Writing Case Studies Checklist
Prepared by T. Grandon Gill
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Stage 1: Before the case development begins
Stage 1A: What is the purpose of the case are you envisioning?

	X
	Type
	Comments

	
	Research
	Objective is to examine cause and effect, typically in a situation where phenomenon being observed are too complex for controlled experiment. May be single case or part of a collection of cases.

	
	Discussion
	Objective is to create a case study that can be used as the basis for class discussion. Typically, such cases present a situation which requires discussants develop and/or evaluate solutions.

	
	Illustration
	Objective is to provide a concrete example of some phenomenon of interest, with the objective of creating a more lasting impression than could be achieved with a more abstract form of presentation.

	
	Walkthrough
	Objective is to provide an example of the analytical process (quantitative or qualitative) that is appropriate for a particular situation, often used within the context of a lecture.

	
	Exercise
	Objective is to present a contextually rich situation that can be analyzed using to one or more approaches. It is similar to the traditional word problem in intent.

	
	Other
	Describe:




Stage 1B: What is its expected relationship to other cases?

	X
	Type
	Comments

	
	Independent
	The case stands alone and can be meaningfully discussed, presented or analyzed without reference to other cases. It can be used by itself without creating false impressions.

	
	Comparative
	The case is specifically intended to be used with one or more other cases, where it serves as a basis for comparison. It will normally not be used by itself.

	
	Cumulative
	The case is to be developed as part of an inductive framework (e.g., a multi-case class, a multi-case research project) and could be misleading if used as the only example, situation or observation.


Questions: If comparative or cumulative:

1. What is the source of the other cases?

2. What role should the case being developed play?

Stage 1C: How will case material be acquired and presented? 
	X
	Type
	Comments

	
	Reported

Observation
	Case writer(s) will acquire non-public information from case site (in-person or by electronic means) and public information. Case will be written as description of the actual situation.

	
	Lightly Disguised
	Case will be developed through reported observation. After the case has been prepared, non-material changes to participant, organization and quantitative elements may be made to preserve privacy.

	
	Heavily Disguised
	Case will be developed through reported observation but, after its development, will be changes in such a way such that material elements (e.g., industry, organization) cannot be determined.

	
	Public sources
	Case is developed entirely using sources available to the public (e.g., public Internet, journal articles, government documents). Permission to release public-source cases is not normally required.

	
	Fictional
	Case study is based on an entirely fictional situation, organization, individual, etc. Similar to a novel, its sources could include the writer's own experience, imagination and public sources.


Stage 1D: What is the anticipated outlet for the case?

	X
	Type
	Comments

	
	Local
	The case will be used locally, in the classroom or as an exercise. Write up may assume certain common knowledge (e.g., where the organization is located, its size, role, etc.)

	
	External
	The case is designed for use outside the local organization but is to be distributed informally (e.g., web, email, working paper). Should include information relevant to understanding the local context.

	
	Published
	The case is intended for publication as a research case, teaching case or learning object. Similar to local case except publication criteria (e.g., length) must be considered.



Stage 2: After case site has been identified
Explore publicly available sources related to the case situation:

	X
	Type
	Comments

	
	Search
	Google the protagonist and other relevant keywords

	
	Research
	Examine research databases for relevant literature

	
	Web
	Browse organization-department-project/course web sites

	
	Repositories
	Look for similar cases in sites like HBS (business) or MERLOT 

	
	Records
	Is topic described in press, reports (e.g., LexisNexis search).

	
	Other
	Describe:



Stage 3: First meeting (N/A for Public Source, Fictionalized)
Topics for initial discussion:

	X
	Type
	Questions

	
	Context
	· What is the industry/field->organization->organizational unit  in which the case is taking place?
· What is the historical context of the case?

· What are the available data sources?

· Where should I look for publicly available data?

· Are there any private documents or systems that I can be given access to while I'm developing the case?

	
	Protagonist
	· What is the background of the individual most directly related to the case?
· What are the available data sources?

	
	Situations
	· What do you view as your most important recent accomplishments?

· What interesting issues are you currently facing? 

	
	Possible Topics
	For each accomplishment or issue identified:
· What makes the situation particularly interesting?

