Group Project: Using a Computer to Run a Business
Mrs. Raper

Academic Center of Excellence
Scenario:
In this simulation, you will be placed in a small group of 3 or 4 people. One person will serve as the coordinator and the other two will be executive assistants. The coordinator will be responsible for making sure all assignments are completed in a timely manner and will proofread all assignments before they are submitted to the teacher for grading. Projects will be graded as follows:

Acceptable---------------------A (91-100)

Projects will be considered acceptable if all guidelines are followed and the item contains no grammar problems, spelling problems, or punctuation problems. The project must also be creative and address the issue(s) specifically.

Acceptable with reserve--------B (81-90)

Projects will be considered acceptable with reserve if there are minor errors. Questionable usage of grammar or unclear sentences which do not impair the meaning of the correspondence would fall under this category. Misspelled words will not be acceptable under any circumstance.

Unacceptable-------------------C (71-80) (complete but with some errors)

Projects will be considered unacceptable if they are complete, but with some errors. The work is complete, but there are spelling, grammar and some formatting errors.

Unacceptable-------------------D (61-70) (complete with several errors)

Projects will be considered unacceptable if they are complete, but with several errors. The work is complete, but there are spelling, grammar and some formatting errors.

Unacceptable-------------------F 0-60 (not complete by deadline)

Projects not turned in by the deadline are considered unacceptable. Excessive spelling, grammar and formatting errors will also result in a failing grade.
__________________________________________________________________________________________
All projects must be submitted to the coordinator for approval. The projects will be kept in a folder until they are turned in. Each project should include a header or footer with the project number and the team number.  The coordinator may choose to make corrections him/herself or may edit the draft copy and ask the executive assistant to make changes. Team members will receive the same score.
Coordinators will be expected to assist the executives with projects, including delegating projects to particular individuals and assisting with problems in the operations of the computer software. The coordinator should be the only person who asks questions of the teacher. Executive assistants are expected to go to their respective coordinators for help. It is then the coordinator's job to find the answer him/herself or the coordinator may ask the teacher for clarification.

Everyone on the team needs to create a folder named “Our Business”. All files should be saved to this location. Documents should be printed and kept in a folder until complete.

Project 1: Getting Started-Logo    Assigned to:______________________ (10 points) □ 
Before your business will be ready to open, your group needs to decide on a logo and a slogan. This first project will simply be designing a logo for your business. This can be done using your choice of applications or by importing clipart from outside sources to be used in your production. This logo will be used on all outgoing correspondence: memos, letters, invoices, etc. Be sure to try to make the logo "professional-looking." It should not look like it was thrown together at the last minute. This logo will represent your image in the industry. Save it as a .jpg file and save the logo as: LOGO
Project 2: Getting Started-Letterhead Assigned to:__________________ (15 points) □
Create a letterhead to be used for all outgoing letters. This letterhead must include the logo created in Project 1 and must include the name of the company, coordinator name, company address and phone, and company telephone number. Save the letterhead as: LHEAD
Project 3: Business Invoice Assigned to:_______________________ (20 points) □
Businesses use various forms to be used throughout the day to day operations. Invoices are used when shipping an order. The invoice should contain the company logo and all important company information (you can make-up an address or use one of the team members). The form should be created using an application software of your choice.


Project 4: Getting Started-Catalog Assigned to:_____________________ (30 points) □
Create a catalog of your merchandise or services (your choice), including pictures as appropriate, a price list, shipping specifications, and any other information which would be useful to your customers. Your company must have 15-30 items/services for sale. The coordinator and all executives must be involved in this process. Save this file as: CATALOG

Project 5: Grand Opening Flyer Assigned to:_____________________ (15 points) □
Create a flyer for the grand opening of your business. Be sure to include information so that the customer could find your company, such as a map (which can be created easily in Paintbrush and pasted into your word processing program). The flyer should be carefully designed, professional in appearance, and should provide a brief description of your merchandise or services. Save flyer as: GOFLYER

Project 6: Door Sign with Hours Assigned to:______________________ (15 points) □
This is a simple desktop publishing project for your company. Create a nice sign which designates the hours the company is open for business. Include your logo on this sign. Save the sign as: HOURS

Project 7: Help Wanted Assigned to:_______________________ (30 points) □
Create a job application to be used for potential employees. Be sure all the information you want prior to an interview is included. Save this as: JOBAPP

Project 8: Welcome Letter Assigned to:_______________________ (15 points) □
Prepare a welcome letter that might be mailed out to prospective customers. This letter should be on company letterhead and should include a description of your company and a friendly invitation for them to visit your business. It might be a good idea to include a coupon at the bottom of the page that the customer can use on their first visit. Be sure to use the salutation "Dear Prospective Customer" and include your store location, hours, and any other relevant information. Save this as: WELCOME.
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