
Accounting Department
Bimonthly Tasks for September
AD Task 1: Department Meeting and Assigning Roles - 10pts Responsibility: All Team Members
(1) Meet and go over the tasks found in Trello for the September task period. Divide up the work by adding
members to the tasks card so everyone knows who will be responsible for that task over the task period. (2)
Download a copy of the ACCOUNTING ROLES from the link below. Review the roles and decide who is
responsible for each area for the year. Each role will have different responsibilities in the accounting
department. Many of these roles will not start until the company begins doing business in December so those
who have less work can work on special projects. In addition, you will be assigned team members to work on
the tasks below. (3) Everyone in the department can earn 50 points for this series of tasks and everyone will
receive the same task points based on the number of tasks completed. Each task needs evidence of
completion which is found at the bottom of the task instructions. All tasks are due on or before October 5th
unless noted in the task. Tasks completed early can be turned in and verified at any time. It is the
responsibility of the department leader to make sure that all tasks are done. When all tasks have been
assigned, move the card to Working ON. When any task has been completed, move it to the Chairman of the
Board (your teacher) for final verification and awarding of points.
5pts Evidence: Tasks Assigned → Teacher Observation
5pts Evidence: Completed Accounting  Roles→ Attached or Linked to the Trello Card
Accounting Roles
https://docs.google.com/document/d/1XTnGkQtGgJCCQ9ePXnsJxtY5II5x4eLPV_-5yFEnWng/copy

AD Task 2: Hiring Process & Department Placement - 5pts Responsibility: Chief Financial Officer
You will be holding interviews to fill positions for your department team. Coordinate with the Vice President of
Human Resources when you would like to schedule the interviews. During this process, you will record your
applicants in sequential order based on the preference of hiring. Following all the interviews the leadership
team will meet and place employees.  The company roster will be submitted by the VP of HR.
Curriculum / Human Resources / Human Resources Task 1 Interview and Place Job Applicants
5pts Evidence: Interviews completed team selected → Submitted by Vice President of HR

AD Task 3: Company Employee Salaries - 10pts Responsibility: Chief Financial Officer
Work with your teacher and the Vice President of Human Resources to determine the salaries for the company
employees. Download a copy of the SalaryApp (Link below) and follow the steps at the top to work out your
company salaries. It is recommended that the minimum gross annual salary for a VE employee is $25,000/year
and the maximum gross salary be set lower to $100,000/year. Include a rationale of how you came to final
salaries for each position in the company (this should be based on base salary + responsibility factor). When
completed present and submit the list of employees and their salaries to your leadership team. Complete a
Motion to Approve Form for approval and then to Accounting for payroll. Work with your teacher if you need
help on this task.
10pts Evidence: Finalized Salaries and Salary.App→ Attached or Linked to the Trello Card
Curriculum / Accounting / Accounting Task 8 Update Income Records
SalaryApp
https://docs.google.com/spreadsheets/d/1MMkwS0Iq8CcVC9-85nnEgf2IXKPLgYJ001hKJ2xmuC0/copy
Motion to Approve Form
https://docs.google.com/document/d/1_OefKjHd7ZUsnDmStXW2A6YkD_gctQ0xhjZFNwzScP0/copy

AD Task 4. Leadership Conference - 5pts
The Chief Officer should be attending the student leadership/training conference in your region. Obtain your
name badge from the CEO, dress for success, and bring your Chromebook/Laptop to the event. Each attendee
will submit in the next task period a 1-page 3-paragraph summary of what sessions you attended, things you
learned from the conference, and what things you were hoping to have learned but did not.
5pts Evidence: Attend Conference → Teacher Observation

https://docs.google.com/document/d/1XTnGkQtGgJCCQ9ePXnsJxtY5II5x4eLPV_-5yFEnWng/copy
https://canvas.veinternational.org/courses/5586/pages/hr-task-1-interview-and-place-job-applicants-new
https://canvas.veinternational.org/courses/5586/pages/acct-task-8-update-income-records-new
https://docs.google.com/spreadsheets/d/1MMkwS0Iq8CcVC9-85nnEgf2IXKPLgYJ001hKJ2xmuC0/copy
https://docs.google.com/document/d/1_OefKjHd7ZUsnDmStXW2A6YkD_gctQ0xhjZFNwzScP0/copy


AD Task 5: W-4 Research and Presentation - 20pts Responsibility: Any Team Member
For the hiring process, you will require a W-4 form completed by every employee. (1) Research (using the link
below) the purpose and process of completing the W-4 form and (2) create a presentation to lead the company
through the process. (3) Print the forms for employees and hand them out. (4) Lead the company employees
through the process of filling out their W-4s. Explain what the number of dependents claimed means as it
relates to money being removed from their paycheck. (5) Collect the W-4 forms from all employees and using
Google Sheets or Excel record the number of dependents claimed and other adjustments each employee has
declared on their W-4 and then (6) give the forms to HR to file in the employee personnel files.
15 pts Evidence: W-4 presentation completed and Presented→ Attached or Linked to the Trello Card
5 pts Evidence: Employee W-4 sheet → Attached or Linked to the Trello Card
Filling Out Your  W-4
https://www.investopedia.com/articles/personal-finance/081214/filling-out-your-w4-form.asp

https://www.investopedia.com/articles/personal-finance/081214/filling-out-your-w4-form.asp