· What decisions are you currently facing?

· What decisions did you (or your organization) make in the past that led up to the current situation?

· How might my involvement in writing the case assist you with respect to this situation?

· Who else was involved, and would they be willing to talk with me?

· What are the available data sources?

	
	Release
	· When the case is completed, would you like to be listed as a co-author?

· What, if any, aspects of the case study do you think you may want to disguise?

· Who has the authority to release the case, once it has been approved?
· When can I speak to that individual?

	
	Other
	Describe:



Items to provide before or during the first meeting:

	X
	Item
	Comments

	
	Biography
	Provide some background on yourself, so they know where your experience lies. Don't just throw in your vita—tailor it to your audience. Compare Exhibit 1 (business version) with Exhibit 2 (NSF version) of same biography.

	
	Case objectives
	Explain why you want to develop the case. First page of Exhibit 3 is an example of a document prepared to solicit business sites willing to participate in case studies. 

	
	Process outline
	Outline the case writing process so the site has a clear idea what they are getting into. It is far better to have a potential case site decline to participate early—rather than late—in the case writing process. See Exhibit 3 FAQs for example.

	
	Benefits summary
	Explain what the benefits of participating in the case study are likely to be. Don't assume that "contributing to the world's knowledge" will be enough. Other benefits may include: clarifying a complex situation, access to your unusual expertise, creating a document that can be incorporated elsewhere (e.g., in strategic plan). See Exhibit 3 FAQs for example.

	
	Sample case
	No matter what type of case your writing, many sites will not be familiar with what a case is. Offer them a sample of a case study similar to what you are contemplating writing.

	
	Other
	Describe:




Stage 4: Determine Topic
Stage 4A: For each possible topic, what type of case is likely to emerge? 
	X
	Type
	Comments

	
	Decision-Making
	Topic focuses on a decision that needs to be made or the situation leading up a decision that was made in the recent past. Best fits with the "Discussion" objective, though can also be used for "Exercise" objective.

	
	Knowledge
	Topic will serve to convey knowledge to its reader. Such knowledge can include better understanding of the case context or the approach used in some decision-making process. Best fits with "Research" and "Walkthrough" objectives—also useful for cumulative case sets.

	
	Showcase
	Case will illustrate an exemplary handling of some problem or situation, particularly useful when a case is to be used for "Illustration" objectives. Be aware that most sites are hoping your case will serve as a showcase for their activities.

	
	Fable
	Case provides an unambiguous narrative tying a particular series of actions to a particular observed consequence. Can be useful for "Illustration" objectives but is best saved for comparative sets of cases if a balanced perspective is to be maintained.

	
	Mixed
	Describe:



Stage 4B: What are the sequencing options for each possible topic?

	X
	Type
	Comments

	
	Complete
	The topic can stand alone as a single entity. If outcome information is desired (for a discussion case) it will be provided in a teaching note or informally by the instructor. Typically, however, such outcome information does not critically contribute to the value of the discussion.

	
	Staged
	The topic naturally breaks into a series of stages—typically labeled A, B, C, etc. Normally used for discussion cases, participants will typically get access to later case stage write ups as the discussion progresses. This format allows for discussions of the potential impact of different actions prior to revealing their consequences.


Stage 4C: For each possible topic, what emphasis on Intelligence-Design-Choice (or Bloom's taxonomy, if preferred) will be present? 
	X
	Type
	Description
	Examples in expected case

	
	Intelligence
	Develops knowledge, comprehension and the ability to apply information in a real-world setting. Facts incorporated into the case and techniques described in the case are inherently valuable to students. Cases provide an alternative means of conveying information that would otherwise be presented in lectures.
	

	
	Design
	Case provides student the opportunity to choose and perform analysis—the form of which must be determined by the reader. Thoughtful preparation of the case may require proposing actions or designing activities not specifically specified by the case. Information in the case must be prioritized with respect to relevance and value. 
	

	
	Choice
	Case requires the reader decide between a two or more plausible alternatives, justifying that decision based upon materials presented in the case. Thoughtful preparation includes identifying the strengths and weaknesses of each possibility and using a deep understanding of the case situation to guide the decision process. Assumptions regarding information not presented in the case but relevant to the decision may be required, and are explicitly justified.
	


