“The Wedding Planner”

Executive Memo

Tasks for November

Janet Belch, VE Coordinator

October 28th

Memo:
Division of responsibilities for planning for our company Grand Opening and Bakersfield Trade Fair. With Thanksgiving, we only have 3 weeks to be ready!  We will have some people in our departments working toward our Grand Opening and some toward the Bakersfield Trade Fair, (Nov 29th and 30th).   What a challenge!  



Our Grand Opening is scheduled for December 15th.

CEO:     
· Please assign the following tasks to the department heads and oversee the progress in these areas.  

· Please work closely with those doing Oral presentations at our Grand Opening and Trade Fair Competitions.  There are judging rubrics for each competition in the Bakersfield Trade Fair 

· November will be a very hectic month so it will be up to you to smooth situations and deadline with good communication of needs, lead-times and deadlines for printing, etc.

· Make sure that your Administrative Assistant gets hard copies of all of our 1st quarter tasks to get into to Nancy Phillips at the VEC for our company rating!

Public Affairs/Event Planning Department

· Plan Grand Opening Program Agenda – We will then assign parts to each department

· Plan Food

· Room Décor to reflect our wedding company – Department signs 

· Guest Packets, coordinate with Sales and Marketing

· Design, decorate and fill Guest packet

· Invitations out

· Duplication Business Plan, H/R Manual, Newsletter

· Make a guest book

· Photo appointments with out Business Partners

· Start building our trade fair booth in our room.  Let everyone help!  8 x 10 x 8. Everything has to fit in it including a 5-foot table and 2 chairs.  Have fun!

Human Resources

· Join Public Affairs as soon as possible to assist with Grand Opening and Trade Fair arrangements

· Make Company ID’s and Business Cards for our employees

· Have 2 members of your department prepare for the H/R Employee Manual competition at the trade fair.  Check carefully the judging rubric for your event.  Make sure your completed Employee Manual has everything you need in it.

Accounting and Banking

· November 1st, the whole VE simulation begins.  Now that you have finished your training in A/R, Payroll, and Accounting, it’s time to set-up our company books.
· Set up our General Ledger
· Set-up our Accounts Receivable after our 1st sales
· Establish sales flow of invoices from our Sales department through to your Accounting Department.  
· Bank Accounts, business and personal set up?
· Personal banking training, employee personal bills, etc
· Train all employees on sales procedures, sales books, writing a complete invoice.  Mrs. B. will order duplicate invoices from Staples.
· Set-up for our 1st payroll!  
· Get your department’s 1st quarter tasks to CEO
Web Design & Video and Techs

· Is our website about ready for the Trade Fair at the end of the month and to go onto the Virtual Enterprise Mall?   Check the Trade Fair judging rubric to see what your website and presentation will be judged.
· Put together a virtual tour of our website for our Grand Opening presentation and the web site competition in Bakersfield.
· Finish up our video commercial to present at our events and for competition in Bakersfield.  Check the judging rubric to make sure we meet all specifications for judging.
· Company ID’s for each employee for Grand Opening and Trade Fair
· Coordinate Department pictures for our Grand Opening presentations.
· Coordinate with each VP for their department’s portion of the company PowerPoint for our Grand Opening. 
· Establish one person to be in charge of making our company video this year.  We want to be sure to get highlights of every part of this year for a great video at the end.  
· Take tons of pictures and video footage at the Trade Fair for our Grand Opening presentations. We’ll have so much to share!
Sales and Marketing:

· Work with our Public Affairs Event Planners on our Guest Packages for Grand Opening
· Catalog getting close for competition?  

· How’s our company brochure coming along
· Work on your department Power Point for Grand Opening
· Bakersfield Sales Catalog competition- who is going to present – check out the judging rubric as you put your presentation together. You can use the same presentation for our Grand Opening.
· Are you competing in the Marketing Plan competition?  If so, read carefully what needs to be in your presentation and what you will be judged on.  This presentation will be used again at our Grand Opening.  
· Work with our Event Planners on our Grand Opening informational packets 
· Coordinate with Accounting on the Sales training of our employees for the Trade fair and Grand Opening.  We want to really look professional.
· Work closely with our Event Planners on designing the product line information for our Trade Fair booth.  
A Note from Mrs. B 


This is going to be a time that “tries men’s souls”.  We will have so many deadlines to meet and this will be the first true test of our ability to plan and work together a team.  We’ll do the best we can, but I can guarantee that when we show up in Bakersfield to show what we’ve got, we will  become Team San Marcos.  We’ll learn so much, and get great ideas and do even better next time.  We are going to have a great time.  I am so proud of you all.    Love, Mrs. B.
