DUQUESNE
BUSINESS SCHOOL

JOHN F. DONAHUE GRADUATE SCHOOL OF BUSINESS

SMBAb521 - Sustainability Projects |

Fall, 2008
Professors: Diane Ramos, Robert Sroufe phone: (412) 396-1968, 396-1909
Office: 809 Rockwell Hall email: ramos@dugq.edu, sroufer@dug.edu
Office Hours: by appointment Classroom: Rock 509; Fridays 12:30 — 3:35

The sustainability movement presents tremendous innovation opportunities for businesses.
Managers now wrestle with a variety of pressures and make difficult decisions about how best to
integrate the dimensions of social, environmental, and financial performance within business
models, management systems, and new projects. During the fall session, you, as project
managers will collectively manage your teams to help clients with finding the business case for
difficult multidimensional decision making issues surrounding sustainability.  Project
management is a skill we will add to your existing backgrounds. Managing projects this
semester will provide all students with tangible, hands-on experience with projects and tools that
supports them.

Course Structure:

As project managers for Duquesne’s School of Business Administration you will be representing
the University, School of Business and the SMBA program at all times. Therefore your conduct
needs to be professional and within the guidelines established in the University Academic
Integrity policy and the SOBA code of ethics.

Your clients may be asking you to sign nondisclosure documents and this agreement needs to be
taken seriously. Unless given consent from the client, information from your client engagements
is NOT to be discussed with anyone in the public domain during or after the project.

The objective of the course is to build upon concurrent coursework to successfully manage
projects that meet and exceed client expectations. By the end of this course you should:
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Course Goals

Learning Objectives

Assessment

Ability to recognize common

project management challenges,

situation analysis

Participation in project layout and start
up process, financing, post mortem

Group discussions with
instructor and faculty
coaches; client
evaluation

Apply project management

planning and decision making to

sustainability dilemmas

Know how to manage the flow of project
information during various project
phases

Group discussion and
break-out sessions; PM
weekly updates; MS
Project software
output

Implementation efficiency:
Identify and evaluate
organizational drivers within
competing social,
environmental, and financial
issues

Students will identify organizational
stakeholders and influences on individual
decision making processes while
developing the business case for
sustainability

Identify and manage the various types of
risk that are the primary responsibility of
the project supervisor.

Group discussion;
working with
instructor, client, and
second faculty sponsor;
weekly project
updates, stakeholder

mapping

Apply decision-making and
evaluation skills, tools

Understand how project financing plays a
role in project management and project
cost control

Weekly updates; Final
deliverables to clients
and faculty; business
case for project
deliverables

Identifying, resolving, and
making a case for project
management practices

Be able to coordinate the close out of a
project. Understand how corporate
practices and policies affect the
management of projects and
sustainability issues

Working with client;
stakeholder mapping;
final deliverables to
clients and faculty

Professionalism

Communication, teamwork, interface
with clients, presentation skills, final
deliverables

Final deliverables to
clients and faculty;
individual participation




Project teams (ALCOA, Carnegie, Eat’n Park, and Therm-O-Rock):
Each team will develop a schedule so that each member will serve as Project Manager at least
two times over the semester. Weekly deliverables will include:
¢ Billable hours of work equivalent to at least three hours per student outside of the
regularly scheduled meeting time for the class each week and Project Managers need to
document team progress.
o Weekly project managers are responsible for communication and establishing what the
other team member’s responsibilities are and reporting on the team’s overall weekly
performance by Friday of each week starting in week two and ending in week 15.

Weekly performance will be reviewed during class time with each team, one-on-one with
instructors. You should all have access to Microsoft Project software and the availability of this
tool to all students through SOBA computer labs on the 6" floor. Teams will be assigned by
faculty. Each project team is to have a minimum of three meetings with the sponsor over the
course of the semester: a kick-off meeting no later than the third week of the semester, a mid-
semester meeting, and a final meeting for deliverables in the form of a written report and
presentation to the sponsor.

