FLOWER AND PARTY PLUS EMAIL ASSIGNMENTS

DAY 1

Zeliff, Shirley 
715 S Dunn St 
Maryville, MO 64468 
Shirley would like to order flowers to be delivered next Friday to her daughter. Her daughter is expecting a baby next week.  She wants a 'It's a Girl" balloon, flowers (be sure the flowers include some carnations in the mix, that's her favorite flower), and a chocolate baby bottle.  She needs to keep the price under $60.

Reynolds, A J 
370 Jee Rd 
Winchester, OH 45697 
AJ wants to order a New Home basket to give to his son who just bought his first house. He wants an appropriate balloon to be sent with the basket. He needs this tomorrow.

Simmons, Arlin and Pat 
8601 E Hidden Valley Rd 
Sioux Falls, SD 57110 
Arlin and Pat are planning a surprise party for their son, Kelvin. Kelvin is really into Pokeman and would like to have as much Pokeman stuff as possible.  Please prepare a party supply list for them and order the necessary items. Don't forget plates, napkins, balloons, and party favors. Please have enough for 25 kids.  They would also like an invitation to mail out to his friends that includes a Pokeman character on the front. The invitation should say that the party is June 1 at their address. Gifts are not necessary. Please have all of this ready by next Friday.

Zook, Clyde F Jr 
2017 Stirling St 
Rapid City, SD 57702 
Clyde would like to order a fruit basket and a meat and cheese basket for tomorrow. He is hoping to give them to his aunt and uncle who are coming by to celebrate their anniversary. Please include a balloon.
Pride, Dennis 
421 S Main St 
Canton, SD 57013 

Dennis would like to get a wreath for his great grandfather's grave.  Please keep the cost under $80 if at all possible. He needs this tomorrow.
PRIVATE
Clinton, Alyssa 
31500 1st Ave S 
Apt 1-202 
Federal Way, WA 98003 
Alyssa is having a party for her daughter Lindy two weeks from today. She would like a party planner to create a Blues Clues invitation from scratch to use for her party. Also, she wants to get the party supplies through your company, from plates to napkins to party favors to hats and horns. The works! She will be having about 40 kids attend the party. 

Joslin, Ashley K 
1240 Joyce Ct 
San Luis Obispo, CA 93401 
Her dad's birthday is coming up. He loves lilies, so she wants to get a floral arrangement that has lilies in it, a balloon with a golf theme, and some chocolate golf balls. These are needed by next Friday.

FLOWER DAY 2

Bruce Skinner (PO Box 815, Cape Girardeau MO 63702) is looking to buy his wife, Tonya Skinner, some computer chocolates and he heard that you know where to find them! Somewhere is an Office Survival Kit that has chocolates of computers and he is interested in finding them. He would like an order of those and an appropriate balloon that says Thinking of You. He wants this next Thursday.

Customer:  Albert Walsh, 16326 Gulf Blvd, Saint Petersburg, FL 33708 

Albert doesn't have internet access, but he is trying to plan a surprise baby shower for his wife and he is clueless.  He would like for you to create a tri-fold brochure on Baby Shower Games that can be played at the shower.  She is not due until May, but he would like it as quickly as you can get it done.  He wants it to look nice as he may give it to his daughter to help plan and she is really picky about stuff like that.

Customer: Equar Taka, 2922 Miccosukee Rd Apt 6C, Tallahassee, FL 32308 

Equar just moved to the United States a few months ago and is getting married. He wants to get his fiancée a really nice floral arrangement to celebrate their love. He wants it to be extra special, lots of roses, but not just roses by themselves.  Money is not a problem for him. He also wants an "I Love You" balloon. He needs this next Thursday.

