Name of Company:



Name of School:

Coordinator:




1st Quarter Tasks

Summary & Verification of Completion

	Task
	Date Due
	Date Completed?
	Verification by Coordinator
	Maximum Points Possible
	Points

	Business Selection
	End-Week 2 
	
	
	3
	

	Job Descriptions
	End-Week 4 
	
	
	3
	

	Job Interviews
	End-Week 5 
	
	
	+ 1 EC
	

	Company Logo 
	End-Week 6
	
	
	3
	

	E-mail Forms to VE (Appl. Code of Conduct Agreement, MOU)
	ASAP
	N/A
	N/A
	+ 1 EC
	

	Business Plan
	End-Week 8 
	
	
	18
	

	Business Plan Presentation
	End-Week 8 
	
	
	3
	

	Business Loan
	End-Week 8 
	N/A
	N/A
	3
	

	Business Contracts
	End-Week 9 
	N/A
	N/A
	9
	

	Business Contracts Presentation
	End-Week 9 
	N/A
	N/A
	3
	

	Company Forms (2)
	End-Week 9 
	
	
	3
	

	Employee Manual
	End-Week 9 
	
	
	12
	

	Register-Grand Opening
	End-Week 8 
	N/A
	N/A
	3
	

	Business Partner Contacts 
	Ongoing
	Ongoing
	
	
	

	Company Uniforms
	Optional
	
	
	+1 EC
	

	Business Scenarios
	Optional
	
	
	+1 EC
	

	School Club  (ASB) Account
	Optional
	
	
	+1 EC
	

	Job Shadowing
	Ongoing
	Ongoing
	
	+1 EC
	

	Staff Development
	Ongoing
	
	
	+1 EC
	

	Student Portfolios
	April 30
	
	
	0
	

	Trade Fair Booth Design
	Not Rated
	Not Rated
	
	
	

	Personal Finance (Budget/Acct.)
	Ongoing
	Ongoing
	
	
	


Name of Company:


Name of School:


Coordinator:



2nd Quarter Tasks

Summary & Verification of Completion

	Task
	Date Due
	Date Completed?
	Verification by Coordinator
	Maximum Points Possible
	Points

	Advertisements 
	Complete-Wk 15 
	
	
	9 Max
	

	Business Scenarios
	Ongoing
	Ongoing
	
	
	

	Catalog 
	End of Wk.15
	
	
	6
	

	Company Contracts 
	End of Wk12
	N/A
	N/A
	6
	

	Company Forms 
	End of Week 18
	
	
	3
	

	Electronic Portfolio (1st – 4th Quart.)
	Ongoing
	Ongoing
	
	
	

	Financial Reports 

(DUE MONTHLY)
	End of Wk. 14
	
	
	12 Max
	

	Grand Opening
	Register-Wk 8

End of Week 18
	
	
	3
	

	Newsletter
	End of Each Mo.
	
	
	9 Max
	

	Personal Finance

(DUE MONTHLY)
	End of each Month
	
	
	6
	

	Trade Fair Participation
	Optional
	
	
	9
	

	Website
	End of Wk.12
	
	
	15
	

	Taxes Paid, Payroll, Sales, & Corporate (DUE MONTHLY)
	End of Each Mo. Starting Wk 14
	
	
	6
	

	Mid-Term Assessment Test 
	End of Wk.16
	N/A
	N/A
	3
	

	School Club  (ASB) Account
	optional
	
	
	+1 EC
	

	Job Shadowing
	Ongoing
	Ongoing
	
	+1 EC
	

	Staff Development
	Ongoing
	Ongoing
	
	+1 EC
	

	Student Portfolios
	April 30
	
	
	0
	


Name of Company:


Name of School:



Coordinator:




3rd Quarter Tasks

Summary & Verification of Completion

	Task
	Date Due
	Date Completed?
	Verification by Coordinator
	Maximum Points Possible
	Points

	Newsletter
	End of each Month
	
	
	
	

	Personal Finance
	End of week 10 
	
	
	
	

	Advertisements
	End-Week 20,22,24, and 26 
	
	
	
	

	Financial Reports 
	End of each month starting in week 14
	
	
	
	

	Taxes
	End of each month
	
	
	
	

	Company Forms
	2 samples due each grading period
	
	
	
	

	Staff Development
	Ongoing
	Ongoing
	
	
	

	Trade Fair
	Bay Area

March 2-3
	
	
	
	

	Job Shadowing 
	Ongoing
	Ongoing
	
	
	

	Assessment Tests
	End-Week 9 
	
	
	
	

	Student Portfolios
	April 30 Annually
	Ongoing
	
	
	


	Name of Company:
	

	Name of School:
	

	Coordinator:
	


4th Quarter Tasks

Summary & Verification of Completion

	Task
	Date Due
	Date Completed?
	Verification by Coordinator
	Maximum Points Possible
	Points

	Advertisements
	End of Week 13 and 15
	
	
	
	

	Annual Report
	End of Week 32
	
	
	
	

	Annual Report Presentation
	End of Week 32
	N/A
	
	
	

	Post-Test
	End of  Week 32
	
	
	
	

	Company Forms
	2 sample at each grading period
	
	
	
	

	Company Taxes
	Monthly
	
	
	
	

	Financial Reports

(DUE MONTHLY)
	Monthly
	
	
	
	

	Newsletter
	Monthly
	
	
	
	

	Personal Finance

(DUE MONTHLY)
	Monthly
	
	
	
	

	Staff Development
	April 30
	
	
	
	

	Student Portfolios
	April 30
	
	
	
	


