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MVP Benchmark Profile
User Guide
Congratulations on your decision to join thousands of owners and managers of collision centers from across North America by ordering your personalized MVP Benchmark Analysis Report. 

The MVP Benchmark Analysis serves three key objectives:
· Identify the current state of your business and process performance – a critical first step 

to business and process improvement. 
· Provide performance comparisons to other leading collision centers from across North 
America.  This will clearly identify the most significant opportunities for business and 
process improvements. 

· Set target performance for business planning – by providing needed key performance 
indicators. 
To get the greatest value from your Benchmark Analysis you should strive for accuracy in completing this Benchmark Profile.

The guidelines that follow will provide you with information that will be useful in completing your Benchmark Profile.  If you have any questions, you can call on your PPG Territory Manager, or contact the MVP Business Solutions Group at 440-572-6199.
Upon receiving your Benchmark Profile, an MVP analyst will review the information and assemble your report.  The average turn around time for this service is typically 30 days or less from the date the Benchmark Profile is received by the MVP Business Solutions Department.  Either fax the completed form directly to our MVP Department (fax) 440-572-6743 or e-mail the electronic version to MVPmailbox@ppg.com .
Thank you

The MVP Business Solutions Team
19699 Progress Drive
Strongsville, OH 44149
MVP Benchmark Profile Guidelines
Critical Data Entries 
The information needed to complete your Benchmark Profile is readily available or is easily obtained from your profit & loss statements, D.O.C. report (dealers), job costing records or from your management system. This is current information relative to your operations, resources, facility and standard operating procedures.  Accuracy is important as the benchmark report results are key to monitoring your business and process performance.  

While your report can be prepared for any length of time, we recommend providing data for a minimum of 90 days.  A longer time period will lessen the impact of business cycle variation, with the best results coming from submitting a full 12 months of data.  This will provide overall, a more realistic view of your business performance when compared to the benchmarks referenced in the report. All data submitted must be for the same reporting period to ensure an accurate report.
Below are the data points needed to receive an accurate Benchmark Analysis.

	 Information Needed 
	Obtain From

	A. Production Department Labor Sales 
	Profit & Loss Statement, D.O.C. Report, Management System, Job Cost Records.
If you don’t track labor sales and wages/cost by department, you can provide Total Labor Sales and Wages/Cost

	B. Production Department Wages
	

	C. Refinish Department Labor Sales
	

	D. Refinish Department Labor Wages
	

	E. Total Labor Sales
	

	F. Total Labor Wages
	

	G. Parts Sales
	Profit & Loss Statement, D.O.C. Report, Management System, Job Cost Records.  

	H. Parts Cost 
	

	I. Paint & Material Sales
	

	J. Paint & Material Costs 
	

	K. Sublet / Other Sales
	

	L. Sublet / Other Cost
	

	M. Total Sales
	

	N. Total Cost
	

	O. # of Repair Orders Processed
	D.O.C. Report, Management System, Job Cost Records or Manual Tracking System.

	P. # of Metal Labor Hours Billed
	D.O.C. Report, Management System, Job Cost Records or Manual Tracking System.
If you don’t separate Metal Hours and Paint Hours, you can provide Total Hours Billed

	Q. # of Paint Hours Billed
	

	R. Total Labor Hours Billed
	

	S. # of Available Production Hours 
	Payroll Records or manual calculation.
If you don’t separate Available Production and Paint Hours, you can provide Total Available Hours 

	T. # of Available Refinish Hours
	

	U. #of Total Available Hours (Production and Refinish)
	

	V. # of Available Non-production Hours
	Payroll Records or manual calculation



(A) Production Department Labor Sales
(Dealer Body Shop Managers) – If your D.O.C. report breaks down labor sales by “Customer Pay”, “Warranty” and “Internal” you will be able to provide this breakdown in the profile. 
If your records do not break out production labor sales,  you can simply provide the total labor sales for production and paint departments under (5) Total Labor Sales 

(B) Production Department Wages

Include gross wages paid for production labor (i.e., wages paid to metal, frame, and mechanical technicians).  Do not include employee benefits.  For the purpose of benchmarking, employee benefits and other employee related expenses are classified as overhead.  If your records do not break out production wages, you can simply provide the total wages for production and paint departments under (6) Total Wages 

(C) Refinish Department Labor Sales
If your records do not break out paint labor sales, you can simply provide the total labor sales for production and paint departments under (5) Total Labor Sales 

(D) Refinish Department Labor Wages

Include gross wages paid for paint labor which includes preppers, helpers, and painters.  Do not include “Detailers” as these wages are classified by the MVP benchmark analysis as overhead wages. 

