Invoicing Week 3: The Bakersfield Trade Fair

Teacher gives printout of this week's department template and blank project logs, for each employee in Accounting and Sales, to the VPs of   VPs should distribute the workload among department employees.  Each employee fills in their own log with assignments given by the VP.

Make sure to take and ample supply of invoices to the trade fair booth with your company stamped on each one.

Sales should go over the Salesmanship rubric for judging.

 One or two accounting students should be in charge of making up the invoices.  Be sure to get name of student, high school and other contact information as well as what they bought.  An incomplete invoice can be worthless and you will have lost sales.

Sales Department should be ready for all customers approaching the booth.  Greet each potential customer.  Watch out for adults with clipboards.  They are probably the judges.

Rotate new people every hour to keep them fresh and enthusiastic.

Make sure when you break down your booth, that you have all of your invoices.

Some schools like to process the invoice on the spot electronically.  BE very careful.  The process of filling in and printing can be quite slow, limiting the amount of your sales.
Assignments for Invoicing Week 3

Complete trade fair assignment sheet

Check all invoices for pertinent data before leaving the trade fair.

