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WAYLAND BAPTIST UNIVERSITY
VIRTUAL CAMPUS
SCHOOL OF BUSINESS
SYLLABUS

1.    Mission Statement:  Wayland Baptist University exists to educate students in an academically challenging, learning-focused and distinctively Christian environment for professional success, lifelong learning, and service to God and humankind.
2.    Course:  MGMT 3330 – VC01, Small Business Management
3.    Term: Spring 2014 
4.    Instructor: Mr.  Randolph Smith, MA-Mgmt, PhD Learner (Capella University)
5.    Office Phone and email: 210 590-5683/cellular 210 685-9739Randolph.Smith@Wayland.wbu.edu:

6.    Office Hours, Building, and Location 9:00 AM- 12:00 PM, 13:30 PM-4:30 PM (CST) Bldg 5725 Room 208, Lackland Air Force Base.
7.    Class Meeting Time and Location:  24/7 Virtual Blackboard
8.    Catalog Description: Importance of small business in the American economy; characteristics of small business; forms of ownership; franchising; legal aspects of ownership; accounting records and financial statements; management and employee relations; and government and small business. 

9.  Prerequisites: MGMT 3304 
10.  Required Textbook and Resources: 

	BOOK
	AUTHOR
	ED
	YEAR
	PUBLISHER
	ISBN#
	Updated

	Small Business Management
	Byrd
	7th
	2013
	McGraw-Hill
	9780078029097
	4/13/13


11.  Optional Materials:

12.  Course Outcome Competencies:

Upon completion of the course the student should be able to:

· Discuss the role of small business in the American Economy.

· Define the processes within a small business,  as well as the management of small business; forms of ownership; franchising; legal aspects of ownership; accounting records and financial statements; management and employee relations; and government and small business;

· Demonstrate proficiency by preparing a small business plan.

13.  Attendance Requirements: Students must be active on the discussion board weekly. Any student missing 25% (3x’s-postings) of the 11 class meetings or weekly postings will receive a grade of F in the course. Three times with late assignments may count as one absence. Students are highly encouraged to read their student handbook concerning attendance.
14.  Disability Statement: “In compliance with the Americans with Disabilities Act of 1990 (ADA), it is the policy of Wayland Baptist University that no otherwise qualified person with a disability be excluded from participation in, be denied the benefits of, or be subject to discrimination under any educational program or activity in the university. The Coordinator of Counseling Services serves as the coordinator of students with a disability and should be contacted concerning accommodation requests at (806) 291- 3765. Documentation of a disability must accompany any request for accommodations.”
15:  Course Requirements and Grading Criteria:
	Mid-Term exam- On-line - Not Proctored 



20 pts (20%)
	Due  week 6 Sat mid-night CST

	Small Business Plan







20 pts (20%)
	Due week 9 Sat mid-night CST

	Weekly Posted Discussion and 
	Due Thursday by mid-night CST

	Responding to others

40 pts (40%)
	Due each week by Sat mid-night CST

	Final Exam – On-line - Not Proctored




20 pts (20%)
	Due week 11 Sat mid-night CST


Grading is in accordance with university policy:  A=90-100, B=80-89; C= 70-79; D= 60-69; F= below 60

16.  Tentative Schedule: (Calendar, Topics, Assignments)
Week 1:   Chapter 1-Introductions
Week 2:   Chapter 2,3  

Week 3: Chapter 4,5  
Week 4: Chapter 6,7 
Week 5: Chapter 8
Week 6: Chapter 9 Mid-Term Exam (On-line Not Proctored)

Week 7: Chapter 10,11
Week 8: Chapter 12,13
Week 9: Chapter 14  Small Business Plan -Due 

Week 10: Chapter 15,16
Week 11: Chapter 17  /Final-Exam (On-line Not Proctored)

17.  Additional information as desired by the faculty member.

**Mid-term and Final are NOT PROCTORED will be on on-line and maybe password protected. Mid-term due by end week 6 Sat Mid-night CST. Final exam due by end week 11 Mid-night CST.

