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1. Introduction

The competitiveness of a company is determined not only by marketable services or
products but also high-yield sales results. At least equally important are the business
structures that ensure the future viability of the company. Small and medium-sized
enterprises are at a disadvantage compared to large enterprises, since in the SMEs often
all the resources are bound to the daily business.

These business structures include also today key figure-based controlling. Not only is the
liquidity driven by short-term, medium-term and long-term financial planning, but also the
cooperation with foreign investors is performed on a sound basis. Therefore, enterprises
are able for example to judge the success of their business on a monthly basis and
engage in removing any mistakes at a right time.

The banks expect nowadays that the owner or the management is in a position to present
the business performance by means of yield and liquidity planning. Without business
planning and the application of appropriate controlling instruments it is very difficult to
achieve positive rating results.

On the basis of this, the Hanseatic Parliament in cooperation with the Helmuth W.
Mogendorf consulting company developed a controlling tool "Companies on Track" in
order to support small and medium-sized enterprises in the introduction of controlling and
business planning. Therefore, an Excel-based solution was introduced, since MS Office
programmes are the most widespread ones in the SMEs. For the same reasons the Datev
classification was used in the structuring of the data.

We recommend reading the accompanying notes before using the program. Although they
are primarily designed for novice Excel users, they also contain "Excel expert" information
concerning the systematics of the programme.



2. Short Overview of the Programmes

The following four excel files create transparency by presenting the most important data in
a clear and compact way. They improve the decision-making basis.

The recipients of these reports are typically the management and shareholders internally
and externally banks, and specifically their corporate managers and credit decision
makers. Due to a high significance, it is necessary to ensure the access to the programme
for authorised persons only. The entry of data shall therefore be the task of the
management.

Short overview of the files:

e "mustermann07"

On the basis of previous data, the file presents the current and the planned budgets, as
well as the medium-term development of the company.

« "mustermannkonsolidiert07"

"mustermann07" allows for observing different business units separately and in a
consolidated way.

« "mustermannkennQ7"

Is a powerful tool for yearly financial controlling by an ongoing, monthly comparison of the
actual and planned and past values and their graphical representation.

« "mustermannliquiO7"”

Enhanced with the short-term liquidity analysis, the view from the BAS (business analysis)
at the level of the business account, in which BAS neutral changes are taken into account,
e.g. by deposits and loan repayment.

In general, the user can customise the worksheets to the requirements and perform the
BAS of the company. The structure used here is based on the DATEV-BAS.

The four files are not linked in order to ensure clarity and data security. This ensures that
none of the three files is changed by the operating and personal adjustments. Therefore,
the necessary data may be entered multiple times.



3. mustermannQ7

3.1. Purpose and Overview

The completed programme "mustermann07" allows the qualified third party to have a quick
overview of the medium-term development of the company where it comes from, where it
stands and what it wants to achieve. The file provides also the simulation of future events.

For this purpose, it lists
1. the last three balance sheets,
2. the current BAS data in comparison with the expectations and
3. the planning for the next year

in absolute and percentage terms.
It is advisable to build in the data quarterly.

FaMustermann Is/Expected BAS 2007
operafional resulfs 2004-2008
TEURO Balance Balance TBalance BAS Rest Expected Plan
2004 % | 2005 | % [2008| x J2007 | = | 2007 | x% 2007 % | 2008 | x%
Sales 0.0 #esi 0.0|#s4#] 0.0 seur| 0.0 #Hsu 0.0 | #01ve0! I EE #DIVI0)
Other 0.0 #ean 0.0 (#e48] 00| seun| 0.0 susun 0.0 | #0W70! 0.0] #00vi)]  0.0] 00
Total sales 0,0 0,0 0,0 0,0 0,0 0,0 0,0
Products 0.0 henk 0.0(nenn] 00| wenn| 0.0 Huaun 0,0 | oIV 0,0| #0rvI 0.0 ouwosl
Forelgn 0.0| Rih 0.0|#eti] 00| #enn| 0.0 wiau 0,0 | #DIV /D! 0.0 #0600 0.0 #0rvIO
Products/foreign tota]| 0.0| we#s]  0.0[#sus] 0.0] ssin| 0.0 #usss 0.0 | #0140 0.0] sorvio] 0.0 sorvior
/ 71— S8 W, ¢
Margin 00| HEsn ]h‘o.o HeHH| 00| ssun| 0.0 wuguy 0.9 | w1 0.0 sOrvit| /90| ROHViO!
= ya|, s )
// I._r_ {:‘\
Personnel 0.0/ HuHh 0.0(HeHH|  0.0( wuih]| 0.0 HiBHK // .0 | #OINV 0! 0.0| #D0VIOY =
S =\ )
Space costs 0.0( wasth| | 0.0[#shn| 0,0 senn| 0.0 #usan] 0.0 #Ow0 0.0| #0rvio| . 0.0] soivie|
Diff/taxes 0,0 #ain 0,0 | #eHH 00| #s#i| 0.0 #Hsun 0,0 wowvi 00| sD0i0Y| 0.0 8DV
Vehicles 0.0 heHn 0.0|HaNn| 00| weni| 0.0 HHENH 0,0 | DIV 0.0| #0vI0! 0.0| #DHVI
Advertising'travel 0.0/ HEHi 0.0(#edi| 00| wewi| 0.0 #HHaHn 0.0 | #DIVA! 0.0 #0000 0.0 #00VIO
Duty on goods 0.0| ek 0.0 #s##]  0.0] seui| 0.0 #usun 0.0 | #0Iv201 0,0| &0rvi0n 0.0| #0rvion|
Depreciation 0,0 #ae 0,0|#24#| 00| seur| 0,0 #usun 0,0 | #0101 0,0| 000 0,0 #0000
Repair/maintenance | 00| waun 0.0|neun| 00| seun| 0.0 nusun 0,0 | WOV ! 0.0| #0evic! 0,0| #DWVIDY
Other 0.0 Wk o0.0(neuh| 00| wenn| 0.0 HHEHH 8.0 | oIV 0.0 #00vI0n 0.0/ #0eviO!
Neutral expenses/intgresto| ss#s 0.0|#s##| 00| sexn| 0.0 #Hsun 0,0 | #OIv70! 00| sorviol|  0.0) #00vi0n
Neutral incomelrevenues o| s 0.0|#s4%| 00| senn| 0,0 #usun 0,0 #Omv! 00| #08VIO! 00| #onvion|
Taxes 0.0| BE#h 0.0 |#e4#| 0.0| #eun| 0.0 #uun 0.0 | #0101 0.0| #oevio| 0.0 #0060
Expenses 0.0| HEHh 0.0[#eith] 0.0 weitn| 0.0 #iann 0.0 | #DIv0! 0.0] sorvi] 00| sDevion]
Results 0.0] #asn 0.0 [##4]  0.0] seun| 0.0 susun 0.0 | #01vi0! 0.0} 2ovi] 0.0 #00vn
Investments
[Repayment 0.0 0.0 0.0 0.0 0.0 0.0 0.0

