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Proforma Questionnaire

Thoughtful and Complete answers are CRITICAL

The following questions are a part of the process for creating an effective Synogy Proforma. The questions need be answers thoughtfully and in as much detail as possible. It saves time in the process to think through and answer the questions completely the first time. Otherwise the process is slowed down by back and forth communication.

Use as much room as necessary to answer the questions. The cells of the table will expand to accommodate the answers. 

Some sections may require that the section be duplicated to provide additional information. For example:  if there are more than one product or service, the product section must be duplicated to provide information on each product or service area of the company. To duplicate a section:  1) Highlight the complete section,  2) Copy,  3) move the cursor to just below the section, and  4) Paste. Repeat as necessary to create enough sections.

As much as possible, numbers on the Synogy Proforma are calculated from “assumptions” that drive formulas to produce the numbers. Very few numbers are “hard-wired” or typed directly into the spreadsheet. The answers given must be thought of in terms of basic assumptions which drive the numbers so accurate formulas can be developed. If there are any uncertainties on how to answer any questions, please request help from a Synogy representative.

Some questions have “sample” answers to help understand how to answer the question. To answer the question, highlight the sample answer and type over it.

Company Information    

	Company Info
	

	Company Name
	

	Office Address 
	

	City, State ZIP
	

	Office Phones
	Office
	
	Fax
	

	email
	

	Date Established
	

	Gross Revenues Last Yr 
	$  

	Total Investment Received to Date
	$  


Foundations

	Mission
	Describe the primary mission of the company or project. What is the company trying to accomplish by being in business, or what is the goal of the project.

	
	Through its application of elephantronics to the operational capabilities of widgets, Widget Tech will expand the functional areas where widgets can simplify everyday homelife. 

	Vision
	Describe the vision for the future. How does leadership see the company, or project, at the end of 5 or 10 years. 

	
	Widget Tech believes it can capture 25% of the Widget market, grow to 3 regional manufacturing facilities, and achieve annual sales of $12,000,000 by the 5th year.


Leadership    (team involved in developing plans)
	Team Leader
	Who is the primary contact for this project?

	Name
	

	Title / Position 
	

	How long with company 
	

	Office Address 
	

	City, State ZIP
	

	Office Phones
	Office
	
	Fax
	

	 Home Address 
	

	City, State ZIP
	

	Home Phones
	Home
	
	Fax
	

	Personal Phones
	Cell
	
	Pager
	

	email
	


	Assistant to Lead
	Who is the secondary contact for this project?

	Name
	

	Title / Position 
	

	How long with company 
	

	Office Address 
	

	City, State ZIP
	

	Office Phones
	Office
	
	Fax
	

	 Home Address 
	

	City, State ZIP
	

	Home Phones
	Home
	
	Fax
	

	Personal Phones
	Cell
	
	Pager
	

	email
	


	Other Contact
	Who is the secondary contact for this project?

	Name
	

	Title / Position 
	

	How long with company 
	

	Office Address 
	

	City, State ZIP
	

	Office Phones
	Office
	
	Fax
	

	 Home Address 
	

	City, State ZIP
	

	Home Phones
	Home
	
	Fax
	

	Personal Phones
	Cell
	
	Pager
	

	email
	


Growth Projections & Revenues

Products / Services Assumptions

The term product is used to describe either physical products or services. The type of product is determined by the description of the product.

BasedOn Assumptions

Usually sales of specific products are based on another assumption (BasedOn), such as:  Number of salesmen, number of distributors, advertising investments.  Define the BasedOn assumptions. 

Copy and duplicate sections for BasedOn as necessary to cover the product lines.

	Sales Driver 1
	What is the monthly sales based on? What determines how many units are sold per period? How will this “based on” assumption change over 5 years.

	BasedOn
	Number of salesmen

	Description
	In-house salesmen will develop contracts with new distributors which will sell Widgets through their normal retail sales operations

	BasedOn Starting
	The first salesman will be hired in the 3rd month and should take 2 months to go through training. Signing up distributors should begin in the salesman’s 2nd month.

	BasedOn Growth
	After the start, how will the BasedOn grow? Describe & show NEW BasedOn for each month / year / or other criteria.

