Business Management 101 Syllabus and Curriculum
Instructor Information:

Craig Pedersen
Hope Gospel Mission

craigp@hopegospelmission.org
715.271.4673
Course Description:

This class will give the students an understanding of business management functions with an overview of hiring, management and termination of staff, purchasing, pricing, marketing, and basic accounting and budgeting.  Student must pass a pre-assessment test prior to acceptance and score an 8th grade or higher reading level.
Course Fees:
Tuition $360.00

Materials $159.00

Total $519.00

Materials Needed:

The following textbooks must be read prior to and available for study during the class.

  TBD
These items may be obtained from Solomon Learning Center.

Course Objectives:

This course is designed to give the student a basic working knowledge of what is involved in managing or owning a small business.
Course Schedule:

TBD
Schedule is tentative and may change due to scheduling conflicts or student numbers.  If you are signed up for this class you will be notified of any changes.

Grading:

Grading for this course will be based on the following schedule:

	Pre-course Essay
	10%

	Classroom Participation
	10%

	Essay questions
	30%

	Post-course essay
	30%

	Session notes
	10%

	Employment Readiness Survey
	10%


A score of 80% is required for passing.  Any missing work will not be scored at zero, it will be scored as incomplete.  A score of incomplete must be completed before successfully finishing the class.

Course Policies:

Cheating is not tolerated.  Any student caught cheating will be dismissed from the class and will receive no credit.  It is expected that the student is there to learn and cheating makes it clear that the student is interested in taking shortcuts instead of getting the most out of the class.  Since this class is taken with the expectation that the student is trying to develop themselves professionally and become a better employee, this type of behavior will be treated just as it would in the workplace.

Along with cheating, plagiarism is not tolerated.  Anything used from another source must be accurately and responsibly quoted as another’s work.  Do not copy out of a book without referencing that as a quote.  To be safe, never copy from anywhere unless using it as an illustration or example, and then note it.  Always write things in your own words as you understand them.

As we learn from the books and the instructors, we also learn from each other.  Class participation is mandatory and your contribution to the class will be part of your final score.

Cell phones and computers are not allowed in the classroom for this course.

If the student insufficiently prepared during the pre-course work, they will be asked to retake the class at another time.

Attendance is mandatory.  In a class with 5 sessions you will miss 20% of the instruction if you miss one of the scheduled lecture sessions.  Please review your schedule prior to signing up and schedule any appointments that may come up around this schedule.  If an absence is unavoidable, discuss with your instructor prior to missing.  Your instructor will then determine if you may be excused.  If you are excused, the lecture time will need to be made up at another time before completion of the class.  If unexcused, this will result in dismissal from the class.  If this happens, you may retake the class at a later date.  Anything more than 10 minutes will be considered an absence, less than 10 minutes will be a tardy.  Since tardiness is an unacceptable work habit, any pattern of tardiness will need to be discussed with your instructor.

Note taking is required.  It has been determined that the average person forgets about 50% of what they hear immediately and forgets another 25% within 8 hours.  Since the student joins this class with the intention to learn how to be a better employee, the instructor expects that they will take effort as needed to get the most value from this class.  Writing notes and then reading through your notes triples your retention rate.  As you take notes, write down anything you read, hear and think that you feel may be useful for study later.
For the same reason as note taking, it is expected that students in this class will sit with proper posture and unfolded arms.  Studies show that students who sit with closed posture retain 38% less than those who sit with open posture.  Additionally, slouching (poor posture) increases sleepiness, hastens boredom, and leads to a lack of attention, resulting in decreased learning.

School Policies:

See student handbook
Other Information:

Tutors are available during the week for those needing additional help during this class.  Please ask the instructor for an availability schedule if needed.
Curriculum and Outline:
· Why should this business or potential business exist?
· Purpose Statement

· Key stake holders

· Market offering and niche

· How to prepare a Business Plan
· Business Formats, Sole Proprietor, LLC, Corporations, Non-Profit, Franchises
· Metrics, Best Practices and Competition

· Government and other regulations

· Financial projections

· Financing

· Staffing

· Hiring Practices

· Motivational / Leadership Styles

· Marketing

· Marketing Plan

· Target market

· Budget

· Media Choices

· Technology on a Tight Budget

· Point of Sale, Accounting, and other systems

· How to be Thrifty on Tech Purchases

Pre-Course:


Unit title and summary:

Pre-Course work

In this unit the student will be taught:

The student should have an introduction to the topic and a foundational understanding so the topic can be discussed during classroom time.


