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Project Timeline


Biotechnology Company Project Assignments: Timeline

Since this is a year long project, it is helpful to keep an overview of the tasks in order to assign them in an equitable manner over the course of the year.  SFUSD divides each semester into 3 6-week grading periods; for planning purposes the timeline is organized according to this scheme. The officer indicated is primarily responsible for the assignment; the CEO has the prerogative of re-assigning tasks if necessary. The “Filed in” column indicates where in the group’s company binder the task is to be found. Students file the assignment on or before the date it is due. It is relatively easy to check the binder and verify that assignments are properly completed.

Fall Semester

First Grading Period

Assignment







Officer
Filed in:

· Obtain 1.5” 3 ring binder with 5 dividers, labeled
CEO

· About Us

· Research and Development

· Human Resources

· Corporate Communications

· Company Finances and News


· Insert a title page with the company name and the                                                                      titles and names of the officers.



CEO

front of binder

· Set up a chart for recording stock prices on a   

CFO

Company Finances                                                                    biweekly basis.



                                            and News                                           (Note: the stock prices will be hand entered every 2 weeks;                                                           the information will be graphed at the end of each semester.)  

· Write and mail a letter to the company’s Director of  
VP-HR
 Corporate                                                                 Human Resources requesting a copy of the annual                            Communications                                           report and any available brochures or literature                                   [copy]                           describing the company and its research focus.  

[NOTE: the writing of the letter is a valuable learning exercise for all students. It is worth spending a class period discussing proper format and business language. I ask each group to work on a draft of the letter, then I assist them with editing. I encourage all members of the group to sign their letter. I collect and review the final letters before I send them. JR]  

Second Grading Period

Assignment







Officer
Filed in:

· Preliminary logo design 




VP-Marketing   R & D

· Ongoing maintenance of stock chart


CFO

    Company Finances












    and News

· 2 news articles about the company, with summaries
VP-HR, 
    Company Finances                                                                   










VP-R & D
    and News

· Draft of introduction for company prospectus .

CEO

     About Us 
              (See “The Project”, #4 in student handout.)

· Review of company website: print out home page, 
VP-Marketing      Corporate                                                                 write 1 page review critiquing site for   




      Communications                                                                                                            1) ease of navigation, 2) clear information,                                                                                 3) aesthetics. 

· Thank you letter to company (if information was
VP-HR
      Corporate

received.)








      Communications

Third Grading Period

Assignment







Officer
Filed in:

· Final introduction for company prospectus

CEO

    About Us
· Annotated product list for company prospectus

VP-Marketing    About Us
· Product research timeline and pipeline, with

VP-R & D           R & D                          one page summary.
· Employment information – number of employees,
VP-HR
      Human Resources       list of possible jobs with qualifications, list of benefits
· Graph of stock activity for first semester


CFO

     Company Finances          









     and News
· 1 News article with summary



CFO

     Company Finances    










      and News
· Thank you letter to company (if information was
VP-HR
     Corporate

received.)








     Communications

Spring Semester

First Grading Period

Assignment







Officer
Filed in:

· Final logo design





VP-Marketing   Binder Cover +            










   title page

· Ongoing stock chart





CFO

Company Finances          










and News

· Draft brochure – printed in black and white,

ALL                                                              enough copies for each group to have a copy







 to critique.

Second Grading Period

Assignment







Officer
Filed in:

· Ongoing stock chart





CFO

Company Finances












and News

· Final Brochure, in color, 6 copies



ALL

front of binder

· Biography/Personal Statement



ALL

About Us                      (See page 2, student handout)

Third Grading Period

Assignment







Officer
Filed in:

· Mechanism of action in detail for 2 products

VP-R & D,
  R & D                                                                 







VP-Marketing

· Graph of stock activity for second semester

CFO

  Company Finances              









   and News

· Company Poster





ALL