SMBA faculty are available to help. The team has every opportunity to ask for help, but make
sure you are asking the right questions to the right people. All teams are encouraged to utilize
any electronic library resources and databases, course materials from all other classes and to
contact any applicable professional organizations, companies, or individuals when conducting
research for their projects.
e Each team is required to seek out and find one SMBA faculty member in addition to your
instructors to help with your team’s project.

Deliverables:

Deliverables include making the business case for sustainability in whatever business unit or
function your team will be working. The business case needs to be demonstrated with research,
estimates, and financial analysis. Copies of all project files will be uploaded in Blackboard
throughout the course of the semester. Project deliverables include the external presentation and
report to your client and internal summary updates of the project, business case, and close
out/post mortem.

Final Deliverables are due Wednesday, December 16" before the scheduled Project
Presentations. The deliverables for your project should represent the culmination of one
semesters work at a graduate and professional level.

e External Deliverables to the client include a written summary and presentation of the
project findings including an introduction, conclusions, analysis of research, and
indicated actions. Copies of all materials need to be submitted to Blackboard by
December 16™. Guidelines for the report can be found near the end of the syllabus.

e Deliverables include, but are not limited to, project layout and start up, schedule for
rotating project managers, weekly billable project hours, project costs, status reports,
evaluation matrices (for alternatives and risks), and close out/post mortem. All
deliverables are to be turned in as assignments in Blackboard for the week they are due.
Each team will have their own Blackboard space within the “Communications” section of



the site with the ability to share files for internal communication and data storage within
the “File Exchange” link.

e Student teams need to start managing projects from day one rather than rely on delivering
a big push at the 11™ hour. Every team member must sign off on external client
deliverables and forward documents for the instructor’s approval before they go out to
the client. At McKinsey Co., each team member is expected to add value before the
senior partner reviews and signs off on anything that affects the firm’s brand name (i.e.,
Duquesne).

e Usual rules of grammar, formatting, and citations apply to all documents and
presentations.

Course Materials
¢ All materials and discussion slides available via the class web site (Blackboard)

Performance Evaluation Opportunities:

Your final performance evaluation will be a composite of client and faculty evaluations of your
project written and presentation deliverables, and your instructor’s assessment of your weekly
deliverables and participation. Typos and grammatical mistakes in written documents and
presentation slides indicate lack of attention to detail, are unprofessional, and grounds for a lower
performance evaluation. Thus, check each other’s work.

The overall performance evaluation will be assigned based on the following weightings:

Attendance, Participation, Professionalism 25%
Client Evaluation 35%
Faculty Evaluation Mid-Term Presentation 20%
Faculty Evaluation Final Presentation 10%
Faculty Evaluation Final Written Deliverables 10%

e Attendance and tardiness at all classes, meetings and off site events will be included in
performance evaluations. Performance evaluation will also include an assessment of any
individual’s weekly deliverables on a (0 to 4) scale where

v (4) is highly professional
v (3) opportunity to improve
v" (2) below expectations

v" (1) inadequate

v (0) unacceptable

e The client evaluation form can be found at the end of this syllabus and within Blackboard
in course information section, faculty will be using the same evaluation form as your
clients.

e The first meeting with the client needs to be confirmed by the student teams and
completed as soon as possible. Meetings with the client will be facilitated by students
and include an agenda emailed to all meeting participants. Teams can use Business Case
document to facilitate early semester meeting agendas. Documents are available on
Blackboard.



Academic Integrity
All students in this course are expected to adhere to the Duquesne University academic integrity
policy which can be found at: http://www.cte.dug.edu/newsletter/writingresources/integrity.htmi.

Also, you must comply with SOBA’s Code of Ethical Behavior which can be found at:
http://www.business.dug.edu/other/docs/academic/CodeofEthics.pdf.

Students with Disabilities
Contact the Office of Special Student Services at 412-396-6657, located in room 309 of the
Duquesne Union and directed by Fred Lorenson.