Stage 4D: Complete each of the following actions 
	X
	Activity
	Description

	
	Choose the preferred topic
	If more than one situation exists, choose the one that you prefer based on your analysis.

	
	Write opening section
	Create an introduction suitable for the case type. For example:

· Research: Identify the relevance of the research problem being addressed by the case.

· Discussion: Identify the context of the decision being made and any alternatives that are explicitly being considered

· Illustration: Summarize the situation.

· Walkthrough, Exercise: Present a concise statement of the problem being addressed.

	
	Get preliminary approval
	Email the introduction to the protagonist (if applicable) and ensure there is mutual agreement to proceed on the chosen situation.

	
	Inventory existing data sources
	Determine all public and private resources you've been given access to that are relevant to the specified topic.

	
	Outline case study
	Create an outline of the case with the principal objective of determining what data you need to gather.


Stage 4E: If none of the topics seem appropriate, return to the contact and see if there are any other options. 

Recommendations:

· A topic can often be made more interesting by changing the point in time that is the focus of the case

· Nearly everyone has an interesting story to tell—you just need to find it

· It will be much easier to write the case if your protagonist is enthusiastic about the story you plan to tell. 

· It's better to write an interesting case than to force a case to meet your research interests or class needs

Stage 5: Second meeting
Stage 5A: Establish ground rules for data gathering 
	X
	Activity
	Description

	Acquiring direct quotes

	
	Record
	Record interviews as they are conducted

	
	Paraphrase
	Approximate quotes then let individual correct, as necessary, in draft

	
	On request
	Send individual request for quote on a specific topic

	Circulating rough drafts

	
	Independent
	Each individual interviewed for the case is contacted privately to approve relevant materials prior to anyone seeing draft

	
	Coordinated
	The contact point for the case is given all drafts of the case and is in charge of gaining approvals for all participants

	
	Broadcast
	A group of individuals is granted simultaneous access to each draft of the case as it is finished

	
	Managed
	The contact point for the case is given all drafts of the case and determines if other participants need to see it when its finalized

	Responsibility got getting permissions for included materials

	
	Contact
	The contact point takes responsibility, desirable if many of the materials require organizational approval

	
	Case writer
	The case writer takes responsibility, desirable if many of the materials are 3rd party (e.g., newspaper clippings)

	
	Mixed
	Both parties take responsibility, based upon the source of the materials

	Responsibility for setting up interview schedules, if needed

	
	Contact
	Site contact identifies the appropriate contacts and sets up a schedule of interview times

	
	Site administrator
	Case writer contacts an administrative assistant at the site with requests to meet specific individuals 

	
	Case writer
	Case writer contacts individuals to be interviewed directly, and sets up appointments as desired


Stage 5B: Conduct in-depth interview of contact 
Stage 5C: Create to-do list for remainder of case development
Stage 5D: Determine timing of release document (for teaching cases)
	X
	Item
	Description

	
	Prior to first use
	The case must be released prior to any use in the classroom

	
	Subsequent to first use
	A one-time release is granted for first use, with the formal release made after a "test run" in the classroom



Stage 6: Write the case
Typical organization for discussion and research cases:
	Discussion Case
	Research Case

	Introduction

Present the decision setting and motivate the decision being made.
	Introduction

Motivate the research topic by highlighting its importance and demonstrating that it is not fully understood.

	Environment

Describe the environment (e.g., industry, field, country/culture) in which the case is set, explaining aspects pertinent to the case.
	Literature Review

Review previous literature related to the case situation and frameworks that have been proposed

	Organization

Describe the organization (e.g., agency, company, institution) in which the case is situated.
	Research Framework
Research questions to be addressed and the analytical framework to be used. Formal hypothesis testing is less common than presentation of arguments relating to cause and effect.

	Locale
Describe the small group (e.g., department, tribe, neighborhood, subculture) in which the case is situated.
	Data Gathering Protocol
Methods used to gather data related to the case, often emphasizing triangulation (gathering data from multiple sources to confirm the same observation) 

	Protagonist

Describe the individual or small group most directly responsible for any actions or decisions relevant to the case. 
	Background & Situation
Description of the case situation and the key elements of the case.

