  You’ll want to highlight your department’s personnel and their accomplishments for our company this year. 

· Practice your portions of the Annual Report Presentation. 

 

 

 Human Resources

· Finish your individual portfolios, VE Curriculum Tests and Spring Assessments 
· o   Give Tech department your department’s part of our Annual Report Power Point.  Include department pictures, duties and accomplishments for our company this year.
· o   Organize your file cabinets for next year’s department head with up to date employee files, notes, memos and newsletters, health insurance info, employee manual, etc.  Essentially the most important things you’ve produced in an organized fashion.  
· o   Have an up to date file of company job descriptions for our next department VP.  I have asked every employee to include in their portfolio their revised detailed job description that includes everything they were responsible for this year.  It should be far more complete than the job descriptions we started out with.  Have a check-off list for me showing that you also have a revised from each employee.
· o   Use the VE Job Description Template to formalize and customize the jobs available in Virtual Business at our school. Include our school name and school logo!  (This form is available on the VE website or on my site in the ‘Useful forms” section.)
· o   Get 4th quarter tasks assigned to your department in to our CEO to send for our VEC ratings.
· o   (If your team for next year has been pre-selected, the following tasks are for the selection of next year’s VP’s)…Your department is important in making this a smooth selection process for next year’s managers.
· o   The management team has come up with the questions to be used for all applicants.  Type up the department VP interview questions and make spaces for the answers.  (10 copies to each VP)
· o   As potential management resumes/cover letters/letters of recommendation come in, make a folder for each candidate.
· o   Coordinate with our VP’s the interview times with applicants.  Some will be coming in during our period, others during lunch.  Keep a large daily interview schedule posted for each day, and make sure that the VP's have the personnel packets you’ve prepared each day for their interviews, (especially for their lunchtime interviews.)
· o   Start practicing your portions of the Annual Report presentation!
 

Accounting and Banking

· Finish your individual portfolios, Accounting Tutorials to earn your Accounting Certificate (available at www.janetbelch.com) 
· o   Finish your portion of the Annual Report financials.  Graph portions like sales breakdowns for trade fairs, Open Houses, on line sales.  Company checks for our business partner’s percentage of our sales are fun to present to our partners at our event.  AND since we are an “S” Corporation, why don’t we make company checks to present to our employees for their share of the company profits at our end of the year event as well.

· o   (Note to teachers:  If you plan to be a continuing company next year, or even think you might:  Do a good end of year Income Statement and Balance Sheet and printout your company ending bank statement and ending cash balance.)    The VirtuBank usually “empties” employee account information, and you may need to reinstate your company ending balances when you start next year.   

· o   Get your Accounting department Power Point Annual Report slides to our Tech department to compile with other departments.

· o   Finish your individual student portfolios
 
· o   Get your completed and ready-for-publication portion of the Annual Report to our CEO for duplication and distribution at our end of year event.
· o   Organize your department’s files for next year’s Accounting team.  Labeled manila files for financials, paid bills, company bank statements, sales invoices, your portion of the Business Plan and Annual Report, etc.  Include a folder of your detailed job descriptions for the employees in your department.

· o   Start practicing your portion of the Annual Report presentation!

 
 

Sales and Marketing Departments

· This quarter you need to finish your individual portfolios, VE Curriculum and Spring Assessment tests 
· Complete your portion of the written Annual Report 
· Finish your department’s portion of the Power Point presentation for our Annual Report/End of the year open house. 
· Put together attractive handouts for our guests 
· Assist Event Planners in going through trade fair booth/ supplies – just keep the useful stuff! 
· Conduct your management interviews for next year.  You will be coordinating closely with our CEO and HR on scheduling to make sure this process goes smoothly.  

· Organize your department files for the incoming managers of your departments.  I have manila folders and labels so you can organize things you have done in your department for samples, memos, brochures, catalogs, etc. 
· Start practicing your portions of your Annual Report presentation! 
 
Technology and Web Design

· Finish your individual Job Portfolios, VE Curriculum and Spring Assessment tests 
 

· All departments should be getting you their portions of our Annual Report presentation.  Please put it together with all the fun whistles and bells. 
· Finish our company video for our Annual Reports/End of the year Open House.  Our year highlights is always the hit of our last event together. It also shares with our next year’s team and their parents; just how much fun they are going to have. Make copies for each of our employees as our gift to them 
 

· Practice your portions of our Annual Report presentation including a tour of our finished website and company commercial video. 
 
 

 

Personal note to my VE friends:  I confess it again, “I am a recovering control freak, just takin’ it one day at a time.” 

 

                                                Love you All!  Janet

 

P.S.  I am also sending you the ”Question of the Week”:  “How does a student incorporate their VE job experience on their finalized resume i
