[image: image1.png]



	DOCUMENT TITLE

	:
	

	
	
	

	DOCUMENT NUMBER
	:
	PEM/

	
	
	

	REVISION NO
	:
	1

	
	
	

	DATE OF ISSUE
	:
	

	
	
	

	SHORT DESCRIPTION
	:
	This document contains a
.


APPROVAL:

	ORIGINATOR


	:
	

	DATE


	:
	

	
	
	

	OWNER:
	:
	

	DATE
	:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


DOCUMENT STATUS

	No
	Revision
	Description
	Date

	1
	1
	Original
	

	2
	
	
	

	3
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EXECUTIVE SUMMARY

TABLE OF CONTENTS.

	NUMBER
	SUBJECT
	PAGE

	
	Executive Summary
	ii

	1
	Introduction
	

	2
	Background
	

	3
	
	

	4
	
	

	5
	
	

	6
	Conclusions
	

	7
	Recommendations
	

	
	
	

	
	
	

	Appendix A
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1. Introduction
2. Background

3. Conclusions

4. Recommendations

Compiled by:

KPJ Nel Pr Eng

Pemcon CC

Appendix A: Copy of Audit Sheet
	
	
	INITIAL BUSINESS AUDIT

	
	
	

	
	
	

	A
	GENERAL:                                    Please Describe

	1
	Name of Business
	Hall Family Trust trading as Hall Stone Machines

	2
	Nature of Business
	Design, build and market machines for natural stone industry. Work on a jobbing basis, but would like to move more towards production line style (Metaphore of the road building team)

	3
	Ownership
	Trustees: Andrew & Rita, Beneficiaries - Children

	4
	Products & services
	A few types  (17 models - too many) of standard machines - designed for zero maintenance (overdesigned); Agent for  hand tools; Service/Repair  for existing clients (ad hoc)- 1 year warranty on  machines; Products are complex - 300mm saw has about 3000 components. Lead time about 6-8 weeks. Try and steer away from design and do jobs (custom built products) because  a lot of design work has to be done before the machine can be costed and quoted.

	5
	Client Base
	Most companies  of the SA Granite Industry. Company does not have a Client database. Clients are not followed up on a regular basis - give attention to them when called upon..

	6
	Contractors
	Plasmacut for cutting and bending (Sends numerical data to them via e-mail) ; Machine shops Osrec and Samois. Quality at some of the contractors is a problem.

	7
	Staff
	4 Persons involved:Darius Harmse (2IC); Marisca Munro (Admin); Frans & Jacob. Andrew does the designs,quality as well as the  finances.

	8
	Vision
	Would like to function as an innovative  development and design house that builds prototypes and can safely outsource its designs to manufacturing entities for production. Currently functions as a small business, functioning in the simplest possible way. Try to avoid accounts - do purchasing on a cash basis, and try to achieve the best possible discount on materials. Would like to expand by using expertise in the development of other types of machines. The quality of the machines must impress technical people so much that it will market the machine. The  appearance of the machine must be so professional that the decisionmakers (financial types) will also be impressed.

	9
	Values
	Biblical principles; Wellbeing of family and staff members; 100% transparency; Selective about customers,but 100% committed to them; Simplicity

	10
	Goals
	Would like to  exhibit at Electra Mining faire next year; Peacefulness - breakdowns cause high stress in te current situation; There must be no debt; Business must grow organically and  without stress; More time must be available for family responsibility.

	
	
	

	B
	ORGANISATIONAL FUNCTIONS:

	
	Question
	Notes

	1
	Senior Management

	1.1
	Organogram
	Andrew is the manager and the workers all report to him. Very flat structure. All workers are working on contract basis and both their salaries and bonuses are given them on a pro-rata basis. They have accepted the fact that if the company has no work, they will have no work either with no claimon the company for compensation.

	1.2
	Management Forums
	There are no formal management meetings and therefore no minutes of meetings. Discussions with staff are informal on a continuous basis. Time is made to discuss matters regarding the Gospel. There are no scheduled Trust meetings. There is an annual meeting with the Accountant. There are no formal meetings with clients or contractors.