After this unit the student should be able to:

The student should be familiar enough with the subject to answer questions and participate in the classroom.

The student will demonstrate their knowledge by:
Writing a 1,000 word essay summarizing what they’ve read prior to the first class session.

Unit 1


Unit title and summary:
 Why should this business or potential business exist?

1. Introduction

a. Many valid reasons to have a business, know yours.

b. Everyone involved must agree on what the key purposes

2. Key stake holders
a. Who benefits from the business?
b. Who is impacted by the business?

3. Market offering and Niche

a. Who are your competitors?

b. How is this business unique? (Location, product mix, purpose, etc.) 
4. Create a Purpose Statement (Why are we here?)
a. Is money your goal or a byproduct of serving your customer and community?
5. Create a Vision Statement (What do we want to do?)

a. What is the “Vision” for 1 year, 5 years, 20 years down the road?


In this unit the student will be taught:
To ask the “Big” questions before starting a business such as: 

· Why start a business?

· Who will be impacted by the business?

· How their business will differentiate itself in the marketplace?

After this unit the student should be able to:
Write a purpose and vision statement for their potential business.

The student will demonstrate their knowledge by:

Sharing their purpose and vision statements with the rest of the class.
Unit 2
How to prepare a Business Plan
6. Business Formats, Sole Proprietor, LLC, Corporations, Non-Profit, Franchises
7. Metrics, Best Practices and Competition
How do you gauge success?  What are others doing well?   
8. Government and other regulations
Licensing and Permits, Zoning and other rules to live by.
9. Financial projections
Break even analysis, Sales per “X”, fixed and variable costs.
10. Financing

Where’s the money coming from and how long will it last?

In this unit the student will be taught:

What steps to take prior to opening a new business.

After this unit the student should be able to:

Prepare a several page draft of their business plan including all elements covered in this unit.

The student will demonstrate their knowledge by:

The student will complete essay questions at the end of course.
Unit 3
Staffing

11. Hiring Practices
Recruiting methods, Head Hunting/Recruiting, mass postings, etc
Elements of job description & job posting

Probationary Employment Periods

Hire Slowly, Fire Quickly or Find the Talent –vs- Grow the Talent

12. Motivational / Leadership Styles
How to tell if you are a leader.

Leader vs Manager

Getting desired results without micromanaging

In this unit the student will be taught:

How much key staffing decisions effect the culture and success of a new business.  We will discuss key leadership styles and how to motivate the new and developing workforce.

After this unit the student should be able to:

Understand the key dynamics of team development.

The student will demonstrate their knowledge by:

Students will role play different situations and evaluating each other during class.
Unit 4
Marketing

13. Marketing Plan

i. Target market

ii. Budget

iii. Media Choices


In this unit the student will be taught:

The basics of how to set up a marketing plan to reach the target consumer base for the product or service of their business.

After this unit the student should be able to:

Prepare marketing plans for small to medium sized businesses.

The student will demonstrate their knowledge by:

The students will demonstrate by role playing and completing essay questions at the end of course.
Unit 5
Technology on a Tight Budget

14. Point of Sale, Accounting, phone and other systems

15. How to be Thrifty on Tech Purchases


In this unit the student will be taught:

What technology will be needed to operate various types of product and service based business start ups.

After this unit the student should be able to:

Purchase software and hardware on a small budget necessary to open and operate a small to medium sized business.


The student will demonstrate their knowledge by:

The students will demonstrate by role playing and completing essay questions at the end of course.
Post-Course:

Unit title and summary:

 Post-course assignments


After the last unit the student should be able to:

Share their hypothetical or real business plan and the elements studies with the rest of the class as if they were presenting to a potential investor.
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