
Semester Final – Project 
This is for the final exam grade. Each student must create their own files!! 
 
In this Scenario, you are the sales manager for any business, like Riata Ford here in Manor. You have the 
task of implementing and tracking a new sales promotion for the next 3 months. You must create 3 
different files and turn them into the general manager. 
 
1st Document – Memo to Sales force (30 Points) 
In Microsoft Word, you must create a memo informing all sales people of the upcoming sales 
promotion. This should be done in a Memo format and should explain the goals, commission rate, and 
bonus paid on the promotion.  
 
2nd Document – Sales Flyer (30 Points) 
In Microsoft Word, create a promotion flyer for your customers. Promote specials on vehicles and 
pricing. Use pictures, text boxes, call outs, shapes, different fonts, that would make the flyer attractive 
to customers. It should promote at least 2 vehicles, one main ad and 1 smaller ad 
 
3rd Document – Sales Goals Table and Chart (40 Points) 
In Microsoft Excel, create a table that shows the sales goals of each of your 6 different sales people. This 
should show the totals for each month (3 months) and should the total sales for all. You should also 
create a column chart comparing each sales person’s goals for each month. 
 
Grades based on quality of product produced: 

 Professional Quality: Could be used by industry now with little or no modification. Looks great 
and all functions work, and Grammar/spelling is correct – Full Points 

 Semi-Professional Quality: Needs some modifications to be used in industry, some formatting 
issues, less than 3 errors – Lose 5-10 points per document 

 Okay quality: Needs significant corrections or modifications to be useful in industry. – Lose 10-
20 points per document 

 Poor quality: Very little completed. Major errors. – Lose 20-40 points per document 
 
See examples for help 
 