	
	A sales development program will be ramped up to hire and train the following number of new salespeople every MONTH in the year shown.

	PER
	Month
	1
	1 
	2
	1.5
	3
	2
	4
	0
	5
	0


	Sales Driver 2
	What is the monthly sales based on? What determines how many units are sold per period? How will this “based on” assumption change over 5 years.

	BasedOn
	Number of distributors

	Description
	Sales will be made through distributors which will sell the widgets as a part of their regular catalog sales.

	BasedOn Starting
	The first distributor should be obtained 2 months after the first salesman

	BasedOn Growth
	After the start, how will the BasedOn grow? Describe & show NEW BasedOn for each month / year / or other criteria.

	
	Each salesman will be expected to sell the following number of distributors per year

	PER
	Year / Salesman
	1
	4 
	2
	6
	3
	8
	4
	10
	5
	10


Products

Copy and duplicate sections for Products as necessary to cover the product lines.

	Product 1
	Describe the product.

	Product Name
	Widget 101

	Description
	The standard widget. This widget is 25% smaller than competitive widgets. It can be used in many places where competitive widgets can not be used. Widget Tech expects this product to be its lead product.

	Sales determined by
	It is expected that each distributor will quickly ramp sales within about 2 months to the monthly sales assumptions show below.

	Product Sales Start
	Sales of Widget 101 should start with first distributor sign up. 

	Product Growth
	After the start, how will product sales grow? Define NEW product sales for each month / year / or other criteria.

	
	Assumed that each distributor sells the following Widget 101 per month. 

	PER
	Month / Distrib
	1
	10 
	2
	15
	3
	22
	4
	28
	5
	36

	Sales Price
	Define sales price and growth of sales price.

	
	Starting wholesale price to distributors is $12.25

	
	 Starting Price per Unit
	Wholesale
	$ 12.25

	GROWTH /
	Year
	1
	0%
	2
	5%
	3
	5%
	4
	5%
	5
	5%


	Product 2
	Describe the product.

	Product Name
	Widget 201

	Description
	The heavy duty widget. This widget is 15% smaller than competitive heavy duty widgets. It uses heavier materials and should last up to twice as long as competitive widgets.  This widget also can be used in some industrial applications.

	Sales determined by
	It is expected that each distributor will quickly ramp sales within about 2 months to the monthly sales assumptions show below.

	Product Sales Start
	Sales of Widget 201 should start with first distributor sign up. 

	Product Growth
	After the start, how will product sales grow? Describe & show NEW product sales for each month / year / or other criteria. Growth can be a % over the last years sales.

	
	Assumed that each distributor grows sales over previous years growth

	PER
	Month / Distrib
	1
	6 
	2
	50% more
	3
	30% more
	4
	20% more
	5
	10% more

	Sales Price
	Define sales price and growth of sales price.

	
	Starting wholesale price to distributors is $15.50

	
	 Starting Price per Unit
	Wholesale
	$ 15.50

	GROWTH /
	Year
	1
	0%
	2
	5%
	3
	5%
	4
	5%
	5
	5%


Cost of Goods 

Cost of Goods  Assumptions

Copy and duplicate sections as necessary to cover the product lines. Additional lines for Unit Costs breakdown can be copied and pasted into the table, but this is not intended to be a detailed cost breakdown. Only breakdown costs enough to demonstrate to investors that the details have been thought through.

Copy and duplicate sections for Products as necessary to cover the product lines.

	Product 1
	Describe the product.

	Product Name
	Widget 101

	Describe the process of producing product
	Subassemblies are purchased from three suppliers and assembled with in-house staff into the finished product which is then shrink-wrapped and boxed 12 / box.

	Unit Costs
	Define the costs for the product.

	
	Casing assembly
	2.65

	
	Circuit board
	1.96

	
	Connectors
	.28

	
	In-house assembly  (.25 hrs @ 10.00 / hour average)
	2.50

	
	Total per Unit
	7.39

	Cost Growth
	Define assumptions for growth in Cost of Goods over 5 years

	
	Assume following % growth in Unit Costs per year

	PER
	Year
	1
	0% 
	2
	2% more
	3
	3% more
	4
	3% more
	5
	4% more


	Product 2
	Describe the product.