DISPOSITION OF STUDENT SMALL BUSINESS PLAN PROJECT:

Typical  Requirements: (Text: Byrd/Megginson Chapt 6 p. 142)
1) Cover Sheet
2) Table of Contents

3)  Executive Summary

4) History
5) Description of the Business
6) Definition of the Market
7) Description of Product or Services
8) Management Structure
9) Objectives and Goals
10) Financial data
11)  Appendixes
12) Cites References in APA Format as applicable to Plan (Instructor Added)

Students must create a small business plan for an existing business or fictitious one.  Student must be listed as part of the Management structure as Owner, Co-owner, consultant, etc.  This is due at week 9 by mid-night CST.  Use a minimum of 5 pages double spaced. Proper grammar, punctuation and general writing mechanics are to be used. The business plan is to be a word doc.  It must be sent through the Assignments section under the tools section on Blackboard. 

Students are required to use the American Psychological Association (APA) publication guidelines as applicable.  Small Business Plans  late by one day may cost the student a letter grade. The student may also  receive a 0 grade.
There will be lecture notes, discussions postings, Power-point slides if available, case reviews, scenarios and written reports. Other forms of multimedia will be used as deemed necessary to enhance the learning experience.

Quizzes may be given at various places to assess knowledge before the mid-term and final exam. Quizzes may be used to augment the evaluation criteria.

Instructor information for students will be posted to the Assignments area.  The student must go into the tools area and post personal information.

Format:  This is an on-line course and you are expected to participate in weekly discussion boards.  This course will require some research, discussions and some quizzes. 

Assignments:  Assignments will be posted as required by course. The student is responsible for reading the information and adhering to the projects.

Postings: The professor will initiate a discussion board. There may be 1-4 items.  Students are encouraged to participate and used proper written language and etiquette.  Participation in the discussion board takes the place of live classroom interaction.  Your participation will include a minimum of two postings.  This includes one response minimum to one other student per post question. Note: When answering questions as an example use the WK 1 Q2 in the title or the Subject item. I understand you may want to change the title to be creative. However be creative in the text not the title response. 
Instructor Response to Discussion Board Posts:

Please remember that I am viewing all comments made.  I will give feedback that may be considered minimal to the person.  If any one feels that he or she needs more comments please let me know by E-mail.  If I have not E-mailed you back in 48 hours please call or send a message through the Blackboard Message E-mail system, hotmail or the Wayland address.  If all else fails please give me a call on my cell phone and leave a message.  I try to get to everyone. 

I will look at every post.  I will respond to as many as possible.  There will be over 120 per week.  If I have not responded to at least one of your posts that week or a response to another peer please send me a message. In addition I may respond in a few words or many.  It is difficult to answer 200-300 words to each student each post.  It would take weeks...In spite of this the student comments usually are still exceptional. 
Post Business Plan papers to the Assignments Section Under the Tools Section .  Use the Discussion Board for weekly Discussions
Course Conduct:  

No make-up exams after the Saturday CST deadline; has expired; unless it is an extreme emergency. Contact the Instructor first.

Otherwise No late assignments will be accepted.

Independent work must be used.

In all written assignments, good grammar, spelling and style are expected.

Do not be rude to other students in word or tone. Be professional at all times.  

Student Information:

All students will send the information listed below in through Send E-mail function . This is due by the end of the first week of the course affirming that they have received and read the syllabus along with the information listed below.  This information will also be a part of the discussion board.
Name 

Course Title and Campus

E-mail address

Telephone number home, cellular and work(s)

Occupation

Career goals

Why are you taking this class?

Anticipated problems with the course.

 This is an  important item in this syllabus. Do not use attachments in Discussion Board.

The following guidelines will be used when submitting assignments: 
1. Assignments/Postings will only be submitted as text in the body of ONE class message for that week. (Except the Business Plan project.) Presentable formatting and grammar is expected. Your grade depends upon it.  It is suggested that you complete you work offline in a word processor and then use Copy & Paste to insert your work into a message.
2. We will be using the Blackboard "Send E-mail" function that is in the Button Menu under Tools - Communication and instructor communication. The assignments box or a Business Plan link will be used to submit business plans. You can access this from any computer and it makes it easier for us to track what has been exchanged between us.  
3.  You MUST put your first and last name in all E-mail messages to me. This allows me to readily identify who is messaging me. If you have any questions contact the Instructor by E-mail or personal cellular phone 
210 685-9739.
