Quarter 1:Rated Tasks By Departments
Business Selection and Job descriptions………………Entire Class
Company Logo…………………………………………..IT and Marketing
Business Plan:……………………………………………Administrative Staff –

 (CEO/CFO/Dept. VP’s)

· Please note that as we begin the Business Plan, all students should view the excellent VE videos for the Written Business Plan, (with VE video student notes) and the Business Plan Presentation Video.  VP’s may use department staff to help with research, but the ultimate responsibility for the Business Plan is

on the management staff.  (Contact Nancy if you don’t have these 2 videos as they

 are  important VE resources for this project and the “VE Teacher and Student

 Video Notes” work sheets are in the “Business Plan Resources” link of my website).
Business Plan Presentation: …………………………… Administrative Staff

Business Loan and Business Contract for Salaries: ……CFO/Accounting with input from 

Marketing Dept.
· Note:  I mentioned that there is a strict deadline for the submission of the Business Contract for Salaries.  It must be submitted no later than the 4th Fridayof October, as your contract has to be approved by Nancy and set up by the WorldBank for the disbursements for salary money beginning November 1st.  It is important to note that the WorldBank automatically puts the contract money in all of company bank accounts on the 1st of each month.  If you miss the submission deadline, no money will be available until the first of the next month.  So alert your Accounting department and CEO/CFO that this is not a flexible date  
Pre-test & Student Profile:………………………………..All
Company forms (2 per quarter - Examples: Company billing invoice, Company Sales

 
Invoice, VE Job Application, Company Time Cards, Evaluation Form, etc.

Employee Manual:………………………………………….Human Resources Dept.

Business Partner Contacts:…………………………………Coordinator

Student Portfolios:…………………………………………..All –

· We begin with their interview packets, resume, cover letter, and company employment contract for their job. We will continue to add work samples during the year.

Quarter 1- Un-rated tasks 

All VEC forms in:  Email code of conduct, Memo of Understanding…ASAP

Job Interviews……………………………………………….All

Staff Development…………………………………………..Ongoing

Job Shadowing……………………………………………….All ongoing

School Club Account…………………………………………Instructor - Highly 

Recommended

Company Uniform…………………………………………….All - 

 See next page for Quarter 2 Tasks by Department:

Quarter 2 Rated Tasks by Department

Grand Opening…………………………………………All company employees before the end of 

     2nd quarter

Newsletter …………………………………Newsletter Editor, may be in HR or Marketing

 Department.  Issue due at the end of each month of 

 operation beginning November 30th.

Personal Finance…………………………………….All employees – due monthly

Web site………………………………………………..Web design department

Advertisements……………………………………….Sales/Marketing

Company Catalog……………………………………..Sales/Marketing

Financial Reports……………………………………..Accounting, (due monthly)

Taxes Paid, P/R, Sales, and Corporate Taxes…Accounting Department (due monthly)

Student Portfolios …………………………………….All students add additional work samples

Quarter 2 Un-rated Tasks

Staff Development……………………………………..Ongoing

Bakersfield International Trade Fair……………….Not rated if you choose not to attend

Job Shadowing…………………………………………Ongoing

Business Scenarios……………………………………Ongoing/Optional