	Product Name
	Widget 201

	Describe the process of producing product
	Subassemblies are purchased from four suppliers and assembled with in-house staff into the finished product which is then shrink-wrapped and boxed 12 / box.

	Unit Costs
	Define the costs for the product.

	
	Casing assembly
	2.85

	
	Circuit board
	1.96

	
	Mounting board
	.34

	
	Connectors
	.28

	
	In-house assembly  (.3 hrs @ 10.00 / hour average)
	3.00

	
	Total per Unit
	8.43

	Cost Growth
	Define assumptions for growth in Cost of Goods over 5 years

	
	Assume following % growth in Unit Costs per year

	PER
	Year
	1
	0% 
	2
	2% more
	3
	3% more
	4
	3% more
	5
	4% more


Employee Assumptions 

The following assumptions are used to calculate employee expenses. Change figures as desired.

	Employee Assumptions
	Change as necessary. Original figures below will be used unless changed.

	FICA & Benefits
	30%
	Composite expense for FICA & Benefits - % of gross salary

	Pager/Month
	$25 
	Average monthly cost of a pager

	Cell Phone/Month
	$150 
	Average monthly cost of a cell phone (Will calculate high usage as 150% of this number, and low usage as 75% of this number)

	E1 Employee Setup
	$10,000 
	Setup for Major Computer, Office, Telephone & Mobile Office

	E2 Employee Setup
	$7,000 
	Setup for Midlevel Computer, Office, Telephone  & Mobile Office

	E3 Employee Setup
	$6,000 
	Setup for Level 3 Computer, Office, Telephone & Software

	E4 Employee Setup
	$5,000 
	Setup for Level 4 Computer, Office, Telephone & Software

	Health Insurance
	$400 
	Family Rate / Month

	Recruiting Expense
	20.0%
	% of Annual Salary

	High Speed Home Internet
	$100.00 
	Price / Month - High Speed Internet Access & Phone Lines

	Gas Price
	$1.70 
	Price / Gallon of Medium Grade Gas in local area

	Ave Miles / Gallon
	18 
	Average Gas Mileage for Company Car

	Car Allowance
	500 
	Monthly Allowance for Company Car

	Miles/Day
	75 
	 Average number of miles

	Mileage Reimb. Rate
	$0.30 
	Rate at which mileage is reimbursed

	Auto Exp. @ 100% Travel
	$488 
	Days * Miles/Day @ Reimbursement Rate

	Per Diem
	$150 
	Defined company rate for out of town Per Diem expenses

	Ave Entertainment/Day
	$50 
	Acceptable rate for Meals/Entertainment out of town

	Conference Expense
	$1,500 
	Additional Per Person to Cover Conference Overhead

	Flight Average
	$500 
	Average Cost of Plane Fare / Flight

	Club Reimbursement
	$500 
	Monthly Reimbursement rate  for Executive Club Membership


Officers & Directors 

Most companies do not include any expenses in this area, but investors realize that there are overhead expenses for both Directors and Board meetings. Failure to include this can be an indication that careful attention has not been paid to all expenses.

	Officers & Directors Assumptions
	Change as necessary. Original figures below will be used unless changed.

	No of Directors
	5 
	Not counting CEO & President

	Traveling Directors
	1 
	No. of Directors that have to travel into town for a meeting

	Travel Expense
	$500 
	Ave cost for Director to travel into town for meeting

	Director's Meeting Compensation
	$2,000 
	Compensation per Board member for Board Meeting

	Board Meetings
	Average number of Board Meetings in each year

	PER
	Year
	1
	12 
	2
	4
	3
	4
	4
	4
	5
	4

	Director's Hourly Compensation
	$150 
	Consulting fee rate paid to Directors for consulting time

	Directors Consulting
	Average HOURS / MONTH consulting time for Directors in each year

	PER
	Month
	1
	10 
	2
	5
	3
	5
	4
	5
	5
	5

	No of Advisors
	10 
	No of people on Advisory Board

	Advisor's Hourly Compensation
	$100 
	Consulting fee rate paid to Advisors for consulting time

	Advisor’s Consulting
	Average HOURS / MONTH consulting time for Advisors in each year

	PER
	Month
	1
	5 
	2
	5
	3
	5
	4
	5
	5
	5

	Annual Meeting Expense / Person
	$2,000 
	Ave cost to bring Directors & Advisors in for annual “state of the business” multi-day meeting


Functional Areas 

Synogy recommends analyzing expenses by Functional Areas of operations within the company. Other local groupings of staff and expenses may be used as appropriate to the company.