	Situation

Describe the specific situation to be addressed in any analysis of the case that is to be performed.
	Analysis

Discussion of the case in the context of the analytical framework.

	Constraints and Requirements

Revisit the case situation specifying all constraints (e.g., time pressure, specific criteria that must be met) and requirements (e.g., alternatives to be considered or important priorities).
	Conclusions
Presentation of conclusions from the case, with particular attention being paid to their likely generalizability to other situations.

	Exhibits
Source documents, images and tables relevant to the case.
	Appendices
Source documents, images and tables relevant to the case.


Recommendations:

· Write it so as to make it interesting for a reader

· Keep your average sentence length half as long as you would for any other form of writing you would do

Stage 7: Gain case approval
Stage 7A: Key items in the approval document (see Exhibit 4 for example) 
	X
	Item
	Description

	
	Copyright
	Copyright could be held by author, author's institution or site organization. This can become a particular issue in the event the case is subsequently published.

	
	Duplicating rights
	If a case is to be used in the classroom, it’s a good idea to explicitly provide duplication rights to the author, the author's institution and the site organization.

	
	Right to recall case
	Sometimes an organization may wish to recall a case. Typically, such a clause should be in place only if the case is being distributed or published locally, and never in research cases.

	
	Non-material changes
	It is a good idea to add a clause allowing minor edits, not affecting the overall case, to be made. This prevents multiple rounds of approvals for typos or small changes.

	
	Consequential damages
	Particularly in a commercial setting, it may be appropriate for the site organization and author to agree not to pursue each other if the case leads to unintended consequences.

	
	Good faith and arbitration
	Particularly in a commercial setting, it may be reassuring to the site for you to state that you'll try to act in good faith to resolve any disputes and that you'll submit to arbitration if you can't


Recommendations:
· A release document should be clear but relatively informal in tone. If it gets too legalistic, the site organization may be too afraid to sign it.
If your contact agrees to be listed as a co-author, there may be no need for a formal release—at least for your purposes.

· Exhibit 1: Sample background summary (for business audience)

Dr. T. Grandon Gill

Background Summary
T. Grandon Gill is an Associate Professor at University of South Florida, which he joined in 2001. Previously, he taught at Florida Atlantic University. His educational background includes three degrees from Harvard University: an undergraduate degree in Applied Mathematics (cum laude) from Harvard College, a Masters of Business Administration (high distinction) from Harvard Business School and a Doctor of Business Administration in the Management of Information Systems, also from Harvard Business School. His teaching areas have included programming, management of information systems, database design, the Internet and case method research.

Dr. Gill’s research interests include artificial intelligence, the implementation of complex information systems and IS education. He has many scholarly publications to his credit, including two articles in MIS Quarterly, the most prestigious journal in the information systems field. His work is also referred to in several MIS textbooks. He has written well over a dozen business case studies, published by Harvard Business School and Prentice Hall, and has authored a number of book chapters. He also designed and created the graphics for 32 laminated software guides, the most recent of which were published by Macmillan Computer Publishing in 1998. He maintains an active consulting practice in the IT area, and has served as an expert witness in computer-related litigation.

Prior to entering academia, Dr. Gill had extensive experience in management and business. During the late 1970s, he was a nuclear-trained submarine officer, serving on the USS Lafayette (SSBN 616), the USS Shark (SSN 591) and the USS Sam Rayburn. Subsequent to his receiving his MBA, in 1982, he served as president of SnCorp, Inc., an agricultural products and research firm located in Dallas, Texas. In the mid-1980s, he was the Vice President of Technical Services for Agribusiness Associates, a consulting firm located in Wellesley Hills, MA, that specialized in providing strategic consulting services to clients involved in the food and fiber industries. Among his clients included CocaCola USA, Standard Brands, Farmland (the nation’s largest farm cooperative), Monsanto, Sears World Trade and numerous major participants in the restaurant industry. His specialty consulting area during that period was the development of computer models for complex business situations. He has worked in the mortgage industry, particularly focused on the design of software for commercial real estate underwriting.

