MKT608-16864 / ENTRE 608-15664
Personal Selling and Sales Force Management
Fall 2002

010 Devlin Hall

Tuesday, Thursday

11:00 AM – 12:15 PM

Course Syllabus
Instructor Information:

Name:
Cindy Claycomb, Ph.D.

Office:

303 Clinton Hall

Telephone Number:
978-6938 (office & voice mail); 788-5880 (home)

Departmental Number:
978-3367

Fax Number:
978-3276

E-Mail:
cindy.claycomb@wichita.edu
Web site:
http://www.webs.twsu.edu/claycomb
Office Hours: 
By appointment with Dr. Claycomb
Generally, whenever else Dr. Claycomb is “in“ the office 

I encourage you to contact me at any time if you have questions or concerns about any aspect of this course.  I do not hold regular "office hours," as such.  Instead, you may feel free to stop by my office any time I am "in." (The best days to find me in my office are Tuesdays and Thursdays.)  Although I do not promise that I will be able to speak with you immediately, I am generally able to do so.  In any event, your best bet is to call or e-mail first and make an appointment; that way, you can be certain I will be available and able to devote my full attention to you.

The best way to reach me, however, is via e-mail (cindy.claycomb@wichita.edu).  I will usually respond within a day (unless I am out of town).  If you need an immediate answer to a question, it is best to call me at home (and leave a message if I am not available).  During the business week (unless I am out of town), I check my voice mail and e-mail at least once a day.  I will return your message as soon as I receive it.

I will often conduct class correspondence via e-mail, so each of you must get an e-mail account and check it regularly (several times a week, preferably daily).  You will be responsible for any information I disseminate via e-mail or the class web site.

Course Materials: 

Text: 
ABC's of RELATIONSHIP SELLING (2003), 7th edition, Charles M. Futrell, (McGraw-Hill Irwin)

Course Description and Objectives:

This course focuses on being an effective salesperson; however, the outcome of this course includes being more effective at persuasive communication.  Even if you do not ever plan to choose marketing or sales as your career field, this course is important because a key to success in life is the ability to communicate effectively.  More formally, this course will concentrate on analyzing current behavioral concepts of personal selling and examine some of the problems and policies involved in managing a sales force.

I have five objectives for this course: 

1.
To familiarize you with the professional selling process in organizations.  Through this familiarization, I hope you will gain an understanding of the role professional selling plays within organizations, as well as an appreciation for the importance of that role. 

2.
To expose you to the important terms in the area of professional selling and sales management.  This will allow you to talk intelligently about the topic (e.g., during interviews). 

3.
To cover important aspects of the sales manager's job.  I hope to enable you to understand the role of sales managers, as well as the key decision processes they face. 

4.
To give you the opportunity to grow in self-confidence when presenting before a group. 

5.
To provide an environment that allows you to apply yourself to your full potential.

Course Structure and Grading:

Your grade in this course will be based on the following: (Graduate students should see Dr. Claycomb for additional requirements)

	DESCRIPTION
	TOTAL POINTS
	PERCENT OF TOTAL

	STUDENT INFORMATION FORM
	10
	1%

	MINI-EXAM
	75
	12%

	MID-TERM EXAM
	150
	23%

	FINAL EXAM
	100
	16%

	SALESPERSON INTERVIEW
	25
	3%

	SELLING EXERCISE
	100
	16%

	SALES MANAGEMENT GROUP PROJECT
	100
	16%

	FORMAL PRESENTATION
	75
	12%

	FORMAL PRESENTATION QUESTIONS
	10
	1%

	

TOTAL
	645
	100%


Grading Breakdown:

	A
	=
	581
	-
	645

	B
	=
	516
	-
	580

	C
	=
	452
	-
	515

	D
	=
	387
	-
	451

	F
	=
	Below 
	 
	387


All assignments, projects, etc. will be graded as follows:

	A
	90-100%
	Exceeded Instructor's Expectations: You dazzled me. I was dying to hear or read more.  I would be proud to show this work to colleagues, friends, and business people.



