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1. PURPOSE OF THE INDUCTION MANUAL
This document serves to outline the obligations of management and employees to comply with the Nashua Limpopo Code of Conduct/Policies/Procedures and contribute to the achievement of a professional and productive work culture. 

It would be impossible to compile the duties and responsibilities of each individual employee in this manual; therefore this manual serves as a guideline for basic procedures to be followed by employees in the various departments. The job description/duties/responsibilities of each employee are available on ISO as well as detailed descriptions of ALL processes to be followed in the various departments according to ISO 9001: 2008 standards. 

The policies described in this manual apply to all Nashua Limpopo employees and are expected to be adhered to. Failure to comply with these procedures will result in disciplinary actions depending on the offence.



2. NASHUA LIMPOPO SALES PRODUCTS
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3. NASHUA LIMPOPO TOP STRUCTURE                                 DIRECTORS AND MANAGERS






4. DISCIPLINARY PROCEDURES

Discipline is an important part of managing a business. Discipline that is applied in a fair and consistent manner ensures rules and regulations are followed. It maintains a workplace that is respectful and safe for all employees.
Nashua Limpopo will deal with employees who have committed an offence as set out in the disciplinary procedures according to ISO standards. The company will use these disciplinary procedures to resolve issues related to the performance or conduct of their employees which isn’t up to the expected standard and to encourage improvement. 
Before taking formal disciplinary action, the relevant manager/director will raise the matter informally with the employee at first. If behavior or misconduct re-occurs, a written warning will commence which will be valid for 6 months. If an employee commits an offence which merits a final written notice, a formal disciplinary hearing will commence according to procedures. Nashua Limpopo may suspend an employee’s employment with immediate effect if, in the opinion of the employer, the employee has commit an offence which is of a serious nature deserving of demotion or dismissal.

5. GO THE EXTRA MILE



MANAGING DIRECTOR
Grant Trueman


OPERATIONS  MANAGER
Beverly Groenewald


GENERAL SALES MANAGER 
Tania Weideman


OPERATIONAL DIRECTOR
Craig Trueman


FINANCIAL MANAGER      
Karen Pretorious


TZANEEN MANAGER
Christo V.D.Merwe


TECHNICAL MANAGER
Jures Pieterse


OA SALES MANAGER
Lulu Khosa


TECHNICAL DIRECTOR 
Danie Fourie



HARDWARE


Ricoh


CONSUMABLES


SERVICE


Printers


Multi-functional


Digital Duplicators


Wide Format


High Volume


Workflows & Process Control Software


Scanning, Archiving & Retreival Software


Cost accounting & Cost Recovery Software

B) TOTAL DEVICE MANAGEMENT



Device Monitoring Software


Maintenance Report Software.


Toners


Paper


Stationary (bulk orders)


Office Furniture (bulk orders)


Parts


Inclusive Toner


Labour


Service Level Agreement


TOTAL DOCUMENT MANAGEMENT


A) TOTAL DOCUMENT MANAGEMENT

Surveilance Systems
Alternative Energy
PABX & Connectivity
Interactive Whiteboards
Biometrics

VOIP
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Go The Extra Mile

• Places the law of increasing returns squarely back of one.

• It brings one to the favorable attention of those who can and do 

provide opportunities for self promotion.

• It tends to permit one to become indispensable in many different 

human relationships & enables one to command more than average 

compensation. 

• It leads to mental growth and physical perfection in various forms of 

services thereby delivering greater skills in ones chosen vocation.

• It protects one against loss of employment & places one in a position 

to choose his/her own job or working conditions.

• Enables one to profit by the law of contrast, as majority of people do 

not practice the law of going the extra mile – as a matter of fact most 

people don’t even go the first mile.

• Leads to the development of a positive, pleasing personal attitude.

• Tends to develop a keen alert imagination.

• Develops self reliance

• Builds confidence in your integrity

• Only logical reason to justify one in asking for a promotion or more 

wages
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Go The Extra Mile

Places the law of increasing returns squarely back of one.

It brings one to the favorable attention of those who can and do provide opportunities for self promotion.

It tends to permit one to become indispensable in many different human relationships & enables one to command more than average compensation. 

It leads to mental growth and physical perfection in various forms of services thereby delivering greater skills in ones chosen vocation.

It protects one against loss of employment & places one in a position to choose his/her own job or working conditions.

Enables one to profit by the law of contrast, as majority of people do not practice the law of going the extra mile – as a matter of fact most people don’t even go the first mile.

Leads to the development of a positive, pleasing personal attitude.

Tends to develop a keen alert imagination.

Develops self reliance

Builds confidence in your integrity

Only logical reason to justify one in asking for a promotion or more wages
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saving you time. saving you money. putting you first.
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