Each functional area has 4 LEVELS of employees. Use this capability to define categories of employees (example:  Upper Management, Middle Management, Assistants, Clerical) rather than specific employees. Define the salary and benefits information for the category as a whole.

Copy and paste additional functional areas as needed.    LISTNUM TABLE  \s 0 
	 LISTNUM TABLE 
	General & Administrative
	Name of Functional Area

	Abbreviation for Level
	G&A


	Level 1 Employees
	Generally upper management employees

	Title of this level
	CEO

	Description of Job
	Lead implementation of company’s mission and vision

	Annual Salary
	$ 150,000
	Gross annual salary

	Bonus%
	30%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	1 month
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	$ 10,000 
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	H
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	Y
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	Y
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	Y
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	Y 
	Will employee be provided a company car?

	% Car Travel
	30% 
	% of month employee will be traveling in car on business

	% Out of Town
	25% 
	% of month employee will be out of town on business

	No. of Flights Month
	6 
	No. of business flights per month

	No. Conferences / Year
	8 
	No. of conferences attend each year

	% Time Billable to Clients
	20% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 person - all 5 years

	When this position starts 
	3rd month


	Level 2 Employees
	Generally middle management employees

	Title of this level
	Managers

	Description of Job
	Manage operational groups 

	Annual Salary
	$ 90,000
	Gross annual salary

	Bonus%
	20%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	-
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	-
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	H
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	Y
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	Y
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	N
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	N 
	Will employee be provided a company car?

	% Car Travel
	15% 
	% of month employee will be traveling in car on business

	% Out of Town
	10% 
	% of month employee will be out of town on business

	No. of Flights Month
	.5 
	No. of business flights per month

	No. Conferences / Year
	3 
	No. of conferences attend each year

	% Time Billable to Clients
	10% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 / every 8 combined total of assistants & clerical

	When this position starts 
	1 in 3rd month


	Level 3 Employees
	Generally assistants or line production personnel. Main workstaff.

	Title of this level
	Assistants

	Description of Job
	Operational responsibility for specific functional area

	Annual Salary
	$ 50,000
	Gross annual salary

	Bonus%
	15%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	-
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	- 
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	No
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	N
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	N
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	N
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	N 
	Will employee be provided a company car?

	% Car Travel
	10% 
	% of month employee will be traveling in car on business

	% Out of Town
	5% 
	% of month employee will be out of town on business

	No. of Flights Month
	.25 
	No. of business flights per month

	No. Conferences / Year
	2 
	No. of conferences attend each year

	% Time Billable to Clients
	0% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 for every 5 distributors

	When this position starts 
	1 in 5th month, 1 in 6th month


	Level 4 Employees
	Generally clerical and support staff.

	Title of this level
	Clerical

	Description of Job
	Clerical and operational support to Assistants

	Annual Salary
	$ 28,000
	Gross annual salary

	Bonus%
	10%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	-
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	-
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	No
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	N
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	N
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	N
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	N 
	Will employee be provided a company car?

	% Car Travel
	0% 
	% of month employee will be traveling in car on business

	% Out of Town
	0% 
	% of month employee will be out of town on business

	No. of Flights Month
	0 
	No. of business flights per month

	No. Conferences / Year
	1 
	No. of conferences attend each year (Suggest minimum of 1 to keep all employees in contact with customer base)

	% Time Billable to Clients
	0% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 for each 4 Assistants

	When this position starts 
	1 - 3rd month


	Facilities
	Cost of Facilities Rental is based on the number of employees at the end of a year.