	B
	80-89%
	Above Basic Requirements: You did some solid work, but your performance lacked sizzle.  Some parts were not developed fully.  The work was good, but not great.



	C
	70-79%
	Met Basic Requirements: I had to stifle a yawn while reading the assignment (or listening to the presentation).  The assignment generally touched on the major points of the assignment but portions of the assignment were missing or incomplete.  Clearly, this could have used more effort and care.



	D
	60-69%
	Below Basic Requirements: I became angry that you had wasted my valuable time.  It was obvious that this work was an afterthought.



	F
	Below 60%
	Did Not Understand Basic Requirements: You just plain did not try.




STUDENT INFORMATION FORM: Ten points will be awarded to students who complete and submit a student information profile as a Microsoft Word document via the Digital Drop Box (Blackboard Web site).  Dr. Claycomb will take digital pictures of students the first few days of class.  Your picture along with a request for information will be placed in your Digital Drop Box as a Microsoft Word document.  You should provide the requested information and use the "Send File" option in the Digital Drop Box to return the completed form to Dr. Claycomb.  This profile should be submitted on or before the date listed in the Course Schedule.  To earn the full 10 points, all requested information should be supplied to the instructor.
NOTE: If you have not done so already, please log into Shocker One Stop (SOS) and add/update your e-mail address and other WSU student account information.  This updated data is pulled into Blackboard daily.  This will allow Dr. Claycomb to contact you.  SOS is where you update such things as your password, e-mail, telephone number, and other important student records.  If any of these personal items change during the semester, please update your student account information in SOS.
EXAMS: Three exams will be given.  These exams will be your opportunity to show me what you have learned.  Each exam may contain some combination of true-false, multiple choice, and short-answer or essay questions from in-class exercises and discussions, speakers, student presentations, videos, readings, and anything else Dr. Claycomb identifies as material for exams.  In other words, anything from the class is fair game for the exams. The final exam (given during finals week) will not be comprehensive. 

PLEASE BRING SEVERAL #2 PENCILS TO ALL EXAMS.
SALESPERSON INTERVIEW: Each student will be asked to interview a salesperson.  The Salesperson Interview Assignment (found in "Assignments" on Blackboard Web site) provides an explanation of the requirements of this assignment.  This assignment has two purposes.  The first purpose is to expose you to a working salesperson and to begin to understand the extent of a salesperson's job.  The second purpose is to allow you the opportunity to write a business memo and obtain feedback.

SELLING EXERCISE: Each student will make a sales presentation to a group of classmates, in addition to developing a report of the sales presentation and preparation.  The Selling Exercise Assignment (found in "Assignments" on the Blackboard Web site) provides more information on the format and requirements of the oral and written presentations and the grading.  The purpose of this assignment is to allow you to prepare a sales presentation and make the presentation in a low-pressure situation.  This should give you an appreciation for the effort it takes to be an effective salesperson.

SALES MANAGEMENT GROUP PROJECT: Students will participate in groups on a research project. The purposes of the project are (1) to become an "expert" in a sales management area of study, (2) to teach your classmates about your topic, and (3) to practice effective team preparation and delivery of a team presentation. The project includes a written reference list, a list of potential exam questions, and an oral group presentation to the class (including appropriate visual aids and handouts).

Students will be responsible for creating groups with students from the class evenly divided among the groups (each group should have no less than 3 people and no more than 5 people).  One of the following topics will be randomly assigned to each group (with no duplicates): 

1.
Designing and Managing Sales Territories

2.
Recruiting and Selecting a Sales Force

3.
Training a Sales Force

4.
Designing Compensation Plans for a Sales Force 

5.
Designing Incentive Programs for a Sales Force

6.
Evaluating Ethics, Social Responsibility, and the Legal Environment for Sales

7.
Motivating a Sales Force

8.
Analyzing the Performance of a Sales Force

9.
Providing Customer Service and Follow-Up

To trade topics once they are assigned, groups involved in the trade must submit a written statement to the instructor stating what topics are being traded and that all group members have agreed upon the trade.  The statement must be signed by all group members involved in the topic trade.

