5 Starz Talent Enterprise

Executive Memo

Janet Belch, VE Coordinator

To:

 Management team

Date:
 September 21

Subject:
  Department Assignments for week 5

CEO and Administrative staff: 

 Needs for next week’s presentations for prospective Business Partners at the Chamber of Commerce mixer, and CEO’s presentation to the Santa Barbara School/Business Partners Breakfast.  Let managers know that they need to check their emails each morning for important info from you and me.

· Continue coordinating with VP’s of each department working on the Business Plan with you.  Get their sections of the plan on the thumb drive and edit.

· 5 Starz Talent Enterprise flyer – Who we are; what is Virtual Enterprise and our ideas for a product line and website

· H/R Manuals’ final copy with cover to Ms. B. for copy and binding, (1 copy for each department)

· Company ID’s and Business Cards

· Oversee Business Plan Progress – Get revisions back to departments

· Field Trip Permission forms in by Thursday

· Maintain company calendar for events and Quarter task due dates for departments.

· Economics Chapter 4 this week for Mr. Cowie, Santa Barbara Bank and Trust

Public Affairs/ Fundraising Event Planners Department

· Finalize order for company uniforms- (hard copy description to CEO Assistant for quarter 1 task

· Finalize order for our company banner with Mama Bears Designs. Put final design on disk and make appointment with them to come over with color swatches.

· Finalize our 1st fundraiser

· Department design – help our departments bring out our company theme in their department decorations.  Our product 

Public Affairs/Fundraising and Event Planners (cont)

Line is Acting, Singing, Dancing, Modeling and Live Bands; each department can run a different theme.  We want out classroom to reflect our company and be fun!

· Get questionnaire out for fund raising ideas for travel expenses.

· Economics Chapter 4 this week.

Human Resources Department

· Finish corporate structure and employee chart for you section of the Business Plan.

· Decorate department to theme of company (Dancing)

· Finalize H/R Manual- Get clean copy for Ms. B to duplicate and bind for CEO for Friday’s Business / Education Partners Breakfast with the Superintendent of Schools

· Set up a Management chart with out employee’s names, titles, and employee pictures up on the bulletin board by our front door

· Make sure we have a complete employee file for each employee including his or her job application process, employee contract, etc.  You will be filing their time card in their file each week until it is time for payroll.

· Concentrate on 1st edition of our company newsletter.  Any chance for one by Friday for our CEO ‘s presentation?

· Get an article about our VE Company in our school newspaper.  Check for deadline

· Qtr tasks your department is responsible for to CEI Administrative Assistant to be sent in to VEC at end of Qtr 1.

· Economics Chapter 4 this week

Sales and Marketing
· Sales product line defined on a page or flyer for CEO’s presentation Friday.  Also give one to each department to be sure we are all on the same page (product-wise)

· VP work on your portion of the Business Plan,

· Coordinate, Coordinate, COORDINATE with our Web Design department and they put our product line into our web page and our Grand Opening presentation

Sales and Marketing (cont)

· I’d like to see rough draft of catalog page designs with our product line by Friday. 

· Get your ideas for our company video commercial to our Tech 

Department.  Work on some storyboards together!

· Your department’s theme is our modeling product line.  Think of ways to carry that theme in decorating your office space.

· Qtr task updates to CEO’s Admin. Assistant.  

· Economics chapter 4 this week.

Web Design/Tech Department 

· I want to see some serious work on web site.  Front page is looking good so you need to get with our Sales and Marketing people to get our products in.

· Go through the simulation for designing web site shopping carts at janetbelch.com.  I know we will sell more if our customers can just click and buy

· Get software needs info to Mrs. B for the making of our video commercial and company video.  She’s doing a school grant for $’s.

· Economics - chapter 4 for this week.  

· Qtr Task updates to CEO’s Admin. Assistant.

Accounting Department

· Decorate your department to company theme (Acting)

· VP – Finalize your portion of the Business Plan, Break-even analysis, salary expense, projections, company contract for salaries and Business Loan.

· A/R Clerk:  Go through training simulation for A/R.  There is a 1-month simulation, and then you will be setting up our company’s receivables.

· Payroll Clerk:  Go through the A/R training simulation to prepare to do our company’s payroll starting Nov. 1st.   (Available on janetbelch.com) Check with your teacher

· Banker: After your VE student banking in-service, do an in-service with our employees on the VirtuBank to help all of our students get their bank accounts set-up and see how to pay bills.

· Organize files for keeping track of all our accounting, payroll, and sales records.