Schedule
Here is an attempt to lay out the flow of documents and timelines for this class. All deliverables
are to be turned in electronically within Blackboard. All materials in italics, represent
documents or templates available on Blackboard.

v’ Project Managers (PM), and/or Teams are responsible for the following:

Kick-Off Meetings (8/29/08 - Deliverables Due by 6:00)
e Review course materials, syllabus
v" Teams: Contact client and set up kick-off meeting, student teams should set the agenda
and can use any applicable parts of the business case template as questions or agenda
items
v' Teams: turn in project manager schedule Template with information as to who will be
the PM each week AND responsibilities of team members for week two billable hours

Week 2: Planning and Communication (9/5/08 — Deliverables Due by 6:00)

e Review project planning information and week two documents

e Each team should submit a schedule of who will be the project manager for subsequent
weeks along with preliminary responsibilities for all team members.

e Each team develops a project scope document, and template project manager schedule
posted to Blackboard — complete and submit by end of week two

v" PM: develop communication plan document

v' PM: week three team member responsibilities for billable hours

v Team: review slide information on communication

Week 3: (9/12/08 - Deliverables Due by 6:00) - we are not meeting this week!
v' Teams: any updates to project scope template due at end of week
v' Teams: after meeting with client develop your business case template due by end of week

Week 4: Systems Analysis (9/19/08 — Deliverables Due by 6:00)
¢ Review project updates from each team (Therm-O-Rock presentation)
Break out systems analysis exercise
PM: Gantt chart for project — use MS Project software and PDW examples
PM: weeks five and six team member responsibilities for billable hours
Team: review slide information on project risk start working on evaluation matrices for
project alternatives and risks
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Week 6: Risk Management (10/3/08 - Deliverables Due by 6:00)
e Team/Instructor Meeting Schedule: ALCOA — 12:30; Carnegie — 1:10; Eat’n Park — 1:50;
Therm-O-Rock — 2:30
Review project updates from teams
ID stakeholders and relevant relationships, power, and risks (stakeholder mapping)
PM: stakeholder mapping deliverable — use MS Word
PM: weeks seven through eight team member responsibilities for billable hours
Team: review slide information on project financing and cost control
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Week 7: Culture (10/10/08 — Deliverables Due by 6:00)

Review stakeholder mapping deliverable (Eatn’Park)

Exercise - individual and team contracts

Discussion: identify how corp. policies and procedures affect projects

PM: updated stakeholder map

PM: weeks eight through ten team member responsibilities for billable hours

Team: review class information regarding corporate policies and procedures and tie back
into stakeholder mapping
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Week 10: Mid-Term Presentations to Faculty (10/31/08 - Deliverables Due by 6:00)
e Project presentations from teams-follow guidelines from week 7 session
e Evaluation: progress and next steps
v' PM: weeks eleven and twelve team member responsibilities for billable hours
v' PM: Gantt chart for project from start date to projected finish
v' Team: progress update and next steps, faculty sponsors update and next steps

Week 12: Costs and Business Case (11/14/08 — Deliverables Due by 6:00)
e Project update from teams, updated project Gantt chart
e Discussion: costing projects and business case
v' PM: Gantt chart for project update; review project success criteria from week one
v PM: weeks thirteen through fourteen team member responsibilities for billable hours
v/ Team: review evaluation matrices for project alternatives and risks

Week 14: Closure and Post Mortem (12/5/08 — Deliverables Due by 6:00)
e Review of project updates, project close out and post mortem
e Work on written deliverables to clients and faculty
e Team: review slide information on closing out projects
v Team: DRAFT written deliverables for faculty review

Week 15: Deliverables to Clients (12/12/08)
v Team: provide final deliverables to clients this week, get on the sponsor’s calendar early
in the semester

Week 16: Project Presentations (12/17/08)
v' Team: Final Present/Deliverables to faculty, presentations begin at 12:15

This Syllabus is a guideline based on our plans for the class. However, because unexpected
developments do occur, we reserve the right to make changes hereto as we proceed



(Professionalism, from McKinsey and Co., 2008)
We believe in professionalism. For us this means to always:

* Put the client’s interest ahead of our own.
This means we deliver more value than expected. It doesn’t mean doing whatever
the client asks.