Written Reference List: The written reference list should contain all of the references used to develop the presentation.  Make sure this list demonstrates that you conducted a thorough analysis of the assigned topic.  This would suggest about 20 to 25 high quality references.  The reference list should be formatted appropriately, using the style guidelines given for this class.  Style guidelines can be found in "Assignments" on the Blackboard Web site.

Exam Questions: Each group is to develop 5 potential multiple choice exam questions based on the material presented in their oral presentation.  See "Guidelines for Writing Multiple Choice Questions" in "Assignments" on the Blackboard Web site.  These exam questions (without the answers indicated) should be typed, copied, and distributed to your classmates.  The answers to the questions should be given in your oral presentation.  A key with the answers should be given to the instructor.  (These questions will be reviewed for clarity, precision, and appropriateness.  Any of the questions in their original form or with some modification may appear on the exam.)

Oral Presentation: The oral presentation will be a 15-minute presentation, with 5 minutes for questions.  The oral presentation should provide the class with a general overview of the assigned topic and prepare them for possible exam questions.  The idea of the presentation is to provide the class with new information not already covered in the class.  For maximum points, every group member should participate in the presentation.  All group members should wear appropriate business attire for a business casual presentation. (Avoid wearing the following items during the presentation -- many executives find these items unacceptable as business casual 
: hats, jeans, sweat suits, spandex, shorts, T-shirts with slogans, bared-midriff outfits, tank tops, or flip flops.)  The presentation will be evaluated in its entirety.  This means that the entire presentation will be evaluated, not each person individually; however, this also means that the team is responsible for ensuring good presentation skills and appropriate attire for each team member.

The group will be expected to apply the principles for making effective presentations learned in class.  In general, the oral presentation should include an "attention-getter," an agenda, the 3 to 5 major points, and a conclusion.  Visual aids and handouts are highly recommended (Dr. Claycomb should receive a copy of ALL visual aids and handouts).  Make the presentation fun and informative for your classmates.  Games and class exercises are encouraged.  Videos (e.g., clips from movies or advertisements), pictures, or other graphics make a nice touch too.  In other words, do not merely talk about your topic, demonstrate it!  See "Team Presentation Guidelines" in "Assignments" on the Blackboard Web site for additional ideas on how to prepare and deliver an effective team presentation.
Grading: Grades will be based on the following: depth, professionalism, and style of the oral presentation (including effectiveness of visual aids and handouts); coverage and format of the written reference list; clarity, precision, and appropriateness of the exam questions developed; and self and peer reviews of each group member (see Self and Peer Evaluations Form in "Assignments" on the Blackboard Web site). 

FORMAL PRESENTATION: Each student will be required to read an assigned Jeffrey Gitomer's "Sales Moves" article from the Wichita Business Journal.  (The instructor will give each student a copy of his or her assigned article later in the semester.)  Based on the assigned article, each student will be required to prepare and give a formal presentation.  The purpose of this assignment is to demonstrate the principles of effective presentations that you have learned in this class.  This is your opportunity to "WOW" the instructor with your presentation skills.  To earn the maximum points, each student must effectively complete the following:

1.
Summarize the major points of the article for the class.

2.
Explain how the article does or does not support concepts and ideas we have previously discussed in class.

3.
Actively involve the class in some discussion or exercise (i.e., you must get your class members to talk).  Make your presentation fun and informative for your classmates.

4.
Utilize visual aids in the presentation. (Examples would be overheads and handouts.)

5.
Provide evidence of practice (e.g., stay within time frame).

The maximum points cannot be earned if a student reads more than 2 sentences from the article.  
The written portion to this assignment is to develop 2 multiple choice questions based on the material you present.  The questions and copies of all visual aids and handouts should be given to the instructor.  Handouts for your classmates are appropriate if you believe these will assist them in studying for exam questions.
The point evaluation of each presentation will be based on the following:

1.
Captured audience's attention and actively involved audience in presentation.

2.
Developed content using presentation guidelines: opening, body, closing. Related presentation to class concepts.

3.
Used creative visuals and handouts: visible, simple, clear.

4.
Displayed evidence of practice (delivered as if conversing; stayed within time limit).

5.
Delivered generally good presentation (e.g., professional dress, high level of enthusiasm).

6.
Developed clear, precise, and appropriate exam questions.

Ideas to maximize points include the following:

•
Do not merely summarize the article or report on the article.  Make the presentation interesting for your classmates.  Do something!  Be interactive!  Be creative!  (Ask Dr. Claycomb about "Mike's party.")  It will be boring if you "talk at" the class for your allotted time.
•
Feel free to discuss other sources of information (especially if Gitomer discusses something).