Structure of financing |




3.2. Application of the Programme

The user overwrites "0.0" for the data entry. The programme calculates the corresponding
percentages from it.

First, the user provides the previous balance sheets and the plan for the next period. The
process for the current year is represented here by the examples of sales.

The entry begins with the expectations for 2007. The data is in the fields "Sales div." and
Result", and the corresponding positions in the column "Rest" are automatically applied by
the programme.

Fa fAustermann Is/Expected BAS 2007
operational results 2004-2008
TEURO Balance Balance Balance BAS Rest | Expected| Plan
2004| % 2005 | % | 2006 | % | 2007 % % % 2008 %
Sales 00 === 0,0 ==== 0,0 #2222 0,0 #8522 1.2 1000 0,0(201/0!
Other 00 === 00 ==== 0.0 =2 0,0|F=r== 0,0 0,0(2010!
Total sales 0.0 0.0 0,0 0.0 0,0
Products 00 #£=== 0,0 #=22 0,0 ##2¢ 0,0|#s522 00/ 00 00| 00 0,0(0DI\v0!
Foreign 00 === 0,0|==== 0,0 =z 0,0|F==s= 00| 00 00/ 00 0,0({z0N0!
Products/foreign total 00| 7=+ 00557 0,0 #### 00|####| J00]| OO0 j00| 00 0,0[#DIV/0!
Margin 00|ze22|  o0lzee2| 00 #e22| 00 m@ 1000 |[72800] 1000|  o0|#0mo
Personnel 00| #2222 0,0 2222 0,0 ##22 0,0|#s222 00| GO 00| 00 0,0 #0101
Space costs 00| === 0,0|z222 00 =z 00|z 00 oo 00| 00 0,0|20\V/0!
‘Diffitaxes 00| ##22 0,0 ##52 0,0 #### 0,0 ###s# 00| 00 00| 00 0,0(#0I\V0!
Vehicles 00| #2222 0,0 ##22 0,0 ###¢ 0,0|###8# 00| 00 00| 00 0,0(#DI\Vi0!
Advertising'travel 0,0 #e22 0,0 #222 0,0 ##22 0,0| #2222 00| 00 00 00 0,0/ #0101
Duty on goods 00| #222 0,0 2222 0,0 #e22 0,0| #2222 00| 00 00| 00 0,0{2DIV/0!
Depreciation 00| === 0,0|s=22 0,0 sz 00| #rees 0ol 00 00| 00 0,001
Repair/maintenance 00| #2232 0,022 0,0 =z 0,0|ssse= 00| 00 00| 00 0,0(20I\V01
Other 00| rrrs 0,0|#rr? 0,0 #ree 0,0|#errr 0| 00 00| 00 0,0(¢01\V/0!
Neutral expenses!/interest 0,0 #ees 00| e 0,0 sers 0,0 seres 0| 00 0| 00 0,0|#01Vi0!l
Neutral incomelrevenues 00| ##8# 0,0| #2852 0,0 s#p8 0,0 #eses 0| 00 0| 00 0,0| #0100
Taxes 00| rr22 00 z222 0,0 sy 0,0|seees 00 00 l)yﬂ 00 0,0( #0101
Expenses 00| &= 0,0 F=5s 0.0 ##rr 00| #5557 ‘J.ﬂ 0.0 00| 00 0,0]#01\/0!
*R““" 00| #552 0,0|#£=2 0,0 #### 0,0 mﬂtm 100,0 100,0 0,0(#01V/0!




By entering the BAS of the reporting period, the gap with the expected data for the full
year and the balance is reduced accordingly.

