WORKING SCHEDULE

BUSINESS PRACTICUM
	Week
	Milestones   
	 Date due:

	 1-2
	Introduction of the course

· Setting of parameters and guidelines

· Introduction of groups and respective         businesses

· Introduction of Mentors
	· Mentors should have been chosen by June 20

	3-6
	· Draw articles of partnership/incorporation (if necessary)

· register the business and obtain licenses and permits
	· Articles of partnership/incorporation: June 25-26

· Business registration, licenses/permits complete by July 17 -18

	7-10

	Pre-operating phase

· Finalize financing requirements 
· Obtain equipment, materials and supplies 
· Draw contract with suppliers

· Set up a recording system

· Lease contract

· Hire employees (if needed) & register with appropriate govt agencies (SSS, Philhealth,Pagibig)
     
	· Financial requirements complete by July 23-24
· Contract with suppliers: July 30-31 

· Lease contract: 

          Jul 30-31 

· Employees hired and registered : Aug 6-7

· Recording systems ready : Aug 6-7

· All equipment, materials and supplies : 

       Aug 14-15
     

	11-17
	Operating Phase

· Implement Marketing Plan

· Develop a day-to-day managerial plan


	· Soft Opening: 

Within Aug  19-23
· Monitoring will be done by faculty-in-charge during this period (Week 11 through 17) 

	18
	Monitoring and Control

· Prepare income statement/cash flow for the semester
	· Oct 3

	
	Presentation of Report on Business Status with proper Documentation
	· TBA


N.B.  Indicated due dates are mandatory class meetings.  Venue: Business Center.
EVALUATION SHEET

ET – 108 BUSINESS PRACTICUM
Name of Mentee:______________________                    Date_____________
Company Name:______________________

	Milestones
	Pass
	Fail
	Inc.*
	N.A.**
	Date.

	1. Articles of partnership / incorporation contract


	
	
	
	
	

	2. Register business entity;


	
	
	
	
	

	3. Get licenses and permits


	
	
	
	
	

	4. Finalize financing requirements


	
	
	
	
	

	5. Obtain equipment, materials and supplies


	
	
	
	
	

	1. Draw contract with suppliers


	
	
	
	
	

	2. Lease contract: 

      
	
	
	
	
	

	3. Set up a recording system


	
	
	
	
	

	4.  Hire Employees (if necessary)


	
	
	
	
	

	5.  Implement Marketing Plan (Soft Opening)


	
	
	
	
	

	6.  Develop a day-to-day managerial plan


	
	
	
	
	

	7. Prepare income statement/cash flow/balance sheet  for the semester


	
	
	
	
	


   *   Incomplete  

   ** Not applicable       

                                                          ______________________________
      






   Mentor’s Signature over Printed Name
Guidelines for Mentor and Mentee

ET-108A    Business Practicum/Business Implementation

Looking for a Mentor

1. Students may look for their own Mentor from the active Entrepreneurship Dept. faculty or from the roster of WBCP volunteer/entrepreneurs. 

2. Students may also look for an “outsider/entrepreneur/practitioner”. In this case, they need to present the person’s credentials first to the Dept. for approval and then submit the Mentor’s CV. 

Role of the Mentors

3. The Mentor is limited only to giving advice/recommendations/suggestions in relation to the courses of action planned by the students. S/he must not initiate the course of action to be taken or do the work on behalf of students.
4. The students have the freedom to follow or disregard the suggestions of the Mentor. (Mentors may influence/persuade the students to follow their advice but the final decision must come from the students.) 

5. No monetary exchange must be made between the students and the Mentor.(Honoraria will come from the school and not from the students) 

6. As much as possible, the Mentor must appear on the presentation/testimonial date if only to give moral support. However, s/he may not answer on behalf of the students. 

Referral

7. The Mentor may make referrals (e.g. accountant, lawyer, financing agents, Leasing people,etc.) if s/he feels the students need more help in a particular area.  The students will be responsible in contacting and meeting with the referral.  

8. No monetary exchange must be made between the Referral and the students.

Meetings with the Mentor

9. The Mentor must meet with the students at least six times in a semester. 

10. The meetings can be held at Miriam.

11. Meetings can be done outside of Miriam provided that the venue is in a public place like a café.
12. To avoid untoward incidents, meetings must be attended by at least three people like:

a. two students and the Mentor

b. student, friend of the student, and the Mentor

c. the Mentor, his wife and a student

13. If the meetings must be done at a residence, the host must make sure that there are other people outside of the group and the Mentor during that time. The meeting must be done in an open space where there is heavy foot traffic (living room or dining room) to avoid untoward incidents.

14. As much as possible, meetings outside of Miriam must not take place past nine in the evening.

Logs

15. Meetings must be logged and signed by both parties regarding the date, venue, attendees, time started, time ended, and most especially, the minutes. The log will be surrendered to the faculty in charge before the end of the semester. 

16. If perchance the parties cannot agree on a date to meet, they can communicate via email. This will serve as the log and must be presented to the faculty in charge.

17. Consultation via telephone is also accepted provided that the log is signed by both parties.

18. Consultation via text messaging may be done but only in conjunction with face-to-face meetings, emails, or telephone conversations. It cannot be the only communication between parties.

Dropping the Mentor or the Mentee

19.  The students can opt to look for another Mentor should they feel the latter has been negligent in his/her duties. 

20. The Mentor can opt to drop the Mentee should s/he feels the students have been negligent in their duties.

21. In both cases, the Faculty in charge must be notified when this change occurs.

Grading the Mentee 
22. At the end of the semester, the Mentor will grade each of the Mentees individually in terms of attendance, input, output, etc.  

               LOG  SHEET
Company Name __________________________

Date _________________

Mode of Communication: ___a.) face-to-face ____b.) email  ___ c.) telephone   

N.B. For email exchanges, attach copy of transcript. 
Student Attendees:





Signature:

1.


2.


3.


4.


5.


6.


7.
Venue:

Time started:

Time ended:

Minutes of Meeting:






_____________________________







       Signature of Mentor over Printed Name
