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	Course Code: IntPrj
Course Name: Integrated Projects
Version: 2016
Assignment:  Case Study: Events R Us Portfolio 



	Materials and Resources

	Microsoft Office 2013



	Assignment Description

	This Case Study: Events R Us Portfolio project requires the student to independently build an electronic portfolio of documents – such as Word and Excel templates, an Access database and a PowerPoint presentation based on the based on the scenario below, and present your final materials to the group to demonstrate your presentation skills. 



	Case Scenario

	You are the Marketing Co-ordinator for Events R Us, a local, small sized (25 employees) start-up organisation in a large urban centre. Your organization includes roles such as Accounts Payable/Accounts Receivable, HR, Event Planning Customer Service Reps (one assigned to every 2 clients), and construction/tear down crew. You will coordinate with external organisations, such as caterers, for catered affairs, film screenings, and professional pyrotechnics for fireworks shows for large groups (these will be part of the “value added” services you can offer to your clients. Events R Us organises corporate events for customers, including (but not limited to): trade shows, company meetings, corporate themed retreats (such as Friday 13th Biker Bonanza), corporate events (such as corporate barbeques and fireworks shows), and large charity events (such as bike-a-thons, bowl-a-thons), as well as events such as silent auctions. Your tasks include (but are not limited to) finding clients, keeping track of clients and bookings, tracking invoices and payments, a PowerPoint presentations to showcase past event. You will present this portfolio, along with a synopsis of your company’s history and future aspirations.
You will create an electronic portfolio containing samples of your work, including:
· Access: A database of clients who could use your services
· Word: A synopsis of your company, its history and its mandate; a letter of introduction template; a letter which declines a request for refund; a mail merge for your first corporate mailing; a corporate brochure which outlines the services, prices, bundles, and discounts you offer; a survey form for clients; a synopsis of the pieces of your portfolio, descriptions of what it was like to create them, how you will apply them in the workplace
· Outlook: Outlook Contact Cards you will use in communications with your clients
· Excel: A standard invoice for your clients for services rendered; a late payment invoice; a pivot table containing information imported from Access.
· PowerPoint: A PowerPoint show which showcases your company, its services and products.
You will deliver a presentation to your class, along with your PowerPoint presentation, which explains to your class what you have created and how it all works together.
A grade of 0 will be given if absent on assignment due date unless absenteeism is due to illness, in which case a doctor’s note will be required prior to accepting a late report. 
Assignment is to be completed individually—no group work



	
Events R Us: Word Files
	/60

	Synopsis
	/15

	Your synopsis outlines who your company is, what they do, your position and duties, where the company is located, the number of employees in your company, and how many corporate clients who you are contacting.

	Business Letter
	/15

	Your company – Events ‘R Us Inc. – plans and executes events for other companies. Events can include, but not be limited to, picnics, corporate training sessions, long weekend fireworks shows. (See details in introduction of project)
· Create a business introduction letter which contains the following:
· an introducing yourself and your business
· describes the services you offer
· the letterhead includes logo / slogan
· includes Date, Inside Address/salutation/Complimentary Close/Signature Line
· layout correct – all elements in appropriate location
· grammar and spelling accurate
· Save this letter as a template: EventsRUs-Marketing Letter-Your Initials
· Create a letter which decline a refund request. Include:
· logo, slogan, your company name, address, email address, and telephone number.
· Save your decline letter as a template named: EventsrUsSDeclineLetterT-Your Initials.
	

	Mail Merge
	/15

	· Using your business introduction letter, create a mail merge main document
· ensure that all the necessary fields are set up with the appropriate merge codes:
· date
· address
· salutation
· merge the letter with the Access file you create in the Access portion of this project
· preview your merged letters to ensure all elements are in the correct location
· proofread and correct any errors.
· complete the merge
· save your merged results as Merged Letters: Your Name.
· Create a mailing labels mail merge that will result in a full page of labels.
· Save your merged results as: Labels Document: Your Name
	

	Brochure 
	/15

	· Create a brochure which outlines the services Events R Us offers. 
· include the corporate logo, address, phone number, website, pictures, SmartArt and WordArt and general quote lists.
· use footnotes to indicate where prices are impacted by region, or geographic areas where services are not available.
· save the brochure as Brochure: Your Name
	

	Survey Form
	/15

	· Create a Client Satisfaction Form as a table containing:
· appropriate content controls (Rich Text, combo box, drop-down list box, date picker, building block gallery). 
· create the form to collect information such as Extremely Satisfied, Satisfied, Somewhat Satisfied, Not Satisfied.
· Protect the document so it can be used as a form
· Include some sample data to demonstrate how it works
· Save the template as Client Satisfaction Form: Your Name.
	