Fa s termann pected BAS 2007
operational results 2004-2008 |ImEx
TEURD Balance Balance Balance 1 8A8 ] Rest Expected Plan
2004] % | 2005 | % | 2006 | % % % 2007 % 2008 | %
Salen 0,0 =555 00 ss55 0.0] sess - 100,0 | 1.250,0| 1000 0,0{#DIVi0!
Other 0.0, #5535 DoiFFss] 00 wwEs 0,0 0,0 00 0p 0,0 {20101
Total sales 0.0 0.0 0.0 750,0 500,0] 1.250,0 00
|
Products 0.0 ##22|  00|es22 00 ##22|| g9l 00 00| 00 00| 00 0,0| #0101
Foreign 00 === 0pjsmss 00 (| g9l op 00| 00 00| 00 0,0| #0101
|
Products/foreign total 0.0 7757 00 7757 M‘#‘mu 0,0/ 0.0 0,0/ 0.0 00/ 00 0,0/ #DIV/0!
|
Margin 00 === 0.0 ===55 Mi ===\ 7500(1000| S000| 1000 | 1.250,0| 1000 0,0(200\01
1
Personnel 00 s£55 0,0 ss85 0.0; 53 00| 00 00 00 00 0o 00|00
Space costs 00| #ess 00 #se2| 00 #es2(| 09| 00 00| 00 0,0/ 00 0,0|#01V0!
Diff/taxes 0.0 rery 00 seer 0.0 reee 00| 00 08| 00 00 00 0,0{ #0101
Vohiclos 0.0 rrer 0,0 rrer 0.0; ooy 00| 00 00| 00 00 00 0,0{#01V0!
Advertising'travel 0.0 weee 00| rees 0,0 sree 00| 00 00|, 00 00} 00 0,0|#010!
Dity on goods 00| sees 00| sees 0.0 ss4s 00| 00 00 00 00 00 0,0{2D1\VD!
Depreciation 00! seer 00 sees 0.0 ##32 00| 00 08| 00 00| 00 0,0{#010!
Repalr/maingenance 00 =252 00 s#e2 0.0 ##52 00| 00 00| 00 00 00 0,0{ 00!
Other 00 ####| 00 |#eer, 00| #reel ool 00 00/ 00 00 00 0,0|#0IVi0!
Neutral expensesiinterest 0,0/ #ees|  00(seeel 00 eeeel| g0l 00 00| 00 oo 00 0,0| #0101
Neutral incomeirevenves 00| #ees 00 #28s 0.0 #ess 00| 00 00 00 00 00 0,0{#0IV0!
Taxes 0.0 reer 00 rrer 0.0 reee 00| 00 00| 00 00 00 0,0{#01v0!
Expenses 0.0] 5555 00 sssr 00 seerll 98] 00 08| 00 00/ 00 0,0 #5101
Result 0.0/ sses| 00 #ses| 00 ###4]| 7500(1000]| 500,0] 1000 | 1.250,0| 1000 0,0 #0IVI0)

Below the table there is a space in which it is necessary to list the funding structure of the
company. It is advisable to sort the loans by the term state (long-term, medium-term and
short-term) and add the appropriate credit numbers.

Structure of financing: !




In the uncovered rows it is possible to specify additional types of costs to make the
company-specific table more meaningful.

!

31 ' Repair/maintenance 0,0 BRRER 0,0
32 Other 0,0 ####s 0,0
33 f
34 Neutral expenses!/interest 0,0 ###5% 0,0
35 Neutral Income/revenues 0,0 ##### 0,0
% Further o |
37 urther experse |
38 Taxes 0,0 FauER 0,0
47 h Y '
a5 Exponses | oommms 00
S0 |
51 |
52 Results 0,0 #snnn 0,0




4. mustermannkonsolidiert07

4.1. Purpose and Overview

"mustermannkonsolidiert07" reflects the fact that it is meaningful in some cases to
consider not just the company as a whole. It may be more useful for example to
differentiate according to the business sectors, products and product groups first, and then
to consolidate.

The file consists of four tables which are constructed individually as "mustermann07." The
first three are for separate consideration, and the fourth one consolidates the previous files
automatically.

:-r H & i
L ' "

TR
-l m]
=T
==
—
-
L
w=lv
B T
1
L [y
fi
L
[T |

H
H DRI ]

4.2. Application of the Programme

The use is identical to that of "mustermannQ7". Each entry in one of the first three tables
has an effect on the fourth one - the consolidation table.

By the entry e.g. of the expected (partial) turnover in

Mustermann 1,

NMustermaan 1 Is/Expected _ BAS 2007
Operaiong! reswlis 2004-2008
TEURD Balance Balance Balance BAG Raat Expected
2004 | % 2006 | % | 2006 | % | 2007 b 2007 [ 3007 | % woe | %
Sales 0,0 FeEy 00| ey 00| EErs 00| wEge SO0, | 1000 a!!! !I RN I,l,l,l_####
| Other ; 0 AaEd LA EEEES 00 [ HEay 0,0 ¥aay _0,0] 00 _00] 00 AEEEES
Sales fotal 1,0 ,0] ool | i 00,0 R0, 1 0,0

Mustermann 2,

Mustermant 2 Is/Expected BAS 2007
Cperghons! reswts 2004-2008
TEURD Balance Balance Balance BAS Rest Expected

