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Business in a BOX

All employees (students) involved in the Virtual Enterprise program are required to complete a business in a box. The emphasis of this project is preparation for next year’s class.  You will collect the following things and make copies of all things that would be important for next year’s class. This is worth 100 points per person! 

I. Every EMPLOYEE needs to write a memo that states how what you are putting in the box (1) can be used next year, (2) what you liked about what you did, (3) what you would do differently next year if you were to use the same business. (see directions at the end of this paper)

/25 points
II. Each DEPARTMENT will be required to put the following neatly labeled in the box:


a. CEO and VP’s: Business plan and a letter to the next years class 
addressing 
the pitfalls and the things future CEO’s and VP’s need to 
be aware of. The letter 
should be at least one page in proper letter 
format. 


b. Sales: You will need all receipts, at least one sales catalog, 
PowerPoint training on a CD.


c. Fundraising Team: All fundraising ideas as far as what was done 
and what 
should be done in the future. You will also need to 
address community outreach 
and how we can be more successful 
next year. This should be in a GROUP memo put in the box. All 
newsletters should be in the box as well.


d. Marketing: Marketing plan and all trade fair show items that are 
related.

e. IT: Website on disk and all documents created for class. IE: Business cards, brochures, and nametags. The commercial and promotional video should be on a DVD and put into the box. 


f. Human Resources: Human Resources Guide and the employee 
evaluation 
form. 


g. Accounting: Copy of books and any other related items.










 
/25 points
This will be Due on May 17 and it is a TERM ASSIGNMENT

You must include this sheet with your BUSINESS IN A BOX

III. Annual Report: This will be produced in conjunction with each department. You will need to work together. This will be a class grade.  

Step 1: Make sure all bills are paid and sales collections have been 
sent out. 
Step 2: Look at sample annual report under curriculum – tasks and look at the first sample annual report. 
Step 3: Each department will need to prepare their own report like the sample and will need to submit it to one person who will put it together. See some examples on the VE website.

Step 4: You will need the following sections:  


Cover page





Chief Executive Officer Address 

Goals and Accomplishments

Human Resource Department Problems and Solutions (see memos)
Accounting Department
Financial Report (accounting) 

Marketing Department


Trade Fair Show Report (Marketing)

Technology Department


Conclusion









/50 points

Memo for the BOX: 

This is an individual grade and will be worth 25 points. It must be at least 1 full page single space with a font no bigger than 12 point. You will need to spell all works correctly and have a well written document to get full credit. 

1. Format


2. Mechanics of writing 

3. Organization 

4. Spelling 

5. Project complete and accurate 

 This will be Due on May 16th and it is a TERM ASSIGNMENT
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