Dr. Gill has extensive experience in developing complex computer software, having programmed commercial applications in FORTRAN, BASIC, RPG, PL/1, 8086 Assembler and C/C++. Since he completed his doctorate, some of his more interesting programming projects included developing: 1) The College Expert: software that helped students choose what college to go to (marketed by Orchard House, Inc.), 2) McMap: a geographic information system that aided McDonald’s (Latin American Division) in locating new restaurants in Mexico, 3)  PC Assembler-Simulator (PCAS): an MS Windows-based simulator that displayed the inner functioning of Intel’s 8086 processor chip, used for educational purposes, and 4) FlowC: A graphic flow charting program that can be used to generate C++ applications. He is the author of Introduction to Programming Using Visual C++ .NET (Wiley, 2005) and a forthcoming textbook on object-oriented programming.
Exhibit 2: Sample background summary (for NSF proposal)
Biographical Sketch of T. Grandon Gill

Professional Preparation

Harvard College
Applied Mathematics & Economics
A.B. 1975

Harvard Business School
Management
M.B.A. 1982

Harvard Business School
Management Information Systems
D.B.A. 1991
Academic and Professional Appointments

2001 –

University of South Florida, College of Business Administration


Associate Professor (tenured) in IS & DS department

1991 – 2001
Florida Atlantic University, College of Business


Associate Professor (tenured in 1996) in ITOM department

1983 –1986
Agribusiness Associates


Senior Vice President, Technical Services

1982 –1983
SnCorp, Inc.


President

1975 – 1980
US Navy, Submarine Force


Nuclear trained submarine officer

Publications (Closely Related to Proposed Project)

Gill, T.G. 2005. Introduction to Programming Using Visual Studio .NET Hoboken, NJ: John Wiley & Son.

Gill, T.G. 2005. “Teaching C++ Submarine Style”, IEEE Transactions on Education, 48(1), pp. 150-156. 

Gill, T.G. 2004. “Teaching Flowcharting with FlowC” Journal of Information Systems Education. Vol 15, No. 1. pp. 65-78.

Gill, T.G. 2005. "Engaging Introductory Programming Students with CGI”, Decision Sciences Journal of Innovative Education, 3(1), 2005, 177-181.
Gill, T.G. 2005. “Assignment-Centric Design: Testing the assignments not the lectures”, Decision Sciences Journal of Innovative Education, publication forthcoming.
Publications (Other Significant)

Gill, T.G. 2005. "The Peer Reviews and the Programming Course", Issues in Informing Science and Information Technology. Vol. 2. pp. 205-217.
Gill, T. G. 2001. "What’s an MIS Paper Worth? An Exploratory Analysis," Data Base. Vol. 32, No. 2. 14-33.

Gill, T.G. and Hu, Q. 1998. "The Evolving Undergraduate Information Systems Education: A Survey of the U. S. Institutions," Journal of Education for Business, Vol. 74, No. 5. 289-295. 

Gill, T. G. 1996. "Expert Systems Usage:  Task Change and Intrinsic Motivation", MIS Quarterly, Vol. 20, No. 3, September. 301-329.

Gill, T.G. 1995. "Early Expert Systems:  Where are they now?", MIS Quarterly, Vol. 19, No. 1, March, 1995.

Synergistic Activities

1. Research in distance learning and the case method. Have performed and published a substantial amount of research studying how mixes of distance learning and in class delivery impacted student learning in a case method class. Was featured in an Online Classroom article (Kelly, R. 2002. "Adapting the Case method to Online Learning", Online Classroom. October. 4-5). 

2. Educational materials development. Designed, authored and performed layout for the original QuickStudy guide series (Barcharts, Inc., 1994-1997) and CyberCue guide series (MacMillan Computer Publishing, Que E&T division,1998-1999). Developed 34 of these 4-page and 6-page laminated guides, with unit sales of roughly 1 million in total. Also developed over a dozen published case studies (HBS, Prentice Hall and Journal of Information Technology) and authored the IS content for a general business textbook (Madura, J. 1998. Introduction to Business, Cincinnati: South-Western College Publishing). Currently completing Object-Oriented Programming Using Visual C++.NET with Wiley.

