BUSINESS TECH 1 SIMULATION

FLOWER AND PARTY PLUS

Description of Business

This business is responsible for taking orders for flowers, balloons, and party supplies.  They do their business through a predetermined group of vendors. Customers are charged a 20% markup on each item (shown on the customer price). They specialize in creating unique gift ideas, including adding balloons to floral displays, chocolates, etc.  They also provide services to people for party planning.

Company E-mail/Calendar

Login page: ureach.com 

Public room: http://www.ureach.com/bustech1

Email: bustech1@ureach.com

Password: oranr3

Software Programs for Services
Excel: Use to create purchase orders and invoice

Word: Use for all letters, memos, etc.

Powerpoint or Presentations: Use for presentation material

Adobe Premiere: Use for any video

Access: Use to maintain a listing of customers and vendors (name of company, address, phone, etc.)

Excel: Use to compute payroll and prepare pay stubs

Typewriter: Use to type payroll checks

Word: Use to print envelopes

Publisher/Paint Shop Pro: May be used for publications or graphics manipulation

NOTES

BUSINESS TECH 1 SIMULATION

FLOWEr AND PARTY PLUS

Getting Started

Your business should get started by deciding the following things:

· Select a manager for the company; this person should be easy to get along with, care about their grade, and have good attendance

· Select various responsibilities for each team member; these include, but are not limited to: receptionist/payroll clerk, order processing clerks, billing agents, and promotions agents

· One of the first items of business should be creating a logo of some type to use on all correspondence, including the company name. This will be used at the top of all memos/letters, invoices, purchase orders, presentations, and publications. This should be something nice.

· All orders for customers must be billed on an invoice. Create one using Excel (File, New, Spreadsheet solutions; Enable macros; Customize) and add your company information and logo. Sales tax is 6.25% and shipping is 10% of the total before tax is added. Remember, when these are filled out, the customer price must be marked up 20% from the vendor price.

· Before a customer order can be placed, your company must order the appropriate items from the vendors. Use purchase orders to order these items.

· Order processors should create a sheet with illustrations of each item to be mailed with the bill (so they can see what they ordered; pictures, etc.). Foot the document with the invoice #.

· Your manager should create a spreadsheet to keep track of invoice numbers and purchase order numbers. NO NUMBER CAN BE USED MORE THAN ONCE.  Keep track of the number, the vendor or customer it is made out to, and the amount.  Start invoices at 2000 and purchase orders at 3000. Order processors and Billing agents should ask the manager for a number before beginning. Order processors may need to use more than one number if more than one vendor is used to fulfill an order.

· Be sure all items mailed are proofread carefully and are set up appropriately. Refer to the Basic Letter and Memo Writing book if you have questions. All letters must have the manager's signature.

· Two databases should be maintained for the company: Customers and Vendors. All customers should be entered into the customer database. All companies used by Flower and Party Plus should be entered in the vendor database. Be sure any new information is added each time that an order is placed.

· All projects should be added to the online calendar. The manager is responsible for keeping this calendar current. This calendar should be used to keep track of jobs.

· The receptionist should take down messages from the email each day first thing, and the manager should route messages to the appropriate department/person responsible for the task. The manager and receptionist also assist in completing scheduled tasks. Tasks should be checked off at the bottom of the message pad as they are completed if applicable.

· Make sure you meet deadlines! Your grade will be assessed based on your attendance, work ethic, ability to work with others, work completed on time, and quality of work. 

· An Employee of the Week should be showcased on the bulletin board each week. Vote on Thursday and the board should be put up on Fridays, including a picture of the individual and what he/she did to deserve the award.

· Completed work/items to be mailed should be placed in the class basket. Work in progress or information everyone might need should be kept in the classroom on the bookshelf at the back.