	1.3
	Delegation structures
	Andrew takes all business decisions. Darius may take some decisions after consultation with Andrew.

	1.4
	Business Strategy
	There is no formal business strategy: Current metaphore: Like a microlight aircraft, moving ahead but heavily influenced by the  weather. Would perhaps like to move to a better model - eg. That of an orderly road building team.

	1.5
	Business Management Plan
	No Business Management Plan exists - all the methodologies have been internalised by Andrew.

	1.6
	Company Policies
	No policies exist,except for the principles embedded in Andrew and the workers.

	1.7
	Management reviews
	No reviews are held.

	
	
	

	2
	Marketing/ Sales
	Production has been 100% sold up to now, therefore no marketing drive. Company does not want to enter into a marketing drive that will upset the current model of working. There is no artificial "image" that should be built or maintained.

	2.1
	Client relationship Management
	Clients are carefully selected,and once selected, the Company is totally committed to them. There is however no regular follow up of clients.

	2.2
	Sales plan / forecast
	There is no sales plan or forecast. The  business is debt free. From his previous  corporate experience Andrew feels that such documentation is in any case of very limited value, due to the uncertainties embedded in them.

	
	
	

	3
	Manpower
	

	3.1
	Rank structures
	There are no rank structures.

	3.2
	Salary structures
	There are no salary structures. Remuneration is agreed in advance with workers in terms of a basic labour rate and  a leave bonus,which is then calculated back on top of the  labour rate on a pro-rata basis. All workers have to take care of their own medical and pension situation. UIF and Workmen's compensation are being handled by the Company. Sickl eave is handled on an ad hoc basis. The Company closes for about 3 weeks during which employees  are on leave.

	3.3
	Job descriptions
	There are no job descriptions, and it is viewed that job descriptions are limiting.

	3.4
	Employment contracts
	Do not exist. KN points out that such a situation is not according to the law.

	3.5
	Job evaluations
	No job evaluations. (Because there are no job desriptions)

	3.6
	Performance evaluations
	No formal performance evaluations are done. Andrew gives feedback on the quality of the work as the team proceeds.

	3.7
	Manpower processes
	Nothing documented ( Recruiting, hiring, dismissal, salary increases, disciplinary action, promotion, etc.)

	3.8
	Training
	Mostly on the job training. Darius must be sent on a PLC course. Andrew trains Marisca. Andrew's children are learning the Engineering software on an informal basis

	
	
	

	4
	Finances
	

	4.1
	Operating Budget
	There is nor formal operating budget. Andrew does detail costing for each project, starting from the  Bill of materials of the design.

	4.2
	Asset Management
	An asset list is available - used for insurance purposes. The overheads are however kept as low as possible.

	4.3
	Contracts Management
	A very simple process is followed. Andrew receives a request over the phone,and indicate what products they have that will serve the need. He then submits a quotation,which,if accepted becomes the contract. Normally a 40% up front payment is requested. They may also have direct interaction with the client's bank for financing purposes.

	4.4
	Invoicing
	Handled by Quick Books. Marisca handles the invoices from the daily purchasing that Andrew does.

	4.5
	Bookkeeping
	Andrew keeps the books by means of the "Quick Books" system. The system works wellbut is not a watertight system.

	4.6
	Cash flow plan
	Does not exist

	4.7
	Taxes
	Handled by Quickbooks and the Accountant.

	4.8
	Petty cash
	Has not used this in the past but has always used  cheques. Has now seen the need for  petty cash.

	4.9
	Financial Processes
	Nothing formal. Try to train people in such a way that there is a backup for each function.

	4.10
	Business metrics
	Nothing formal. A good indicator is the GST account.

	
	
	

	5
	Administration
	

	5.1
	Information Taxonomy
	There is no formal filing list,and the  filing structure is not aligned to the folder structure on the computer.

	5.2
	Filing system
	There is a filing system. How it is organised is unclear. A lot of temporary documentation is discarded.

	5.3
	Proformas and templates
	Do exist but must be upated.

	5.4
	Subsistence & Travel
	Fuel for travel is handled by means of a fuel account in Brits, and a garage card for travel outside the area. When moving out for a field trip, workers draw an advance, which is settled against the  invoices etc that they bring back.

