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COURSE TITLE:

BU 200, Introduction To Management

TERM:


August 23-December 9, 2004
TIME AND PLACE:
Monday, Wednesday and Friday 10:00–11:50

INSTRUCTOR: 

CARYN CALLAHAN

Phone:


395-0541 (home); 735-4715 (Office)  

E-mail:


world@hawaii.rr.com
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COURSE DESCRIPTION

This course provides an introduction to the world of business and examines the functions and relationships of marketing, human resources, accounting, information systems and law. The course will use a variety of methods to help you learn about business, including workshops on career planning, resume-writing exercises, business plan creation, presentations, as well as the more-traditional textbook and case approach.  

OBJECTIVES

The main objectives of this course are to enable the student to:

· To understand and apply the basic principles of what is called “promotion” in marketing.
· To understand and apply the basic principles of organization, teamwork and communications.
· To understand the basic principles of the forms of business ownership.  
· To understand and apply the basic principles of total quality production and other methods of producing quality goods and services.
· To understand and apply the basic principles of human resource management. 
· To understand and apply basic knowledge about small businesses , new ventures and franchises.
· To understand and apply the basic principles of the legal side of employee-management relations.
· To understand and apply the basic principles of motivation.
· To understand and apply the basic principles of banking and financial management.
· To understand and apply the basic principles of global business.
· To understand and apply the basic principles of a job search (writing a resume, interviewing, etc.)
· To understand the basic concepts of managerial procedures.

· To have a basic understanding of what is required for further study in the field of management.

GRADING

	Midterm Examination


	  20%

	Final Examination
	  20


	Quizzes/Video Write Ups

	  24

	Individual Career Assignments
	  11 (Credit/Non-Credit)

	Business Plan
	  25

	Total
	100%


Note: You will lose one-half of a percentage point for each unexcused absence.


TEXTBOOK:  

Business In Action, Bovee, Thill and Schatzman, 2nd Edition, 2004. 

COMPANION WEBSITE

You can find the Website for our book at the Prentice Hall's Learning on the Internet Partnership/Companion Web Site (address in immediately below).  Several of the author’s book are listed on this page.  Click on the picture of our book to access the Webpage.

http://cw.prenhall.com/bovee
MIDTERM (20%) AND FINAL (20%) EXAMINATIONS 

The midterm and final examinations will focus on the material covered in the textbook.   The format will be mainly objective, with some short essays and descriptions. 

WEEKLY QUIZZES/ Video Write-Ups (24%)






There will be a quiz OR a video write-up every week on the material covered in the course in the previous week.  Quizzes will be in multiple-choice format and will contain 10-to-20 questions.   Video write-ups will involve answering assigned questions as a homework assignment regarding videos that we view in class.  (exact dates are in the syllabus below).  There will be 12 quizzes or write-ups.

INDIVIDUAL CAREER ASSIGNMENTS 11%)

One of the three parts of the mission of Chaminade University is "to prepare its students for professional careers…"  To further this objective, students in this class will explore career activities.  This exploration will happen in two ways.  The first way will be through reading and discussing Appendix D, “Careers in Business and the Employment Search,” on page 386.  The second will be through writing two documents, which you will submit at assigned due dates in semester.   These two documents count for 11% of your grade.  This is a pass/fail assignment.  If you submit acceptable work, you will get full points.  If your work is unacceptable, you will get zero points for that portion of the assignment.  

1)
Resume.  All students will also be required to submit a resume.  You can receive assistance with the resume from the Career Services Office.  You may also want to start a career file in the Career Services Office during this semester.  Your resume may be only one page long, but be sure it looks professional.   Submit resume on Friday, September 24.

2)
Your answers to a list of typical interview questions, which are on page 399 of our book.   Interviewers have some favorite questions, such as “Where do you see yourself in five years” or “What is your greatest strength.”  A list of similar questions will be distributed, and you should prepare written answers so that you will be prepared for a real interview.   Submit answers to questions on Friday, October 8.