2004 % 2005 % 2006 % 2007 % 2007 % 2007 %
Sales 0,0 | AEdd 0,0 | #ax 0,0 24 0,0 | A 300,00 #idE 300,01 2244
Sl 0,0 | Hi#d 0,0 | #t# 00| ### 0,0 | 00| 00 0,0 00
Sales total 0,0 0,0 0,0 0,0 00,0 300,0




and Mustermann 3

Mustermann 3 Is/Expected BAS 007
Cperghons! reswlts 2004-2008
TEUROD Balance Balance Balance BAG Rest Expected
2004 Yo 2005 Yo 2006 Y 2007 Y 2007 Y 200§ %o
Sales 0,0 #ast 0,0 #ast 0,0 #t 0,0 | #awan|  450,0( 1000 450001000
| Other 0,0 #ani 0,0 sk 0,0 #ani 00| #aiai 0.0 00 00/ 00
Sales total 0,0 0,0 0,0 0,0 50,0 450.0
the expected sales result appears in Table "Mustermann consolidated."
Nustormeann konsolidiert Is/Expected BAS 2007
operghongl reswts 2004-2008
TEURO Balance Balance | Balance BAS Rest Expected
2004 | % | 2005 | % | 2006 | % | 2007 | % | 2007 % 2007 | %
Sales 0,0 |###z 0,0|#eu# | 0,0 #eee 0.0 ###E | 1.250,0 1000 1.250,0[1000
| Other 0,0 | #uie 0,0 | fawn 0,0 #aas 0,0 s 0,0 00 00 0po
Sales total 0,0 o0 [N 0.0 1.250,0 1.250,0

10




5. mustermannkennQ7

5.1. Purpose and Overview

For the yearly financial control, "mustermannkenn07" presents the ongoing, monthly
comparison of the actual place in the planed and past values of sales, costs and results.
Then there are the actual values of orders and inventory. The liquidity is presented along
with the current accounts, the debtors and the vendor credits and displayed graphically,
like the turnover.

1 Figures - Fa.Mustermann 2005-2007 |
Incoming orders 2007 . Liaumme SALES.
Onter | Jaruann Fobrunry | Weren | spril |y e | iy | dugest | Septemter] Ociober | Novermber | Dicemser (eumoy | 2005 | 2006 007 2008
Expoctod | % d. sales | Plann o
LJanary o0,
Fobury 00
tarch 08
el 00
g, s 20
o Jur 00
o og
A 00
Septambar o0
Ot 00
avombor 04
December 00
Month h : ] 00 00 00 o 00 00
00 00 00 00 00 00 00 oo 00 oo 00 SALES
Stock EXPENSES 3
2005 2008 2007 2005 2008 2007 0 |B
Ocomber | Docamtor | sanwary | Fobouary | warcn | apet | may | e | suy | Augest |Sepiemver] ocoter | November | December is 15 | emones | s | Plann e |*
o P
3 oo soies v
A 1 34 s L4 s won w2
Mortn
[ s = 0T Fae =& ]
Results 2007
Material Expgases Resui 2007 | Currant parnec | | PR | — Uity
Praod | s | Dwiaton | Product | Parsonnet | Space |t conirined vorvoims fubverTrav Waronsb peprocted _fiepin | othar . axpondrin] . incomo | _Tanes Tow | TEURD | dif saled 200
 tarary oo 0 sg) 00 oo
Fetrusn oo 00 20 20 00 20
o pearen 00 00 00 00
i 0o 00 00 0o 20
oo op 00 oo
June o0 00 20 00 20
m 00 00 00) 00
o E 00 00 20 00 20
Septam 0o 00 00 00
Oetober 0o 00 00 0o 20
tiovembar 08 0 40 b8
Decenber o0 00 00 00 20
v o0 00 00 00 00 09 00 op 0 00 00 oo 00 00 00 00 09) 00 op 00 0o 11 11 11
Rac) o o o
Pan 07 0 oo
2008 0 oo oo o
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5.2. Application of the Programme

The order of the data entry is up to the user.

5.2.1. Table of sales

In this example the turnover plan is entered first. From the subsequent entry of the actual
data for the current year, the programme calculated the percent deviation from the
planned values.

The column "Expected" is to be filled, if the circumstances of the current year have
changed in a way that the planned values become unrealistic. Thus, the adjustment of
planning will be documented. The evaluations are not affected.

LW X Y Z AA| AB AC _AD
SALES
(TELIRO) 2005 2006 2007 2008
Is Is Plar I Is Expectagd | % d. sales [ Planned
 January 2500, 2000 80.0 0.0
Febiruary 2500, 3000 120,0 0.0
Mareh 2500/ 2500 100,0 00
el 2500 2750 110,0 L
ey 250,00 2250 90,0 oL
June | 0o
. 2500 2230 89,2 oo
J— 2500 2090 1196 o
[— 2500, 3070 122,8 00
| Gctobar 250,0 0.0
Mevempes 250,0| 0o
Dacamoer 0.0
| Total 00 0.0 0.0 0.0 0.0 0.0

The planned and the actual revenues are automatically reflected in the results table,

TR
Jrspering gryers JI07 BALEY
R [y Py e R R PO P Y " ey m—" r— —— e y )
. Er T Aasiol e
s .
] e - 1
- =
el
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- - w il
- o i
= ——
= o _ EIPEHSER
oo rom - o 1w Fd 1o '!
Nl Ml [ P . W [PV VA PV U oy T P— Pl P el
............
] -
- o 1l = ]
- Bawite 1907
e o - T o sar | et [ [ g
"Pmm'v"vﬁm"NAv ------ fomr g e oy ) e £ ¥y L]
e 5 o
e| el n e
Jstaezn FEEY: REET -
b ] )
frasa | 45
b gl
paia
AL
- =]
o — sl
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and presented in the form of a diagram together with the values from the two previous

years under the table.

