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Background
This team has been formed to brainstorm, develop, and create a potential product line, service, or good for Penske to expand their business ventures in some way that is operationally different from what the company has already created for itself.  This project has the potential to assist Penske in broadening their operational horizons; entering an aspect of business that the company has never ventured into before, which is what we hope to help the company achieve in the grand scheme of this experience. Penske is a company that is obsessed with advancing their company through their brand values of progress, partnership, responsibility, learning, and diversity, and we hope to integrate these values into the concept of our project (“Penske”). 
“Penske,”  Penske. Accessed 22 September, 2019, https://www.gopenske.com/our-company/culture/


Mission and objectives
	
	


Budget and Resources:

Given the service-heavy nature of the business, a bottom-up approach for budgeting will be more useful for our team’s goals. This is because it will not be a materials heavy project and therefore will be easier to predetermine the costs associated with the smaller processes. The budget will start with smaller costs and work its way up to the larger ones.
The first thing to think about will be whether the expense is direct or indirect. Direct costs are costs that are necessary to the completion of the specific project. Typical direct costs are direct materials and direct labor. Indirect costs assist in completion of the project but are not vital to completion. For example, when making a glass bottle, manufacturers use sand, soda, ash, and limestone to make the actual bottle. These are the direct materials. Laborers also use lubricant on the machines in order to help processes move along efficiently with less breakdowns. The lubricant is an example of a direct material. Separating these costs gives decision makers a better understanding of where project dollars flow and which items may be substituted or purchased through a different supplier.  
The next portion is to determine whether the cost will be fixed or variable. It is essential to separate these costs. Managerial accountants use variable costs subtracted from total sales to get cost  We will use a model similar to the three point estimate.1 The project will have a standard budget with data collected through benchmarking of successful firms as well as any relevant historical data. This data will be collected and recorded into Microsoft Excel. Recording different scenarios enables the team to perform a variance analysis which will enable us to make better decisions for the project. The budget is not only important to obtain funding for a project. It is also a great tool to help measure the success of actual results once they occur.









Roles and Responsibilities 
	The roles and responsibilities are equally distributed throughout our group. Our Liaison is Zach, he is in charge of contacting outside entities to gather information for our project. Karl, Ted, and Sulaiman will be looking into the financials of our company. They will be looking and analyzing how the company is doing financially. Qianjing will be looking over and proofreading everyone’s sections for written portions of this project. Maddie and Zach will be looking over the marketing aspects of the project. Everyone is individually responsible for completing their tasks by the deadline the group as a whole decides on. We know we will be accessing different types of sources for our information and we will be working together to analyze how our project will impact the company whether it will be positively or negatively. Our team has been working very well when trying to collaborate to work together. The only conflicts we have been witnessing have been finding times that would best suit everyone’s busy schedules. We will be looking at a multitude of different articles and sources to help better our ideas and goals for this project. 