Customer: Adam Criaco, 1619 Wagon Gap Trl, Houston, TX 77090

Adam is thinking about having a birthday party for his son, Tyler. However, he is a single father and his ex-wife always did that kind of stuff, so he doesn't know what to do. He would simply like some suggestions for having a party for a 16 year old boy. He doesn't want to order anything, so we are doing this as a freebie to him, but if you could write him a letter with some suggestions when you get around to it, he would appreciate it.

Customer: Charles Bea, 1118 Groesbeck Rd, Cincinnati, OH 45224

Charles wants to have a Mocktail Party for his teen daughter to promote staying away from drinking. Please prepare a brochure which lists some actual mocktail recipes (cocktail type drinks that don't have any alcohol). Also, on the inside flap, list your own "Top 10 Reasons to Drink Mocktails Instead of Cocktails" to encourage students to stay sober.  He needs this by April 24.

Customer: James D Wyatt, Rr 100, Jacksonville, VT 05342

James wants to order a plant for his grandmother in a basket. It must cost less than $45. He wants it by Wednesday, April 18.    He also wants to order an Easter floral arrangement for his mom today.  It needs to include a stuffed bunny rabbit, nice flowers, and a balloon.

Customer: Enrique Chabez, 3943 S 700 W Apt 21, Salt Lake City, UT 84123 

Enrique is planning to have a housewarming party soon and wants to have a giveaway for a fruit basket. He would like something nice and needs it by April 24.  He wants to spend between $30-$50, if possible.

FROM:  BIG BOSS

TO:   Manager

SUBJECT:  Specials

Please create a flyer for some specials to run for the next few weeks. Include an order form at the bottom of the form.  I think we should theme it Chocolate Heaven and run specials on the novelty chocolates that we have that people might be interested in. Be sure to have the prices on the form, and create a second sheet to give to order processing/billing so it will be easy for them to locate which vendors the items come from, what the cost is, and what our charging price will be. Only mark up these products 10% since this is a promotional. I want this done and forwarded to my office today: BIG BOSS, PO BOX 90000, ORAN MO 63771.

FROM: BIG BOSS

TO:  Manager

SUBJECT:  New Process

I would like to start a new process for order fulfillment. As it is, we send out the bills to the customers and the purchase orders to the vendors all in separate envelopes.  From this point on, please send bills out and then send all purchase orders in one envelope (all from that day of work) to my office for processing rather than sending out tons of small envelopes.  I will then forward them to the vendors. Thanks.

DAY 3

Oka, Kazuko, 1320 Pasadena Ave S Apt 503, Saint Petersburg, FL 33707

Kazuko wants to buy his entire karate class small bonsai trees. He needs 15 trees by next Thursday.

BIG BOSS

Be sure to put the Invoice # that goes with each order on the Purchase Order in the bottom section where it says Order No.  Also, put the Sales Rep who did the Purchase Order name on the Sales Rep line. This is crucial.   Another thing to include on Purchase Orders is the item number. On the company's website, they should have the item listed with an Item Number or Code. This is needed to process the order. Put it in the description area along with the description. Most descriptions should take more than one line.  Several of your recent Purchase Orders and Invoices were modified; please do not handwrite on these forms. Reprint correctly before sending. Also, if the totals are not adding up themselves, then you need to redo the form. Also, sometimes Tax is not being computed. Be careful. For order processors, the pictures of the items should all be listed on one page with a footer that has the customer name and Invoice #. Some of the recent orders went out and were three pages long! This is crazy. Also, you must make sure that the telephone message sheet is kept and filed. Do not mail these to the customers.

Andy Clinton, 5913 Catfish St, Alexander, AR 72002 

Andy is looking for some nice graduation balloons. He is planning to have a graduation party at his house for friends and family after his son's graduation on May 20.  He wants four or five different balloons. He also wants a nice, professional looking flyer to mail to his friends and family that says they are having a Graduation Celebration after graduation at 3 p.m. at their house (address above).  On the page, have a small graphic that shows their street, Catfish Street, with four houses on the right and four on the left. They are the second on the right, so star that house.  They will have cake and punch at 3  and a barbecue at 5.  His son, George, will be attending college at the University of Missouri at Kansas City to start the pre-med program in the fall.  He would like this as soon as you can get it done.

