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)

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

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

3. 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.  

	