•
Remember, when putting your presentation together, think about the question: "What's the one thing I want the audience to be thinking about when I leave?"

FORMAL PRESENTATION QUESTIONS: Students will have the opportunity to ask questions of the presenters after their formal presentations.  Each student who asks an appropriate question will earn 2 points for a maximum of 10 points.
Participation:
Learning should be an interactive process and student involvement is essential.  Class participation is necessary for three reasons: (1) it further develops students' oral communication skills; (2) it provides feedback to indicate whether the instructor has properly communicated the material; (3) it increases the quality of the class.  Your comments and questions are encouraged.  As juniors, seniors, and graduate students, I expect that you will read the assigned text chapter prior to each class period. 

Students are encouraged to participate by joining in class discussions led by classmates and the instructor.  While there are not specific points given for this type of discussion, I will remember who regularly attends class and participates when it comes to assigning grades.  This type of attendance and participation may help borderline students.

Attendance:
I consider it a professional courtesy and obligation for you to attend class.  Nonetheless, attendance is your choice; I will not call roll every class period.  The exams and assignments, however, will be based on videos, speakers, student presentations, and class discussions in addition to the text.  Assignments may be given, unannounced, during class or be given one class period and due the next.  If you miss class, you are responsible for obtaining class notes and assignments from another classmate.  Past experience indicates that class attendance contributes significantly to student success in this course.

Throughout the semester, there will also be various opportunities for you to earn extra credit points.  The BEST way, and sometimes the ONLY way, to earn these points is to always attend class.

Written Assignments:
I expect written assignments that are free of typographical, grammatical, and spelling errors.  I am adamant about this.  For every 5 typographical, grammatical, spelling, or referencing errors, your grade will be lowered 10%.  Hint: One of the best ways to proofread is to read your paper aloud.  If you are not capable of proofreading your own work, I suggest you get help (e.g., ask a friend to proofread your paper; visit the writing lab on campus; visit my web site http://webs.twsu.edu/claycomb and click on bookmarks/favorites-see "Research" section). 

Each written assignment should be double-spaced, typed, and page-numbered. 

Assignments may be submitted as hard copy or via the Blackboard Digital Drop Box as a Microsoft Word document.  If you use the Digital Drop Box, make sure you print out the submission page from Blackboard (it has the submission date).  If for some reason I do not receive the electronic submission and you cannot provide this, the paper will be treated as late.

I may keep all or some of your assignments throughout the semester.  In addition, papers have known to be misplaced in the classroom.  As such, you should keep a copy of your papers.  Duplicate them  BEFORE you turn them in to me.  Any work completed by students may be used by the instructor in future classes as examples for other students.  If you DO NOT want your work used for these purposes, you must notify the instructor in writing. 

Computer and Internet Usage:

It is important that each of you are familiar with using the Internet and other computer tools.  These skills will be necessary in the workplace—you should be prepared.  Therefore, it is each student's responsibility to:

1. have access to a computer that has the capability of accessing the Internet, specifically, the Blackboard Web site.

2. have access to Microsoft Word and Microsoft PowerPoint software (all the documents I post to the Blackboard course Web site will require one of these software programs to be able to read the documents).

3. obtain an e-mail address (if you do not already have one).

