
Bimonthly Tasks for February: Weeks 3-4 Company_____________
60 pts each department leaders need to show evidence of completion on or before March 8th. Tasks completed early can be turned in and 
verified at any time.  Divide the tasks up equally so that you can complete them all.  All members of the department will receive the same task 
points.  Some time outside of the office might be required to complete the following tasks and some tasks have noted deadlines that are due for 
competition before the 8th of March

Chief Officers and Administration            Team Points____/60

Department Meeting and Work Points:  20 pts total
Meet as a department and decide who will do which tasks for the next 2 weeks.  Fill in task sheet with names and who is 
responsible for each task. It can be multiple people and turn a copy into your chief officer and the teacher. In addition, each 
Friday/Monday the officers will be awarding work points for each department leader (each day 0-2 pts or 10 per week) for 
the next 3 weeks. Officers failing to complete this will get no work points awarded. HR will be sending out the form to do this 
and a reminder at the end of the week.
Task 1: Company Monitoring and Performance Reviews:  
Collect completed copies of all department tasks sheets and add them to your binder. You should be out visiting departments 
multiple times a week and seeing what they are doing and making sure that everyone is actively working and engaged. 
Pay special attention to departments that are struggling and work with the leaders to help them prioritize tasks, delegate 
responsibilities and complete task that are late on the project board. In addition you will be evaluating your leadership team 
using the Performance Evaluation form developed by your Human Resources department to do mid-year evaluations on all 
employees.
________________ 5pts  Evidence 1.1: Collect completed tasks sheets from each department-Teacher Observation
Chief Officers

________________ 5pts  Evidence 1.2: Complete Performance Reviews for company Leadership: Verify Through HR
Chief Officers

Task 2. Board Of Directors - Quarterly Report: 
You will be working with the leaders from accounting a sales departments to complete the report that you started last task 
period. You will complete the final sections of the quarterly report covering the Sales Report (CEO responsible) and Accounting 
& Finance Report (COO responsible) and Addition Information. The report should be as comprehensive as possible to clearly 
reflect what has happened in the company the first 3 months of operations. This report will be used to help develop the annual 
(year end report and your state of the company presentation) Each section will be worth 5 department points.
________________ 5pts  Evidence 2.1: Completed Sales Report section 4  Canvas Feb 3-4
Chief Officers

________________ 5pts  Evidence 2.2: Completed Sales Report section 4  Canvas Feb 3-4
Chief Officers

________________ 5pts  Evidence 2.3: Completed Quarterly Report 4  Canvas Feb 3-4
Chief Officers

Task 3. State of the Company Board Meeting: (scheduled for 2/27 and could take multiple days of meeting)
Your Board of Directors (your teacher) will be leading the leadership team in as the company reflects on the past 3+ months 
of operations. During this mid-year board meeting we will developing an action plan for the coming year and this will be your 
guide on where the company will be heading. We will be probing the internal working and dynamics of the leadership team 
and the daily operations of the company and its departments. The company will be forming an action plan as we move into 
the coming year. You will receive the agenda for this meeting from the Board of Directors. The results of this meeting will be 
shared in the state of the company presentation and eventually the end of the year annual report, due in May. Have your 
Leadership Secretary (assigned by communications earlier in the year) to take detailed notes as you develop your action plan 
and turn them in as evidence for this task. 
________________ 20pts Evidence: Attendance and completed Action Plan from the meeting 4  Canvas Feb 3-4
Employee responsible for this task

Task 4. State of the Company: All Company Staff Meeting:  
It is important for the entire company to know what is going on and that is why company have staff meetings. Schedule a 
company all staff meeting  for March 7th and present company results from the State of the Company Board Meeting and 
Quarterly Report. When developing this presentation, share the Google slides with all department leaders so that they can 
contribute and develop their department report in the presentation. In this presentation each leader will be presenting 
their department report  
________________ 15pts Evidence: Conduct Meeting and State of the Company Report 4  Teacher Observation
Chief Officers