	5.5
	Administrative processes
	Not documented (Filing, corresponence, follow-up of outstanding correspondence, handling of S&T claims, diary management, telephone and cellphone communication handling etc.)

	5.6
	Office management
	Marisca comes in every second day to run the office.

	5.7
	Office Equipment
	Also on the asset register.

	
	
	

	6
	Information Technology

	6.1
	IT System
	2 Computer systems, 1 linked to the Internet. Standalone computer has technical software. Separate folder structures.

	6.2
	Data repository
	Two independent systems,not looking the same,and not reflecting the  paper based filing system.

	6.3
	Data security
	Backups taken weekly

	6.4
	IT Processes
	Not documented

	
	
	

	7
	Security
	

	7.1
	Site security
	Has contracted  Armed reaction forces. Have monitoing on all the important buildings. Has insurance on the most important assets. Fire protection?

	7.2
	Personnel security
	Currently only a trusting relationship.

	7.3
	IPR
	No formal measures are taken to safeguard IPR. (Is IPR properly identified?)

	
	
	

	
	
	

	
	
	

	8
	Quality Management
	

	8.1
	Codes and Standards
	Do not have any Quality codes and standards on site. Quality is only embedded in the workmanship of the team working on the produts.

	8.2
	Processes
	Quality processes have not been documented. Calibration of measuring equipment is being done regularly.

	8.3
	Management documentation
	No formal documentation exist.

	
	
	

	9
	Project Management
	

	9.1
	Client requirement
	Receive a verbal request, Discuss to try and align requirement to one of the standard machines; Try and avoid custom-solutions.

	9.2
	Project Charter
	Projects are not  so big that a charter is neededfor any of them

	9.3
	Quotation process
	Informal,asdescribed in 4.3. Is however basedon a detailed cost estimate.

	9.4
	Project business plan
	Does not exist - isnot needed

	9.5
	Project WBS/ SOW
	Doesnot exist

	9.6
	Project schedule
	There is a need for scheduling,and perhaps specifically in terms of materials control.

	9.7
	Project reviews & milestones
	No milestones with client involvement. Get 40% advance payment and the rest after commissioning. Client is not involved during building process. No regular milestones in the development process identified. The delivery date is however very important and it causes stress. It is not easy for them to predict the delivery date.

	9.8
	Subcontractor management
	Only recently started to outsource. The management of subcontractors is  unsatisfactory. Quality at subcontractors is a problem. It is difficult to remember what has been ordered.

	9.9
	Project processes
	Not documented.

	
	
	

	10
	Design and Development

	10.1
	Codes & standards
	SABS standard for electrical work is implicitly adhered to. BS standards are part of specifications generated with Inventor. Nosa standards are not used.

	10.2
	Product specifications
	Do not exist but Andrew sees a need for developing a comprehensive file for each machine containing all design, manufacturing, installation, commissioning and maintenance information. They do not have marketing brochures, but have digital photos and a write up about every machine.

	10.3
	Product support documentation
	Nothing. See 10.2 above. No training material or maintenance material for client's operators.

	10.4
	Development processes
	Not documented. Andrew is in charge of the design process with the design software. New designs start by going to the floor and  roughly mapping out a concept with chalk on the floor.

	
	
	

	11
	Configuration management

	11.1
	Configuration records
	Extensive drawings exist on Inventor and also on Auto CAD. One set of drawings for each machine is kept in a file in the office, and one set on the floor. This file also includes a complete BOM, sorted by the different suppliers. 

	11.2
	Change process
	No formal process. The Inventor software enforces rigorous change  control.In implementing a change, he does not know who needs what further.

	11.3
	Specifications
	No formal specifications exist. They tries to standardise on fastners.

	
	
	

	12
	Drawing office
	

	12.1
	Equipment
	2 Computers - one standalone with Inventor on it.

	12.2
	Software
	Autocad; Inventor 3D solids modeling software

	12.3
	Standards
	Only the drawing standards that are embedded in the Inventor system. Data sent to contractors are DXF files.