(E) Total Labor Sales

If you are able to provide the breakout of production and paint labor, calculate total “Labor Sales” to check accuracy of individual categories. If your records do not break out production labor sales and paint labor sales, you can provide a combined number in Total Labor Sales.  
(F) Total Labor Wages

If your records do not individually break out “production labor” wages and “paint labor” wages, you can provide a combined number under “Total Wages”. If you break out “production” and “paint” labor sales but not wages, you can still report on the sales by separate departments and provide a combined “Total Wages”. If you are able to provide the breakout of “production” and “paint” labor wages, calculate “Total Wages” to check accuracy of individual categories transferred from your records.
(G) Parts Sales 
Total sales of all parts (OEM, LKQ, Aftermarket, etc)
(Dealer Collision Center Managers) – Please provide all collision related parts sales, even if you receive no or partial credit to your department for the collision related parts sold in your department. 
(H) Parts Cost 
Total cost of all parts (OEM, LKQ, Aftermarket, etc)

(Dealer Body Shop Managers) – Please provide all collision related parts costs, even if you receive no or partial credit to your department for the collision related parts sold in your department.  If you do not receive credit for the collision related part profits in you department, your can show sales and cost as equal. 

(I) Paint & Material Sales
Include the total sales of paint and materials.  Best efforts should be made to adjust for non-material sales. (i.e., hazardous waste removal sales should be placed in “Other / Sublet” sales)
(J) Paint & Material Costs

Include the total cost of paint and materials.  Best efforts should be made to adjust for non-material costs.  (i.e., small tools, maintenance supplies, booth filters and hazardous waste removal should be placed in “Other / Sublet” costs)
(K) Sublet / Other Sales

This category is used for all other sales including sublet, adjusting entries and misc. 

(L) Sublet / Other Costs
This category is used for all other costs including sublet, adjusting entries and misc. 

(M) Total Sales

This category is used to verify accuracy of individually listed sales recorded in parts, labor, materials and sublet / other sales.  Please check to make sure your individual entries match your source records.

(N) Total Cost
This category is used to verify accuracy of individually listed costs recorded in parts, labor, materials and sublet / other sales.  Please check to make sure your individual entries match your source records.

(O) # of Repair Orders Processed
This is a critical measure used to calculate your collision center’s average repair order sales and cycle time.  If you did not track the number of repair orders processed, for an accurate measure in the report, you will need to count the number of closed repair orders during the reporting period.
(P) # of Metal Labor Hours Billed

If your records do not break out production labor separately and list “Metal” labor hours billed, you can report on (18) “Total Labor Hours Billed”.

(Q) # of Refinish Hours Billed

If your records do not break out production labor separately and list “Refinish” labor hours billed, you can report on (18) Total Labor Hours Billed.

( R) Total Labor Hours Billed

If your records do not break out production labor separately, you can report a combined total using “Total Labor Hours Billed”.  If you do not track labor hours billed, it may be possible to estimate by calculating the average of 90 days’ repair orders and then extrapolate this out for the reporting period. (Formula: Average Labor Hours per Repair Order x Number of Repair Orders Processed) 
If your records do break out production labor separately and list “metal” and “refinish” hours billed, please use this entry to check accuracy of individual categories transferred.
(S) # of Available Metal Production Hours
This is the total number of hours, for the period submitted, that the metal production department employees were at the collision center and available to perform work.  If this information is not available from your payroll records, you can estimate by following the example shown in “Calculating Available Hours” below.
(T) # of Available Refinish Production Hours

This is the total number of hours, for the period submitted, that the paint production department employees were at the collision center and available to perform work.  If this information is not available from your payroll records, you can estimate by following the example shown in “Calculating Available Hours” below.
(U) # of Total Available Production Hours (Metal and Refinish)

This is the total number of production hours that the metal and refinish department employees were at the collision center and available to perform work.  If this information is not available from your payroll records, you can estimate by following the example shown in “Calculating Available Hours” below
(V) Number of Available Non-production Hours
Non-Production employees are considered any employee who is not a production employee.  This includes: General Manager, Office Manager, Sales, Customer Service, Parts and Production Manager, Porters, Maintenance and the portion of Detailers hours that are non production related.  If this information is not available from your payroll records, you can estimate following the example shown in “Calculating Available Hours” below.
Calculating Available Hours

You should strive for accuracy when calculating this critical measure.  It is used to calculate production / administrative efficiency and should be calculated for the same reporting period as the financial data.  If this information is not available through your payroll records, you can use a simple exercise like the following:
	# of weeks in reporting period
	12
	

