Arctic Office Products Story

Arctic Office Products is an Alaskan owned and operated business, which has successfully provided goods and services to many of Alaska’s diverse businesses for over 55 years.


Division of the company into furniture, supply, machines and service, enables Arctic to offer superior all-around customer support.


Arctic Office Products’ goal is to develop and maintain long-term customer relations that are mutually beneficial. Our commitment is to offer our customers competitive pricing, quality products, and excellent value molded with old fashion customer service. We encourage our customers to evaluate our product and services so that we may continually improve our offering.

Furniture


Our furniture department

Series of Events

1. AOP will choose the Interior Designer best qualified to work on a particular project. Our Interior Designer will then work with our customer to develop a list of their goals and needs for their project, including a budget and schedule for furnishing the new facility. This programming work is the basis on which we help our customers choose the best value furnishing for their facility. These furnishings will support the customers work process and continue to do so for many years.
2. AOP’s Designer will work with our customer and our Sales Account Representative to develop a schematic space plan that reflects present space needs and future growth. Organizational charts, work flow analysis, seasonal projections and other tools are used to determine best possible departmental, space and personnel adjacencies.

3. Typical workstations and offices are often developed with our customers information regarding the particular work process or a staff position. While these typical workstations are often individualized at a later date, they serve as a basis from which furnishing layouts can be achieved.
4. Should the project require interior finish selections, our Interior Designer will also work with our customer to choose the finishes that will best project the design goals of our customers. Our Designers’ experience will enable them to keep these choices within the project’s budget goals. These finishes will also be coordinated with the finish selections to be made on the furnishing.

5. Once the space diagrams and workstation/office typicals have ben approved, the furnishing plan for the complete project is developed and reviewed by the customer.

6. Tasks that may be included in this portion of the work include the following:

a. Review of Project Manual

b. Review of Cultural Related Materials

c. Review of Organizational Charts

d. Review of Job Descriptions

e. Interviews of Department Manager

f. Typical Workstation Development

g. Interview with Info Systems Manager

h. Reviewing Access to Facility

i. Development of Furnishings Criteria

j. Budget Development

k. Space Adjacency Diagrams

l. Individual Placement on Plans

m. Interior Finish Selection

n. Budget Review

o. Review of Corporate Standards

p. Develop Design Concept

q. Review of Work Flow Charts

r. Complete Job Questionnaire

s. Interviews of Individual Staff

t. Common Area Development

u. Drawing an As-Built of Facility

v. Inventory of Existing Furnishings

w. Code Review & Compliance

x. Schedule Development

y. Department Adjacency Diagrams

z. Common Area Placement of Plans

aa. Selection of Furnishing Finishes

ab. Schedule Review

Specifications and Cost

1. AOP’s Designer and Sales Account Representative work together closely to develop plans, specifications and complete costs of the furnishings to present to our customers for approval. These plans and specification serve as the basis for the purchase orders that will be placed by the Sales Account Assistant.
2. the Designer will also present our customer with a schedule of interior finish materials for their contractor, should the project require it.

3. Tasks that may be included in this portion of the work include the following:

a. Refinement of Typical Work Stations 

b. Refinement of Typical Offices

c. Refinement of Common Areas

d. Final Selection of Furniture Finishes

e. Final Selection of Interior Finishes

f. Final Furnishing Costs

g. Review of Installation Details

h. Review of Site for Access

i. Review of Schedule

j. Final Installation Costs

k. Final Freight Estimate

l. Customer Approval to Proceed

Ordering and Tracking

1. After our customer has reviewed and approved the finishes, furnishings, freight and installation details and costs, AOP’s Sales Administrative Assistant will place the order and track them through to the installation to assure our customer’s schedule developed early in the project is maintained.

2. Any changes to the specifications or problems with the delivery will be handles in a prompt and professional manner. Successful installation of the furnishings chosen is our ultimate goal.

3. Tasks that may be included in this included in this portion of the work include the following:

a. Order review by Account Rep.

b. Status reports to customer

c. Order Placement by Sales Assistant

d. Schedule Review and Compliance

Receipt, Delivery & Installation
1. As the furnishing orders are received at our warehouse, each furnishing item is inspected to insure delivery without damage. Our Sales and Warehouse staff work closely to insure that damaged products are promptly reordered to meet installation schedules. Any freight damage and subsequent claim is handled by our experienced staff.

2. Our fright department continually reviews our agreement with our freight contractors to assure we receive the best possible freight rates. Our Sales Assistants review each freight invoice to assure our customers are billed correctly.

3. Our Sales Account Representative, Sales Assistant and Designer work closely with our installation team to insure all of the details of the installation are understood before our crew arrives on site to begin the installation.
4. The Installation Foreman inspects the project site again just prior to the installation to assure access and viability of the installation. Any potential problems are solved with the customer or facility representative.

5. The Sales Account Representative , the Sales Assistant and the Designer are available for on site problem solving during the installation. One of them will visit the installation each day to review the work of the Installation team and assure it meets the plans and specifications as approved by our customer.

6. Once the installation is complete, the Sales Account representative and the Sales Assistant will walk through the installation with the customer and review each area and any concerns the customer may have. A punch list will be written addressing these concerns and submitted to the customer by the Sales Assistant. The Sales Assistant will be responsible for following up on every detail of the punch list to assure that all of our customer’s concerns are addressed.
Billing, Post-Occupancy Evaluation & Follow Up 

1. Once the final punch list items have been accomplished and our customer has accepted the project, the final invoices for the project will be completed.

2. AOP will archive your drawings and specifications at no cost for up to 10 years for the purpose of reconfiguration.

3. Three months after the project is accepted by the customer, the Sales Account representative and the Designer will visit the site and evaluate their work and the furnishings with our customer. Should there be a need for fine-tuning of the project, due to unforeseen needs or changes in the workplace, the Designer and Account representative will develop a list of these changes and associated costs, if any, and present them to our customer.

4. The Sales Account Representative will call on the customer monthly, unless otherwise arranged, to assure the needs of the customer are being met and that the furnishings are performing up to our standards. A partnership approach is what we strive for. We are working  to continuously improve our service and products.

