Excel Assignment COMP 1110 March 2006
Due:  April 3rd, 2005 at 11:00pm via WebCT  


Preparing a Corporate Budget for Business Marketing Analysis
Background:

You have been asked by your boss at GBC MARKADVERT, a division of George Brown College’s Marketing and Advertising Group (not a real division, not a real company) to create a budget for the first six months of the next calendar year.  To assist you, your boss has provided you with a complete list of assumptions for each of the budgeted items.  There are always assumptions to be made.  Creativity in use of colour, choices to be made in terms of charts and graphs displaying and placement as such will determine whether students have completed their own work to the satisfaction of the requirements of COMP 1110.
Although you boss has given you some freedom to express yourself, he (or she) expects you to prepare your spreadsheet using the following guidelines:

1. Each workbook must include a documentation spreadsheet.  This spreadsheet must include the company’s name, the author’ name, development date, last revision date, current date (changeable), and a description of the spreadsheet.  This worksheet should be the first worksheet in the workbook, and the one we first view when opening up the document.


2. The second worksheet should contain the overall budget and should be automatically updated and locked from user interaction.  Hard coding would be a mistake.


3. Each worksheet must be properly formatted and must contain relevant formulas and/or spreadsheet functions, along with absolute and relative cell referencing where appropriate.


4. Supportive information must be included whenever asked for.


5. Worksheets must be appropriately named to reflect the content of the sheet itself, should be in an intuitive order, and should be well-formatted for easy readability.  Creativity counts here.
6. Incorporation of Charts and Graphs to illustrate information must included within the spreadsheet, throughout (minimum 2 – you determine where the most appropriate location would be based on what we learned in class).  Any two students who provide the same exact charts will be deemed ‘copying’ each other and academic disciplinary forms will be filled out and submitted to the program coordinator if this is the case.  Do your own work!
Assumptions:

A. Gross Sales

Revenues are forecast based on existing contracts, expected renewals, and a reasonable estimate of new contracts.  Based on historical information, it is assumed that:

· Average monthly revenues over the past six months will continue at the same rate through the current contract term.


· All major accounts will renew their contracts at an average of 80% of existing revenue levels.  Some accounts will renew early, others will renew late.

New contract revenues are calculated based on the firm’s marketing referral plan.  During the previous six-month periods, we have retained no fewer than four new accounts per period.  On average, three of these have remained with the firm for one year or more.  Our forecast assumes three new clients during the six-month period.  Historically, new accounts generate revenues averaging $5,100 per month.

Existing Contracts:
	Account
	Average Monthly

Revenue
	Months left on contract

	Danunta Inc.
	$15,500
	12

	Unity Corporation
	10,650
	10

	Thorn & Fire
	5,000
	14

	Jork Company
	7,220
	3

	Dodge and Hockett
	4,400
	5

	Tayler Corporation
	4,800
	3



Existing Renewals (which can occur before existing contracts expire, or after):

	Account
	Month
	80% Average

	Tayler Corporation
	May
	$?

	Jork Company
	Feb
	?

	Dodge and Hockett
	May
	?


Please create a separate worksheet in your workbook to show how your derived the monthly revenue figures.  This worksheet must be labeled “A” and should correspond with the reference letter used in your budget template.

B. Salaries and Wages:

Current payroll includes seven employees and we are budgeting for two additional staff members to be hired in February and May.

Three employees are scheduled for annual reviews during the coming six months.  It is assumed, based on advice from the president, that each will receive a salary increase of 3%.

	Title
	Current Salary
	Revision Month

	President
	$8,500
	

	Vice President
	4,750
	

	Account Executive 1
	3,300
	May

	Account Executive 2
	3,300
	March

	Account Executive 3
	3,300
	

	Office Manager
	2,200
	May

	Clerical
	1,900
	

	Account Executive 4
	0
	February ($2,900)

	Account Executive 5
	0
	May ($2,900)


Please create a separate worksheet in your workbook to show how you derived the salaries and wages.  This worksheet must be labeled “B” to correspond with the reference letter used in the budget template.
C. Payroll Taxes:

Total payroll taxes, including federal and provincial, average 11.1% of payroll per month.  No reduction is budgeted during this period.  Deal with this in whichever way you deem appropriate.


D. Employee Benefits:

GBC MARKADVERT provides group health insurance ($112 per person per month), and group life and disability insurance ($17 per $1,000 of payroll).  No increases in rates are anticipated during this period.


E. Travel and Entertainment:

The President and Vice President are scheduled to attend a convention in Calgary in April, at a cost of $3,900 each.

Account executives have a monthly auto and transportation allowance of $120.

Entertainment expenses average:

· $295 per month—president

· $128 per month—vice president

· $112 per month—account executive


It is suggested that with pre-approval procedures in place, it will be possible to reduce average entertainment expenses for all account executives to $100 per month.  The budget should be prepared based on this assumption.  ($295, president; $128, vice president; $100, all others).

