September’s Final Friday Email
 

Subject: Starting the Business Plan; Setting up your ASB Club Account; and of course, “Gifts from our Veteran Teachers!” 

 

Hi there and Happy Friday One and All!   Most of you have come up with your business name, have your positions filled and are starting your department projects.  (For those of you still interviewing on a 5-hour calendar, print this out and tuck this one away until you need it, but as I explained before, a lot of our schools started in mid August and need information on the department projects now).   In our last Friday Email, we covered in depth how to organize student assignments for the completion of the Employee Manual, Sales Catalog, and Company Website.  Your CEO and VP’s of the departments are the main writers of your Business Plan.  
 

Business Plan – Let’s Get Started! -  Make Printouts of the ‘Written Business Plan Rubric’ and “Business Plan Workflow” for your managers.  The newest business plan rubric is on the VE Website in the “Curriculum for Teachers” and the competition rubric for this project can be found in the VE website link for “Trade Fairs’ and ‘Rubrics for all Competitions”.  The Business Plan outline is very ambitious. This has been seriously upgraded because of the National Business Plan Competition, so even our long-time veteran teachers are seriously challenged each year, as it is refined. So, we’re are all in this one together.   Even though the department managers will actually be writing the finished Business Plan, I feel it is important that all the kids in the company know all about what goes into this very important company document and it’s purpose. 

 
Step 1:  VE Business Plan Videos available for you!   The 1st thing I'd have ALL students do is to watch the 2 VE videos you were given on this subject, Writing the Business Plan and the Business Plan Presentation videos that highlight past top 3 National Business Plan Competition winners. (If you don’t have these, Nancy has more copies). These videos will show your kids real fast just how comprehensive the plans are and how professionally the students deliver their presentations in competition.  A picture is indeed worth 10,000 of your words. On my website under “Business Plan Resources”, you will find the teacher and student study guides for students to fill in while watching the Written Business Plan video. On the VE Website, in the Business Plan Curriculum unit, you will find: Business Plan Unit, Rubric, Judges Guidelines Grade Summary, and a nifty Assessment test that you can give them all for a grade...  There are amazing resources right there at your fingertips to help your managers get through this project.  My favorite resource for you and your managers is the “Work Flow for Product Development.”   
 
Organizing Business Plan into weekly lesson plans:  In our last email I gave you the 7 Week Step-by-Step department templates for the H/R; Sales/ Marketing, Web design and Accounting departments.  (If you missed them, you will find them in a link at the top left corner of www.janetbelch.com.  Now let’s see how to use this same concept to help our managers tackle our Business Plan. Since those are Word Templates, you can “edit” them to add a box for CEO, CFO or Administrative Assistant as Cathy Rieger did in the sample I sent you last week.

 

    My hands down favorite part of the VE website is the Work Flows for each of our major projects, which breaks each big task down into smaller logical steps. Using the VE Work Flow for the Business Plan, our Weekly Department Task template and the “Who does what on the Business Plan” breakdown below, you can add these weekly Business Plan assignments to your template for our other departments who are working on the Employee Manual, Sales Catalog, Website and accounting that we finished last week.  This way you are only doing one big lesson plan template a week. Everyone knows what he or she is doing and to the employees, it looks like everything is coming down from the CEO, to our Department VP’s and then to our Employees!   These “Weekly “Executive Memos”, as I called them, lay-out the “process” for each department’s weekly tasks, so I just filed them away each week and they were easy to edit and re-use year after year.  Remember our goal is not to just ‘survive” this year, but to set-up a “process” or weekly department project based lesson plans that can be used year after year, even if your students change companies!

 

Now for your planning: “ Who does what on the Business Plan?”  You need to take a serious look at this business plan outline/ workflow and break it down into small understandable department tasks.  For example:

· Administration: CEO:  does the Mission Statement, Executive Summary, Company Description, Management and Ownership, (if you are an S Corp, where all stock is owned by the employees.) 
·   Sales and Marketing teams up to do the Market Analysis, Marketing and Sales Activities, and Product and Service, etc., 
·  Human Resources do the Operations section, (and since that's all, I'd have them go ahead and start their HR Manual). 