	Location of Office
	Houston, Texas – West Side

	Common Area
	1,200 
	Amount of area for reception, conference, and work rooms

	Sq Ft per Employee
	150 
	Average size of an office

	Rent / Sq Ft
	$18.00 
	Average rent rate in office area

	Employees per phone line
	4 
	To determine number of phone lines

	Sq Ft per Cleaning Rate
	3,000 
	To calculate cleaning expenses for the office

	Cleaning Rate / Month
	$ 400 
	Cost / Cleaning Area to clean office

	Sq Ft per Cleaning Rate
	1,000 
	To calculate repair and maintenance for the office

	Repair Rate / Month
	$ 150 
	Cost / Repair Area to maintain office

	Utilities / Month
	$ 500
	Cost of utilities per month

	Telephone Connection Fee / Line
	$ 150
	Cost of connecting each phone line

	Long Distance / Month / Employee
	$ 50
	Average cost of long distance per employee


Expenses

Copy and duplicate sections as necessary to cover all areas of expenses for this Functional Area. 

Explain & Define growth of each expense over 5 years.

	Personnel Support
	Enter name for the category of expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Training & Education
	$ 100
	Average cost of training per employee per month

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Dues & Subscriptions
	$ 5.00
	Average cost per employee per month

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Office Supplies
	$ 20.00
	Average cost per employee per month

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more


	Office Resources
	Enter name for the category of expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Copier Lease
	$ 400
	Cost of leasing a copier

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Internet Connection Fee
	$ 250
	Average cost per month

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Financial Software
	$ 100
	$20,000 in 3rd month – then monthly support

	Growth Per
	Year
	1
	0% 
	2
	0% more
	3
	0% more
	4
	10% more
	5
	0% more


	Professional Services
	Enter name for the category of expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Legal Fees
	$ 1,500
	$10,000 first 5 months – then monthly

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Accounting Fees
	$ 250
	$10,000 first 3 months – then monthly

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Business Consultants
	$ 2,000
	starting in 4th month

	Growth Per
	Year
	1
	0% 
	2
	0% more
	3
	0% more
	4
	10% more
	5
	0% more


	Misc. Overhead
	Enter name for the category of expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Office Postage & Freight
	$ 10
	per employee per month

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Corp Insurance 
(Liab, E&O, D&O)
	$ 2,000
	per month

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Bank Fees
	$ 0.10
	per 24 units sold

	Growth Per
	Year
	1
	0% 
	2
	0% more
	3
	0% more
	4
	0% more
	5
	0% more

	Charitable Donations
	5%
	of POSITIVE Net Income

	Growth Per
	Year
	1
	0% 
	2
	0% more
	3
	0% more
	4
	0% more
	5
	0% more


	Computer Network Equipment
	Enter name for the category of CAPITAL expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Servers
	$ 250
	$10,000 months 4 & 5 – then monthly

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Capitalized Software
	$ 100
	$10,000 month 4 – then monthly

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more


	 LISTNUM TABLE 
	Marketing & Sales
	Name of Functional Area

	Abbreviation for Level
	M&S


	Level 1 Employees
	Generally upper management employees

	Title of this level
	Director of Marketing

	Description of Job
	Develop & Implement Marketing & Sales Program

	Annual Salary
	$ 120,000
	Gross annual salary

	Bonus%
	30%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	1 month
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	$ 5,000 
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	H
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	Y
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	Y
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	Y
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	Y 
	Will employee be provided a company car?

	% Car Travel
	40% 
	% of month employee will be traveling in car on business

	% Out of Town
	35% 
	% of month employee will be out of town on business

	No. of Flights Month
	8 
	No. of business flights per month

	No. Conferences / Year
	12 
	No. of conferences attend each year

	% Time Billable to Clients
	0% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 person - all 5 years

	When this position starts 
	6th month


	Level 2 Employees
	Generally middle management employees

	Title of this level
	Salesmen

	Description of Job
	Product sales people 

	Annual Salary
	$ 80,000
	Gross annual salary

	Bonus%
	20%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	-
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	-
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	H
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	Y
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	Y
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	N
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	N 
	Will employee be provided a company car?

	% Car Travel
	50% 
	% of month employee will be traveling in car on business

	% Out of Town
	50% 
	% of month employee will be out of town on business

	No. of Flights Month
	10 
	No. of business flights per month

	No. Conferences / Year
	12 
	No. of conferences attend each year

	% Time Billable to Clients
	0% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1.5 new / month 1st yr.;  2 / mo – 2nd yr & 3rd yr – max 50 salesmen 

	When this position starts 
	3rd month


	Level 3 Employees
	Generally assistants or line production personnel. Main workstaff.