SALES
[TELURD) | 2005 | 2006 2007 2008
15 15 Planned IS Expected| =4 gal, | Planned
January 2500 200,0 2010
February 2500 00,0 1200
March 2500 250,0 100,0
April 2500 275,0 110,0
May 2500 2250 40,0
une w00 zzan 49,2
uly =00 2380 1135
August 500 307.0 1228
Septembed 2500
October 2500
Hovember| 2500
December| 2500
Total 30000 20790 £33
SALES
50,0
00,0
250,0 LA ,.'/
2 00,0
e
2 150,0
100,0
50,0
0.0
1 3 4 S5 B 7 8 8 10 11 12
p—T T —ZMEIS  —— 2007 Flan 200715 |

In addition to the small display on the worksheet "All Measures”, the file
"mustermannkennQ7" provides also a large graphical representation of the sales. This
diagram — each for colour and black and white prints — is located on other worksheets that
can be selected from the lower bar.

b ibll“‘-. All Figures _,.{' Turnover development  # Liquidity £ Tumover development sw™ £ Liquidity sw 7 |4|
'-

13



The actual revenues from the previous year, the actual sales from the current year and —
as a "red thread" — the planned sales for the fiscal year are presented in the diagram.

Turnover Fa Mustermann 2005-2007

3200

3000 /
\( g e ——
FoRE — e
—“"W" -
-""ﬂ"
2000 o —005 | S
£ o 200615
o e —_—
= mii———
= - =007 Plan
1500 —007 15
1000
a0,
00
1 2 3 q 5 g 10 11 12

B 7
Month

The printing of the graphics is described in the chapter "Printing."
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5.2.2. Table of results

Thus the column "Deviation" presents not only negative values at the beginning of the year
and add up to a high seasonal variation, the formula linking the months from March to

Plan 15
January 1500|160,
February] 1500 145,
March 1500 15
April 1500 1 sn,tll
May 1500 1 so,ll
June 1500 150,J
July 150,0
August 150,0
Septembgr 1500
October 1500

Novembqr 1500

Decembgr 1500
YTD 1.800,0 9209 50
%y YTD #DIV/0!
Plan 07
2006

December is not active.
In order to activate the link, the user needs to:

1. mark the field January in the column "Deviation” [column E and row 31 — later only E31]
and the fields below — in order to show the actual data.

2. Then the user goes to File "Edit"

3. Command "Complete"

Fie | Edl  Vjew Insedl Fome; Tools Data Windows;
Civz @ = £ 8|4l o

Ay,

A Cruy || G H I

| B3 Copy Cirl +C
| @ Pasie J:) +

Pasle Special... D
-

Clear
el Delete
S Delete Sheet

Move or Copy Sheet...
[ @4 Find...

Replace...
- Go To...

P g
b | i |Doviatioh ~““|Parsonn| Space |Diff. cont

January 1500 1800 100
Februar 1500|1450 8g
March 1500| 1550
April 150,0]  1500[(8 |
rMay 1500/ 1800 il
June 1500  1s0plf }
July 1800 |

4. Command "Down"

15



and obtains the deviations of the previous months individually and collectively.

Plan IS
January 1500| 160, 10,0
Febmayy 1500 145, -50
i 1500 155, 50
fent 1500| 150,
i 150,0| 180, 10,0
June 1500] 150,
Ay 1500
August 1500
September 1500
October 1500
November 1500
mceoay 150,0
¥TD 1.8000| 920 200
%y YTD #DIVI0!
Plan 07

2008

The "YTD" row [44] or "Year to date" row indicates how far something has progressed to
date in the current year or reporting period. The YTD period on 15 January corresponds to
1% to 15™ January and the YTD period corresponds to 1% to 20" January accordingly.

In the example, the planned 3,000,000 Euro in annual turnover [C43 and D45] at the end

of August already 2,079,000 is targeted, representing 69.3 per cent [D44] of the projected
annual value.

16



AlB Il e [T B e
27
28
29
30 Plan s Devition |
| 2500 2000 500
B | Febra 2600| 3000 S0
2| 2600 2500
24 || [ 00| 2750 250
35| | M= 290p0|  225p| 250
gell | e 2200  223p| 27D
| 2600/ 2990|490
38 || | August 2500 3070 570
S| | Sertem 2500
40 October 2500
S| | | Novernber 2500
42 December
45 || |Pian 07 3.000,0
46 2006

With the completed plan and recent existing costs or revenues the table looks like this. In
this case the user completes only the white fields with the exception of the Material /
Product column [F]. The expenses are summed up and subtracted from the revenues. This
result is provided in the Results column in total and in the percentage of sales. By entering
the planned expenses 07 [44], the programme is allowed to calculate the percentage YTD

figures.
Ergebnis 2007

eia | s iation Product | PersonnbiSpace (BHfgrent|venicies) 4y, [387° 1Deprec. [Rea.IN jotner  (agalial BRUR) | Taxes Total | reuma [ v. tump
January] 2500 2000] -s00]d 100, 250 12.5 38 75 7.0 25) 500 17 10,0 100 05 10.5 140, 408 208
Februany 2500 300, 504 80, 250 12,5 38 75 7.0 35 500 05 120 110 05 10.5 m; 62| 254
e 2500]  250.0 120, 280 125 38 75 7.0 30| 500 20 50 110 08 105 138,1 -1 -32
Ao 2500 2750] 250§ 100, 280 125 38 85 8.0 33| 250 13 6.0 10,0 08 105 17l 573 208
May 2500 2250] 2508 1260] 280 125 38 85 80 27| 250 08 80 30 07] 105 117 175 -78
une 2600 2230] -270|8 soof 280 125 38 85 75 28] 250 08] 130 30 07| 105 m.ﬂ 13 5,1
S 2500 2990] ssolf o 280 125 38 85 75 35| 130 23 40 80 03] 105 1019 1071 358
August] 2500 570|8 12000 320 125 38 85 75 37| 130 17 80 20 08 105 103, 72| 251
Septemter 250, #0100
Oclober] 600 #0lve0!
November o500 #0IvA0!
December 500/ #OIVP0!
Y10 30000) 20730] 790] ses0f 2190| 1000[ 304 650 595 248 2510 103  s60 760 43| 840 so1e]  2628] 126
2 XTD 533 - 24 22 i 237 LT 6 -1 1] -7 Y A7 71, 719
Plan 07 3.000.0 12500 3200| 1500/ 450| 900l 750 350 3000 200 1050 000  200] 1250 mssq 3650] 122
2008 #0101
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5.2.3. Liquidity

