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Submission #1 - Background Information
Company description and overview
Classis Stove Installations Ltd. is a company specialising in the installation and repair of wood burning and multifuel stoves, hearths and factory made system chimneys. 

· Established October 2015

· Managing Director - Dan Rowlands
· Turnover  70K - 80K

· Supply and fit all materials and labour to the domestic market

· Working area SA1 - 7 (Swansea and Gower)
Overview of activities for the scope of the project are as follows -

· Processing customer details and  job details during site visits
· Maintaining a working spreadsheet of materials with costs
· Creation of job sheets for customer details and materials per job

· Creation of estimates for tender based on labour charges and materials

· Creation of invoices 

· Maintaining a spreadsheet of (customer) payments in and payments out (expenses)

Health & safety

The health and safety areas of this project are follows -

· Workplace safety -  Workplace (Health, Safety and Welfare) Regulations 1992 require employers to provide -
· Adequate lighting, ventilation and heating

· Facilities to wash and toilet

· Safe walkways to avoid trips or falls


(Legislation.gov.uk, 2020)
· Computer monitor use for workers who use a computer as a significant part of their normal work - Health and Safety (Display Screen Equipment) Regulations 1992 require employers to -
· Ensure DSE users take adequate breaks 
· Provide eyesight tests
· Provide suitable adjustable furniture
· Implement procedures designed to reduce risks such as repetitive strain injury (RSI).

(Legislation.gov.uk, 2020)
Health and safety for the company as a whole are as follows -

· Working at heights - Installation of stoves will involve fitting a flexible flue liner down a chimney flue or fitting a factory made system chimney. These will require access from ladders or scaffold.
· Working with hazardous materials inc. dust - Personal protective equipment (PPE) is used during installations. 

· Respiratory masks to protect from soot, mortar and stone dust.
· Wrap around goggles to protect from airborne debris such as mortar chippings and metal grinding swarf.

· Steel to cap boots to protect feet from heavy falling weights.

· Hard hat to protect from falling objects.

· Lightweight gloves to protect from chemical irritation and abrasion.

· Full over ear protection from loud noises such as mortar grinding.

· Heavy lifting protocols are adhered to - Heavy weights such as stoves and hearths are shared between two labourers to reduce individual weight and improve method of lifting. Trolleys are also used to reduce lifting during installation.
Parts of the company affected by the project

Areas of work affected are as follows -

· Accounts/bookkeeping 
· Quotations/estimates

· Invoicing

· Company TAX return

Personnel affected will be -
· Managing Director (myself)

· Installation Employees

· Independent Accountant

Marketing, communication and presentation

This project will help make the company appear more professional to clients and potential clients. This may be realised in winning a tender with a new client, winning a tender with an existing client or through being recommended to a new potential client. Areas for improvement are -

· E-mail quotations and invoicing - Presentation, speed of turnaround and accuracy can all be improved. Generated content will speed up the process as well as improving presentation.. e.g. generated pdf and excel format quotes and invoices as well as email.
· Time saved in areas of the business involved with the project free up time for general communication. Speedier response times create more trust and professionalism.
· Clients may leave reviews commenting on the service they received from the company. The more professional Classic Stove Installations appears the more likely it will receive positive reviews which in turn may generate more client/customer interest.
Software and hardware

· Software used for the project -
· Windows 10

· Microsoft Excel

· Microsoft Word

· Outlook

· Hardware used -
· Asus Laptop PC Core i5
· Ricoh SP211 Laser Printer
· Samsung mobile phone (Outlook)

Materials and processes involved

· Site visit and information gathering (customer and job details)
· Input of customer data and materials required to spreadsheet

· Create email quotation (plus excel/pdf if required)

· Create email invoice (plus excel/pdf if required)

· Create customer payments excel sheet

· Create outgoings (materials, wages, other costs) excel sheet
Hours worked on this project
My work schedule for this project is split up into 5 key sections as follows -

· To achieve a basic understanding of the menus, functions and 'quick keys' available in Microsoft Excel. Estimated time taken - 5-10 hrs

· To create weekly/monthly cashflow and profit/loss tables. Estimated time taken - 5-10 hrs
· To improve accuracy and efficiency whilst creating customer details, materials job sheets. Estimated time taken - 10-15 hrs
· To create/set up self generated customer payment information sheets, quotes and invoices. Estimated time taken - 10-15 hrs

· To use data from historic records to highlight trends in cashflow and profit/loss. Estimated time taken - 10-15 hrs

These are only estimates, I fully expect to hit problems that may increase the time taken with these tasks. 
How this project benefits me more widely

This project has been designed to initially help my business with Classic Stove Installations but it will also benefit me as follows-
· It will further my knowledge and understanding of the Microsoft Excel software and it's interaction with Word and Outlook. This will be a valuable addition to my skillset with my future role as a quantity surveyor in mind.
·  I will learn and experience the process of setting up a (work based) project with a set structure, inputs, outputs (outcomes) and time frame.
· I will experience the successes, problems and possible failures of tasks within the project.
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