Name _______________________________


Quarter 1 Task Completion

	Quarter 1 Task
	Priority For:
	Resources
	Date Completed
	Grade
	Coord. Initials

	Email Application
	Coordinator, All
	· Curriculum, Teacher Tools
	
	N/A
	

	Business Selection
	All

Reg:  Coordinator
	· Curriculum, Teacher Tools-How to Begin 1st Two Weeks

· Bus. Selection Presentation Assign.

· Getting to Know VE Website
	Completed:

Registered:  
	N/A
	

	Business Partners
	All
	· Curriculum, Tasks, Quarter 1

· Lessons, Networking
	
	N/A
	

	Organizational Chart
	Entire Group
	· Curriculum, Teacher Tools

· Samples at www.janetbelch.com 
	
	N/A
	

	Job Descriptions
	All
	· Curriculum, Tasks, Quarter 1

· Curriculum Unit-Job Descriptions

· Organizational Chart

· Samples at www.janetbelch.com 
	
	
	

	Job Interviews
	All
	· Curriculum, Tasks, Quarter 1

· Links for VE Students at www.janetbelch.com 

· Staff Development Lesson-Landing Your VE Job
	
	
	

	
	All
	· Panel Interview

· Score Sheets at www.janetbelch.com
	
	
	

	Job Shadowing
	All
	· Curriculum, Tasks, Quarter 1
	
	
	

	Company Logo
	CEO, Media & Tech
	· Curriculum, Tasks, Quarter 1
	
	
	

	Business Plan
	All
	· Business Plan Videos 

· Curriculum, Tasks, Quarter 1

· Curriculum Unit-Business Plan

· Links for VE Students at www.janetbelch.com 

· VE Written Bus. Plan Rubric
	
	
	

	Business Plan Presentation
	Executives, VP’
	· Curriculum, Tasks, Quarter 1

· Curriculum Unit-Business Plan Presentation

· VE Oral Bus. Plan Rubric
	
	
	

	Business Loan
	CFO
	· Curriculum, Tasks, Quarter 1

· Curriculum Unit-Accounting
	
	
	

	Business Contracts
	CFO
	· Curriculum, Tasks, Quarter 1

· Workflows-Business (Phantom) Contracts
	
	
	

	Company Forms
	Media & Tech or Admin. Assistant
	· Curriculum, Tasks, Quarter 1

· Curriculum Unit-Bus. Communication

· Workflows-Meetings
	
	
	

	Employee Manual
	HR
	· Curriculum, Tasks, Quarter 1

· Curriculum Unit-Employee Manual

· Workflows-Employee Manual

· Workflows-Employee Evaluation

· Workflows-Employee Records
	
	
	

	Company Uniforms
	HR/Events
	· Curriculum, Tasks, Quarter 1
	
	
	

	Student Portfolios 
	All
	· Curriculum, Tasks, Quarter 1
	
	
	


Quarter 2 Task Completion

	Quarter 2 Task
	Priority For:
	Resources
	Date Completed
	Grade
	Coord. Initials

	Advertisements
	Marketing/Sales
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Advertising

· Lessons-E-Marketing

· Lessons-Selling Your Product
	
	
	

	Business Scenarios
	ALL
	· Curriculum, Tasks, Quarter 2
	
	
	

	Catalogs
	Marketing, Sales, Media & Tech
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Advertising

· Lessons-Selling Your Product

· Workflows-Product Development

· Workflows-Catalog
	
	
	

	Company Contracts
	CFO
	· Curriculum, Tasks, Quarter 2

· Similar to Phantom Contracts from Quarter 1
	
	
	

	Company Forms
	HR/Admin. Assistant
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Business Communications
	
	
	

	Electronic Portfolio

(1st – 4th Quarters)
	ALL
	· Curriculum, Tasks, Quarter 2

· Samples on VE Website
	
	
	

	Financial Reports

  (DUE MONTLY)
	CFO/Accounting
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Accounting

· Lessons-Accounting

· Workflows-Accounts Payable, Accounts Receivable

· Workflows-Banking, Balance Sheet, Payroll

· Workflows-Income Statement/Profit & Loss Statement

· Software & Training Manuals from VE Software CD
	
	
	

	Grand Opening
	Marketing & Sales

ALL
	· Curriculum, Tasks, Quarter 2

· Grand Openings at www.janetbelch.com 

· Lessons-Networking

· Teacher Tools-Grand Openings
	
	
	

	Newsletter
	HR or Marketing

Submissions-ALL
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Business Communications
	
	
	

	Personal Finance

  (DUE MONTHLY)
	ALL
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Personal Finance

· Lessons-Personal Finance

· Workflows-Banking

· Teacher Tools-Disaster Wednesday
	
	
	

	Staff Development

(1st-4th Quarters
	STAFF MEETINGS
	· Curriculum, Tasks, Quarter 2

· Lessons- http://www.virtualenterprise.org/Lessons.asp 
	
	
	

	Student Portfolios

(1st-4th Quarters)
	ALL
	· Curriculum, Tasks, Quarter 2

· Add additional work samples
	
	
	


Quarter 2 Task Completion (cont.)
	Quarter 2 Task
	Priority For:
	Resources
	Date Completed
	Grade
	Coord. Initials

	Taxes


	ALL
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Accounting

· Lessons-Accounting

· Workflows-Payroll

· Teacher Tools-Income Taxes
	
	
	

