LAHTI POLYTECHNIC

Leonardo da Vinci – pilot project

F1-04-B-F-PP-160532



7.6.2005

Linnea Sulkanen
BEST PRACTISE / WRITING THE CASE /HT-COLLECTION
The idea of this form is to document the process of writing a case study and a teaching note. The aim is to facilitate other case writers in the future by illustrating the different phases  and accompanied successes and pitfalls in the phases of case writing.
1. Selecting the company / Management issue
Why and how did you do the  choice?

The  chosen company meets well the SME-criteria, represents a typical industry for the local area (Lahti/Finland) and the branch ( furniture) is easy for the students to relate to. Moreover, the chosen enterprise represents a company that has been quite well visible in media and therefore is also interesting. Another reason was that the case-project team had personal contacts with the company .
Hints:

Try to look for companies with which you have personal contacts , it is easier to get the company involved. If you don’t have these contacts yourself, use all your networks.
2. Before the company visit
How did you approach the company? What preliminary work (data gathering etc.) did you do before the actual visit?
First we called the CEO and it took several weeks to get hold of him due to very tight schedules. After that we had the first meeting, where the CEO and the Sales manager from the company and the Project Manager and case-writer from the Polytecnic were present. We introduced the project( a written description of the co-operation, timetable, benefits to the company, expectations from the company was made and given during  the meeting), got the approval and signature for the Letter of Intent.
After the preliminary meeting we collected all the material that we could find about the company from Internet and realised that there were mainly pictures of the products in different fairs and other occasions or short remarks, but very little written materials that we could use.We also searced for materials concerning the furniture industry and found good materials and statistics about Finland but only little (and mostly expensive) materials about the European furniture industry.
We also wrote a profound question list about the things that we were interested in and sent it to the company before the first meeting, because the CEO had already said that they do not have much written material of the company and therefore the interviews are the most applicable way of gathering material of the company.
Hints:

Be prepared for the fact, that there is not very much written information available about SMEs, pay a lot of attention for the interviews.

The entrepreneurs are very busy, make the first contacts very early in order to keep the schedules.

3. The company visit
What happened during the company visit, what did you focus on, what did you achieve?

The first interview took 2,5 hours, two case writers and the CEO were present. We recorded the interview  and also wrote down as much as possible.
The focus was on getting an overview of the company and its operations and challenges, therefore we didn’t go through all detailed questions concerning different aspects of the company.
Hints:

If possible, use the recorder, it is very difficult to listen and write at the same time. It’s very good to have two interviewers at the same time in order to be able to work efficiently if the interview is long.

Pay attention to the communication style of the counterpart.

4. The actual writing process
Describe the phases that were included in the writing process of the case study and the teaching note: how did you proceed, how much time did you use etc. 
First draft:

We started to write the first draft immediately after the first interview. I wrote down in English everything that I had written during the interview, then I listened to the tape and made corrections and additions. I also wrote down comments and questions of areas that I was not sure about and which needed checking in order to ask them in the next interview. The the co-writer checked the text and made some additions.
We also went through the secondary data concerning the furniture markets, interpreted that into English and added it to the text.
Revising the draft:

Obtaining company approval:

Revising the draft after teaching:
Hints:

6. Own comments of the whole writing process