3. Curriculum Development. Awarded 3 grants (in the form of software licenses totaling in excess of $100,000 at existing retail prices) for the development on online course materials as part of Microsoft's curriculum development grant program (1996, 1997). Materials for 5 different courses were placed online. Received $6000 from USF Center for 21st Century Teaching Excellence to develop online version of ISM3232 C++ programming class. 

4. Programming. Have developed a significant number of commercial software applications that have been used by individuals (e.g., the College Expert) and by major corporations such as CocaCola USA, McDonalds Latin American Division, United Fruit, and McKinsey & Co.

5. Educational Policy. Proposed a program designed to enhance opportunities for individuals reentering the workforce, particular focused on women (e.g., Gill, R & Gill, T. 1993. "A New Parental Bill of Rights". Public Interest. Spring. No. 111). Modeled after the GI Bill, the program would have provided educational benefits to any individual who chose to leave the workforce in order to raise small children. The proposal was widely discussed in the press (e.g., Will, G. 1997. "A GI Bill for Mothers". Newsweek. 22 December. p. 88). Recently published two articles in eLearn, ACM's online magazine, dealing with how distance learning can be integrated into an institution's strategy.
6. Faculty Training. Designed and taught an 8 week (3 hour/week) faculty seminar on the Internet to FAU faculty in 1996. Designed and taught a semester-long doctoral and faculty seminar on teaching using the case method at FAU in 1999. Currently developing case studies and other course materials to be used in the USF Center for 21st Century Teaching Excellence's 2005 "Institute for Increments and Transformations", a weeklong workshop for faculty interested in incorporating technology in their teaching. Will act as principal instructor for that workshop.
Collaborators and Other Affiliations

Co-authors and co-editors

· Dr. Qing Hu. Florida Atlantic University

· Dr. Stanley Birkin, University of South Florida

· Dr. Harold Webb, University of South Florida

· Dr. Susan Winters, University of North Carolina, Charlotte

· George Steigner, Doctoral Student, University of South Florida

· Gary Poe, Doctoral Student, University of South Florida

Doctoral Advisors

· Dr. James McKenney, retired

· Dr. John Sviokla, Diamond Cluster International

· Dr. Benn Konsynski, Emory University

Exhibit 3: Sample Case Solicitation
 SEQ CHAPTER \h \r 1Request for Case Study Sites
Announcement
In preparation for an Executive MBA program to be taught this spring, a group of USF faculty are going to be developing a series of "Harvard Style" case studies of local businesses. These studies, which will be used in our MBA program (and may also be published nationally) will examine, in detail, some ongoing IT-related decision that faces the management of each company being studied.
For this project to succeed, we need your participation. Currently, we anticipate developing 3-4 cases that will debut in the USF Executive MBA program this spring. We are particularly interested in developing cases involving decisions relating to information technology or cases relating to any type of managerial decision that occurs within companies whose primary business focus is technological.

The attached packet provides some background information that should be of interest to a company considering becoming a case site. The specific documents include:

!
Why Should I Participate in a Case Study? Answers to 10 frequently asked questions.

!
CV of T. Grandon Gill. Background on the organizer of the case study project.

!
Abbott and Cobb. A sample case study, of the sort we are planning to write.

If you are intrigued by the idea of having your company participate in a case study, or have further questions, please contact us:
Dr. T. Grandon Gill

Associate Professor

Information Technology and Decision Sciences

College of Business-CIS 1040

University of South Florida

Tampa, FL 33620

Office: (813) 974-6755
Fax: (509) 472-6576

Home: (813) 994-4511
E-mail: ggill@coba.usf.edu
Why Should I Participate in a Case Study:

Answers to 10 frequently asked questions 
by 

T. Grandon Gill

Associate Professor

Information Technology and Decision Sciences

College of Business

University of South Florida

In the course of my experience in writing teaching cases, both for Harvard Business School and for Prentice Hall, I have found that managers who are considering participating start out with many questions.  Here are 10 of the most common:

1.
What is a business teaching case study?

A business teaching case study, as distinguished from a research case study, is a description of an administrative situation that is specifically intended to be the basis of a class discussion. Sometimes referred to as Harvard-style cases, these cases typically have a number of distinguishing characteristics:

!
Their central focus is some decision that needs to be made. While many cases (particularly research cases) have been written that document the outcome of some decision, the best teaching cases usually motivate discussion with an agenda that includes deciding what the manager needs to do.