	Trade Fair
	Marketing, Sales

ALL
	· Curriculum, Tasks, Quarter 2

· Curriculum Unit-Trade Fairs

· Curriculum Unit-Travel & Fundraisers

· Curriculum Unit-International Trade

· Lessons-Trade Fairs

· Lessons-Selling Your Product

· Workflows-Processing Orders

· Trade Fairs at www.janetbelch.com 

· Trade Fair Tips at www.janetbelch.com 

· Trade Fair Booths at www.janetbelch.com 

· Teacher Tools-Trade Fair Preparation

· Teacher Tools-Fundraising
	
	
	

	Website
	Media & Tech, Marketing
	· Curriculum, Tasks, Quarter 2

· Website Software from VE Software CD

· Curriculum Unit-International Trade

· Lessons-E-marketing

· Lessons-Product Development
	
	
	

	Taxes Paid, Payroll, Sales, and Corporate Taxes

   (DUE MONTLY)
	CFO/Accounting
	· Curriculum Unit-Accounting

· Curriculum Unit-Personal Finance
	
	
	


	Curriculum Units – Found at www.virtualenterprise.org
*All students must complete assigned Units and the Assessments.  Complete the units that most closely relate to your position first.  Curriculum Unit notes must be signed off by instructor BEFORE taking assessment.   Assessments will not be recorded if notes are not signed off.

	Name of Unit
	Priority For:
	Quarter Recommended
	Date Unit Completed
	Teacher Initials
	Date of Assessment
	Assessment Score
	Coordinator’s Initials

	Accounting
	CFO/Accounting
	1
	
	
	
	
	

	Advertising
	Marketing/Sales
	1
	
	
	
	
	

	Annual Report
	ALL
	4
	
	
	
	
	

	Business Communications
	ALL
	1
	
	
	
	
	

	Business Plan
	ALL
	1
	
	
	
	
	

	Business Plan Oral Presentation
	Executives, VP’s
	1
	
	
	
	
	

	Career Essentials
	ALL
	1
	
	
	
	
	

	Employee Evaluations
	ALL
	2
	
	
	
	
	

	Employee Manual
	HR
	1
	
	
	
	
	

	Entrepreneurship
	ALL
	1 or 2
	
	
	
	
	

	Ethics
	ALL
	ANY
	
	
	
	
	

	International Trade
	ALL
	ANY
	
	
	
	
	

	Job Descriptions
	ALL
	1
	
	
	
	
	

	Management Training
	Executives, VP’s
	1
	
	
	
	
	

	Personal Finance
	ALL
	2
	
	
	
	
	

	Recruitment Strategies
	ALL
	4
	
	
	
	
	

	Staff Development
	ALL
	2
	
	
	
	
	

	Sales & Marketing
	Marketing, Sales
	1
	
	
	
	
	

	Stock Exchange
	ALL
	3
	
	
	
	
	

	Time Management
	ALL
	1
	
	
	
	
	

	Trade Fairs
	ALL
	2
	
	
	
	
	

	Travel & Fundraisers
	ALL
	ANY
	
	
	
	
	


	Workflows-Found in Curriculum, Workflows
*Workflows must be completed within the lesson they are referenced, unless otherwise notified by your immediate supervisor.  Some workflows will be completed independent of a lesson for certain individuals.  If this is the case, you will be notified in your weekly department assignment sheets.

	Name of Workflow
	Priority For:
	Date Workflow Completed
	Evidence of Completion
	Coordinator’s

Initials

	Accounts Payable
	CFO/Accounting
	
	
	

	Accounts Receivable
	CFO/Accounting
	
	
	

	Balance Sheet
	CFO
	
	
	

	Banking
	CFO/VP Acctg./Branch Banker
	
	
	

	Catalog
	Marketing/Media & Tech
	
	
	

	Employee Evaluation
	HR
	
	
	

	Employee Manual
	HR
	
	
	

	Employee Records
	HR
	
	
	

	Income Statement/ Profit & Loss Statement
	CFO/CEO
	
	
	

	Meetings
	Executives, VP’s & Managers
	
	
	

	Payroll
	CFO/Accounting
	
	
	

	Phantom Contracts
	CFO/CEO
	
	
	

	Processing Orders
	Sales/Marketing
	
	
	

	Product Development
	Sales/Marketing
	
	
	


	Staff Development Lessons-Found in Curriculum, Lessons
*Staff Development Lessons will be conducted during STAFF MEETINGS on Mondays.  If your department is scheduled to deliver a particular lesson, then EVERYONE in that department must complete the lesson prior to that Staff Meeting.  Assessments for Staff Development Lessons may be completed at any time, as long as it is prior to the deadline at end of the same quarter in which it was delivered.

	Lesson
	Quarter

Recommended
	Department

Presenting
	Date Lesson Delivered
	Date of Assessment
	Assessment Score
	Coord.

Initials

	Accounting
	2
	
	
	
	
	

	Alphabetizing
	1
	
	
	
	
	

	E-Marketing
	2
	
	
	
	
	

	Internet Searches
	1
	
	
	
	
	

	Networking
	2
	
	
	
	
	

	Landing Your VE Job
	1
	
	
	
	
	

	Personal Finance
	2
	
	
	
	
	

	Selling Your Product
	2
	
	
	
	
	

	Trade Fairs
	2
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


