MGT 475: Small Business Management
Spring, 2005
Instructor:
Dr. Jeanette Davy

Office:

254G Rike

Phone:
775-2871

Office Hours:
 11:00 - 12:00 Tuesday & Thursday



 2:30 - 4:00   Tuesday & Thursday (and immediately after class)



Other times by appointment

Text:

Essentials of Entrepreneurship and Small Business Management, Fourth Edition; 

Zimmerman & Scarburough

COURSE OBJECTIVES
The objective of this course is to provide the student with the opportunity to apply basic business concepts to practical situations.  The assigned project will be based on a local small business and will serve as the basis for the structure of the course.  Small independent teams will develop an effective analysis of a small business.  The student teams will be working closely with the instructor to help insure that project goals are set and that the objectives of the business client are being addressed in the structure of the study.  A formal written report will constitute the major project for each team.  Also, a formal presentation will be made to the business client at the end of the quarter.  This presentation should cover the major points of interest included in the written report and specific recommendations made.

DEMAND FOR OUTSTANDING RESULTS
The product you produce will be used by the client.  They have come seeking advice.  Your job is to provide that advice based on what you have learned in past courses as well as this course and additional research necessary to address the client’s needs.  You are to conduct yourself as a professional producing a professional report.  The clients have put their businesses and their futures in your hands.  Treat it as if it were your business and your future.  Put simply: THIS IS FOR REAL.  While you are helping the client, you are gaining invaluable hands-on experience that employers are demanding.  You will need to draw on your own research, abilities, curiosity, good judgement, creativity and initiative to successfully accomplish this assignment as well as to be successful on future jobs.

WRITTEN REPORT
The outline for the written report is provided in the Small Business Institute Student Consultant’s Manual, which will be provided by the instructor.  Samples are also provided in the manual for writing your report.  Resources that may be helpful are provided and the instructor will also suggest additional resources.  The manual also provides a number of questions you may ask the client in gathering information.  The manual also discusses the importance for confidentiality, it provides helpful hints on proper grammar, etc.  In general, the manual is extremely useful so read it and be familiar with it.

You will need to provide a good copy of the report to the client the night of your presentation as well as a good copy to the instructor.  In those copies you must include the Request for Counseling form, the Letter of Engagement, Acceptance Report form for the client to sign when receiving the final report, a copy of all the hours put in on the project (the form is in the manual and breaks down the time by prep time, client contact time, etc.), the confidentiality forms you signed and a thank you letter to the client.

TIME SHEETS
At the end of the quarter each team member must turn in a record of the time spent working on the client project.  A copy of the time sheet to be used is in the manual.  The total number of hours for the whole team are to be included on the 641a form which the client will sign acknowledging receipt of the final report.  Copies of the time sheets are to be included in the report.

DO NOT GET “FIRED”
A team has the right to fire a team member for nonperformance.  The firing can take place only after discussing the situation with the instructor and an attempt has been made to clear up any problems.  Anyone fired from a team must either find another team willing to accept him/her or drop the class.  You cannot complete the class if not on a team.

CLASS ATTENDANCE
Students are required to attend class and be prepared to discuss the assigned material with respect to his/her client.  If you must miss a class for business or some other approved reason, you must notify the instructor prior to that class.

GRADING
The individual grade for the class will be based on the team’s definition and analysis of the assigned business, the efforts expended by the team to determine alternative solutions.  These criteria will impact the content of the team’s mid-term written report and the final reports, and these written reports will be used to assess them.  The effectiveness of the final presentation to the client will also be calculated in the grade.  The team members’ evaluations of the individual’s performance throughout the quarter will also be used to determine individual grades..

Mid-term Report

  50 pts

Written Report

300 pts

Presentation


100 pts

Individual Evaluation

  60 pts
Total



510 pts

The instructor also reserves the right to use impressions developed over the quarter as to observed effort, commitment, etc. to determine the final grade, especially in borderline cases.  A straight 90, 80, 70, 60 grading scheme is used. 

The above schedule is a suggested timetable.  Depending on how projects are coming or problems that come up, it may be necessary to modify the dates and/or the sequence of the materials presented.

Throughout the quarter, each group will update the class on their progress.  The other class members will provide insight, evaluation, ideas, and critique.

Several other chapters in the book will be helpful, such as, Chapter 12, Sources of Funds: Debt and Equity and Chapter 15, Leading the Growing Company ...  Be sure to look at these for your project.  If you have questions, bring them up in class.

SUGGESTED TIMETABLE
3/29
Course introduction; confidentiality; consulting considerations; team selections; client


assignments; brief description of clients; quick review of SBI manual

3/31
Chap. 1 & 2 Introduction


Initial meeting with client (5:15)

Set up meeting with client within the week

4/5
Finish Chap 1 & 2


Chap. 3 Strategic Management

4/7
From the initial meeting in class and this second meeting you are to develop a Letter of

 
Engagement outlining what you will do for the client over the course of the quarter and

 
what the client will have to provide you.  There is a sample in the SBI manual.  Bring the

 
Letter of Engagement to class for the instructor to review (do not have the client sign it

 
before it is reviewed by the instructor).  The Letter of Engagement serves as a contract

 
between you and the client.


Brief history & objectives of your company - 5 minute informal presentation

4/12
Complete Chap. 3


Chap. 6, Crafting the Marketing Plan

4/14
 Complete Chap. 6.


 Promotion Video

4/19
Guest Speaker: The Flower Man, Steve Smith

4/21
Answer questions, address problems, receive updates from teams - must be in class

4/26
Guest Speaker - Advertising and Promotion - Marsha Adams, Sinclair Community College

4/28
Mid-term report due: Includes draft of company history; problems identified for each area;

 
and Marketing Analysis (typed).  As I grade these I will put them in the bins next to my 
door. 

Group Work.  Answer questions, address problems, receive updates

5/3
Pricing

5/5
Guest Speaker - Legal Issues - Attorney Dave Montgomery

5/10
Guest Speaker - Starting Your Own Business - Sharon Zeljac, Automated Advantage

5/12
Guest Speaker - Financial Management -Linda Moore

5/17
Complete Draft of Final Report Due.  I will meet with groups if necessary.


Work on presentations.

5/19
By this time you must have confirmed the day and time your client will come for

 
his/her presentation.

I will work with teams who still need significant work on their reports.

5/24
I will do a final review where necessary on reports.  If you would like, I will also preview

 
your presentation (e.g., power point slides, any displays, charts, etc.)


If necessary, one presentation will be done.
5/26
Presentations - Max of 2: 4:20 - 5:00 & 5:10 - 5:50

5/31
Presentations - Max of 2: 4:20 - 5:00 & 5:10 - 5:50

6/2
 Presentations - Max of 2: 4:20 - 5:00 & 5:10 - 5:50

6/7
Presentations - Max of 2:  5:45 - 6:25 & 6:35 - 7:15

