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Overview of Projects and Estimated Completion Time
21t Century Skills

Welcome to Sports Connection
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Project 3
3-1
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33
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Contents

Sports Connection Identity

Establish Brand Identity and Standardize Formats
Set Up Contacts

Develop Organizational Skills

Prepare Letter and Envelope

Prepare Staff Memo

Prepare Handout Using Report Format

Create Calendar

Manage Tasks

Research Purchase Options and Make Recommendation

Finances

Prepare Budget Worksheet

Analyze Data and Design Charts
Revise Worksheet and Create Charts
Prepare Fee Schedule

Research Speech Topics and Compose Outline

Community Foundation Relationship
Prepare Budget Report

Develop Alternative Budget Plan

Create a Custom Presentation

Prepare Fax Cover and Update Contacts

Develop Training Activities
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Project 4
4-1
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Project 6
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Project 7
7-1
7-2
7-3
7-4
7-5
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Information Management
Create and Use Access Database
Prepare Agenda Mailing

Update Calendar and Tasks

Recommend Time Management Strategies

Grand Opening

Create Worksheet with Comments
Update Calendar and Contacts List
Develop Strategy for Effective Meetings
Design Table and Compose Memo
Prepare Memo and Compose E-mail

Develop a Presentation

Marketing and Promotion
Design Invitation

Develop Article from Outline

Research Travel Alternatives

Develop Strategy for Advertising Flyer
Prepare Newsletter

Develop a Teambuilding Training Activity

Database Management

Prepare Merge Letter and Envelopes
Create Database Tables with Relationships
Create Database Table, Form, and Report
Use Database for Decision Making
Prepare Memo and Labels from Database
Design Announcement and Prepare Labels

Develop Handout and Labels
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Project 8

Program Management

8-1  Design Membership Application
8-2  Prepare Documents for SharePoint Site
8-3  Create Graphics and Presentation
8-4  Prepare Employment Announcement
8-5 Develop Interview Guide
8-6  Research Topic and Prepare Presentation
8-7  Prepare a Golf Announcement
8-8 Enhance Employee Development
Project 9 Program Connectivity
9-1  Visit Social Media Sites and Collect Information
9-2  Determine Applicability of Each Site
?-3  Create Social Media Plan
9-4  Prepare and Deliver Presentation
9-5  Evaluate Your Team
Style Guide
Index
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