Dante Reyes, 9309 Glacier Hwy Ste B200, Juneau, AK 99801  

Dante, a real estate agent, is looking to purchase some ferns for a client. He is working on a nice arrangement for an open house and wants to have four nice big ferns, about 100 tulips (maybe two vases of 50, if you can find it), and either two tins or jars of cookies.  If at all possible, he needs a balloon that says OPEN HOUSE on it, but if you can't find one, just the other items are fine. He needs this Friday.

 Eleanor Milacek, 7533 S Cove Cir, Littleton, CO 80122

Eleanor wants to send either a nice plant or flower to her sister that includes a Get Well balloon. She is in the hospital. Please make it something nice that costs around $60. She needs it today.

Randy and Ginger Milam, 366 Glenmoor Rd, Canon City, CO 81212

Randy is excited because his wife, Ginger, is getting him a pet dog.  She wants to surprise him by giving him a nice big cactus and a Congratulations balloon and a chocolate dog. She would like this by Tuesday next week.

Lesley Rogan, Lilly Pad Dr, Lewes, DE 19958

Lesley is having a party for her friend Lucy who just finished nursing school. She wants to send her a floral arrangement that has some white flowers, a Congratulation balloon, and some chocolate medical stuff (like bandaids, pills, etc.). She needs this by Wednesday next week.

Jeff and Sarah Rogatz, 2310 Ridgeway Rd, Wilmington, DE 19805

Jeff and Sarah are going to be visiting her grandmother's gravesite next Wednesday and they would like a nice floral arrangement to place at her grave.  It should be something appropriate that has some gladiolus in it.

FLOWER AND PARTY DAY 4
Bert Lewallen, Hwy 265, Branson, MO 65616 

Bert wants to send his wife a nice gift at work "just because."  He would like a dozen silk sunflowers and 2 butterly mylar balloons.  He needs this today.

Steve Kiper, Rr 1 Box 1296, Qulin, MO 63961 

Steve is trying to plan ahead for his daughter, Ashley. She will be graduating next month and he wants to get her a graduation bear with some flowers, preferably roses.  He wants a really cute bear; not just any old bear will do.  He needs this as soon as you can get to it.

Gertrude Pemberton, 2722 E 36th Ave, Lake Station, IN 46405

Gertrude would like to send an FTD Garden Basket to her next door neighbor who has been having a tough time lately. The Garden Baskets have roses, lilies, daisies, and other flowers in them. She would also like to add a teddy bear. She needs this tomorrow.

Barbara Roach, 7643 Bancaster Dr, Indianapolis, IN 46268 

Barbara heard that we have access to specialty products, like baskets and tins, and she would like a popcorn tin to give to her son for his birthday. Please find a nice birthday popcorn tin. She needs this Tuesday next week.

Hsi F Li, 8505 Lake Superior Dr, Louisville, KY 40291

Hsi heard about the bonsai trees and he would like to order 2 large ones. He needs these and a dozen roses by next Tuesday.

Lionel Libbert, 5424 Southview Dr, Louisville, KY 40214  

Lionel wants to order some chocolate roses for his wife.  He would also like an arrangement of three long stemmed roses (real roses)  and an I LOVE YOU balloon. This is needed tomorrow.

Joseph and Karen Quackenbush, 1911 Orchard Dr, Salt Lake City, UT 84106

These folks would appreciate a list of chocolate items that we have access to. They would like at least 30 or 40 options with our prices for them and a short description of what they are (no pictures). They are interested in making a rather large order in the future. Send them a letter with an attachment that has this information.  They would like it by next Friday.

