Semester I Projects

All Projects are due before the final day of the semester, unless noted otherwise.

Chief Financial Officer

1. Apply for a Business Loan for the company 

Create a form to be used by each department to determine their needs for startup. Have each department complete the form and return it. After getting all startup costs from each department, working with the CEO and COO, you will calculate how much the company will need to start business. This total will be the amount of your business loan. Make sure you take into account the amount of money needed for payroll and the company portion of benefits. You will apply for the business loan through the branch banker.

Product – Application of the business loan by October 28th

2. Sales Order/Invoice Procedures  

Work with the VP of Sales on the workflow of the procedure and path a sales order form goes through from beginning to end. Direct the process as it come from sales into the account portion of the process

Product – A written report and class presentation (in PowerPoint) to explain this process with all employees. Completed before November 10th. Forward a printed copy of the presentation to the Director of Administration.

3. Monthly Company Accounting 

You will work with the Director of Accounting to complete the entire company income statement and balance sheet each month and maintain them in an accounting notebook. 

Product – Financial Monthly Statements Notebook (beginning November 1 through January 31st)

4. Accounting Component of the Business Plan  

Based on the your required part of the business plan you will work with your CEO to put together your departments part in the plan and will possibly join the leadership team for a PowerPoint presentation of the business plan that will be presented at the next e-Business advisory board meeting at 7:30 AM on January 18th at Orange County Credit Union on Lyon Street. 

Product –Sales Component of the Business Plan (completed -TBA).

Director of Accounting

1. Monthly Company Accounting 

You will work with the CFO to complete the entire company financial statements for all liability and balance sheet each month and maintain them in an accounting notebook.

Product – Account Statements Notebook, Monthly reports for November - January

2. Company Bill Payment 

You will be responsible to make sure all the company’s operating expenses are paid each month. The payments should include; all utilities, property mortgage, employee benefits, internet usage, supply purchases, and any business contract obligations the company maintains. The statement should be given to the banker for payment on the first of every month November-January

Product –Monthly Company Financial Statements, Statement given to the Branch Banker each month.

Account Receivable Clerk


1. Invoicing Process 

You will assist the Accounts Receivable Assistant in the process of developing an email invoice template and procedure to alert customers that have purchased items that they have a 30 period from the day of purchase to pay the invoices. Also you must develop a 2nd notice template for customers who have outstanding debt to the company.

Product – Print out a sample email for the initial invoicing and also the 2nd request email.

Accounts Receivable Assistant

1. Invoicing Process 

With the assistance of the Accounts Receivable Clerk, you will develop an email invoice template and procedure to alert customers that have purchased items that they have a 30 period from the day of purchase to pay their invoices. Also you must develop a 2nd notice template for customers who have outstanding debt to the company. 

Product – Print out a sample email for the initial invoicing and also the 2nd request email.

2. Invoicing Logs 

You will develop a process and tracking sheet in Excel to log all outstanding bills with tracking information about the customer. 

Product – Print log monthly

3. Account Receivable Files 

You will develop and maintain the files for the A/R aging report. Each file should be labeled by month and should include a master list of invoices that have cleared that month and the hard copy of the order form should be stamped paid and file alphabetically by name or but invoice number. You must follow up with email memos to collect outstanding invoices.

Product – Master list of each month of invoices that have cleared. And contact sheet with date, contact step (1st, 2nd…etc) and customers that you have contacted.
Payroll Specialist
1. Set Up Company Paychecks 

Using the tools at www.paycheckcity.com, and the information you gathered form the employee W-4 forms, you are to calculate the taxations and with holdings for each employee. You will need to also find out from Human Resources, what benefits package each employee chosen to determine their benefit deductions for their paychecks. Paychecks are issued the first working day of the month.

Product – An accounting of all employees than their pay along with all taxation and deductions for an average monthly paycheck.

2. Monthly Payroll Statements 

Create in Excel a payroll log to track the payroll accounts for the employees of the company. Each month you will print the monthly payroll statement. This statement should include all money paid to the employee including commissions and all taxes . These printouts will be placed in to the accounting notebook.

Product – Print outs of each month of payroll. November - January

Branch Banker

1. Account Set-Up 

You will set up accounts for all employees in the company the back office of the virtual bank. Each employee will have an account with the password being their student ID number and their login name “firstname_lastname” . In each account you will manually back pay two months worth of salary for the employee into their VE checking account use in setting up their personal finances.

Product – Accounts set-up in Back office

2. Apply for the Business Loan 

Based on the information given to you by the CFO you will fill out the application for a business and apply for the loan.

Product – The funding of the business loan.

3. Pay Company Bills and Contracts  

You pay through the back office manually, the Business-to-Business contracts to the company business account for October -January

Product – Company Monthly Statements.

Banking Assistant

1. Monthly Account Verification 

You will help, the Branch Banker, develop, a personal finances tracking grid to be used for verification of the payment of personal finance requirements by each employee each month. It is recommended that you develop this in Excel. If employees do not pay bills they will be assessed a finance charge and must be contacted via email or hard copy memo that the bill and finance charge must be paid to the Virtual Bank with in 10 working days or additional penalties will be incurred.

Product – Tracking Grid and email or hard copy memo template.

2. Statement of Finance Charges 

Based on personal finance bills not paid by employees, you will create a monthly statement of individual finance charges and you will follow up to make sure these finance charges have been paid.

Product – Statement of Finance Charges turned in for each month of bank operation.

Payroll Assistant

1. W-4 forms 

Work with the payroll specialist, to develop a presentation for the W-4 forms. In this presentation you are to explain what the form is used for, how to fill the form out and what are the advantages and disadvantages to number of dependents you choose to declare.

Product – W-4 form passed out and completed by all employees, a printed copy of the PowerPoint presentation that will be forwarded to the Director of Administration.

2. Set Up Company Paychecks 

Using the tools at www.paycheckcity.com, and the information you gathered form the employee W-4 forms, Help the payroll specialist to calculate the taxations and with holdings for each employee. You will need to also find out from Human Resources, what benefits package each employee chosen to determine their benefit deductions for their paychecks. Paychecks are issued the first working day of the month.

Product – An accounting of all employees than their pay along with all taxation and deductions for an average monthly paycheck.

3. Monthly Payroll Statements and files 

Help the payroll specialist recording information in the payroll log to track the payroll accounts for the employees of the company. Each month you will print the monthly payroll statement. This statement should include all money paid to the employee including commissions and all taxes . These printouts will be placed in to the Accounting Notebook –(See CFO).

Product – Print outs of each month of payroll. November – January placed in the accounting Notebook