BUSINESS PLAN  (25%)

Each group should create a business plan for a company that they choose.  You can find a wealth of information at http://www.bplans.com.   

Here is a sample Business Plan outline by Tim Berry, written on July 20, 2004.  It is in italics below.  You can find it at:  http://www.bplans.com/dp/article.cfm/26.  

There are predictable contents of a standard business plan. For example, a business plan normally starts with an Executive Summary, which should be concise and interesting. People almost always expect to see sections covering the Company, the Market, the Product, the Management Team, Strategy, Implementation and Financial Analysis.

If you have the main components, the order doesn’t matter that much, but here’s the order I suggest. 

1. Executive Summary: Write this last. It’s just a page or two of highlights. 

2. Company Description: Legal establishment, history, start-up plans, etc. 

3. Product or Service: Describe what you’re selling. Focus on customer benefits. 

4. Market Analysis: You need to know your market, customer needs, where they are, how to reach them, etc. 

5. Strategy and Implementation: Be specific. Include management responsibilities with dates and budgets. Make sure you can track results. 

6. Web Plan Summary: For e-commerce, include discussion of website, development costs, operations, sales and marketing strategies. 

7. Management Team: Describe the organization and the key management team members. 

8. Financial Analysis: Make sure to include at the very least your projected Profit and Loss and Cash Flow tables.

I don’t recommend developing the plan in the same order you present it as a finished document. For example, although the Executive Summary obviously comes as the first section of a business plan, I recommend writing it after everything else is done. It will appear first, but you write it last
 You can find sample business plans at the following link:

http://www.sampleplans.com/allplans.cfm
Length should be fifteen-to-twenty pages.  Your team will also need to do oral presentations to the class as each section is finished.   Once the dates of the presentations are announced, you will be penalized if you do not give one week's notice if you want to change the date of your presentation.

Throughout the course, we adapt some exercises to help you prepare your business plan.  The exercises that we will use are on the following pages:  P. 89, 137, 210, 25, 315, 373.   

GROUP DYNAMICS

Because teamwork is so important to your grade, let us discuss how your performance in the team will be evaluated and what to do if your group has problems working together.  

Peer Evaluation:  At the end of the semester, you will be asked to evaluate each member of your team on a form distributed by your instructors.  In this peer evaluation, each member of your group will evaluate your participation in the group, and you will evaluate each of their performances.  Results will be kept confidential by your instructors.  The Peer Evaluation results affect your final grade in the course since your individual grade on the group assignments will be a weighted number reflecting your straight group grade, weighted by your individual contribution, as determined by your peers.

Dysfunctional Groups
If a group is having trouble with a member who fails to attend group meetings, fails to do his/her share of the work or otherwise disrupts the group process, then the group is empowered to “fire” that member.  A member who has been “fired” from a group must either join another group (if one will “hire” him/her) or else must do all the remaining group work as a team-of-one.  Please discuss the issue with your instructors before taking action.

Because teamwork is so important to your grade, let us first discuss how your performance in the team will be evaluated before describing the projects.  

HOW TO SUCCEED IN THIS COURSE

The major goal of BU 200 is to teach you the basic principles of business; however, the course has an important secondary goal, which is to develop and refine the key skills that you will need to be successful in business.  These include skills in analysis, in oral and written communication and in presentation techniques, as well as the abilities to work well in teams and to use information technology with ease.  Because these skills are so vital for success, your BU 200 assignments are geared specifically towards improving these skills. 

ATTENDANCE AND PARTICIPATION

Much of your learning will take place in the classroom through discussions, role-playing and simulations.  Attendance is important and you will lose one-half of a point for each unexcused absence.  

BU 200:  2004 SCHEDULE AND ASSIGNMENTS



WEEK 1: Monday, August 23; Wednesday, August 25; Friday, August 27

Reading Assignment for this Week: 
     *
Chapter 1: "Understanding the Fundamentals of Business and Economics”  


WEEK 2: Monday, August 30, Wednesday, September 1; Friday, September 3  

Reading Assignment for this Week:
     *
Chapter 2: "Practicing Ethical Behavior and Social Responsibility”

Wednesday: Quiz or Video #1 on Chapter 1.