Michael Piano, 3308 Cheverly Ave, Hyattsville, MD 20785  

Michael has an urgent order needed today.  He totally forgot about his anniversary and his wife is angry. He wants to do something really extravagant and needs your help. He would like 3 different mylar balloons that say Happy Anniversary, I Love You, that kind of thing; 2 dozen roses, long stemmed, in a box; and two different stuffed animals.  Thanks.

FLOWER DAY 5

Darlene Quails, 630 Rolling Hills Ln, Brewton, AL 36426

Darlene wants an FTD Celebration Bouquet (pink flowers) for her sister who is having her 17th birthday next week. She would like them Tuesday.

Cherish Qualls, 506 Moores Mill Rd, Auburn, AL 36830

Cherish wants to order a small FTD Mum Planter basket and an arrangement of yellow and white daisies. These two items are needed by next Thursday at the absolute latest. She'd like them as soon as you can get to it.

BIG BOSS:

Prepare a flyer that shows what the traditional rose color meanings are and run a special for a dozen roses. Find the cheapest dozen you can through our vendors (be sure to shop around!) and mark it up only 10% for the special. Have an order form at the bottom for special orders. Let's get this out today so we can start taking orders.

Crandall Mark, 2585 David St, Juneau, AK 99801

Crandall would like to order a basket of baked goods (cookies, brownies, cakes, etc.). He needs these by Wednesday next week.

Calvary Bible Church, 3245 Kalmia Ave, Boulder, CO

The pastor, John Jennings, wants to order six dozen pink silk roses for a mother's banquet, 4 Azalea plants, and a 2 mums. These are needed by next Friday.

Chris Bubash, 1110 San Marcos Cv, Lawrenceville, GA 30043

Chris wants to order some flowers in a mug, any kind. He'd also like to find a pink wreath of daisies, not funeral looking wreath, but a small wreath to put on a door.  This is for his secretary to thank her for all her hard work. It needs to be ready by next Wednesday.

Shooters Square, 58 S Cherry St, Galesburg, IL 61401

Shooters would like to order 4 African violets, preferably in a basket, and an arrangement of tulips. These are needed by next Thursday.

Frank and Diann Porcelli, 15387 SW Burgundy St, Portland, OR 97224

Diann wants to throw a party for her daughter who loves the Power Puff Girls. She wants five mylar balloons with Power Puff on them and then decorations, invitations, tablecloth, and all the others fixings you can find for a great party for 15 little girls. This is must be ready by Tuesday next week.

Yoda Squeegy, 1406 W Erie St, Chicago, IL 60622

Yoda wants to order a nut wreath. He heard that these exist and he hasn't been able to find one anywhere. He really wants this today if at all possible.

FLOWER DAY 6

Fred Biga, 20 10th St, Derby, CT 06418 

Fred wants four ivy swan topiary bushes. He needs these by tomorrow.

Guy A Crab, 3313 Bexley Ct, Evansville, IN 47711

Guy wants a heart shaped flower wreath for this wife and a dozen pink carnations in a vase. This is needed by tomorrow.

Crystal Crase, 4301 N Walnut St, Muncie, IN 47303

Crystal would like two arrangements (the same one) of hyacinths in a pot or basket. These are needed by Friday.

Ann Ipema, 610 Mall Dr, Portage, MI 49024

Ann would like to order a Ghirardelli chocolate basket of goodies. She would also like an arrangement of orchids. This is needed by Monday.

JOB: 

Create a short commercial for Flower and Party Plus that shows our current specials on chocolates and roses. It should be 20 to 30 seconds long and have a jingle made up to music (use our keyboard and make up something cute).

FLOWER DAY 7

BIG BOSS: Expand on chocolate specials; new flyer today.

Fort Lauderdale Symphony Orchestra, 1430 North Federal Highway, Fort Lauderdale FL 33304

John Smith wants to know if there are any chocolates appropriate for giving his orchestra members. He needs 65 orders if there is. Please send a letter if you have something that would work. If you have music notes, instruments, or something like that, he would like to go ahead and order 65. Those are needed today.

