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September-October – November
I. Resume/cover letter (Orientation, Task 4)
II. Career Element Assignment: 

Match abilities with Job Traits (Orientation, Task 2) and/or
Create a Job Description (Orientation, Task 6)

III. Work sample: Write a business letter (Orientation, Task 8) and/or
Prepare a department/company budget using spreadsheet technology  (Accounting and Finance, Task 2) and/or
Develop a department or company organization chart (Human Resources, Task 3) and/or
Agenda and minutes of a meeting
IV. Reflection writing  
V. Directed Writing
VI.
Technical Writing:  Create a welcome presentation for new employees (Human Resources, Task 4) 
December-January

I. Reflection Writing 
II. Work sample:  Article for company newsletter (Administrative, Task 2, Human Resources, Task 18) and/or
Create or Update the Employee Manual (Human Resources/Administration, Task 5) and/or 
Establish Meeting Procedures – agenda and minutes (Human Resources/Administration, Task 7) and/or
Establish procedures to implement a 401k Plan (Human Resources, Task 3
III. Directed writing  

IV. Technical Writing:  Prepare a company presentation on Ethics (Human Resources, Task 13) and/or
Create a business plan presentation (Administrative, Task 11) and/or
Create a sales presentation (Sales/Marketing, Task 10) and/or
Explain a firm’s break-even analysis supported by quantitative data and charting (Accounting/Finance, Task 6) and/or
Create a presentation to inform employees on the use of the online banking system (Accounting/Finance, Task 11) and/or

Develop a workflow depicting the implementation of the 401k plan (Human Resources, Task 11)
[image: image2.jpg]February-March-April
I. Reflection Writing

II. Work sample: Prepare an individual tax return (Accounting and Finance, Task 19) and/or
Prepare for trade fair activities:  develop a budget, develop a sales catalog and order form with prices in various currencies, develop a booth design (Sales and Marketing, Tasks 14 and 18) 
III. Directed writing
IV. Technical Writing:

Presentation on preparing a tax return (Accounting and Finance, Task 19)

April-May-June
I.
Work sample: 



Prepare the annual report (Accounting & Finance, Task 

22) and/or


Prepare financial statements (Accounting & Finance, 


Task 20) and/or

Agenda and minutes of a meeting 
II.
Directed writing

III. Technical writing:
  Develop a recruitment strategy and presentation (Human    
Resources, Task 15) and/or

Prepare a presentation on transition for your department

IV.
Research writing paper/project 
Topics:

Report on a successful entrepreneur or
History of a successful company

V. Final Self-assessment of portfolio
VI. Revisions and finalize portfolio for display

FINAL PORTFOLIO�MINIMUM PROJECTS CHECKLIST�


___ 4 Work Samples (varied level of difficulty)�___ Resume / Cover Letter�___ Career Element Assignment�___ 1-2 Technical Writing (How-to-paper, Manual, PowerPoint or Demonstration)


___ 3-4 Directed writing (see explanation below)�___ Research writing(research, find sources, create an outline, write drafts, edit and proofread, use internal citations, furnish works cited)


___ 1-2 Reflection writing  (journal, self-reflection, or topic response)


___ Final Self Reflection�











***  SUGGESTED TOPICS FOR DIRECTED WRITINGS (Directed writing requires planning and development (drafting, revising, editing, conferencing, and publishing); students have regular opportunities to independently apply their new skills within topic areas. A central feature of the Directed Writing component is the provision of instructional time for a variety of writing conferences including small group and partner conferencing


 


A.	Annual Report/ Management discussion section: 	analysis of firm’s performance (Sales and 	Marketing, Task 19).


B.	Compare/contrast the economic system of the United 	States with another country (one of the firm’s 	trading partners.


C.	Create a company mission statement 	(Administrative, Task 8)


D.	Analysis of article from newspaper, business 	periodical or professional trade journal


E.	Written response to an interview with an industry 	professional


F.	Product analysis


G.	Industry analysis


H.          Identify and analyze target markets (Sales 	and Marketing, Task 3)


I.	Analyze elements of the marketing mix 	(Sales and Marketing, Task 4)


J.	Write the Sales and Marketing section of the 	business plan (Sales and Marketing, Task 8)