Make-Up Examinations and Other Course Work:
In fairness to your classmates, there will be NO make-up exercises, papers, or extra credit opportunities offered to individual students.  If you do not hand these in during the class period they are due, you cannot earn the points. (Due dates for assignments in this class mean that assignments are to be handed in during class on the day they are due. Any assignments received after our class meeting time on a due date will be considered late, and will NOT be eligible to earn the maximum points.)  If you are absent or late when I conduct an in-class exercise, you will not be given the opportunity to make it up.  If you are absent or late when I give an assignment, you are responsible for finding out what the assignment is from your classmates.  You will not be given the opportunity to make it up at a later date (you miss it, you miss the points). 

Late assignments will be assessed a one letter grade loss in points for each 24 hour period that the assignment is late.  The purpose of adhering to this policy is to help you develop skills of time management--critical in a business environment.  Late assignments will be graded at the end of the semester.

Make-up examinations will be given only under extreme circumstances (these do not include vacations, birthdays, or other social events).  No make-up exam will be given unless arrangements prior to the exam date are made with me.  If prior arrangements are not made, zero points will be given for the missed exam.  There will be no make-up exam for the final.  If the final conflicts with your schedule, do something about it NOW!!! 

The make-up exams will be completely essay in nature.  Make-up exams must be taken within one week of the original exam date.  I have very high expectations for my students who write essay exams and I grade extremely harsh.  Get the picture? (I don't want to give them and you DON'T want to take them.)

Grade Appeals:
I will not debate exam questions during class time.  You are welcome to make an appointment or send me an e-mail to discuss any answer to a question you do not understand.  All grade appeals are to be made in writing.  Appeals should be thoroughly rationalized and explained.  That means referring to exact citations in the text or other class materials to provide evidence of your position.  All appeals have to be made within one week of the day on which graded exams are returned to the class.

Final Grades:
Your final course grade will be posted on the Blackboard Web site as soon as I have the grades calculated.  Please do not call or e-mail me with special requests.  (You are encouraged to check your grades on the Blackboard Web site throughout the semester.)

ADA:

If you have a physical, psychiatric/emotional, medical, or learning disability that may influence your ability to carry out assigned course work, you are encouraged to contact the Office of Disability Services (DS).  The office is located in Grace Wilkie Annex Room 151.  (Voice and tty telephone number is 978-3309.)  DS will review your concerns and determine, with you, what accommodations are necessary and appropriate for you.  All information and documentation of your disability is confidential and will not be released by DS without your written permission.

Academic Dishonesty:
"A standard of honesty, fairly applied to all students, is essential to a learning environment.  Students violating such standards must accept the consequences; penalties are assessed by appropriate classroom instructors or other designated people.  Serious cases may result in discipline at the college or University level and may result in suspension or dismissal.  Dismissal from a college for academic dishonesty constitutes dismissal from the University."  This is an excerpt from the "Student Code of Conduct."  The complete Code may be found on-line at the WSU Policies and Procedures Manual at http://webs.wichita.edu/inaudit/ch8_05.htm.

Students are expected to display complete integrity in this class.  This means that appropriate citations are given for any work that is not entirely your own, and that individual assignments and exams are completed on your own.  It also means that if an individual's name is listed as a contributor on any assignment, he or she has made a substantial and appropriate contribution to the work.  Penalties for academic dishonesty (including plagiarism) will be severe, including a grade of "F" for the entire semester and a recommendation for additional disciplinary action by appropriate University officials.  Both "taking" and "giving" improper assistance during examinations constitutes academic dishonesty—even if the action appears to be merely passive in nature (e.g., not covering your paper when you know someone is looking at it).  Any instances of cheating, plagiarism, or other form of academic dishonesty such as that discussed in the Wichita State University Student Code of Conduct will result in a failing grade for the course and referral to the proper college or University authorities for further disciplinary action.

It is your responsibility to understand what academic dishonesty (including plagiarism) is. Ignorance is not an excuse. Anyone doubting my resolve on this issue should think twice.
I RESERVE THE RIGHT TO REVISE THE SYLLABUS AT ANY TIME DURING THE SEMESTER.
Things Students Should Never Say to a Professor:
Sorry I missed class yesterday. Did I miss anything important?
� Guffey, Mary Ellen (2001), Business Communication News, Spring (21).
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