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From your observations and discussions on site, complete the following:

1. List 3 examples of the following office resources below.

	Supplies
	Assets
	Human Resources
	Facilities

	
	
	
	

	
	
	
	

	
	
	
	


2. What is the process for selection of suppliers?
	


3. What is the process for ordering supplies?
	


4. In what ways does the budget influence decisions when ordering?
	


5. What are some examples of expensive resources that this office requires?
	


6. Are there different methods of acquiring resources for different items? What are some examples?
	


7. What impact does storage have on the ordering process?
	


8. What system do you have in place to monitor resource usage?
	


9. How do you cope with unexpected demands for supplies?
	



         Thank the office assistant/manager for their assistance.