Please create a separate worksheet in your workbook to show how your derived the Travel and Entertainment Expenses.  This worksheet must be labeled “E” to correspond with the reference letter used in the budget template.

F. Advertising:

GBC MARKADVERT currently advertises each month in StudentCENTRAL Magazine.  The cost has been $310 per ad; however, we anticipate a 5% increase, budgeted in March.


G. Printing:

Expenses in this account include business cards, stationery, and internal forms.  We anticipate two business card orders (for new account executives) during the period.  These items may be included in the monthly printing costs.  Current stationery inventory represents a ten-month supply, and no reorders are expected during the six months.  Internal forms printing averages $102 per month.


Please create a separate worksheet in your workbook to show how your derived the printing budget.  This worksheet must be labeled “G” to correspond with the reference letter used in the budget template.

H. Office Supplies:

This budget is based upon average costs of $59.90 per employee.  Three years ago, averages were $45 per employee.  This average has been adjusted 10% per year, in line with supply costs.

Recent averages per employee have run $62.50.  It is suggested that centralized supply purchases through the office manager will help reduce per-employee costs, to $58.50 per month.  In other words, this is a flexible number, and the spreadsheet should be planned as such.


Please create a separate worksheet in your workbook to show how your derived the office supplies budget.  This worksheet must be labeled “H” to correspond with the reference letter used in the budget template.

I. Interest Expense:

GBC MARKADVERT is paying on an existing loan granted in December 2006.  The balance is $25,000 at a fixed rate of 7.2%.  Payments are to continue over five years.

Please create a separate worksheet in your workbook to show how your derived the interest expense.  This worksheet should show the payment, interest, principal, and balance for the period specified. When calculating the payment, please use the Payment (PMT) function.

This worksheet must be labeled “I” to correspond with the reference letter used in the budget template.


J. Rent:

The current lease calls for monthly payments of $1,250.  No increases are scheduled during the period.


K. Postage and Delivery:

During the past year, postage has averaged $216 per month.  No significant changes have occurred from one month to another, and no postal rate increases are expected in the near future.

Delivery charges have averaged $183 per month, a substantial portion for overnight express charges.  It is suggested that with pre-approval of overnight delivery, we will be able to reduce this expense to $110 per month.


L. Dues and Subscriptions:

Current expenses include membership in The Toronto Board of Trade, with the annual renewal dues scheduled for payment in May; and subscriptions to some magazines.  Three of these are scheduled for renewal during the coming six-month period.  The president wants to renew all subscriptions.

	Month
	Memberships
	Magazines
	Total

	Jan
	
	
	

	Feb
	
	7
	7

	Mar
	
	
	

	Apr
	
	2
	2

	May
	250
	18
	268

	Total
	$250
	$95
	$345


M. Equipment Leases:

GBC MARKADVERT currently leases a postage meter ($83 per month) and one computer ($493 per month).  Both leases run beyond the six-month period, and no increases are anticipated in this account.

N. Insurance:

GBC MARKADVERT’s comprehensive insurance policy premium was paid for one full year in October.  We are amortizing 1/12th of the total premium of $3,616 during each month.

Worker’s compensation insurance averages 27 cents per $100 of payroll, adjusted to 88% of that amount for a favorable experience modification for employees who have been with us for more than 5 years.  (Average 23.76 cents per $100 of payroll).  This is accrued each month.  Only 2 of our employees have been with us for more than 5 years (it really does not matter whom).
Please create a separate worksheet in your workbook to show how your derived the insurance expense.  This worksheet must be labeled “P” to correspond with the reference letter used in the budget template.

O. Depreciation: 

Our estimates of total depreciation to be claimed during the year are $7,450, including an allowance for assets we intend to acquire.  This is budgeted evenly throughout the period, with one-half the annual total attributable to this period.


P. Miscellaneous: 

This section (including petty cash, and maverick spending) has averaged $223 per month during the past year.  With improved approval procedures in place, it is estimated that expenses charged here can be reduced to $175 per month.


Q. Provision for Taxes: 

The liability for federal income taxes is calculated on the assumption that current rates will remain in effect for the entire year.  Total profits are estimated for the six-month period at $72,000 (although your actual figure may differ from this – use the information below as a guide – one tax rate up to $50,000, a higher tax rate for anything above that), and should be taxed as follows:



$50,000 x 15% = $7,500



$21,000 x 25% =  $5,250



Assignment Delivery:

Please deliver this assignment via WebCT.

Grading Schema for Excel Assignment
This assignment comprises information via what was taught in class, various TAIT and case study handouts during class and situation analysis discussed in class.  The assignment itself will be graded based on viability in a real-work environment, presentation, including graphs, charts, and any analysis provided from the specifications outlined above.  It must be noted that creativity plays a large part in this assignment.  The Professor does not expect to read the same document over and over.  Please ensure you are doing your own work.
Total 20 marks = 20% of your overall grade.
