SOFTWARE INTEGRATION PROJECT INSTRUCTIONS

You and your teammates are to pretend you work for C & T International, a global corporation having its headquarters in the United States and additional offices in Japan and Mexico. The company sells consulting and training services (for example, a company hires C & T to address needs, design needed training, and deliver training to employees in an effort to improve the company’s work performance, morale, etc.). As a team, you are responsible for completing the following tasks:
1.  Create a fill-in form job application so that potential employees may apply online. 

2.  Create an organization chart for the corporation.
	Board of Directors

	Chief Executive Officer (CEO)
	Chief Financial Officer (CFO)

	Regional Managers
(1 for US office, 1 for Japan office, 1 for Mexico office)

	Marketing Dept. Manager

over

Graphic Arts Manager

and

Advertising Sales Manager


	Accounting Dept. Manager

over

Payroll Manager

and

Accounts Receivable Manager

and

Accounts Payable Manager
	Human Resources Dept. Manager

over

Consultants
and

Trainers
	Office Manager


	Technology Dept. Manager

over

Network Specialist

and

Webmaster

	Support personnel under each manager
(could include  secretary, clerk, artist, etc.)
	Support personnel under each manager
(could include data entry clerk, secretary, file clerk, etc.)
	Support personnel under each manager
(could include secretary, file clerk, records clerk, etc.)
	Support personnel under each manager
(could include receptionist, secretary, purchasing agent, janitor, etc.)
	Support personnel under each manager
(could include  secretary, computer technician, etc.)


3.  Create a way to keep up with all employees

· Make up a name and personal information for each job listed in your organization chart (for ALL three countries – don’t do Board of Directors – pick two support personnel positions for each department). Include name, job title, street address, city, state, zip, country, phone number, social security number, W-4 filing status, salary – if applicable, and hourly rate – if applicable, and level (upper management, middle management, or support personnel).  
· Print a report showing name and job title for all employees in Japan office, one for all employees in US office, and one for all employees in Mexico office. 
· Print a report of all company employees on a set salary, listing upper management first, then listing separate sections for each country’s middle management. 
· Print a report (showing name, job title, and hourly rate - separated by country) of all company employees who earn an hourly rate.
4.  Create a way to keep up with all customers
· Make up at least 10 customers (a few from each country).  Include name of customer, street address, city, state, zip, country, phone number, contact person, contact person’s title, date customer first became a customer, customer referred by (individual, company, television ad, internet ad, website, billboard, yellow pages, etc.), blank space to enter any notes about customer.
· Print a list of all customers (include add data)

· Print a list of customers from US, a list of customers from Japan, and a list of customers from Mexico
· Print a report that groups customers by the way in which they were referred to the company

5.  Create a weekly payroll sheet for the US office – use employees you made up in #3 above.  
· Heading: Consultants International, United States Payroll, for the week of _________

· Include name, W-4 filing status, salary, hourly rate, number of hours worked, gross pay, state tax (7%), federal tax (15%), FICA (7.65%), Health Insurance – it is not mandatory for all employees to have insurance ($28.50 for single coverage and $45.12 for family coverage), IRA (not mandatory – make up an amount for any employee contributing to his/her retirement), total deductions, net pay, total US office payroll for the week.
· Use formulas appropriately, and use absolute values for taxes.

· Print the completed payroll sheet, and print a copy showing the formulas.

6.  Create a quarterly sales report (January 1-March 31, April 1-June 30, July 1-September 30, or October 1-December 31) 
· For all three offices, enter sales data for each month in the quarter, add to get quarterly totals.

· Create visual representations of the quarterly data for each office, and print them.

· Provide summary sheet totals.

· Create a visual comparison of the quarterly sales in all three offices, and print it.
7.  Create and print an Employee Handbook (Do some research on employee handbooks to see the various types of information that could be included. Your handbook will certainly NOT be all-inclusive – it will only contain a few elements.)
· Company Directory (include data on all 3 offices – address, phone number, fax number, etc.)

· Organization chart (one you created in #2 above)

· Company jobs and job descriptions

· Section about ethics/integrity in business (i.e., what constitutes responsible conduct in the business world, what constitutes stealing from the company, can’t accept gifts from customers if gifts are valued at more than $25, etc.)

· Section for specific company policies/procedures/consequences (i.e., nondiscrimination, what to do in case of sexual harassment, what to do when employee is going to be out of work, what employees should wear to work, are employees subject to drug/alcohol testing, what happens if employee breaks society’s laws – like selling drugs, what happens when an employee breaks company rules, etc.). 

· Section about Business Etiquette – specifics for United States, Japan, and Mexico.
8.  Instead of just handing each employee a handbook, C & T International believes employees should attend a meeting/training in which the handbook is discussed in detail – just to make sure employees are familiar with all the provisions in the handbook. Create a presentation for such a meeting.
