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August 13, 2002

To:

A. Student, CEO, B. Student, VP Finance, C. Student, VP Production

From:
Joseph Michlitsch, Chair of the Board

Subject:
Company memos

Here is some information about your company memos.  The specific assignments are stated below.  Single-space the memos, as is this one.  Attach evidence as needed or requested.

· Create a letterhead.  See above.  You will have to name your company first.

· Address all memos to:

Joseph Michlitsch, Chair of the Board.  I am a non-executive chairperson.  That means that I do not make decisions to manage the company.  I hired you to do that.  But I am the chairperson because I own controlling interest in the stock.  

· List all of your names and titles on the “from” line.  Please abbreviate if you have to in order to keep it all on one line.

· For the “subject” line, do not write “Memo #1,” etc.  Use a real heading, such as “Intended Strategy,” or “Company Strategy” for memo #1, “Competitors” for #2, etc.

· When attaching graphs to the memos, put two graphs on one page.  They are readable that way and this helps condense a bit.  Please label graphs properly and do not include data tables in addition to the graphs.  Cite every single graph/appendix that you attach!  Cite them in chronological order.  Make it easy for the reader to follow.

· See the schedule for the due dates.  Memos are due when the decision is due on that date.

Memo #1:
Write a one-page memo in which you explain your company’s intended strategy.  Explain why you chose this strategy.  Provide the evidence and reasoning.  Be specific.  Please do not say general things like “Our strategy is to give our customers a best value for the money.”  Even if you start with something like this, then fill in the details.  How are you going to give the customers the best value for the money?

 Memo #2:
Write a one-page memo in which you identify your direct competitor(s).  Attach one or two pages containing strategic group map(s).  Include all of the competitors in the industry on any map.  For those that you have identified as direct competitors, explain why and analyze their strategies.  Also identify and analyze the strategies of all other competitors.  (Remember, just because a company has the same stock price as does your company, it is not necessarily your direct competitor.  Also remember our discussion about mission here.  That is, any company that can give your customers what they want is a direct competitor.)

Memo #3:
Write a one-page memo in which you explain/show the effects of the four most important things in affecting sales of a company.  There are many more than four, but chose the four with the most impact.  

Use industry data, not just the data from your own company.  Industry data is in the Footwear Industry Report.  Attach several pages of evidence in the form of scatter diagrams and/or other graphs or statistical calculations.

(Try to keep your memos to one page.  If you really need a second, OK.) 

