CEO Semester I Projects

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


Chief Executive Officer 


1. Company Meetings 

Each week you should be meeting with your leadership team and/or departments to get updates from them on progress with in their departments. You should also use this time to communicate what you would like to or what needs to be done as a company.  Develop a tracking grid timeline to kept on department progress and company projects.

Product - Leadership Meeting Agendas (recommended to meet every Wed) and Company tracking grid. One of the people in the meeting must report to the class what went on in the meeting. 

2. Establish Startup Costs 

Develop with your Executive officers and Vice Presidents the required start up costs for each of the departments you oversee.

Product – Forward this information to the CFO to apply for the company loan.

3. Business Plan 
The CEO and COO will be putting together the company business plan. Each department will have specific components that need to go into the plan and your job is to coordinate this process and collect all of the parts into the Business plan notebook. Please see the business plan video to put this together. 

Product – Completed Business Plan notebook (completed by January 
).

4. Business Plan Presentation 

Based on the completed business plan you will work with your COO to present this business plan to our local SCORE chapter. 

Product –Presentation of the Business Plan & a hard copy of the presentation

Chief Operating Officer 


1. Company Meetings 

Each week you should be meeting with your leadership team and/or departments to get updates from them on progress with in their departments. You should also use this time to communicate what you would like to or what needs to be done as a company.  Develop a tracking grid timeline to kept on department progress and company projects.

Product - Leadership Meeting Agendas (recommended to meet every Wed) and Company tracking grid.

2. Establish Startup Costs 

Develop with your Executive officers and Vice Presidents the required start up costs for each of the departments you oversee.

Product – Forward this information to the CFO to apply for the company loan.

3. Business Plan 
The CEO and COO will be putting together the company business plan. Each department will have specific components that need to go into the plan and your job is to coordinate this process and collect all of the parts into the Business plan notebook. Please see the business plan video to put this together. 

Product – Completed Business Plan notebook (completed by January 
).

4. Business Plan Presentation 

Based on the completed business plan you will work with your COO to present this business plan to our local SCORE chapter. 

Product –Presentation of the Business Plan & a hard copy of the presentation

Executive Secretary


1. Meeting Schedules/Agendas 

Create a master schedule for all meeting that take place in the company, date they occurred and which department met. Also create the weekly dated agendas for the leadership meetings in outline format complete with approval of the last meeting minutes, old business for each department and new business from each department that is submitted by vice presidents. You will also be responsible to contact and remind all parties for the meetings

Product – Meeting notebook with a sections for the monthly calendar for the year and another with all agendas for each meeting

2. Minutes from all meetings 

During the leadership meetings you are to take notes. As a follow up of each leadership meeting you are to type up the minutes from the meeting, stating who was in attendance, each item number that was covered and what was decide of requested for each item. Make copies of these minutes for the vice presidents that they will review, make corrections and approve and revise the minutes and display on bulletin board and file one in the Meeting notebook.

Product – Meeting notebook with a section that includes approved minutes

3. Check/respond to and print important company/ CEO emails 

On a daily basis you are to check the Company VE email, CEO and COO VE email. Print important emails and forward them to the appropriate person or department. Create a tracking log in Excel of the emails you respond to and print. In the log state who is the sender, recipient and subject of the email. 

Product – Printed email Log

4. Ratings Notebook and Tracking Chart 

This notebook will have a copy of everything that is sent in for our company rating. The front of the notebooks should have a table of contents /tally sheet to track the company rating points. When items are received they are to be copied and passed on the Administrative assistant for mailing. Also create with the commercial artist, a thermometer chart for company rating points.

Product -Ratings Notebook- see Mr. P in order to best delegate this. 
