Department Assignment Templates Week 7

	

	
	
	

	Accounting
	Human Resources (Employee Manual)

	1. Read tutorial on Trade Fair Billing/ Accounts receivable and accounts payable

2. Complete invoice assignment

3. View income statement spreadsheet

4. Create invoice form for your VE company

5. Read section on Accounts payable

6. Answer tutorial questions

7. Take chapter test.


	1. Print final draft

2. Bind it

3. Display it in a prominent place within H
R office

4. See printer friendly version for details

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

	1. Test the product page including the shopping cart function

2. See printer friendly version for details.
	1. Company training on sales catalog

2. Make duplicate copies

3. Check deadline for mail in competition

4. See printer friendly version for details.

	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.  

	


