Department Assignment Templates Week 1

	

	
	
	

	Accounting
	Human Resources (Employee Manual)

	1. Read Accounting Tutorial on Starting an Accounting business.

2. Complete Fast Start for Business Contract.

3. Create Chart of accounts for your company

4. Answer tutorial questions

5. Start Business Loan process

6. Take test on chapter

7. Turn in check-off sheet


	1. Write an overview of your company containing the following information: 

A. About the Company 

B. Company Organizational Chart 

C. What You Can Expect From the Company 

D. What the Company Expects From You (the employee) 

E. Address the following questions and develop the issues in preparation for Virtual Enterprise events 

F. Details are at Employee Manual
G. Printer friendly version has the details of what is included in the lesson.

H. Turn in Points A-E to Instructor at end of week



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

	1. Create a style and layout template

2. Turn in a printout of the style sheet

3. Turn in a printout of the test file.

4. Show the instructor the test file in a browser.


	1. Establish a Timeline to design and publish a company catalog

2. Meet with department staff to inform them about catalog project.

3. Research product/services, prices of viable products

4. Cover design, Title page – including logo, address, e-mail, phone, fax, table of contents

5. Details are at Sales Catalog
6. Things to turn in: List of Products, Cover, Title Page, Logo.


	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.  

	


Department Assignment Template Week 2

	

	
	
	

	Accounting
	Human Resources

	8. Read Accounting Tutorial on Balance 
Sheet.

9. Determine assets needed including beginning inventory.

10. Determine investment needed by owners.

11. Calculate amount of business loan.

12. Answer tutorial questions

13. Take test on chapter

14. Turn in check-off sheet


	2. Complete section on Employment Policies

A. Anniversary dates 

B. Ability Tests 

C. At Will Employment 

D. Job Descriptions 

E. Details are at Employee Manual
F. Printer version has the details of what is included in the lesson.

G. Turn in section on Employment Policies to Instructor at end of week



	Media & Technology
	Sales

	5. Decide on type of Navigational Controls

6. Decide on number of pages for web site.

7. Create links to all these pages

8. Show the instructor the pages in a browser.

9. Turn in a printout of each page for Home, Products, Contact Us and About Us.


	7. A list of products, prices and descriptions and graphics for catalog

8. Complete a price list.

9. Demonstrate how markup and pricing formulas are applied to product line

10. Bis-stats.com for percentage markup for your industry

11. Identify components of order form.

12. Details are at Sales Catalog
13. Things to turn in: List of Products, price list, markup formulas, industry markup percentage, and components of order form.


	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 2

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.  

	


Department Assignment Templates Week 3

	Goes with “Step-by-Steps” for Employee Manual, Sales Catalog, Company Website

Found at www.janetbelch.com

	
	
	

	Accounting
	Human Resources (Employee Manual)

	15. Read Accounting Tutorial on Starting an Income Statement

16. Determine expenses and standard payment rates 

17. Calculate interest expense on the loan.

18. Determine depreciation expense

19. Fill in all expenses on income statement

20. Answer tutorial questions

21. Take test on chapter

22. Turn in check-off sheet

Accounting Tutorials & Lesson Plans (with current CTE Standards) @ www.janetbelch.com


	1. A. Standards of Conduct - all bulleted points that apply to your company 

2. B. Compensation and Performance - All bulleted points that apply to your company. 

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

H. Details are at Employee Manual
I. Printer version has the details of what is included in the lesson.

J. Turn in Points A + B to Instructor at end of week



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

	10. Create front, home or index page of company web site

11. Clearly identify company and what it sells

12. Put a few of product images into a table

13. Copyright information

14. Details are at Company web site instructions

	1. Prepare design and rough layout of catalog, number of pages, size, type of paper, general form, type of binding and overall look

2. Story board approach for each page a separate document – Merge them together at end of process

3. Finalize cover, type face, title page, company logo, address, table of contents

4. Company overview and contact information

General product overview

14. Details are at Sales Catalog
15. Things to turn in:  rough layout of catalog storyboard, cover, logo, and company overview and contact information.


	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.  

	


Department Assignment Templates Week 4

	

	
	
	

	Accounting
	Human Resources (Employee Manual)

	1. Tutorial on Income statement

2. Determine Salary Expense

3. Determine Cost of Goods sold

4. You may have already done 2 and 3

5. Determine payroll deductions

6. Complete projected income statement

7. Answer tutorial questions

8. Take test on chapter


	1. Work schedule

2. Benefits

3. Leave policies

4. Refer to details in printer friendly version

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

	16. Create the About Us page for your web site.

17. Include management team, organization chart, mission statement and job descriptions

18. See printer friendly version for details
	1. Design order form

2. Decide on return policies

3. See printer friendly version for more 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.  

	

	


Department Assignment Templates Week 5

	

	
	
	

	Accounting
	Human Resources (Employee Manual)

	1. Read tutorial on Break-Even analysis

2. Determine fixed costs

3. Determine variable costs

4. Project number of units to be sold

5. Complete break-even analysis


	5. Government Required coverage

6. Profit Sharing and Retirement

7. Other Benefits

8. See printer friendly version for details

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

	19. Complete a Contact Us Page

20. See printer friendly version for details
	4. Check all text, photos and layout features

5. Print first draft

6. 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.  

	


Department Assignment Templates Week 6

	

	
	
	

	Accounting
	Human Resources (Employee Manual)

	1. Read tutorial on Cash Flow Analysis

2. Cash Flow projections

3. Determine formal wear projections

4. Complete Cash flow analysis template

5. Answer tutorial questions

6. Take test on chapter


	9. Safety Rules

10. Other Company Policies

11. See printer friendly version for details

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

	21. Produce the products page with shopping cart

22. Demonstrate this page

23. Turn in a listing of the code.
	7. Make necessary corrections and print second draft of catalog

8. VP of Sales meet with CEO to determine printing and collating and binding responsibilities

9. Print, collate, and bind catalog

	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.  

	


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.


	12. Print final draft

13. Bind it

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

15. See printer friendly version for details

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

	24. Test the product page including the shopping cart function

25. See printer friendly version for details.
	10. Company training on sales catalog

11. Make duplicate copies

12. Check deadline for mail in competition

13. 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.  

	


