
11/02 Newsletter proofed and created by ADMIN.





Get staff sizes and order Uniforms  by  10/19


SALES








Booth Sign ordered by 11/02 SALES





Depart for Trade fair via bus at 5:00 p.m. 11/27


TF STAFF





Submit Articles by 10/26 to ADMIN








Select Newsletter Topics and assign people to write articles by 10/12.


ADMIN





10/12 - Friday�
Mon. -10/15�
Mon. -10/29�
Mon. -11/05�
Mon. - 11/12�
Mon. - 11/19�
Mon. - 11/26�
Mon. -12/03�
�






Uniforms distributed to staff by 11/23


SALES





Doin’ it Live! Productions Timeline/Responsibilities





Mail Cover Letter and Resume for Interview Competition by 11/13


INDIVIDUAL





Create Logo by 10/12


IT/MKTeting





Newsletters printed and mailed by 11/9 for competition 


ADMIN








Purchase URL by 10/12 for Web site.


IT





Video Commercial created and mailed by 11/9 for competition 


IT/ADMIN











Catalog printed and mailed by 11/9 for competition


MKT





Sales Training in class 11/26.


SALES





Booth Give-aways designed and purchased 11/21. Booth inventory completed


SALES/


ADMIN





Bus. Loan submitted to VEC by 10/25


ACCT





Catalog proofed and created by 11/02 MKT





Video Commercial scripted & approved by Mr. Boyd 10/26


IT/ADMIN





URL mailed by 11/9 for competition


IT





Job Descriptions and W-4 forms given to HR.


INDIVIDUAL


10/12





HR Manual proofed and created by 11/12 HR





Business Plan proofed and created by 11/12 EXECUTIVE STAFF/


ADMIN





Print & Bind Bus. Plan & HR Manual 


HR/


ADMIN





Web Site design & content approved by Mr. Poblitz by 10/26 


IT





Web Site training in class 11/26


IT





1st pay-check 11/01 given ACCT





Catalog proofed and created by 11/02 MKT





Trade Fair Receipts submitted to Accounting for processing


TF STAFF





Business Plan and Human Resource Manual Grading VE HOME STAFF








Revision 2


