BUS 491: Small Business Consulting

Report Guidelines
The final written report should be something that makes you proud and earns your client's respect.  At minimum, it must contain the following elements.  Use the resource book you buy for further instruction in writing the major sections.

Cover Sheet.  The following language must appear at the bottom of the title page:


"Any opinions, findings, and conclusions or recommendations expressed in this publication are those of the authors and do not necessarily reflect the views of California State University, Northridge, the Small Business Institute, nor the Wells Fargo Center for Small Business and Entrepreneurship.” 

Executive Summary.  This should be a maximum of three pages.  Summarize all your major findings, conclusions, and recommendations.  Make sure this is a persuasive summary of your report, not an introduction.

Table of Contents.  This should be in full detail, with page references, titles of sections and subsections, titles of tables, titles of figures, etc.

Letter of Engagement.  Include a brief introductory page before this letter explaining that you are including a copy of the letter to refresh your client's memory as to what you had agreed to work on. 

Situation Analysis.  This section should provide complete detail regarding:  A) the company; B) competitors; C) customers (current and potential); D) legal considerations; and E) demographic, social/societal, economic, and/or other environmental factors and trends that may positively or negatively affect the business and its success.  The section on the company should have several subsections (e.g.,  history, structure, financial condition).  The section covering environmental factors/trends should also be divided into subsections (e.g., demographic, social/societal, etc.).  Be sure to cite sources for your secondary research!  Use the guide from the CSUN Library linked on the course website.

SWOT Table.  Present a summary of the company's strengths and weaknesses, as well as the opportunities and threats that face the company.  Remember to be tactful here.  Put some real thought and expression into this section as the client will undoubtedly pay close attention to it.

Objectives.  These must be specific.  What is the proposed plan designed to help your client achieve?  Over what time period?

Analysis. This should reflect a thorough consideration of alternatives for action.  Discuss any research that supports or suggests against possible courses of action.
Recommendations.  This should contain solid, do-able solutions that your client can implement to achieve the objectives detailed above.  If your client has already implemented some of your ideas and suggestions, indicate this in your report.  For example, you could write, "We are pleased you have implemented our suggestion to .…" Remember, your goal as a consultant is to guide your client to a better future.  However, you not only want your client to implement your suggestions, you also want your client to recognize and appreciate how you have helped.  After all, consultants need referrals from satisfied clients! 

Implementation Timetable.  This section should provide a step-by-step schedule of what your client needs to do in order to implement your recommendations.

Budget. This should contain a realistic, detailed estimate of the costs associated with implementing your recommendations.

Conclusion.

References.  Use the guide from the CSUN Library (a link is provided on the course website) as your resource for how to cite sources.  Choose the style you prefer (e.g., APA, MLA) and use it consistently.

Appendices.  Supportive material helpful to your client should be included here.  If you include information in an appendix, be sure to discuss it in the body of your report.

Log of Client Communications.  Indicate the timing and nature of all communications with your client (phone, fax, e-mail, in-person).  Also include the names of all persons involved.

Confidentiality Agreement.  Include a copy of the confidentiality agreement you signed at the beginning of the semester.

Client Receipt Letter.  Attach to your report with a stamped envelope addressed to Dr. Gross.  Do not bind it with the report because your client needs to sign and return it.

IMPORTANT:  Remember you are consultants.  As such, you should maintain a detailed log of all time spent on this project, which would normally be used for billing purposes.  You must submit this log on a weekly basis to Dr. Gross. The log should identify how the time was spent and by whom.