	Comments:










	Events R Us: Business Card
	/15

	· Create a business card including:
· which matches your company logo
· add other necessary contact information including Company Name, Logo, Slogan, Student Name, Address, Telephone number, Email, and Website URL(www.eventsrus.com ), picture, colour coded
· Layout correct – all elements in appropriate location
· Used as default signature for emails
· Save your business card as:  BusinessCard: Your Name.

	Comments:










	Events R Us: Access Database 
	/15

	· Research the internet and find: company names, company addresses, and corporate contact information for 25 local businesses from at least three (3) different sectors.
· You can use fictitious employee names for the company if there are no contact names published with the basic company information on-line.
· In Access:
· Create a table named Client List
· Include the Client Name, Client Address, City, Province, Postal Code, Contact Person and Industry Sector as the fields for this table
· Enter this data found during your research
· Create a form called Client List which will be used to input data into the Client Table in future.
· Use the fields Client Name, Client Address, Client Phone, Client Email, Event Booked, Event Date, and Invoice Paid.
· Create a table named Booked Events
· Include a sample set of data of events booked for the next six month
· Create a form named Booked Events which will be used to input data into the Booked Events Table in future.
· Create a query named Current Customers, showing:
· the name of the company
· the contact person,
· the market sector the company represents.
· Create a report named Customers and Bookings, including:
· Include in the report:
· the name of the company
· the contact person
· the market sector the company represents
· Save your Access file as EventsRUsClientInfo: Your Name.
	

	Comments:










	Events R Us: Excel Files
	/30

	Invoices – Standard and Late
	

	· Create a standard quote invoice template for your clients for services rendered, including:
· your logo 
· you slogan
· Event Code
· Cost for Materials
· Event Description
· Labour Cost
·  Tear Down Fees
· Disposal 
· Taxes
· formulas
· locked cells
· Save the invoice template as: Invoice File: Your Name.
· Create a standard late notice invoice template for your clients for services delivered. 
· This should include:
· your logo 
· formulas
· additional fees for late payments (i.e. extra 10% or a set fee)
· locked cells
Note:  You can research on the Internet to determine the respective costs for these services. (Set this information on a separate sheet to refer to when creating a quote for a client). You will describe in your synopsis for your instructor how you determined your costs and penalties.
· Save the late payment invoice template as: Late Payment Invoice File: Your Name.
	

	Pivot Table 
	/15

	· Create a separate workbook 
· import your client data from your Access file.
· generate a pivot table which uses all the fields: Client Name, Client Address, Client Phone, Client Email, and Invoice Paid.
· filter the pivot table according to Event Booked and Event Date.
· Save the file as: IP Pivot Table Your Name.

	Comments:






	Events R Us: PowerPoint Presentation 
	/15

	· Using PowerPoint, create a slide show Events R Us Showcase. It should include:
· list of past events 
· services you offers
· follows the Rule of 6
· each slide should have a unique background
· graphics and text have animations applied
· a different transition is applied to each slide
· SmartArt is used
· variety of slide layouts is used
· customized bullets are used
· have handouts and speakers notes prepared.
· Save the presentation as Slide Show: Your Name
	

	Comments:










Oral Presentation Evaluation Sheet	Final Mark:	/100
Date:
Presenter:
Topic:
1. Introduction
None, not related, uninspiring, disconnected, focused, inspiring, engaging, attention-grabbing (quote/bold statement), lively, skit/sketch
[image: ]
2. Articulation
Monotone, slow, admit nervousness, UM’s, hesitations, fast, clear, projected, interested, prepared
[image: ]
3. Body Language 
Distracting, fidgety, hand gestures: appropriate/inappropriate, posture: good/poor, eye contact: good/poor, moves too much/too little
[image: ]
4. Confidence (Subjective)
Anxious/nervous, calm/believable, careless, dull, emotional, passionate, caring, sincere, lively
[image: ]
5. Organization 
Disjointed, unorganized, thrown together without thought, begins well, flows well, concludes effectively
[image: ]
6. Use of Time (5-7 minutes) 
Managed time well, did not manage time (-2 marks  @  <5mins, -1 mark @ >7mins)
[image: ]
7. Visual Aids
None, text only, pictures only, variety, reads from, refers to effortlessly
[image: ] 
8. Content per Slide
Broad generalities, specific, focused, relevancy, facts
[image: ]
9. Summary
No summary, short summary, quote/bold statement, inspiring, call to action
[image: ]
10. Audience Reaction 
Disinterested, receptive, asked questions, laughed (or other response appropriate to topic), applauded, agreed (or other response appropriate to topic), discussion after presentation (inspired by)
[image: ]
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