The liquidity balance is derived from the actual current account credit, the debtors and the
creditors. They are represented in the middle of the worksheet [for printing the graphics,
see the "print function”]. The yellow cells filled with "1.1" situated under the current
accounts, customers and vendors should point out that the values in these three columns
refer to the beginning of the month. In contrast, the values in the other columns (e.g. sales
in January: 200,000) refer to the end of the month.

Jfeb BOIVIO!
JONVIO!
2OMVIO!
BOIVIO!
BOIVI!
20IVIO!
2OIVIO!
soVIO!
2OIVIO!
2OIVI0!
BOIVIO!

LIQUIDITY

| RN

SO0V

7
/

5
v

50,0

00

LLLLE

2 rectral
Oier. e:‘ngfsci ircee | Taxes Tetal

In addition to the small display on the worksheet "All Measures”, the file
"mustermannkenn07" offers also a large graphical representation of liquidity. This diagram
- one each for colourful and black-and-white prints - is located on other worksheets that
can be selected from the lower bar.

p B} AlFigures ./ Tumover development 4 Liquidity  /Tumover developmentsw  / Liquiditysw  / | 4]
t
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5.2.4. Table of stocks

The lines allow the distribution of the inventory into different subgroups. In the example, it
is divided according to the maturity of the stocks. The above classification should be
adapted to the business reality. There are no automatic calculations in this table.

Stocks

2005 2006 2007

December December January February March April May June July

long-term

medium-term

short-term

Total

5.2.5. Table of incoming orders

14 lines are provided in the Table for different contracting authorities. The distribution is up
to the user. Not all lines have to be filled. Possibly these can be "Top 10 customers" and
"Other." In the last lines the totals are automatically calculated for particular clients.

Incoming arders 2007

Order |January |February March | April May June July

Customer 1

Customer 2

Customef 3

Customen 4

Gustomer 5

Total
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6. mustermannliquiQ7

6.1. Purpose and Overview

Through the consideration of BAS-neutral changes, such as deposits and loan
repayments, private taxes and liabilities, as well as the time shift between debtors and
creditors, the file "mustermannliquiO7" is based at the level of the business account. It
presents a picture of the situation concerning the short-term liquidity. A bottleneck can be
identified in advance. If the programme has an improved view according to bottlenecks, it
can be a basis for argumentation in discussions concerning increasing the credit line.

The folder includes five sheets. The liquidity plan (with gross sub-items), the liquidity plan
copy template (with detailed sub-points), as well as three blank worksheets.

L

WITVTIFTP\ Liquidity plan mu'idity p\anIOODY‘emF’_';i—j 1{ Ta]bles TTlablez J{ Talnle‘l f Jlil—

The liquidity plan that better suits the company and was established to meet the business
conditions may be placed into one of the free worksheets using "marking / Menu copy and
Menu paste."

ile View Paste Format Fie i [ Eat | vView  Paste Format 0 Tools Data
- Ll eoe oI 2] ([ 100%
A Cut Ctrl + X Al U\,“J Cut Ctrl + X
2 Copy Ctrl + C = / Copy Cri+C ‘ E
_%_ Office clipboard 0 l [& Office dipboard
@ Paste Ctrl + v |g Paste Ctrl +V |
Insert contents... Insert contents...
0

Insert... » Insert... »

Delete... 3 Delete... »

Delete cells... 5 Delete cells...
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Naturally, the "official way" also works:
1. Use the right mouse button to click on the desired sheet and

2. click on "Move/Copy...",

=
=
=
=
=
=

Subtotal

Rent/ sccupancy cosls
Motor vehicle costs
Travel / advertising costs
Various contribubions
Other planned expenses Pasta
Subtotal o

slaels

Delete
Rename

Operating payments P o
Financial balance 2 -
is
Wignrawals

lleans T Select all sheets

Loan repayment =
Invesimeants — Show code...

44 ¥ TR UGBTI, Loty pan covy oroste S tabias g Tabe2 ——TabS ]
Bergit
Ready

il

salalalels slElsle
=

3. uncheck "Create Copy" and select "(move to end)",

Credit lines ] i ] i i 0]

Mowve or copy
Move selected sheets
To folder —

||r|Lst:|rmar|n'lquID?.>¢LS :]

Insert

Liquidity plan _:J
Liquidity plan copy template
Table 3

Table 2

Table 1

akereezaRaaaapoeagaza

T T T CR— T e — N a 1a =S
4 [p [ Liquidity plan ) Liquidity plan copy template m Cindal Irun.

Ready

||

and we obtain a copy of the sheet. (Here: "Liquidity plan copy template (2)")

-
85

L
|44 p[p|f Liuidiy plan copy template fTables  fTable2  fTable1 % Liquidity plan copy template (2)

Axd

Ready

If the work is not performed in the original sheet, the user does not have to delete the data

after the end of the considered period and the data from this period is saved.
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The upper table on the sheets of the "Liquidity Plan" or "Liquidity Plan Copy Template" is
the working table. The bank balance and the credit line is entered in the table below.