Karlyn Barker

2725 Connecticut Ave. #308

Washington, D.C. 20008

Karlyn would like to order a baseball sports basket and a small cactus for her son. She would like this by tomorrow.

Mike Coleman

600 W. Grove Parkway, #2058

Tempe, AZ 85283

Mike would like to order four floral arrangements. He wants the arrangements to be a variety of flowers, but he must have snapdragons in the bunch. That is his family's favorite flower and these are for a family reunion. These are needed on Monday.

Roger Smith

Sweet Briar College Library

PO Box 1200

Sweet Briar, VA 24595

Mr. Smith would like a brightly colored rainbow wreath for his library, something really flashy. He knows it will be costly, but that is okay. In addition, he would like a floral arrangement (two of them) that includes a flower called solidago. This is needed by Monday.

K C Jones

348 Winfield St 

San Francisco, CA 94110

KC wants to have a party for his sister who is turning 16 next week. He would like to order party supplies for her birthday party. She is really into sunflowers and beach stuff. Please locate party supplies (cups, beach balls, etc.) for this party. He expects about 30 people.  Anything beach or Hawaiian will be sufficient, but order lots of different things. Money is no object. He also wants four mylar Happy Birthday balloons. Please have all of this ready to go by Monday.

ALSO sent three chocolate special order and one for roses.

FLOWER DAY 8

Young, Alex 

2911 Crossfork Dr, Apt 3C 

Wilmington, DE 19808 

He would like either a basket or a floral arrangement that has a teapot in it. He would also like to order five chocolate roses. This is needed by today.

Blevins, Aleta 

Rr ,1 Fall River, KS 67047 

She would like a fruit/wine/cheese basket. This is needed today.

Blare, Angela 

223 Coronado St  Bonner Springs, KS 66012 

Would like a nice FTD centerpiece for tables for a banquet. She will need 25 of the same centerpiece. She would also like a coffee gift basket to give away as a door prize. This is needed by next Monday. 

Escalante, Alfonso M 

210 Greenfield Pl   Brandon, MS 39047 

Would like to order five cookie baskets. These are needed by next Monday.

Esch, Clint 

809 White Ln SE Bogue Chitto, MS 39629 

Would like a pretty floral arrangement that includes roses, but is not just roses. This is needed by next Monday.

Eskew, Doug 

118 Woodlands Park Dr 

Brandon, MS 39047 

Would like four big bamboo plants. These are needed today.

Cola, Donato 

1215 Harding Rd Vineland, NJ 08361 

Would like a floral arrangement that includes roses and freesia. Please order two. This is needed by next Monday. Also needs an arrangement of plain balloons.

Rain, Carrie 

2104 Wendover Pl 

Pittsburgh, PA 15217 

Carrie is planning a Barney birthday party and wants to order enough of the following items for 12 kids:

napkins, cups, loot bags and blowouts/whistles. Also, order four tablecloths, four centerpieces, a birthday banner, wall cutouts/decorations, and a barney candle. This is needed by next Monday.  She would also like a custom created invitation to the party to save money. Please have someone create a cute invitation for a birthday party that is generic (where she can fill in the date, time, etc.). Be sure to send out the entire order at the same time.

Shaftner, Amy 

2617 Brookside Dr 

Irving, TX 75063 

Amy runs a school for the blind and wants to order 20 chocolate braille greeting cards to use for the kids' birthdays. This is needed as soon as you can get to it.

Crapo, Shawn and Stephanie 

8 Big Rock Rd 

Rye, NH 03870 

Shawn and Stephanie need a nice flyer for her son's dog.  They are having a birthday party for Rover on May 13 at 7 p.m. in their backyard.  They are going to invite Seth's friends to come over for cake and ice cream. Please come up with a cute flyer for the party. This is needed as soon as you can get it done.

