Small Business Institute

California State University – Fullerton

Student Consulting



January 26, 2006
Mr. / Ms. Client Name
Address
Address, Suite ###
City, CA #####
Re: Letter of Engagement

Dear Mr. / Ms. Client Name:

Thank you for the opportunity to work with you as student consultants to your venture.  A cooperative agreement between California State University Fullerton (CSUF) and the Small Business Institute Director’s Association (SBIDA) allows us to serve you for a small fee.  Of course, the views and opinions we share with you will not be the official position of CSUF or SBIDA.  They will be our own, based on discussions, observations, investigations and analysis of your venture's operations and environment.  It is our hope you will find our recommendations valuable, both now and in the future.  We look forward to your response concerning our suggestions.

The information you provide us concerning your venture will be held in the strictest confidence.

Based on our discussions with you, we have identified the following areas on which we will work:

Focus Area: Team member NAME will cover the following areas:  

· Research / Recommendation / Solution 1
· Research / Recommendation / Solution 2
· Research / Recommendation / Solution 3
· Research / Recommendation / Solution 4
Focus Area: Team member NAME will cover the following areas:  

· Research / Recommendation / Solution 1

· Research / Recommendation / Solution 2

· Research / Recommendation / Solution 3

· Research / Recommendation / Solution 4

Focus Area: Team member NAME will cover the following areas:  

· Research / Recommendation / Solution 1

· Research / Recommendation / Solution 2

· Research / Recommendation / Solution 3

· Research / Recommendation / Solution 4

Focus Area: Team member NAME will cover the following areas:  

· Research / Recommendation / Solution 1

· Research / Recommendation / Solution 2

· Research / Recommendation / Solution 3

· Research / Recommendation / Solution 4

Example:

Advertising: Team member Reuben will cover the following areas:  

· Evaluate current advertising campaign

· Explore various advertising avenues and media outlets for target market 

· Appraise the website functionality and effectiveness and recommend ways to improve web traffic and use

· Develop a multi-media advertising campaign strategy to effectively promote the organization and highlight competitive advantages

We will visit your business a minimum of six (6) times during the coming weeks to work on the above outline.  At the end of our academic term, you will receive a written final report which will be discussed with you during our final presentation.  Your fee for student consulting is $350.00 payable in two equal installments.  The first is due upon signing of this engagement letter.  The second is due when you receive your copy of the final report.  You will be invoiced directly by CSUF’s Small Business Institute.  

We have identified TEAM LEADER as your primary contact; he can be reached via telephone at (###) ###-###.  Should you be unable to reach him, TEAM MEMBER can be reached at  (###) ###-###.  We thank you in advance for this wonderful opportunity to expand our education in a real-life scenario; we fully anticipate that you will find this endeavor to be both interesting and profitable.
Sincerely yours,

	_________________

Team Member
	_________________

Team Member

	_________________

Team Member
	__________________
Team Member

	_________________

Team Member 
	________________
Team Member

	_________________

Team Member
	


I acknowledge the receipt of this letter and agree to its terms.

_________________

Date______________
Client Name, Title
Company
Reviewed and approved by:

_________________

Date______________




Name - Instructor
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