Department Assignment Templates Week 1

	

	
	
	

	Accounting
	Human Resources (Employee Manual)

	1. Read Accounting Tutorial on Starting an Accounting business.

2. Complete Fast Start for Business Contract.

3. Create Chart of accounts for your company

4. Answer tutorial questions

5. Start Business Loan process

6. Take test on chapter

7. Turn in check-off sheet


	1. Write an overview of your company containing the following information: 

A. About the Company 

B. Company Organizational Chart 

C. What You Can Expect From the Company 

D. What the Company Expects From You (the employee) 

E. Address the following questions and develop the issues in preparation for Virtual Enterprise events 

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

H. Turn in Points A-E to Instructor at end of week



	Media & Technology (Web site)
	Sales (Company Catalog)

	1. Create a style and layout template

2. Turn in a printout of the style sheet

3. Turn in a printout of the test file.

4. Show the instructor the test file in a browser.


	1. Establish a Timeline to design and publish a company catalog

2. Meet with department staff to inform them about catalog project.

3. Research product/services, prices of viable products

4. Cover design, Title page – including logo, address, e-mail, phone, fax, table of contents

5. Details are at Sales Catalog
6. Things to turn in: List of Products, Cover, Title Page, Logo.


	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 1

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.  

	


