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General Administration
[bookmark: _Toc75685851]Contact Information
For general deliveries:
1234 Main Street
New York, NY  90012
Deliveries of shipping supplies should be directed to the door at the back of the building. The loading dock staff will check items against the packing slip and then bring the slip to the office. The office employees will be responsible for entering the packing slip information into the inventory database.
Phone numbers:
Telephone (972) 555-0123
Fax (972) 555-0124
E-mail address:
CustomerService@consolidatedmessenger.com
Web site:
www.consolidatedmessenger.com
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The Consolidated Messenger lobby is located at the front of the building and serves as the main entrance for our office employees and customers.
The front office space consists of a counter with three stations, each with phones and computer terminals with Internet connections. The lobby provides a package preparation area and bins of retail items (envelopes, tape, marking pens, etc.) for customers, and a bank of mailboxes. The waste receptacles in the package preparation area should be emptied every night or more often as needed to ensure a neat appearance. The retail bins should be checked and restocked through the day as needed. The office employees are responsible for these activities.
Office hours are from 8:00 AM to 9:00 PM, Monday through Saturday. Customers who rent mailboxes have access to the lobby and mailboxes 24 hours a day, 7 days a week.
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The rear of the building contains the warehouse, which occupies the major portion of the building space. The warehouse is divided into four separate areas: Receiving, Shipping, Packaging, and Inventory Storage.
· The Receiving area consists of two loading docks (also used for Shipping) and a 12 x 12 ft area with racks for holding incoming packages. The racks are divided by shipping company.
· The Shipping area, just opposite the Receiving area, shares the loading dock space and also has a 12 x 12 ft area with racks for holding packages waiting to be shipped. The racks are divided by shipping company.
· The Packaging area has two tables and two racks that contain a variety of boxes, bubble wrap, tape, Styrofoam peanuts, and labeling materials.
· The Inventory Storage area has three racks for overflow supplies.
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The phone system in the office has an intercom and a direct connection to enable office employees to contact warehouse employees. Please follow these directions to connect between the two building spaces:
To use the intercom from the office
1. Pick up the handset, and press 1 (to connect to the warehouse) or 2 (to connect to the kitchen) on the number pad.
2. When you hear a click, press the Speaker button.
To connect without the intercom
1. Pick up the handset, and press 1 or 2 on the number pad.
2. Wait for an answer.
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Business stationery including letterhead, invoices, packing slips, and receipts are supplied by:
Vendor	Lucerne Publishing
Web site	www.lucernepublishing.com
Account access information:
E-mail address	Andrew@consolidatedmessenger.com
Password	ConsMess
To order stationery:
1. Go to www.lucernepublishing.com and click Get Saved Work.
2. Enter the e-mail address and password given above, and then click OK.
3. Add the most recent order of the type of stationery you want to your cart.
4. Click View Shopping Cart.
5. Click Modify Content.
6. Under Content, click Modify.
7. Verify the accuracy of the items, and then click OK.
8. Click Proceed to Checkout.
9. Verify the accuracy of the shipping information, and then click Continue to Checkout.
10. Enter the company credit card as the billing information, and then click OK.
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Office and retail supplies including packing materials (boxes, Styrofoam peanuts, tape, etc.), copy paper, toner cartridges, sticky notes, adhesive labels, padded envelopes, and marking pens are supplied by:
Vendor	Fabrikam, Inc.
Web site	www.fabrikam.com
User name	AndrewD
Password	CMess01
To order supplies:
1. Go to www.fabrikam.com and log in with the user name and password given above.
2. Search for and locate each item you want to purchase, and add it to your shopping cart.
3. When you finish adding items, click Shopping Cart.
4. Verify the order, and then click Check Out.
5. If you do not have any coupons, click Continue.
6. Verify that the Shipping and Billing addresses are correct, and click Continue.
7. Enter the company credit card as the billing information, and then click Continue.
8. Review the order, and then click Submit.
9. You will receive a confirmation e-mail message. Print it and place the printout in the Outstanding Orders folder.
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All items dropped off by customers before 4:30 PM should be processed and shipped the same day they are received. We receive two types of items: items that are packaged and ready to ship, and items that are not yet packaged for shipment.
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When a customer drops off a package for shipment:
1. Ask for the shipper’s name, and check the database to see whether they already have an account with us. If it is a company account, ask for a PO if one is required.
2. Weigh the package and input the destination address.
3. Ask whether the customer has a preferred shipping company, preferred shipping method (overnight, ground, etc.) and when he or she needs the package to arrive at its destination. Select the appropriate option based on the customer’s responses.
4. Generate the invoice and tracking slip, and then process the order.
5. Give the invoice and tracking slip to the customer.
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When a customer drops off items for us to package and ship:
1. Ask for the shipper’s name, and check the database to see whether they already have an account with us. If it is a company account, ask for a PO if one is required.
2. Weigh the package and input the destination address.
3. Ask whether the customer has a preferred shipping company, preferred shipping method (overnight, ground, etc.) and when he or she needs the package to arrive at its destination. Select the appropriate option based on the customer’s responses.
4. Measure the item to determine the packing material to use, and enter this information into the system.
5. Generate the invoice and tracking slip, and then process the order.
6. Give the invoice and tracking slip to the customer.
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When a new order is received, follow these steps to fulfill it:
· Assess the order
· Create an invoice
· Process the invoice
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Our bookkeeper is:
Name	Reed Koch
E-mail address	reed@fourthcoffee.com
Our accountant is:
Name	Alfons Parovszky
E-mail address	alfons@northwindtraders.com
We are currently running Microsoft Office Small Business Accounting.
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We bank at Woodgrove Bank.
Checking account	#1111122222
Money Market account	#345689
We deposit all checks, money orders, cashiers checks, wire transfers, and cash into the Checking account. Once a week we pay bills and then transfer all amounts over $5000 to the Money Market account.
Important	By law, we can make no more than three withdrawals per month from the Money Market account. If we make more, the account will be converted to a standard savings account and we will be penalized.
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