!
The situations examined tend to be complex, and multi-faceted. Just as few business decision can be reduced to a single function, few good teaching cases attempt to present a business situation as if it were strictly a "finance" or "marketing" or "information systems" problem.

!
There is rarely a single "right answer" to a case. As with all business situations, there are certainly better answers and worse answers, but good teaching cases do not come with ready-made solutions that the instructor can announce at the end of class.

In addition, as a practical matter, Harvard-style case studies tend to share a certain physical appearance: 7-12 pages of single-spaced text followed by exhibits (figures) that may range from 1 to 15 pages.

2.
What does it cost my company to participate in a case study?

In terms of dollars, nothing. When you participate in a case study, your firm is doing the educational community a service. Having said that, there can be a significant cost of time associated with the case writing process.

3.
What kind of time commitment will participating in a case involve?

This varies from company to company, and from case-writer to case-writer.  Generally, the decision-maker about whom the case revolves can expect to spend 10-20 hours in interviews, reading drafts and facilitating case writer visits, spread over the entire case writing period (usually 1-2 months). Other individuals involved in the case (5-15 is the normal number) would normally expect to spend much less time, perhaps 1-2 hours apiece, at most, spent mainly in interviews with the case writer.

4.
How does the case writing process work?

The case writing process normally proceeds through a series of stages:

a.
Discovery: During the first phase, the case writer needs to "discover" two things: 1) the decision that will become the focus of the case and 2) the identity of the authorizing executive who will release the case (i.e., authorize for publication). Once the decision has been identified, and the authorizing executive has indicated a willingness to participate in the case-writing process, data gathering for the actual case can proceed.

b.
Data Gathering: The data gathering phase usually begins with an extended (2-4 hour) interview with the decision-maker who is central to the case (a.k.a. the protagonist).  After these interviews, the case writer and protagonist generally decide who should be interviewed and what background material needs to be gathered. As a practical matter, the scheduling of supporting interviews and copying of relevant documents is typically handled by the company. 

c.
First Draft: After the initial and supporting interviews, the case writer usually disappears for a few weeks to write the first draft of the case. Normally, in writing the first draft, the case writer identifies a) additional information that would be useful for the purposes of the case, and b) quotes that need to be authorized by individuals that have been interviewed.  Requests for the former are normally forwarded to the protagonist, who determines if the information is readily available. The latter authorizations, in contrast, are normally handled by the case writer directly. Once all additional materials have been acquired and quotes have been authorized, the completed first draft of the case is delivered to the protagonist for initial comments.

d.
Rewriting: As a first step, the comments of the protagonist are incorporated into any revisions. After that, the case is forwarded to the authorizing executive and/or any staff (e.g., legal, public relations) who wish to verify case content. Any requests for changes are then provided to the case writer.

e.
Release: Upon receipt of an acceptable version of the case, the authorizing executive will be given a release form to sign, which states that the case writer has been granted the right to use and publish the case in its approved form. In the event a case is not released, it is viewed as sensitive company data and cannot be used in class or be published.

5.
What if I decide I don't like the case after it has been written?

If it has not been released, you are within your rights to tell the case writer to destroy it. If it has been released, and you have simply changed your mind, most case writers will destroy it if it is within their power to do so. If the case has already been published, however, there may be little the case writer can do. Under such unusual circumstances, however, it may be possible to rewrite or disguise the case in such a manner that it becomes satisfactory to the company.

6.
What type of access to company data will I have to give the case writer?
In general, the case writing process goes most smoothly if you give the case writer the same type of access that you would give to any trusted outsider, such as a consultant. Always remember, as well, that just because you give the case writer a piece of sensitive information--such as a financial statement or business plan--does not mean it will necessarily appear in the case. In most instances, it is useful mainly to help the case writer understand the company situation. And, of course, should it appear in the case you can always ask to have it removed at any time before the case is released.

