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Please complete pages 5-11 and email back to robert.knapp@mentum.com.au
Robert Knapp

Mentum Pty Ltd
Level 2, 285 George Street Sydney NSW 2000
Ph    61280904306
Fax: 0298173625
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Building Systems 
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Prepared for

XYZ company
Systems Benchmark Report

	Your Systems Benchmark Index?
	Score
	0%

	


This report reviews the systems and processes that you have established. This will be a major factor in the generation of future income. It will also lead to a higher overall business value.

The "Systems Index" is calculated by averaging your performance across a number of key areas. Based on our questionnaire we have drafted a radar chart that indicates the areas that you need to work on. 

Based on your answers to these questions your "Systems Index" is 44%. This is made up of the following scores

	Planning Systems
	0%

	People Systems
	9%

	Customer Systems
	0%

	Compliance Systems
	N/A


[image: image2.png]




	
	Score

	Planning Systems
	0%
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	Score

	People Systems
	0%
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	Score

	Customer Systems
	0%
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	Score

	Compliance Systems
	0%
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 Planning Systems Checklist 
	
	
	Score

	How you rated yourself
	xyz
	0%


	Planning Systems Checklist
	Your Score
	1
	2
	3
	4
	5
	6

	Have you done a strategic audit including competitor and market analysis?
	7
	
	
	
	
	
	

	Have you done a thorough internal organisational audit?
	7
	
	
	
	
	
	

	Have you developed a clear SWOT analysis?
	7
	
	
	
	
	
	

	Do you have a clear vision statement?
	7
	
	
	
	
	
	

	Do you have a good business & marketing plan?
	7
	
	
	
	
	
	

	Do you have an Exit & Succession plan?
	7
	
	
	
	
	
	

	Do you have a budget for the organization and each business unit & product?
	7
	
	
	
	
	
	

	Do you have a one page organisational scorecard?
	7
	
	
	
	
	
	

	Do you have a clear action plan broken down by divisions and people?
	7
	
	
	
	
	
	

	Have you introduced a culture of accountability - reward & recognition?
	7
	
	
	
	
	
	


 People Systems Checklist 
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	Score

	How you rated yourself
	xyz
	0%


	People Systems Checklist
	Your Score
	1
	2
	3
	4
	5
	6

	Do you recruit staff based on matching candidates to job competencies? (ie recruitment tests)
	4
	
	
	
	
	
	

	Do each of your staff have a job description?
	7
	
	
	
	
	
	

	Are weekly goals set and is performance monitored?
	7
	
	
	
	
	
	

	Are your staff motivated and do they enjoy working?
	7
	
	
	
	
	
	

	Are your staff accountable to the goals that are set?
	7
	
	
	
	
	
	

	Do you have a regular company communication forum such as a weekly staff meeting?
	7
	
	
	
	
	
	

	Do you conduct annual or 6 monthly performance appraisals?
	7
	
	
	
	
	
	

	Do you have staff activities and social functions?
	7
	
	
	
	
	
	

	Do you conduct regular or at least annual team building workshops or training events?
	7
	
	
	
	
	
	

	Do you have a one page scorecards for employees that identify goals and objectives & ensures accountability?
	7
	
	
	
	
	
	

	Do you have clear and transparent employee policies and procedures?
	7
	
	
	
	
	
	


Customer Systems Checklist 
	
	
	Score

	How you rated yourself
	xyz
	0%


	Customer Systems Checklist
	Your Score
	1
	2
	3
	4
	5
	6

	Do you monitor feedback from customers and ask suggestions?
	1
	
	
	
	
	
	

	Are all notes for customers centrally logged?
	7
	
	
	
	
	
	

	Does the person that picks up the phone have access to the customer records?
	7
	
	
	
	
	
	

	Do you run campaigns to existing customers?
	7
	
	
	
	
	
	

	Are you able to easily categorise and get a list of all your customers that bought one product but did not buy another?
	7
	
	
	
	
	
	

	Do you monitor customer service performance by category and set goals to reduce each category?
	7
	
	
	
	
	
	

	Do you call all customers that have returned products and enquire why?
	7
	
	
	
	
	
	

	Do you call a representative sample of all enquiries that do not buy and ask why?
	7
	
	
	
	
	
	

	Do you have a monthly scorecard KPI that monitors customer satisfaction?
	7
	
	
	
	
	
	

	Do you conduct regular customer satisfaction surveys?
	7
	
	
	
	
	
	


Compliance Checklist

	
	
	Score

	How you rated yourself
	xyz
	0%


	Compliance Systems Checklist
	Your Score
	1
	2
	3
	4
	5
	6

	Do each of you employees have an employment letter and confidentiality agreement?
	7
	
	
	
	
	
	

	Do you have an employee manual?
	7
	
	
	
	
	
	

	Do you have a policies and procedures manual?
	7
	
	
	
	
	
	

	Do you have a QA plan? (if needed)
	7
	
	
	
	
	
	

	Do you have an OH&S plan? (if needed)
	7
	
	
	
	
	
	

	Do you log employee non performance and provide written warnings?
	7
	
	
	
	
	
	

	Do you have control over your people?
	7
	
	
	
	
	
	

	Do you have an environmental plan?
	7
	
	
	
	
	
	

	Have you fully complied with your tax and employee obligations?
	7
	
	
	
	
	
	

	Have you applied and/or complied with government grant/accreditation schemes?
	7
	
	
	