	12.4
	Processes
	Not documented.

	
	
	

	13
	Purchasing
	

	13.1
	Supplier management
	Till recently Andrew did the purchasing. Now Darius  has started to do it. Recently started  issuing purchase orders.(marisca). Andrew sees every invoice and signs it. He also categorises it - e.g. per supplier. Invoices are not categorised to be traceable to a specific machine.

	13.2
	Specifications
	Does not buy according to  a specification. In some instances buy according to a catalogue. Mostly try to utilise Commecially off the shelf parts that can be bought by the client in his locality as well.

	13.3
	Purchase orders 
	Marisca now started to issue these.

	13.4
	Supplier quality
	Is a problem. They do not have quality incoming inspections, so sometimes they only find out an item is unfit on the  point of assembly/ integration.

	13.5
	Purchasing processes
	Not documented.

	
	
	

	14
	Stores
	

	14.1
	Inventory control
	There is no formal inventory control. There are no stock lists and no stock levels are identified. There are no bins for keeping store items. (Are long lead time items identified?)

	14.2
	Loss control
	No formal loss control measures implemented. (Safe storage, stock audits, preservation while under storage etc.) 

	14.3
	Stores processes
	

	
	
	

	15
	Manufacturing
	

	15.1
	Codes & standards & Specifications
	Nothing

	15.2
	Facilities
	Feel they are well equipped. Need an overhead crane, digital read-out for milling machine.

	15.3
	Manufacturing processes
	Feel uneasy with the painting process. Exploring the possibility of having components powder coated externally.

	15.4
	Documentation
	Nothing exists - see 10.2

	15.5
	Outsourcing
	Try and outsource as much as possible.

	
	
	

	16
	Assembly
	

	16.1
	Facilities
	Placing of machines in the shed  is ad-hoc. Wants to construct steadies and align them permanently to save set up time. Problems may be encountered when more than one machine are to be assembled  concurrently.

	16.2
	Assembly processes
	Not documented. Must be better streamlined.

	16.3
	Documentation
	Nothing exists

	
	
	Tools shared with the maintenance function (Engineering level)  may be a problem.

	17
	Inspection
	

	17.1
	Inspection equipment
	Has equipment to do the necessary checks, measurements, alignments during building and installation phases.

	17.2
	Inspection standards
	Nothing

	17.3
	Inspection processes
	Not documented. Must also be included in the file described in 10.2. Problems do sometimes arise during transport which must be captured  during installation. There are components/ subassemblies that cannot be inspected after assembly. Sometimes problems are experienced after assembly due to e.g. fasteners that were not properly tightened.

	
	
	

	18
	Packaging and dispatch
	Normally contract ex-factory. Transport and insurance during transit the responsibility of client. There are definite risks involved with this approach. Client only accepts after installation.

	18.1
	Standards
	No standards

	18.2
	Materials
	Electrical boxes wrapped in plastic. Machine transported on disposable steadies. Equipment can be containerised. Sensitive equipment like the lasers are transported separately.

	18.2
	Processes
	Not documented

	
	
	

	19
	Client and field support

	19.1
	Client management
	Does not follow clients up regularly but wants to. Visits to customers on many occasions had led to new orders.

	19.2
	Warranties/ claims
	1 year guarrantee on equipment - material and labour. There is however a problem since he has no control (and no specification) over how equipment should be maintained by the client.

	19.3
	Field support processes
	Nothing documented. Installation takes place at site and machine is carefully aligned. Commissioning (and training) is effected by placing a slab of granite on the table and cutting it - demonstrating the quality of the cuts..

	
	
	Set of tools must be ready to be  taken at short notice for  call - out.

	20
	OTHER
	Problems: Materials management; Project management; Want to spend more time at his forte (design); Want to spend more time with clients; Spend too much time in purchasing of parts; Need a system to take care of materials control.

	
	
	The most essential safety equipment are on site - eg safety goggles and welding helmet.. Fire extringuishers  are not in place; Do not use safety shoes or hard hats or overalls or safety gloves. Has a set of professionally looking overalls used during field trips. Does not have a flammable liquid store. Use a limited quantity of thinners..
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