Consulting Team Fiduciary Duty Agreement 

Consultation Report Check List & Delegation of Responsibilities

	Class:__________________
	Date:___________________

	Time:____________________

	Group Name:​​​​​​​​​​​​​​​​​_______________________

	Group Members

	1.
	2.
	3.

	4.
	5.
	6.


The above names enter have individually agree and are entering into a consulting team. All parties have agreed to be responsible 
Please read the following to see what you are in charge of and what you need to email a person by a certain date.  All guide lines are in the Small Business Cases handout packet.  Please look at the part that you are in charge of and read it to make sure you are following the guidelines.  Please also read the printing and presentation of report section and the required number of copies. I will label it according to the numbers and letters to the section of 

“Guidelines for putting together the Consulting Report”.

Here is what needs to be done and who is in charge of it:

	Task
	In Charge
	Send to Person by

	1. Cover page
	
	

	2. Title page
	
	

	3. Table of Contents
	
	

	4. Introduction Page
	
	

	5. Executive Summary
	
	

	6. Business’ Problems & Opportunities page
	
	

	7. Individuals sections of paper formatting
	
	

	8. Conclusion
	
	

	9. Footnotes & Bibliography
	
	

	10. Appendices
	
	

	12. Materials required  for grading & judging
	
	

	· Letter to instructor
	
	

	· Copy of “Requesting for Consulting”
	
	

	· Copy of the signed engagement letter
	
	

	· Any correspondence received from the client
	
	

	· Progress Reports
	
	

	· A Cumulative time log
	
	

	· Acknowledgement of receipt
	
	

	· Photograph of the Student Team with Business owner.
	
	

	Binding of Reports
	
	

	
	
	


