Week of October 13, 2008

	Administration

	CEO

· Overview of tasks per department (check binders)

· Assign all tasks

·  Finalize Mission Statement and Objectives

· CEO/SALES– develop a timeline for completion of company catalog; creation of product list; pricing strategies (www.bizstatz.com) 

· Map out strategies (outline) for Business Plan (Admin Asst.)

· Company colors (with marketing)


	
	Admin. Asst.

· Set agendas for all company meetings

· keep minutes of meetings

· Check sample business plans

· set up company calendar – deadlines/projections

	Accounting
	Human Resources

	· Business Contract- NEEDED BY OCT. 21

· Loan application There is a step-by-step lesson plans link for both these tasks on the front page of chapter 1 of the new accounting tutorials.  (janetbelch.com
· Begin lesson one tutorial – instructor must sign off on all tests taken

· Set up accounts (banker)


	· Company newsletter is due each month starting in the month of November.

· Check sample manuals

· Map out due dates for HR Manual 

· Establish personnel folders

· Collect timecards on Thursdays

· Submit reports to VP who submits to CEO

	Marketing
	Sales

	· Company logo (with IT)

· Product/services to include (with sales dept)

· Company colors (with Executive dept)

NOTE: SERVICES TO BE INCLUDED NEED TO BE FINALIZED BY MONDAY, OCT. 20


	· Product/services to include (with marketing dept)

· Research prices  and commissions

NOTE: SERVICES TO BE INCLUDED NEED TO BE FINALIZED BY MONDAY, OCT. 20



	Media & Technology
	Press Release (Human Resource Dept.)

	· Company logo (with Marketing) 

· Visit VE mall and check out other websites

· Web promos; videos, banner design for website

· Research programs for web design

· Set up appointments with staff for individual pictures
	None this week

	All Employees

	Fill out W-4 forms; schedule individual picture with IT

This weeks focus: business contract, services offered, logo, web banner, colors, personnel files, pictures




