Quarter Tasks By Department

First Quarter
Task






Department

	Business Selection and Job Descriptions
	Entire Class

	Company Logo
	Information Technology and Marketing

	Business Plan
	Administrative Staff CEO/CFO Dept VP’s

	Business Plan Presentation
	Administrative Staff

	Business Loan and Business Contract
	CFO/Accounting with input from marketing

	Pre-test & Student Profile
	Entire Class

	Company Forms- billing invoice
	Accounting

	Company Forms – Sales Invoice
	Sales/Marketing

	Employee Manual
	Human Resources

	Business Partner Contacts
	Coordinator

	Student Profiles
	Entire Class

	All VE forms in: email code of conduct, memo of understanding
	Entire Class

	Job Interviews
	Entire Class

	Staff Development
	Ongoing Entire Class

	Job Shadowing
	Entire Class – ongoing

	School Club Account
	Instructor

	Company Uniform
	Entire Class


Second Quarter

Task






Department

	Grand Opening
	Entire Class

	Newsletter
	Human Resources or Marketing

	Personal Finance
	Entire Class – due monthly

	Web Site
	Web Design/Information Technology

	Advertisements
	Sales/Marketing

	Company Catalog
	Sales/marketing

	Financial Reports
	Accounting – due monthly

	Taxes paid, P/R, sales corporate
	Accounting – due monthly

	Student Portfolios
	Entire Class –add work samples

	Staff Development
	Ongoing – entire class

	Bakersfield Trade Fair
	All departments represented

	Job Shadowing
	Entire Class – Ongoing

	Business Scenarios
	Ongoing/Optional
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