Team Operations

· Meeting guidelines
1. Any team meeting needs to be arranged based on every member’s consent and its purpose should be communicated in advance.
2. The time and place of the meeting should be determined based on discussion to make sure that the members who can attend are as many as possible.
3. An agenda should be set up for the meeting and approved by the group.
4. Members who cannot attend the meeting or expect that they would be late should notify all the others beforehand.
5. Every attendee should arrive on time unless there is a reasonable cause. And if any attendee arrives late, the other attendees should give a brief review to help him/her catch up on the meeting progress.
6. One of the attendees should be responsible for keeping track of the time according to the agenda and reminding the team to when running out of time.
7. One of the attendees should be responsible for keeping notes of the progress during the meeting.
8. When there’s not enough time to finish an agreed-upon topic on the agenda, an alternative settlement should be sought by the attendees.
9. During the meeting, all the attendees should share their relevant thoughts as much as possible while showing respect for others’ opinions.
10. When there’s a dispute, attendees should focus on explaining the reasons behind their views instead of attacking the opposite idea.
11. At the end of the meeting, the member that took notes should conduct a short review regarding the progress made.
12. Certain action assignments need to be set for every attendee at the end of the meeting.
13. After the meeting, a review of the meeting should be communicated with all the absent members, who can also share any relevant information within the group afterward.
· Decision-making guidelines
1. Depending on its importance and the time available, a decision can be made in different ways, and any specific method of decision making should be determined based on every member’s approval.
2. Every team member is encouraged to express his/her own opinions regarding the related matter, which should be respected by the others. 
3. After gathering all the information from all team members, every potential alternative needs to be reviewed within the team regarding its related benefits and drawbacks. Meanwhile, the possibility of combining some of the alternatives should also be considered and discussed.
4. After comparing all the alternatives with each other based on the previous discussion, each team member should be asked for his/her opinion regarding the best choice, who also needs to explain the reasons behind the decision.
5. Based on the choices of all members, the alternative with the most support will be the final decision. However, exceptions may occur if any members insist that such a decision is unacceptable (with convincing reasons), in which case the next most popular choice should be considered until a consensus can be reached.
· Conflict resolution process
1. When any conflict arises concerning the team, it needs to be brought in from of all members so that the source of the conflict can be further identified.
2. All the other members should remind those directly related to the conflict of their common goal, which is shared by the entire team.
3. One of the other members should become the facilitator of the conflict and encourage both parties to convey their own opinions and explain their reasoning.
4. Next, all members of the team can come up with different appropriate ways of resolving the conflict.
5. If both parties in conflict agree to any one of the ways in Step 4, it will be considered a resolution. If not, they can further explain their opinions with reasons so that the whole team can combine some of the resolutions and reach a relatively more satisfactory result to both.
· How work gets distributed among team members
1. Before distribution starts, the time and scope of all related tasks should be reviewed within the team. If the workload of some tasks seems to stand among the others, they can be further broken down into smaller but identifiable components.
2. Next, all tasks can be first allocated based on every member’s role and responsibilities shown in the last section.
3. In the case where there are great differences among the workload assigned to each member, adjustments should be made according to the availability and skills of each person as well as the priority of each task.
4. The distribution result needs to be communicated within the team and approved by everyone before taking effect.
5. When implementing the distribution plan, further adjustments can be made as stated in Step 3 if necessary, which also needs to be approved by all members.
· Communications inside and outside the team
1. Communications inside the team
a. The method of communication should be chosen appropriately based on the importance of the related issue as well as the availability of all members.
a. Different types of interaction among team members are encouraged, whether related or unrelated to the project being worked on.
a. All members are encouraged to share any relevant information and express their own opinions openly and honestly.
a. All members should listen to and show respect for others’ opinions.
a. All members are encouraged to provide feedback to others about their performance and to the team about its process.
a. No personal attack is allowed.
1. Communications outside the team
b. First of all, the entire team should determine whether it is necessary to reach out.
b. All the messages to be communicated and the external party to communicate them with should be agreed on within the team.
b. One member should be the team representative and responsible for keeping in touch with the external party.
b. Any information from the external party needs to be shared within the group, based on which the team can determine the possible further communication and its contents.
· Progress updates
1. One member should regularly ask and keep notes of everyone’s status regarding their completion of tasks.
2. All members should be honest about their own progress.
3. Members are also encouraged to share other information regarding their progress such as new findings that might lead to extra workload and their estimated time of completion.
4. When encountered with unexpected events that might result in late delivery of tasks, members should notify their teammates as soon as possible so that proper adjustments can be made.



Member Team Assessment:
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each team member must compile and attach a 100 word reflection that identifies one strength and one issue regarding team dynamics that he/she has shared with the team and why they are important to help the team function more?
Strength: diversity 6 members different genders, different ethnicity, and different ages. 
Weakness: Four of us are working so it is really hard for us to find time to meet. 