7.
Can I ask the case writer for his or her insights as they relate to the decision that is the subject of the case?

Absolutely. Unlike research cases, teaching cases do not require that the writer exhibit passionless objectivity with respect to the situation being studied. For this reason, most case writers will be happy to give you their opinions on a given case situation (or on any other situation you ask them about, for that matter). Some case writers will even do what amounts to free consulting if they feel it will help them get the case released. In general, however, it is better not to mix consulting and case writing relationships while a case is in progress. At institutions like Harvard Business School, the case writing relationship in often a precursor to a consulting relationship. They generally take care, however, not to confuse the two by doing both at the same time.

8.
Who will use the case study after it has been published?
To a great extent, this depends on how good it is and on who publishes the case study. Case studies published by places like Harvard Business School and Prentice Hall have worldwide distribution and are frequently used at 10-20 business schools. Some cases are also adopted for use in executive training sessions. Unfortunately, even experts have trouble predicting the success of a case study before it has been written and used in classes several times.

9.
Can I use the case internally, or for external relations (such as looking for investors)?

Although case studies are normally copyrighted by the author or publisher, the case release form typically gives the company the right to make unlimited copies for its own purposes. Many companies use such cases as a convenient way to give new employees or financial partners some background on the company and its industry.

10.
Given the amount of company time and effort that goes into writing a case study, what are the benefits?
There is no getting around it, participating in a case study will require a lot of work. There are, however, some benefits--mainly intangible--that often seem to accompany the case writing process.  Among these:

!
By allowing a case to be written about your company, you become an active participant in the educational process. While most executives complain that business schools are too divorced from the real world, those who participate in a case study can take pride in the fact that they are doing something about the problem.

!
A case study can establish or reinforce relationships with the case writer and the case writer's institution. By the time a case is completed, you will have developed strong, and often enduring, relationships with the individuals who wrote the case. These relationships can prove very helpful when you find yourself looking to hire talented students or need advice on some problem that involves research.

!
A case study gives you a window on how you are perceived by the outside world. Because the case writer needs to set the stage by describing the industry and the company, the case study necessarily paints a picture of your company as outsiders perceive it.  In addition, should you choose to attend classes where the case is used--and you can count on being encouraged to do so!--you can often gain further insights from the way students react to your company based on the case.

!
Participating in a case often helps clarify the issues associated with a particular decision. Because a case writer's main objective is to gather information relating to a particular decision, the process of deciding what factors are relevant to a decision is often more systematic than it would have been under normal circumstances. In addition, any insights, information or expertise that the case writer possesses with respect to the decision are always available to the company.

Having said all these things, this case writer's experience has been that most companies that participate in one case are eager to "come back for more".  When asked why, the reason they invariably gave was that they found the case writing process to be both stimulating and enjoyable.

Exhibit 4: Sample Release Agreement
Case Study Release Agreement


between


T. Grandon Gill and


//Company//
T. Grandon Gill, Associate Professor, University of South Florida, and //Contact//, acting as authorized representative for //Company// in //his/her// capacity as //Position//, having cooperated in the development of the attached case, entitled //Case name//, agree to the following:

1)
//Company// releases the case to T. Grandon Gill, giving him and his employer the specific rights to use the case for teaching purposes, to make the case available to other universities and institutions for teaching purposes, and to include the case in academic or professional publications.

2)
Such release of the case by //Company// is specifically not to be construed as an authorization to disclose information acquired in the case-writing process which was not contained in the case itself, and any existing non-disclosure agreements remain in force.

3)
T. Grandon Gill, as the copyright holder, grants //Company// the right to make unlimited copies of the case for its own purposes.

4)
T. Grandon Gill agrees not to modify the attached case, except for the express purpose of eliminating typographical errors or grammatical inconsistencies, without permission from //Company//.

5)
All parties involved agree to hold each other harmless in the event that release of the case leads to unanticipated consequential damages.

In the event that any legal disputes should arise from this agreement, both sides agree to attempt to resolve such problems though amicable discussions or, that failing, through binding arbitration.

Agreed to by:

__________________________________   Date: ________________

T. Grandon Gill

__________________________________   Date: ________________

//Contact//