Liquidity planning of the comgany in time

I Aabes Fepiwas @ ddall forsiids callafabis)
| dis ey i1 e I8 plvad 5 ) pliare® gl 18] et 18/ e ) pla P Ii/ paear I8/ plavd ) plased i
ity pian e = gy Lagni ™ ™ ™ P & Gk —_— ———— i |
[ [] (] [} [ [] 0 [} [ (] 0 [} [
Faeazus ram oalzman ]
Formpsm o Doesioes Oomraos a)
et plaraed raEiaE |
Payranis 1 1]
thar opark sty [
Opsrat tn a a [ [ a 1 [ [ a 1 [ [ a
F i w1 al [ [ l al L [ l [ L [ l
Exisbrg versian ]
s sochasgs cebia a
Flanssd rulsrsl ncome |
Suztotal [ ] [3 [ [ [l [ [ ] [ [ [ a
Viapes | anbanas #
Incores b | ]
A ey (OO Ta RN BNUDI B i ag g
e per 0 red cpaeses. 1 1]
Famtonal af L] [3 ol af L] [ ol L] L] [ ol
0
[1]
[
o
Faumtotal [ (] 1] [ [ (] [} [ (] [} [} [ [
Copersis iscoms tix [
(imhus Added Tax (VAT [
Hhar lsasa |
Suztotal a a [ [ a [l [ [ a [ [ [ a
Fasi | casta ]
Wioicr va ichs coats ]
oniaes oV BIE: g‘l
Tha: plarned weperass [
Susionll ] [] [2 ol ] ¥ [ ol [] ¥ [1 ol Q.I
[1]
[
E1IET] 1] a 3 1] [ [l ] 1] 4 [l ] 1] H
Firvgini bl basici § [ a [} [ [ g [} [ a g [] [ |
i
]
Laan sezayrrant ﬂ
= [
(Cthar receizts (1om abova) ]
(e T A P To ] ]
[1]
0
Othar chanpes (zes atov) [ a 3 [ [ [ 3 [ a [ 3 [ [
il [l [ Ql L] [] [l L] [] Ql
Ceucki finmn a a [ [ a [ [ [ a [ [ [
{ dI ¥l [ Qi af [} ['] Qi # i ['] Qi

Al ‘F« i I FETEC] I Cigladiar i R
ik | Do oo ths cvwp ] il il o 0l 0 il o o
[ [ &

(Coucki lirmn a]

-
e
=
2
== § 4L
[:Ii@
=
ale
s
=
o
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6.2. Application of the Programme

The tables are based largely on automated calculations, which allows for quick and easy
creation of financial or liquidity plans.

6.2.1. Blue figures

Blue figures (using "0" by default) indicate protected cells (fields). They are not filled in by
the user and not the programme. This means that the programme calculates the content

from the user input.

{blue figures = default formula celis/fields)

") dolets accorcingly Is. | planned* is | planned* Is. { planneg* Is | planned* I planneg*
Liguidity plan Lanuary abruary March April My

Bank [beginning of the manth) 0 0
Revenue from customers 1,500

Revenue from previous contracts 42,500

Other planned revenue 4,000

Payments 850

Other operating payments 500

Operating payments 49,450 0 0 a [1]
Financial balance 1 49,450 48,450 49,450 48,450 1]
| Existing vandors

exisling exchange debls

Planned material income

Subtotal 1] a Q a Q

Wages / salaries
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The arithmetic operations work in the "zipper method", i.e. the calculated bank balance

b2 Dlue 19iree = defastl tormisa oo tuelds)

5 Yomwe | gl 4 [

| - o .:g_ T T

.I Sane of the _". q
. 2500 =
» 4 )
LTI Y =
”_

%— 49.450 2
C 43,430 !
» 1300

e '

& 1300

- 5 350 0 o 0 |
n | |

B [ |

® i

2 | |

2 0 () 0 [ o] o
s J |

S [ | |

& 1

g— ] |

2 g
= ) o 0 o [ |
n“ o—
B prm—
0

o 0 0 0 ) 0 9
s

»

n

»

»

.z_, 0 o o -
< —
b E—
» 3. 5 o o 0 j:
- _u.m_u.m._u.m.__
-Q- —
- )

’- —
. ——
" | —]
L ] |

o i —
-

i =3
" o o 0 o 0 2
13 «d6so| srloe| srzeo| srzoe| sr.eo 2
;- 0 o 0

= 436 a7 S d6o | sraes | sriee

¢« 4 » M\ Usertips

=K Liqudity plan ) Liquidity plan monthly basis £ |

"end of the month" is the beginning if the balance of the following month, etc.

6.2.2. Red figures

The user overwrites the respective numbers in the red box below the working table (with

"0" by default).

In the line "Bank balance beginning of the month" there is only a single input, namely the
actual value at the beginning of the planning period.

The credit lines are entered monthly, whereby the programme takes into account variable

inputs.

