TO:            D. G., Head of Instruction 

FROM:      T. S., Kayak Instructor 

SUBJECT: Instruction Gear Replacement Progress Report 

DATE:       October 24, 2000 


Introduction 

On September 19, 2000 you requested an inventory of the gear currently in our Instruction Program. Upon completion of the inventory and inspection of our gear I recommended that we replace the majority of our instruction equipment.  I submitted a proposal detailing the process to select appropriate gear. I established search criteria and began my research on September 23, 2000. I have received input from each of our instructors and many of our clients, and have conducted price and availability research, as well as a comparison of the warranty policies of the suggested brands. 

Procedure Status 

Work Accomplished 

1. Inspection of Instruction Gear
This inspection was completed on September 20, 2000. Each piece of gear was evaluated to determine whether it was safe to continue using in our instruction program. The following gear was found to be unserviceable.

· 8 of the 12 kayak paddles in our inventory

· 6 of the 15 PFD’s in our inventory

· 8 of the 12 helmets in our inventory.

2. In-house Instructor Survey 

A chart was posted on the staff board, and each instructor filled in his or her recommendations for replacement gear. The results of this survey are listed in Table1:

Table 1: Instructor Survey

	
	M.T.
	J. K.
	K. K.
	C. P.
	R. N.

	Paddles
	Werner
	Silver Creek
	Silver Creek
	Werner
	AquaBound



	PFD
	Lotus-Sherman
	Stohlquist-Wedge
	Stohlquist-Wedge
	Lotus-Sherman
	Stohlquist-Wedge

	Helmets
	Rock Hedz
	Wildwater
	Jofa
	Jofa
	Jofa





3. Interviews of instruction clients regarding current gear.

Over the past two weeks each of our instruction guests were asked to evaluate the gear we provided them on the basis of ease of use, comfort, and fit. They were also asked to offer their opinions on how we might update our gear. The majority of our clients have little experience with kayaking gear. As a result they offered little assistance in comparing our gear with other gear available. However, it is important to note that the majority of our female clients found the PFD’s currently in our inventory uncomfortable. (see results of survey in Appendix A).

4. Evaluation of instructor recommendations

A. Each recommendation was evaluated by price. Prices were compiled from catalogs provided by the vendors. Results are shown in Chart 1:
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Instructor recommendations were also evaluated for safety concerns. Both PFD’s recommended are Type III flotation devices. Type III flotation devices are approved under USCG approval number 160.064, which states that Type III vests are approved as a “wearable device for un-inspected commercial vessels less than 40 feet”.  No paddle brands presented safety issues.  However, Rock Hedz Helmets presented a safety issue because the over the ear cut of helmets provides insufficient ear and temple protection. As a result Rock Hedz helmets have been eliminated from the study
Instructor recommendations were also evaluated for warranty and availability from vendors. In phone conversations with sales representative from each company identical delivery dates and warranty programs were offered. Therefore these criteria will not be factors in the selection process.

I also planned to interview instructors at other kayak schools in the southeast. However, a problem arose when searching for information from other Instruction programs. The Nantahala Outdoor Center is the only kayak school in operation at this time, and they only use gear that they sell in their outfitter’s store. This creates a conflict of interest, and does not allow their instructors to offer unbiased opinions of the gear in their inventory. As a result this step was eliminated from the procedure. 

Work In Progress

Conducting Research of  Independent Reviews

· Using product review articles in the following industry publications;
· Paddler Magazine
· Kayak Magazine
Scheduled Work

1. Select top two brands in each category

2. Obtain and test samples of selected gear

3. Analyze research

4. Submit a final report including data explaining the results of testing completed, and a recommendation for purchase of a specific set of replacement gear.

Schedule Status

This project is on schedule. All vendors are offering identical warranty and availability for their products. This has allowed progress to move along quickly because little time was required to ascertain this information. If research continues to move at this pace, my report will be completed and ready for presentation during the week of November 19 through November 27.  Progress is detailed in Table 2:

Table 2: Schedule Status

	PRIVATE
TASK
	9/21-

10/1
	10/2-

10/8
	10/9-

10/15
	10/16-

10/26
	10/27-

11/05
	11/6-

11/18
	11/19-

11/27

	Initial Interviews/ Survey
	XXXX
	
	
	
	
	
	

	Price Research
	
	XXXX
	
	
	
	
	

	Availability Research
	
	XXXX
	
	
	
	
	

	Warranty Comparison
	
	XXXX
	
	
	
	
	

	Interim Report
	
	
	XXXX
	
	
	
	

	Independent Reviews
	
	
	
	@@@@
	
	
	

	Select Two Brands to Test
	
	
	
	****
	
	
	

	Test Gear
	
	
	
	
	 ****
	
	

	Analyze Research
	
	
	
	
	
	****
	

	Final Report
	
	
	
	
	
	
	****


KEY:
Complete: XXXX

In Progress: @@@@ 

Scheduled: ****

Budget Status

This project is currently under budget. Total expenses were projected to reach $922.50.  However, as a result of time saved compiling warranty and availability information, only $344.00 has been spent. A detailed account of expenses can be found in Table 3 and Table 4: 

Table 3: Expenses

	PRIVATE
EXPENSE
	PRICE EACH
	QUANTITY BUDGETED
	QUANTITY

PURCHASED
	AMOUNT

BUDGETED
	TOTAL

BILLED

	Travel
	$0.35/mile
	50
	0
	$17.50
	$0.00

	Magazines/Reports
	$4.00
	2
	2
	$8.00
	$8.00

	Long-Distance Calls
	$0.20/minute
	60
	30
	$12.00
	$6.00

	
	Sub Total 
	$37.50
	$14.00


Table 4: Wages

	PRIVATE
TASK
	SALARY/

HOUR
	HOURS

BUDGETED
	HOURS TO DATE


	TOTAL BUDGETED
	TOTAL

BILLED

	Conduct Interviews/ Survey
	$30.00
	2.5
	2
	$75.00
	$60.00

	Evaluation of Survey
	$30.00
	3
	2
	$ 90.00
	$60.00

	Price/Avail. Research
	$30.00
	2
	2
	$60.00
	$60.00

	Interim Report
	$30.00
	4
	5
	$120.00
	$150.00

	Reviews
	$30.00
	2
	0
	$60.00
	0

	Demo Gear
	$30.00
	8
	0
	$240.00
	0

	Final Report
	$30.00
	8
	0
	$240.00
	0

	
	Subtotal
	$885.00
	$330.00

	
	Total
	$922.50
	$344.00


Conclusion 

I am interested in any feedback you have regarding this project. I will be prepared to present my results and recommendations during the week of November 19-27 in the Coulter building, room 105. Please let me know what day and time will be convenient for you. If you have any questions or suggestions you can reach me via email at TS@hotmail.com or by phone at (828) ###-####.
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