	
	
	


Systems Implementation Action Plan


xyz
Development of an action plan

	PLANNING SYSTEMS
	ACTION
	ACTION TYPE
	NOTES
	WHO
	WHEN
	COMPLETE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	PLANNING SYSTEMS
	
	
	
	
	
	

	
	
	
	
	
	
	

	External Strategic Audit
	Conduct an External Strategic Audit
	refine
	
	
	Jan
	50%

	Internal Strategic Audit
	Conduct Internal Strategic Audit
	refine
	
	
	Feb
	N/A

	SWOT Analysis
	Analyse and review by developing a SWOT Analysis
	refine
	
	
	Mar
	N/A

	Vision Statement
	Create a Vision Statement
	refine
	
	
	Apr
	N/A

	Business & Marketing Plan (including export)
	Develop a Business & Marketing Plan including a detailed export plan
	refine
	
	
	May
	N/A

	Exit & Succession Plan
	Develop an Exit & Succession Plan
	refine
	
	
	Jun
	N/A

	Budgets
	Develop annual budgets for the business including all product groups
	refine
	
	
	Jul
	N/A

	Organisational Scorecard
	Develop an Organisational Scorecard
	refine
	
	
	Aug
	N/A

	One Page milestones
	Create a One Page set of milestones
	refine
	
	
	Sep
	N/A

	Accountability
	Implement a culture of Accountability
	refine
	
	
	Oct
	N/A


	PEOPLE SYSTEMS
	ACTION
	ACTION TYPE
	NOTES
	WHO
	WHEN
	COMPLETE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	PEOPLE SYSTEMS
	
	
	
	
	
	

	
	
	
	
	
	
	

	Recruitment Policies
	Develop Recruitment Policies - Look at HR Profiler
	refine
	
	
	Jan
	67%

	Job Descriptions
	Develop Job Descriptions
	refine
	
	
	Feb
	N/A

	Weekly Goals
	Develop Weekly Goals
	refine
	
	
	Mar
	N/A

	Motivated Staff
	Review key areas of staff concerns and concentrate on staff motivation.
	refine
	
	
	Apr
	N/A

	Staff Accountability
	Develop a culture of Staff Accountability
	refine
	
	
	May
	N/A

	Regular Communication
	Provide a framework of Regular Communication
	refine
	
	
	Jun
	N/A

	Performance Appraisals
	Implement an annual Performance Appraisal system
	refine
	
	
	Jul
	N/A

	Employee Social Functions
	Organise Employee Social Functions
	refine
	
	
	Aug
	N/A

	Employee Training & Workshops
	Conduct Employee Training & Workshops
	refine
	
	
	Sep
	N/A

	One Page Scorecard
	Create a One Page Scorecard
	refine
	
	
	Oct
	N/A

	Transparent Employee Procedures
	Develop Transparent Employee Procedures
	refine
	
	
	Nov
	N/A


	CUSTOMER  SYSTEMS
	ACTION
	ACTION TYPE
	NOTES
	WHO
	WHEN
	COMPLETE

	
	
	
	
	
	
	

	CUSTOMER SYSTEMS
	
	
	
	
	
	

	Customer feedback
	Establish good Customer feedback loops
	create
	
	
	Jan
	17%

	Customer Notes
	Ensure there is a system to capture Customer Notes
	refine
	
	
	Feb
	N/A

	Access Customer records
	Implement a system to record and access Customer records
	refine
	
	
	Mar
	N/A

	Regular Customer Campaigns
	Conduct Regular Customer Campaigns
	refine
	
	
	Apr
	N/A

	Customer Categorisation
	Customer Categorisation
	refine
	
	
	May
	N/A

	Monitor Customer Service
	Monitor Customer Service
	refine
	
	
	Jun
	N/A

	Returned Products
	Returned Products
	refine
	
	
	Jul
	N/A

	Survey Enquiries
	Survey Enquiries
	refine
	
	
	Aug
	N/A

	Customer satisfaction KPI
	Customer satisfaction KPI
	refine
	
	
	Sep
	N/A

	Regular Customer Surveys
	Regular Customer Surveys
	refine
	
	
	Oct
	N/A

	
	
	
	
	
	
	


	COMPLIANCE  SYSTEMS
	ACTION
	ACTION TYPE
	NOTES
	WHO
	WHEN
	COMPLETE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	COMPLIANCE SYSTEMS
	
	
	
	
	
	

	Employment Letter
	Ensure all employees receive an Employment Letter
	refine
	
	
	Jan
	N/A

	Policies & Procedures
	Ensure that you have developed Policies & Procedures
	refine
	
	
	Mar
	N/A

	Quality Assurance Plan
	Develop a Quality Assurance Plan
	refine
	
	
	Apr
	N/A

	OH&S Plan
	Develop an OH&S Plan
	refine
	
	
	May
	N/A

	Employee log
	Develop an Employee log
	refine
	
	
	Jun
	N/A

	Accountability Systems
	Develop Accountability Systems
	refine
	
	
	Jul
	N/A

	Environmental Plan
	Develop an Environmental Plan
	refine
	
	
	Aug
	N/A

	Tax and employee
	Review Tax and employee compliance systems
	refine
	
	
	Sep
	N/A

	Government Grants
	Review Government Grants
	refine
	
	
	Oct
	N/A

	
	
	
	
	
	
	