5 January  |[February ' March April " May June July August Septe
52 Bank (beginning of the month) 500U 0 0 0 0 0 0

33 Credt lines 45000 45000 45.000 45.000 50,000 50.000 1]

Ml

—

The information is automatically transferred to the working table.
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6.2.3. Figures

e Deposits and withdrawals

All entries are made without reference to the sign, i.e. positive and negative values are
found in the financial balances correctly taken into account.

e other items (below Financial Balance 2)

Input with an appropriate sign (see example investments = -5000,-)

43 |Operating payments 10.050 5.950
44 |Financial balance 2 89.400 139.950]
45 | Deposits g
| 46 |Withdrawals -500
47 [Loans 5.000
48 |Loan repayment -2.500
49 |Investments -5.0 Jgﬂ
so |Other receipts (see above) 1.000
51 |Other payments (see above) ~2.000
52
| 53 [
54 |Other changes (see above) -3.000 0
55 |Bank (end of the month) 86.400 139.950
56 |Credit lines 45.000 45.000
57 |Surplus / deficit 131.400 184.950
58

6.2.4. Adjust the considered period

Obviously, it is also possible to — by simple overwriting — to transfer the one-year planning
of January to December into planning from June to July, in order to meet the respective
requirements.

{bslun Tigures = dafault farmula callaMals)

8 | | e accnringy migomes  Ibiphwesd s iglaid' Gl e b phieed' ls7glannad® I pliened* fi /Pl I gl I8 (gaiivd® b i b | piiead

T |Ligadity plan Janugy Fesruary March Agril Way June July Wzt Saphambiar Dshabar Henmmbar Decembar Takal
I Bank (taginning af tha month] [ 0 0 [ 0 1 0 [ 0 [ 0 0
I (e Tigures = dafault formula callaMalds)

§ | ) delele accordingly migomed Ibiphweed lsiglied' B e b phiead ls7glnnadt I pliened* i/ Pliet* W) planai I8 (gied® b plai® b ) pliiead

T |Ligadity plan Janusry Fesruary March Agril Hay June July gt Saptembar Dstobar Nerimmbar Decembar Takal
I Baik; (lbiiniaing af tha manth] [ 0 0 ] 0 1 0 [] 0 0 0 0
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7. Printing function

7.1. General

The print function in Excel is a bit different than in the other programmes of the Office
package, which is due to the fact that the tables or sheets can vary greatly in height and
width. Therefore, the user of the programme needs to select the area which is to be
printed.

In the case of the files described above, the process is the same in each case.

« First, mark the table contents (hold the left mouse button and drag)

« Menu "File" / "Print area" / "Set print area"

« Menu "File" / "Page preview"

In the page preview press "Layout" and "Page layout" "Fit to: 1 page width / page height"
start the printing process
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At this point, the process is presented by means of the "mustermannliqiO7" section.
1. Mark the table contents first (hold and drag the left mouse button)
2. Menu "File" / "Print area”

3. Set "Print area"

4. Choose menu "File" / "Print preview"

Save As...
Save as Web Page...
Search...

‘Web Page Preview

- " Move Print Area

1 \Dokumenkte und Einstedungen...\mustermanniiqui0?
2 \Dokumente und Einstel. . \mustermannkonsolidiert07
3 \Dokumenke und Einstedungen... kenn07
4 \Dokumenke und EinstelungeniOly. .. \mustermann07
Exit...

(blaus Ofkm = vorbale gte Form sl 2allen ~®lder)

L/ P ey o ant - /M - (P B P It/ Pan* M M Py L/ Mgy Pt (M
B Trescaw TWaz Aeol | EX3 D= Jah Rugant E---n.: TR TNemmew T
§0.000 86.400] 139.950 139.350 139.350 133.3 50 139.950 135,950 139,350 139.9 50 139.950
S00) 1.450)
42300 54300
L200 3000|
S
—55g 33
435.450 53.500 [ D | R | 0 0 0 S | 0 []
95.450 145.5 00 139.950 139.950 139.950 139.9 50 139.950 139.950 139.950 139.9 50 135.950
T Tien
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o and set "Landscape" and "fit to 1 page width / height"

Print.. | Layout.| Margin§ Page break preview| Close | Help |

Uquiditdtsplarung fir de Zeitv.
FAma

Wlnue ITRM = wrbele gte Form &l 26 llen <wlder)

JarLw | | LB Age Vs J o Ja ALgmt Sa = aner Owz ae Novamde O pamex
s0.000] 86.400 138 950 139.550 |138.850 139,950 139.950 139.950 139,550 139.5 50 139,950 ]
1500] 1450
42500 54300
4000 3000|
‘I
FEF i) - 3 o
5 ite s = 2
CE 1 - Seite einrichten i _Jél i
— - ==
—— | Margins | Header/Footer | Sheet | —
e Lt Orientation
N
¢ Portrait « Landscape L
Summs [
Scaling Options... |
Summs ] A =
Summs 0
2000 [—
1000/ e—
— i) =
=0 .
Summe 3250 Paper size: IA4 ZI =
Print quality: | | =
10.050
85,400 % 1
— T First page | Auto ==
00 number:
5000
1000 OK Cancel
=2000 S

{blaw Atem= wrbelsgt Formelzlien Selder)
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7.2. Graphics in mustermannkenn07

The printing of graphics is different but it is built up much easier.

o The diagram is clicked up or down with the left mouse button, and therefore it is

marked.
Teure January
oy Ums, February
|
March
LIQUIDITY
- April
1.2 Diagram area i "
May
June
& July
August
08 Septembe
October
_.l% MNovembe
= Decembe
135,C
04
02
0,0
1 2 3 4 5 6 7 1o
M Onth pr— kil mrra
e 0T B TR
B B iy

~ Results ; 2007

o Menu File / Print command
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o the user enters the printer menu in the "Selected diagram” and clicks "OK" to
acknowledge the selection.

Print

T L

30



8. Notes
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