Invoicing Week 1 Assignments
Using the materials that you collected we are going to prepare department templates for this project.  Two departments are affected:  Sales and Accounting

Timeline for the project is 4 weeks.  

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

 Accounting and Sales should go over the Accounting Tutorial Chapter 5
 Pay careful attention to the section on accounts receivable.

All Accounting and Sales Department personnel should be familiar with all parts of an invoice.

Have an ample supply of preprinted invoices with copy ready for open house and trade fair.

Each invoice should be stamped with the company's name , school and address.

These stamps can be made up for you at an office supply store.

Sales Department should stamp each invoice and the copy with the stamp before open houses and trade fairs.

All Sales and Accounting Department and all company personnel should know how to fill in all parts of the invoice in a legible manner.

Sales Department needs to plan for an informal open house, where sales techniques can be perfected.

 Visitor checks or vouchers need to be provided to each potential customer at the beginning of the opening house.  A value should be placed on the vouchers or checks.  One thousand dollars is a good choice.

Sales Department members should be well versed in the sales catalog and product line.

Sales department should have rehearsed sales pitches.

 All sales personnel should know the importance of selling not just one product, but a combination of products to the same customer.

 Open house and trade fair special promotion should be prepared for the upcoming trade fair.

Items that are of interest to adults and judges should be available.

Sales should suggest these items to adults attending the open house and for judges at the trade fairs.

During the open house, accounting department should check over the invoices for completness and legibility

Assignments for Invoicing Week 1

Blank invoice pad stamped with company information.

Ample number of Voucher Checks for open house printed out.

Sales pitch for open house and trade fair emphasizing selling of multiple items.

Identify packages for adults and judges at open houses and trade fairs.

Transfer information from each of the Form Mail Internet orders to the Internet invoice forms.  Number invoices and do not forget sales tax.

From list of sample sales, fill out an invoice for each one.

Complete blank invoices for items on sample sales list.