WEEK 3: Wednesday, September 8; Friday, September 10
(Note: Monday, September 6 is the Labor Day Holiday.)

Reading Assignment for this Week:
     *
Chapter 3 "Competing in the Global Economy”

Wednesday: Quiz or Video #2 on Chapter 2.



WEEK 4: Monday, September 13, Wednesday, September 15; Friday, September 17
Reading Assignment for this Week: 
         *
Chapter 4 "Starting and Financing a Small Business”

Wednesday: Quiz or Video #3 on Chapter 3.



WEEK 5: Monday, September 20: Wednesday, September 22; Friday, September 24

Reading Assignment for this Week:
     *
Chapter 5: "Selecting the Proper form of Business Ownership and Exploring Business
                                 Combinations”

Wednesday: Quiz or Video #4 on Chapter 4.

SUBMIT RESUME ON FRIDAY, SEPTEMBER 24





WEEK 6: Monday, September 27: Wednesday, September 29; Friday, October 1

Reading Assignment for this Week: 
     * 
Chapter 6:  "Understanding the Functions and Roles of Management ”



Wednesday: Quiz or Video #5 on Chapter 5.



WEEK 7: Monday, October 4: Wednesday, October 6; Friday, October 8

Reading Assignment for this Week:
       *
Chapter 7: "Organizing and Working in Teams” 

Wednesday: Video on Chapter 6

SUBMIT ANSWERS TO INTERVIEW QUESTIONS ON FRIDAY, OCTOBER 8.



WEEK 8:  Wednesday, October 13; Friday, October 15  

(Note: Monday, October 11 is the Columbus Day holiday).

REVIEW FOR MIDTERM

Friday:
MIDTERM EXAMINATION (Chapters 1 through 7)



WEEK 9:   Monday, October 18: Wednesday, October 20; Friday, October 22

Reading Assignment for this Week:
     *
Chapter 8: "Producing Quality Goods and Services”  

Wednesday: Quiz or Video #7 on Chapter 7.



WEEK 10: Monday, October 25: Wednesday, October 27; Friday, October 29

Reading Assignment for this Week: 
     *
Chapter 9:  “Motivating Today’s Workforce and Handling Employee-Management 
                                   Relations”
Wednesday: Quiz or Video #8 on Chapter  8





WEEK 11:  Monday, November 1: Wednesday, November 3; Friday, November 5

Reading Assignment for this Week:
     *
Chapter 10: "Managing Human Resources" 

Wednesday: Quiz or Video #9 on Chapter 9.



WEEK 12:
 Monday, November 8,  Wednesday, November 10; Friday, November 12 (Note: November 11 is Veterans’ Day, but I am not sure what day CUH will observe it.)

Reading Assignment for this Week:
     *
Chapter 11: "Developing Product and Pricing Strategies"

Wednesday: Quiz or Video #10 on Chapter 10.



WEEK 13:
Monday, November 15; Wednesday, November 17 and Friday, November 19
Reading Assignment for this Week:
     *
Chapter 12: "Developing Distribution and Promotional Strategies" 

Wednesday: Quiz or Video #11 on Chapter 11.



WEEK 14:
Monday, November 22; Wednesday, November 24 
(Note: Friday, November 26 is part of the Thanksgiving holiday).


Reading Assignment for this Week:
     *
Chapter 13: "Analyzing and Using Financial Information”  

Wednesday: Quiz or Video #12 on Chapter 12..


WEEK 15:
Monday, November 29; Wednesday, December 1; and Friday, December 3

Reading Assignment for this Week:
     *
Chapter 14: "Understanding Banking and Securities" 

Wednesday: Quiz or Video #13 on Chapter 13.

Final Exam: Monday, December 9th, 10:30-12:30



