	Goals – SALES AND MARKETING
	Tasks
	Comments
	Assigned to
	Due Date
	Date Completed

	Accurate, easy to use website
	
	New website created but not yet uploaded
	
	
	

	Accurate, easy to use registration system
	
	Mollyguard
	
	
	

	Accurate, easy to use payment system
	
	PayPal
	
	
	

	High internet visibility via search engines
	
	Registered with 
	
	
	

	Visually appealing, accurate and easy to read printed brochure
	
	Do not have one
	
	
	

	Visually appealing, accurate and easy to read electronic flyer
	
	Constant Contact
	
	
	

	Visually appealing, accurate and easy to read reminder notifications
	
	PostCard format through mailing house
	
	
	

	Passive income for ancillary products
	
	Reading Room – Amazon.com
	
	
	


	Goals – CUSTOMER SERVICE
	Tasks
	Comments
	Assigned to
	Due Date
	Date Completed

	100% customer satisfaction
	Timely response to queries:  e-mail, answering service, direct calls
	
	
	
	

	
	Timely distribution of certificates
	
	
	
	

	
	Timely disbursement of refunds
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Goals – PRODUCTION
	Tasks
	Comments
	Assigned to
	Due Date
	Date Completed

	Web Based Training
	1. FT

2. CFE

3. Continuing Ed

4. Certification Courses
	All are in process
	KRF

KRF

Various

CRF
	Oct 2006

Oct 2006

n/a

n/a
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Goals – CONTRACT PRESENTATIONS
	Tasks
	Comments
	Assigned to
	Due Date
	Date Completed

	To ensure that all contracts are negotiated and processed in a timely manner
	1. Negotiate presentation topic, presenter and fee

2. Process contract

3. Receive and deposit retainer

4. Receive and deposit honorarium and travel reimbursement

5. Reimburse presenter for travel expenses
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Goals – CUSTOMER SERVICE
	Tasks
	
	Assigned to
	Due Date
	Date Completed

	100% customer satisfaction
	Timely response to queries:  e-mail, answering service, direct calls
	
	
	
	

	
	Timely distribution of certificates
	
	
	
	

	
	Timely disbursement of refunds
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


