Course Title:
Business Procedures

 Project Name:
Office Setup Activity

 Time:


6 to 8 hours 
  

 Objectives:  

1.      Utilize principles of ergonomics to design and organize the work environment.

2.      Reinforce skills in decision making by operating within a budget.

3.      Demonstrate effective written communication skills.

4.      Perform appropriate mathematical computations.

5.      Utilize technology applications in creating various business documents.

 Materials Needed:

 

2.      Paper, rulers, scissors and markers.

3.      Word Processing software.

4.      Spreadsheet software.

5.      Catalogs, advertising flyers, or Internet access for approved vendors.

6.      Activity Evaluation Sheet.

 Resources Needed:  

1.      Internet access or resources relating to ergonomics.

2.      Order form samples.

 Student Handouts:  

1.      Office Setup Activity sheet.

 Interdisciplinary Involvement:

 

2.      Activity can be used in conjunction with Drafting Class.

 Step-by-Step Instructions:  

1.      Review concepts of ergonomics, inventory, budget and purchasing procedures.

2.      Direct students to appropriate application software.

3.      Distribute Office Setup Activity handout.

4.      Review Office Setup Activity handout and answer questions relating to activity.

5.      Monitor students during activity providing assistance when needed.

6.      Evaluate individual activities based on the Activity Evaluation Sheet.

 OFFICE SETUP ACTIVITY  

For this activity, you will be opening a new administrative office.  You will be given certain guidelines to follow for ordering furniture, equipment and supplies.

 1.     You will design an office for a 10’ x 12’ space.  You will provide a scale drawing showing how you plan to arrange your furniture and equipment.  (Example:  1 inch = 1 foot)  You will provide a written explanation of why you have chosen this particular arrangement.  You should explore the following web site about ergonomics in order to choose the best design for productivity.  www.medword.com/ergonomics.html 
 Additional information:
www.mmm.com/ergonomics/ergochck.html 





www.pp.okstate.edu/ehs/modules/work.html 





www.proergo.com/ergo101work.htm    
2.     You will be given a budget of $3,500.00 to buy furniture, equipment and  supplies.  You will provide an inventory spreadsheet.  You will use Excel for your spreadsheet.  On the left side of the spreadsheet you should have the three major categories:  Furniture, Equipment and Supplies.  List each item under the appropriate category. Items under $30.00 will be classified as Supplies and anything else will be classified as Equipment or Furniture.   
A minimum of three pieces of furniture, three pieces of equipment, and twenty supply items must be purchased.  You may purchase more as long as you stay within your budget.  
Across the top of the spreadsheet you should have columns designated for vendor name, item name, item description, quantity and value.  You will include a grand total for your inventory.  
All budget items must be purchased from the approved vendor list.  A minimum of three different vendors must be used.  A vendor list is attached.  
3.     You will create an order form for each vendor by using Word.  Each order form should include the vendor information and your company information.  You will create your company name, address and phone number.  The order form should be set up to list items you plan to purchase from the vendor, cost and total cost.

Approved Vendor List 
 Office Max

Office Depot 
CompUSA 
Best Buys 
Circuit City   
Inventory Suggestions 
Furniture
Bookcases, storage cabinets, computer carts, printer stands, chairs, desks, filing cabinets, floor lamps, tables, magazine racks, hutch, armoire, etc.  
Equipment
Computer hardware, software, answering machines, television, VCR, video camera, binding machine, laminating machine, calculator, copy machine, fax machine, electronic labeler, overhead projector, electronic pencil sharpener, dictating/transcription machine, shredder, letter folder, telephone, printer, postal meter, etc.  
Supplies
Clipboards, order books, invoice forms, receipt book, time cards, binders, rubber bands, pins, tacks, correction fluid, erasers, envelopes, file folders, labels, index cards, post-it notes, telephone message pads, dictionary, maps, ruler, scissors, stapler, staples, stamp pad, rubber stamps, tape dispenser, tape, laminating supplies, rolodex, copier cartridges, toner, ink cartridges, diskettes, glare filters, mouse pads, wrists rests, cleaning kit, dust covers, printer paper, copier paper, pens, pencils, stationery, highlighters, overhead markers, postal scales, pencil sharpener, appointment books, organizer, calendar, desk pad, desk sets, trays, legal pads, paper clips, etc.  

Student Checklist 
	1. Office Design Layout
	 

	2.  Ergonomics
	 

	3.  Spreadsheet
	 

	4.  Order forms (3)
	 


OFFICE SETUP ACTIVITY
EVALUATION SHEET  
   NAME___________________________________ 
  
	   
	       4-5 points  
	Needs Improvement   1-3 points  
	Unsatisfactory    0 points  

	Office Design Layout 
	   
	   
	   

	    10' x 12' "to scale" drawing 
	   
	   
	   

	    Furniture placement 
	   
	   
	   

	    Equipment placement 
	   
	   
	   

	   

	Ergonomic Explanation 
	   
	   
	   

	   

	Inventory Spreadsheet 
	   
	   
	   

	    3 categories 
	   
	   
	   

	    5 columns 
	   
	   
	   

	    Appropriate item classification 
	   
	   
	   

	    Minimum quantities 
	   
	   
	   

	    Grand total 
	   
	   
	   

	    Within budget 
	   
	   
	   

	   

	Order Forms 
	   
	   
	   

	    Approved vendors 
	   
	   
	   

	    At least 3 vendors 
	   
	   
	   

	    Company information created 
	   
	   
	   

	    Vendor information included 
	   
	   
	   

	    Item information 
	   
	   
	   

	    Total cost 
	   
	   
	   

	   

	Time Management 
	   
	   
	   

	Project Appearance 
	   
	   
	   

	Deadline Met 
	   
	   
	   

	Spelling, Grammar and Format 
	   
	   
	   

	   

	Totals 
	   
	   
	

	   

	Final Grade 
	   
	   
	   