* Behave as professionals.
Uphold absolute integrity. Show respect to local custom and culture, as long as we
don’t compromise our integrity.

» Keep our client information confidential.
We don’t reveal sensitive information. We don’t promote our own good work. We
focus on making our clients successful.

» Tell the truth as we see it.
We stay independent and able to disagree, regardless of the popularity of our views
or their effect on our engagement. We have the courage to invent and champion
unconventional solutions to problems. We do this to help build internal support, get
to real issues, and reach practical recommendations.

* Deliver the best of our firm to every client as cost effectively as we can.
We expect that our people spend clients’ and our firm’s resources as if their own
resources were at stake.

We believe in teamwork and collaboration. We come to better answers in teams than as
individuals. So we do not compete against each other. Instead, we share a structured
problem—solving approach, where all opinions and options are considered, researched,
and analyzed carefully before recommendations are made.

We believe in helping each other: We give each other support. We are dedicated to
developing and coaching one another and our clients.



Section
Prefatory

(front material)

Text (Body)

Supplementary

Required Components for Proposal & Analytical Report

“Everything should be made as simple as possible,
but not simpler.” - Albert Einstein

Graded Element

1.

9.

Cover Letter

Cover Page

Executive Summary

Table of Contents

Introduction
(Situation Analysis)

Conclusion(s)

Discussion &
Analysis of Research
Findings

Indicated Action

Bibliography

10. Appendix (optional)

Purpose Length
Tell the reader what you would say if you were 1 page
handing the report to him/her.

a. Identify title of report and any subtitle. 1 page

b. Specify course (company), writer’s name, and
date.

Condense the entire report into a “mini” version for
those who will not read the body of the report.

1-1% pages

Outline report organization by page number for
reader’s ease in locating elements and exhibits.

1 page

a. Define the issue/topic, describing its context and
establishing its importance to an audience.

1-2 pages

b. Preface scope and limitations of report.
c. Provide any needed background or rationale.

Succinctly state your conclusions from analysis of the
findings that follow. (Conclusions may appr after
GCAYRAY3IE YR !yl fearas
preferable for the situation.)

1 page

State and discuss keyfindings from the research. 2-4 pages

a. Support each finding with facts, numbers, expert

opinion and other evidence.

b. Synthesize and analyze, but differentiate your
ideas from published material by citing sources
for all facts, quotes, and paraphrased material.

Recommend logical ways to apply the research
(reflecting an action objective).

1-2 pages

Acknowledge works cited and consulted. 1 page

Provide additional resources or exhibits, such as Variable
glossaries, sample forms, questionnaires, or a

bibliography.

Adapted from Bovee, Courtland L. and Thill, John V. Business Communication Toda'ﬂ},Eﬁition(New Jersey: Prentice Hall, 2000).



Evaluation Criteria: Client and Faculty
Client Evaluation of Projects

Duguesne University MBA + Sustainability Program
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program. You can help us improve our educational preparation of next generation leaders by
completing this projecievaluation. Please return after the projecO6 &£ET A1 DOAOAT OAC

Rate the quality of your project teambs pe

Type in your rating
1 (low) €<-> 10 (high)
NA = Not Applicable

Project Management Skills

Establishing project goals, scope and timetable

Keeping client team apprised of progress

Managing meetings, timetable and interfaces

Quality of Project Deliverables

Correctly identified stakeholders and important relationships

Presentation of findings, analysis, recommendations (oral communication skill)

Written report and documentation (written communication skills)

Response to questions (ability to think on feet)

Quality of Business Analysis

Demonstrated understanding of financial and return-on-investment
requirements

Identified and evaluated social responsibility factors

Identified and evaluated environmental factors

Demonstrated systems thinking by balancing long- vs. short-term
consequences

Provided practical, well-thought-out solutions and recommendations

Overall Evaluation of Project Sponsorship Experience

How satisfied were you with the overall experience?

To what extent did our students provide fresh insight to your challenges?




