
Premises, Resources and Equipment – Business Level 2 Enterprise in the Business World
1 of 32 - Welcome
In this session we will be covering:
· Resources, focusing on business premises
· Considerations to be made
· Choice and cost of premises
· Planning for the right material
· Stock requirements and managing levels of stock
· Equipment requirements
· Machinery
2 of 32 - Introduction
· A business idea involves many pieces that need to be put together to make it successful. The owner or entrepreneur will have researched every area of the business to get it started and put everything in place.  
· No matter how much research has been done, it is essential for the initiator to understand the resources that are required to make the idea a success. Premises can be vital to the success of an organisation and make the staff feel safe and secure.
· A business needs many elements to make it work successfully.
· Once the business idea has been thought through, it needs a plan of the resources required to make that idea work as a viable business. Planning and putting in place the right materials and equipment to get the business started can be difficult to do.  Especially when the business owner must estimate levels initially.  
· It can often be guesswork as to how much stock and sundries a new business will require.  
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· The premises should help the organisation to operate effectively without excessive costs. 
· At the same time, the organisation should avoid being tied to premises that might not suit business needs in the future.
· It is important to specify what is required from a business premises to ensure that it meets all requirements. 
PDF Activity Sheet Activity 1 
Download a copy of the activity sheet and complete Activity 1 on the PDF.
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Drawing up a list of what is needed from a premises is a good way to start. 
This list might include the following points:
· size and layout of the premises
· structure and appearance, both internally and externally
· any special structural requirements, such as high ceilings
· utilities, such as power and drainage
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What other requirements should you consider?
· facilities and comfort for employees and visitors - including - lighting, toilets and kitchen facilities
· permission, including planning permission
· access and parking space - for deliveries or customers, including disabled customers
· the flexibility to alter or expand the premises for long-term business plans
PDF Activity Sheet Activity 2 
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The choice of premises will also depend on budget. Whether it is rented or bought, costs can include:
· initial purchase costs, including legal costs such as solicitor's fees and professional fees for surveyors
· initial alterations, fitting out and decoration
· any alterations required to meet building, health and safety and fire regulations
· ongoing rent, service and utility charges, including water, electricity and gas
· business rates
· continuing maintenance and repairs building and contents insurance
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Factors to consider when choosing a location include:
· the level of passing trade - depending on the nature of the business, the level of passing trade can have a huge impact on the success of the venture
· the number of competitors - although some businesses, like estate agents, can benefit from being in a cluster of similar businesses, for many others having too many close competitors can have a severe impact on sales and profitability
· transport links and parking - good public transport links and local parking facilities make it easier for employees and customers who don't live within walking distance
PDF Activity Sheet Activity 3
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· delivery restrictions - these can cause problems for suppliers, the premises needs to be accessible for regular deliveries
· congestion charges
· planning restrictions - ensure the premises can be used for the purpose intended
· local authority charges and business rates for services such as waste collection - these can add greatly to the ongoing costs of locating in a particular area, this may make the premises less desirable
Watch the following video:
https://www.youtube.com/watch?v=vxraQGnKPZw
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· local amenities - employees generally prefer working in areas with good local facilities
· regular trips to the bank or a postal depot may be required 
· what sort of area it is - the image of the business may well be affected by the nature of the location
· Location has a major impact on cost, if a premises is in a prime location the extra costs may be justified
PDF Activity Sheet Activity 4
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Some thoughts you may have noted down for Activity 4:
· Infrastructure is about the facilities that support everyday economic activity:
· roads, 
· phone lines 
· gas pipes
· An efficient transport network enables staff to get to work easily. It also allows supplies to be brought in from far afield and permits finished products to be moved to market cheaply and quickly.
· The impact of location depends on the type of business. For example, it is important for shops and restaurants to be conveniently located for customers. A delivery-only takeaway may prefer to locate in inexpensive premises on the edge of town close to good transport links.
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· The premises must have planning permission that allows them to be used for the type of business
· The premises must comply with building, fire, and health and safety regulations
· Stamp duty is payable on commercial leases and the organisation are likely to be liable for business rates, though in rented premises these may be paid by the landlord
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· If the business provides goods or services to the public, you must take reasonable steps to make the premises accessible
· The organisation needs to comply with the terms of any lease or licence agreement
· For some businesses, it may require a licence to operate or to sell certain products
· There may be restrictions on times when deliveries are allowed, noise and pollution levels, and how to dispose of waste
· The premises also needs to be properly insured
PDF Activity Sheet Activity 5
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Some thoughts you may have noted down for Activity 5:
· Pub or bar
· Beautician
· Restaurant
· Taxi driver
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· It's worth starting by drawing up a specification or 'spec', clearly setting out requirements
· Distinguish between what is essential and what is desirable. This can be circulated to estate agents and surveyors that handle commercial properties in the desired area
· Local authorities, Chamber of Commerce or trade associations may also be able to help
· Many local authorities maintain a register of available commercial property
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· Some councils or local authorities have set up Enterprise Zones to boost local economies.
· Commercial property is often advertised in property sections of local papers, as well as specialist publications. 
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· Check any potential premises against the spec and eliminate those that don't meet all the essential requirements. This leads to a shortlist of properties to visit.
· At this stage, it might be beneficial to involve professional advisers. For example, a surveyor can assess the condition of premises and give an idea of value.
· When ready to make an offer or agree the terms of a lease, a solicitor can help negotiate the deal and complete the legal work.
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· Stock is the goods or merchandise kept on the premises of a shop, warehouse or organisation and available for sale or distribution.
· Having the right levels of initial stock are important at business start-up, to ensure that initial customer orders can be fulfilled.
Stock can mean different things and depends on the industry the firm operates in. It includes:
· Raw materials and components from suppliers 
· Work in progress or part finished goods made within the business 
· Finished goods ready to dispatch to customers 
· Consumables and materials used by service businesses 
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Managing stock effectively is important for any business, because without enough stock, production and sales will grind to a halt. 
Stock control involves careful planning to ensure that the business has sufficient stock of the right quality available at the right time.
There are many ways to control stock and it can cause problems for organisations:
Read the following article:
http://www.infoentrepreneurs.org/en/guides/stock-control-and-inventory/
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Watch the following video and answer the questions:
https://www.youtube.com/watch?v=7tchKZiIwIU
PDF Activity Sheet Activity 1
Download a copy of the activity sheet and complete Activity 1 on the PDF.
Some thoughts you may have noted for activity 1:
· It involves stock arriving to build product just in time for when it is needed.
· It is a good way to plan your inventory as it cuts down on the amount of stock taking up space on shelves.  It stops you from spending money unnecessarily.
· It can go wrong if your customer orders something unusual or your supplier is located far away.  
Now Complete Activity 2 on your PDF
20 of 32 – Equipment
PDF Activity Sheet Activity 2
Some items that you may have noted for activity 2:
· PC’s
· Phones
· Mobile phones
· Tablets
· Printers
· Servers
· Flash drives
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· For any piece of hardware or software - create a list of the features and separate it into two categories - ‘must have’ and ‘nice to have’. 
The ‘must have’ list should be short and outline the features that are absolutely necessary for the business.
· The ‘nice to have’ list can be much broader, and features should be listed in order of importance, encompassing all of the capabilities that will make running the business easier.
Here are some general questions that should be asked:
· what are the reasons for buying it?
· who is going to run and maintain it?
· will the hardware need to integrate with any other devices?
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When trying to find the best fit for a business, the following questions can be considered:
· Who will be using the computer? What will they be using it for? How often will it be used?
· Where will the computer be used? Is there enough space for a traditional desktop?
· Could other options like notebooks, tablets or all-in-ones (eg. iMac) be considered?
· Is a single function printer or multifunction printer required? Should it print in colour?
· Is there access to a Wi-Fi network to connect the printer?
· What level of output and speed is required? 
· How much data needs to be stored?
· Where will data be accessed? Locally? Remotely? Will it be accessible during a disaster?
· Can cloud storage be considered? Or as another backup source?
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Once all questions have been answered, it is vital to clarify the budget available.  
· To ensure no overspend, set a firm budget and allow for other expenses such as additional software, accessories, training, support and extended warranties.
· Think about costs for customisation and recurring maintenance expenses?
· Think about how much it will cost to insure hardware purchases against damage or theft?
Come up with three or four products that are a good fit by looking for:
· High quality customer support
· A brand that has a broad base of users e.g. HP
· A brand with a solid track record e.g. Apple.
Once all this has been done, evaluate all options and choose your final products
PDF Activity Sheet Activity 3
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· If the business is going to manufacture items, machinery may need to be put in place.
· It involves complex decision making to choose the right type, size and specification of machinery.
· The premises needs to have enough space to house the machinery.
· The manager of the business may think it is best to buy the newest, most up to date piece of machinery, but what if it is so new that no-one can operate it?
· They need to decide whether to buy new or second hand.
· Whether to purchase or lease it.
· It may be cheaper to buy the machinery overseas, but the cost of shipping may be excessive, and it may be wiser to pay slightly more for a more local supplier.  
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The business hardware and machinery has been purchased and set up, but what other items need to be bought for an organisation to go about its daily business?
PDF Activity Sheet Activity 4
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Some items you may have listed in activity 4:
	Furniture
	Letter trays
	Recycling bins