FLOWER DAY 9

Vurek, George 

24 Vallecito Ln 

Orinda, CA 94563 

Please order two mylar birthday balloons and an arrangement of pink carnations. This is needed by next Monday.

Grabarz, Walter F 

265 Ashleigh Ter 

Marietta, GA 30062

Walter wants to purchase 10 chocolate cars. This is needed by next Monday.

FLOWER DAY 10

Titakis, Nick 

715 E 19th St 

Brooklyn, NY 11230 

Nick would like five tins of cookies and a pineapple plant. He needs this as soon as possible.

Padgett, Rachel 

110 Heritage Dr 

Nicholasville, KY 40356

She heard that you had access to a hershey kisses tote with a bear. She would like to order two of these. These are needed by Wednesday.

BIG BOSS: At the specialty boutique at 1800Flowers, there are a number of pieces of china giftware, things like treasure boxes, cake toppers, vases, teapots, and more. Please prepare a flyer for Flower and Party Plus that advertises some of these items, especially some nicer ones that are pretty. This is needed by  Monday. (NOTE: Don't forget to mark up the prices for the customer)

BIG BOSS: At the gourmet section of 1800Flowers, there are some really neat gourmet baskets. Prepare a flyer for Flower and Party Plus advertising these baskets.  Be sure to include the graduation basket and the teapot basket. Then, select three others of your choice. Remember to mark up the prices. These are needed by Tuesday.

Lange, Alan B 

5393 Gulf of Mexico Dr 

Longboat Key, FL 34228

Would like a funeral arrangement of Yellow Gladiolus mixed with some other flowers. This arrangement is needed by Tuesday.

FLOWERS DAY 11

FINAL ORDERS: Be sure all are given out and everything is complete by Wednesday. Also, payroll must be done on Wednesday. 

Spencer, Albert and Linda 

324 Henry Dr 

Opelousas, LA 70570 

Want to have a cowboy theme birthday party for their son, Roger. Please order party supplies for 20 kids. Also, they want someone to create an invitation to the party which will be held at 4 p.m. to 6 p.m. on May 24 at the above address. This is all needed by Wednesday.

Hickle, James 

39301 E 259th St 

Garden City, MO 64747 

Would like someone to create a nice, elegant graduation invitation. They cannot afford to order them through the school's company, but they would like one similar to the school one (it is located at http://www.grad-announcements.com/graduation~1051.html).  For the inside, use verse C20 (http://grad-announcements.com/grad~verses.html). Graduation will be at Garden City High School in the Vineyard Auditorium at 2 p.m. on May 27, 2001. These are needed as soon as possible.

Pena, Domingo C 

14220 Rock Bluff Ave 

Plattsmouth, NE 68048  

Would like to order 100 chocolate cows and 100 chocolate horse heads. These are needed by Wednesday.

FLOWERS DAY 12
Chocolate Orders:

Zozine Simeon, 3007 John Adams Ct Apt B 

Jacksonville, FL 32221 

Quintin Polson, 1661 Teller Ave 

New Sharon, IA 50207 

Sabra and Roger Worden, 19260 Highway H 

Granby, MO 64844 

Shannon and Jeff De Bruhl, 3638 Durwood Ln 

Raleigh, NC 27604 

Larry Stoman, 8436 Harwell Dr 

San Diego, CA 92119 

BIG BOSS: Create a radio jingle to the song Little Brown Jug. Use sound effects to create an environment that you can "see" over the radio (for example, if it was a western thing, you need to hear horses clopping and neighing, gunshots, etc., in the background). This is for Flowers and Party Plus and needs to give information on a few great specials, including price. Make it creative and fun. This is needed Wednesday.

Doug Stombaugh, (2649 El Charro Dr, Modesto, CA 95354) would like to order 10 fruit baskets, 6 New York Style cheesecakes, 10 cheddar cheese party packs, 25 wine grape bonsai trees, and 4 FTD® Shining Sunlight™ Baskets. This is needed Wednesday.