· Accounting does Funds Required and Their Uses, Financial Data, Projections, for the Business Plan, as well as, the Loan Application and Business Contract, etc. (As we discussed last week, all of these Accounting tasks are covered in the first 4 weeks of the Accounting Tutorials on my website!  They will have everything they need to meet their deadlines by the end of October). 
 

Business Plan Time Table: Strict deadlines: The Business Plan project is one that will go on forever if you don't keep strict weekly deadlines out there for the managers who are writing it.  After you get a rough draft, send it to a business partner(s) for suggestions. If you can get a banking or loan officer as a business partner, they can be very valuable in this process.  Rewrite anything they suggest and try to wrap this up in about 4 weeks.  The reason I suggest a strict timeline for this Business Plan is that the Bakersfield Trade Fair is the week after Thanksgiving, and there is so much to do. It would be to our advantage to be able to have “all hands on deck” during some of October and all of November for trade fair prep tasks.

·                   be sure that your CEO has a good Administrative Assistant (who has good typing skills and can spell) to edit the business plan information, as different parts of it come in from the departments. The finished document needs to be uniform in lay-out and read like it’s written in ‘one voice.” 
·                   Be sure to take a look at the Business Plan Competition Rubric, even if you are not planning on competing, because you will find that they are to complete this whole project in about 20 pages or so.  Students will learn to write concisely and cut down on the “fluff’!

 

Janet’s Tip of the Week on Business Plans: 

· Business Partners Can Help – I know that most of the leading Business Plan contenders have a dedicated Business Plan partner who specializes in this area.  Or another approach is to get in a number of business partners to help in their area of expertise on your Business Plan. For example, a marketing partner for your sales and marketing department; a banker/accounting partner for the financial portions; H/R person to help with their portion and the Employee Manual, and an overall industry business partner to help your Admin department with the plan, etc.  These people can be on your VE Board of Directors to be available year after year as you go through this process.  I always say, if you are going crazy, you don’t have enough business partners helping you! 
· Get a big monthly calendar from Staples to keep all weekly deadlines up in front of the class for all to see! 

 

· Don’t put off getting kids on the company uniform, logo and banner design. (You can even put a committee on this). You'll want them to have their company shirts and Trade Fair Banner for the Bakersfield Trade Fair and the company logo goes on everything written. On the team shirts, try to get a local company to handle this for you.  You can have them bring different styles of Polo Shirts for your kids to see and different sizes to try on for correct size.  This is important because even though you can buy online, keep in mind that there are no return or exchanges on a shirt with your company logo that doesn’t fit!  Students generally pay for their own team polo shirt.  It would be nice if a local screen printing company could give you a break on the cost in exchange for placing a link to their company website in the “Business Partners’ section on yours.  I did this with all my Business Partners. 
 
· Your “Question of the Week”:  ASB CLUB ACCOUNT CHARTERS FOR FUNDRAISING – Wendy asked for a sample of a VE Club Charter or Constitution for fundraising purposes.  I sent out a request to my VE Vets and received 6 for you to choose from, as well as, a sample of club minutes and a Club Minutes template.   Along with ideas for fundraising, you will find these Charter samples in the  “Fundraising and ASB Charters’ link on the front page of www.janetbelch.com. You will also find a SAGE Club Charter from Lisa. L.   A Really Big Thank you to Polly, Cathy, Sheryl. Debbie and Lisa for coming to my rescue with those great samples. 
 

Your gift this week!  Attachment:  Cathy’s VE Curriculum Units Tests check-off sheet!  

 

Remember that all the VE Curriculum Unit tests have been computerized for easy grading and are available in ‘What’s New’ on my website. In Cathy’s class, by the end of the year, all students had gone through EVERY curriculum unit and taken all the tests.  Students start with the Curriculum Units and test that pertain to the projects they are working on first and then during 2nd semester they work through the rest.  Great for days with a substitute and what great general business knowledge those kids had as they left her class at the end of the year. As an added bonus, at 100 points apiece, even more grading points to help you for grade time.  

 

Coming Next Week!  Resources for Business Contract for Salaries and your 

Business loan!

 
     I am enjoying your questions each day. Many of you are forwarding me your business selections.  What creative ideas!  Get those company names and P.O. info to Nancy!  Please keep up the awesome work you are doing and know that I think you are GREAT.
 
                                                           “ Virtually Yours,” Janet
 
 
 