	Stationery(lettterheads, envelopes etc)
	Kitchen equipment
	First aid kit

	Print paper
	Tea, coffee, milk
	Cleaning materials

	Ink
	Crockery & cutlery
	Toilet rolls & soap

	Toner
	Whiteboard
	Bin bags

	Pens
	Shredder
	Vacuum cleaner

	Pencils
	Bins
	Fire extinguishers



Business start-up needs to include everything, down to flowers for the reception desk.
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· All items required by the business need to be ordered and replenished to ensure that they do not run out.  
· It is important that a member of staff is responsible for re-ordering anything that is running low and that the business does not run out.  
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During the video, what key considerations where discussed when The Pure Package chose their business premises?
a) Close to clients
b) Close to materials
c) Close to Chefs
d) Close to motorway 
e) Close to home 
The correct answer is a, b, c: Close to clients, Close to materials, Close to Chefs
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There are many ways to control stock and it can cause problems for organisations
If you have too much or too little stock it can cause problems, can you identify them?
	TOO MUCH STOCK
	TOO LITTLE STOCK 

	not enough shelf space
	can’t fulfil orders

	wasted money
	angry customers

	can’t order new stock needed
	can’t provide new products
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Drag and drop
When looking for a business premises, it is worth investigating any grants, loans with preferential terms and incentive schemes set up to tempt small businesses into urban areas, such as grants from inner city renewal projects, or cheaper premises for small businesses in designated areas.
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Drag and drop
If the business plans to employ staff, it needs to have all the stock items and supplies that will ensure that the staff are comfortable and looked after while in the workplace.
It is the responsibility of the business owners to make sure everything is in place to allow staff to do their job, but also to ensure they are well equipped for break times and having visitors.  
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Well done. You have completed this session. 
In this session we have covered:
· Resources, focusing on business premises
· Considerations to be made
· Choice and cost of premises
· Planning for the right material
· Stock requirements and managing levels of stock
· Equipment requirements
· Machinery