	Title of this level
	Assistants

	Description of Job
	Operational responsibility for specific functional area

	Annual Salary
	$ 50,000
	Gross annual salary

	Bonus%
	15%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	-
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	- 
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	No
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	N
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	N
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	N
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	N 
	Will employee be provided a company car?

	% Car Travel
	10% 
	% of month employee will be traveling in car on business

	% Out of Town
	5% 
	% of month employee will be out of town on business

	No. of Flights Month
	.25 
	No. of business flights per month

	No. Conferences / Year
	2 
	No. of conferences attend each year

	% Time Billable to Clients
	0% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 for every 10 salesmen

	When this position starts 
	1 in 6th month


	Level 4 Employees
	Generally clerical and support staff.

	Title of this level
	Clerical

	Description of Job
	Clerical and operational support to Assistants

	Annual Salary
	$ 28,000
	Gross annual salary

	Bonus%
	10%
	Max % of Gross annual salary available in bonus

	Recruiting Adjustment
	-
	Any signing bonus, moving expense, or perk for recruiting

	Setup Adjustment
	-
	Special equipment allocation above normal setup expense

	Cell Phone Usage (H, M, L, No)
	No
	Amount of usage of cell phone – “No” is No Cell Phone

	Pager? (Y, N)
	N
	Will employee have pager?

	HighSpeed Inet at home? (Y, N)
	N
	Will a high-speed Internet line be provide at home

	Reimburse for Club Exp. (Y, N)
	N
	Will employee be reimbursed for Club membership expense

	Company Car? (Y, N)
	N 
	Will employee be provided a company car?

	% Car Travel
	0% 
	% of month employee will be traveling in car on business

	% Out of Town
	0% 
	% of month employee will be out of town on business

	No. of Flights Month
	0 
	No. of business flights per month

	No. Conferences / Year
	1 
	No. of conferences attend each year (Suggest minimum of 1 to keep all employees in contact with customer base)

	% Time Billable to Clients
	0% 
	% of month will be “billable” to clients

	Relate this position to growth 
	1 for each 2 Assistants

	When this position starts 
	1 - 3rd month


Expenses

Copy and duplicate sections as necessary to cover all areas of expenses for this Functional Area. 

Explain & Define growth of each expense over 5 years.

	Marketing Materials
	Enter name for the category of expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	No. Brochures
	5 times gross sales
	Only 20% of brochures turn into sales

	Growth Per
	Year
	1
	0% 
	2
	0% more
	3
	0% more
	4
	0% more
	5
	0% more

	Brochure Expense
	$ 2.50
	Cost per brochure

	Growth Per
	Year
	1
	0% 
	2
	10% more
	3
	10% more
	4
	10% more
	5
	10% more


	Advertising
	Enter name for the category of expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Print Ads
	$ 20,000
	Print Advertising expenses

	Growth Per
	Year
	1
	0% 
	2
	20% more
	3
	20% more
	4
	20% more
	5
	20% more

	Television Ads
	$ 50,000
	Average cost per month

	Growth Per
	Year
	1
	0% 
	2
	50% more
	3
	50% more
	4
	50% more
	5
	50% more

	Promotional Programs
	$ 10,000
	Average cost per month

	Growth Per
	Year
	1
	0% 
	2
	10% more
	3
	10% more
	4
	10% more
	5
	10% more


	Marketing Capital Expenses
	Enter name for the category of CAPITAL expenses

	Enter Expense Titles
	Enter Expense
	Describe the Expense

	Trade Show Booth
	$ 5,000
	3rd month - $200 month allocation for upgrade & maint

	Growth Per
	Year
	1
	0% 
	2
	5% more
	3
	5% more
	4
	5% more
	5
	5% more

	Show Trailer
	$ 20,000
	9th month - $400 month allocation for upgrade & maint

	Growth Per
	Year
	1
	0% 
	2
	10% more
	3
	10% more
	4
	10% more
	5
	10% more


Copy Functional Area section and paste here to create additional Functional Areas
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