II. Operating Procedures Management Functions 15 points - 15%

 Operating Procedures


The following areas are the core areas of our business plan.  They deal with our internal operations of accomplishing our goal of providing the best dating experience through a matchmaking company at an affordable price for young adults.

Selected Areas that need to be addressed


Our company is located in room B7 at our high school; 14100 Ridge Road, Ventana, CA.  It is a computer lab which serves us nicely based on the type of business we are operating. We have no physical presence in the community since we do not have a brick and mortar building. We only conduct our business over the Internet. Currently we have only one location, but as we expand, we will acquire a larger facility to house our growing staff. Our office space is quite large approximately 50 feet by 40 feet - 2000 square feet. We have 25 personal computers that are networked with four printers. Again our goal is not trying to find life's soul mate, but a date for now. Since we are Internet based our location is not of great importance as we can process our matches anywhere we have staff to collect and collate the data and make the matches for our customers. We communicate with our clients using email and texting.  The results of the matches for our clients will be e-mailed to them.

Process


Since we are a service business, we do not have an inventory or any of the complications that accompany it. We do not need a warehouse to hold our inventory. We do not need a staff to transport and warehouse the inventory. We distribute, our “Product”; or service using email.  We email the customer his or her top five matches each month and a picture of each match. The profile includes name, age sex, address, and other physical information contact information so the client can make connections with their matches.
Planning

The goal of our matchmaking business is to find dates for young people while still in school. Our matchmaking is not the forever type, but is designed for our clients to enjoy the fun of going on a computer date with someone with the same interests. The following strategies will be utilized to obtain our goal. We will create an online computer questionnaire designed to capture client interests, likes and dislikes, hobbies, school activities, etc. Our company will use a specially designed program to accurately measure these traits and find others with the same interests. Once the data is tabulated and matches are found, the results of their particular matches will be emailed to each person. The software, questionnaire and process will be test marketed using one school and about 100 participants. The management will hold a meeting after the test marketing is completed to decide if they need to make any changes in our plan. We want to make certain that the information collected is actually representative of how our respondents feel on a particular issue. The Lovebytes program and/or questionnaire can then be revised to make certain that we are measuring the right traits and coming up with meaningful matches.

Organizing
Here is our organizational chart
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Directing


The CEO completes a department by department list of objectives for the week. Each Friday all of the Vice Presidents meet with the CEO and have a meeting to discuss what should be accomplished 
in the next week. From the information contained on the weekly department objective sheet, the vice president for each department lay out the goals for the week for each person in their departments. On Monday morning, each department has a meeting with their staff to go over the goals for the week.

The vice president of each department assigns each person in the department their individual tasks 

needed to accomplish the weekly goal.

 Controlling


At the end of the week each employee indicates how they did on the completion of their tasks:  finished, partially done or not finished and comments explaining their answers. The vice president of the department then rates the performance and attitude of each employee as to unacceptable,

 needs improvement, meets expectations, exceeds expectations or superior. Attendance is also recorded on this form indicating attendance and tardiness. This form is then turned over to the CEO who either agrees or disagrees with the vice president's evaluation. This form is filed in a folder for each employee

These folders with the weekly forms are looked at during the employees' evaluation process.

Evaluation forms are filled out by the department manager indicating areas that are excellent,

 needs improvement and if a raise in pay is going to be given. 