	Average # of hours per week
	42
	

	Total # of available hours
	504
	

	
	
	

	Tech #1
	504 – 40 (vacation)
	464

	Tech #2
	504
	504

	Tech #3
	504 – 8.0 absent
	496

	Tech #4
	504 – 50% (part time help)
	252

	Tech #5
	504 – 50% production tasks
	252

	Total Available Production Hours
	
	1,968

	
	
	

	Office Manager
	504 – 40 (vacation)
	464

	Estimator 
	504
	504

	Reception
	504 – 50% (part time help)
	252

	Production Manager
	504 – 50% production tasks
	252

	Parts Manager
	504 – 16 hrs (personal time)
	488

	Total Available Hours
	
	1,960


What if you don’t track your information in a way that will allow you to take advantage of the Benchmark Analysis?
You can still complete the Benchmark Profile and provide Total Sales and Total Cost (if known). The MVP Benchmark Analyst will create a sample Benchmark Report distributing sales and cost based on industry averages.  While this may not be a true representation of your business and process performance, it will provide you with some insights into benchmarking performance and opportunities.  

What is the best way to track business and process performance if you do not have a current system (Management System or Manual Process?)

The simplest way to accurately track the Key Performance Indicators for business and process performance improvement is Job Costing. The MVP Operations Manual provides insights, forms and directions for maintaining a manual job cost record keeping system.  Following is an overview:

Job Costing is simply tracking of labor, parts, materials and sublet sales & costs.  It is a two step process.

· Step 1: Using the “Job Costing” forms within the MVP Operations Manual, you can easily track sales and cost information on a job by job basis.  Simply list each repair order and upon completion of the repair, record the final sales / costs for each category. Upon month’s end, total each category and start a new sheet for the next month. 
· Step 2:  Transfer each category total from the “Job Costing” form to the “MVP Benchmark Profile” for the desired reporting period.
Job Costing offers many significant benefits beyond collection of data for Benchmarking purposes. 

1. Sales and gross profit performance is represented more accurately as costs are matched to sales on a job by job basis.  

2. Production efficiency, cycle time and throughput performance can be controlled more accurately as reporting of labor hours billed, labor hours worked and number of repair orders processed, is monitored.
3. Armed with accurate information you can set performance targets, identify more clearly opportunities for improvement and track improvement progress. 
Benchmark Profile Definitions
Following is a reference for each of the Benchmark Profile entries.  The number in parentheses matches to the number of the data point in the Benchmark Profile.   Obvious entries are not included. 

(1) Sales & Administrative Staff Hours of Operation
This data point is used as an accuracy check to validate administrative efficiencies with the # of available sales, administrative and non-production hours.  (i.e., 7:30 a.m. – 5:30 p.m. Mon – Fri & 9:00 a.m. – 12:00 a.m. Sat)
(2) Average # of hours worked per week by sales, administrative & other non-production employees
This data point is used as an accuracy check to validate administrative efficiencies with the # of available sales, administrative and non-production hours.  

(i.e., 48 hours = 7:30 a.m. – 5:30 p.m. Mon – Fri & 9:00 a.m. – 12:00 a.m. Sat excluding lunch and breaks.  This 
indicates that on average each non-production employee works a 48 hour week).  
(3) # of 8 hour shifts requiring sales & administrative resources
(For companies who have multiple shifts) List the # of 8 hour administrative shifts in a 24 hour period. (i.e., 3 shifts could be 7:00am – 3:00pm, 3:00 pm – 11:00 pm, 11:00 pm – 7:00 am)
(4) Production Staff Hours of Operation
This data point is used as an accuracy check to validate production efficiencies with the # of available production hours.
(i.e., 8:00 a.m. – 5:00 p.m. Mon – Fri)
(5) Average # of hours worked per week by each member of the production staff
This data point is used as an accuracy check to validate production efficiencies with the # of available production hours.  Production employees include technicians and helpers. (i.e., 40 hours = 8:00 a.m. – 5:00 p.m. Mon – Fri excluding lunch and breaks.  This indicates that on average each non-production employee works a 40 hour week).
(6) Number of 8 hour shifts requiring production resources
(For companies who have multiple shifts) List the # of 8 hour production shifts in a 24 hour period. (i.e., 3 shifts could be 7:00am – 3:00pm, 3:00 pm – 11:00 pm, 11:00 pm – 7:00 am)

(7) Production Resources

List the # of repair bays / stalls the facility uses for production along with the # of technician resources.  This will allow the MVP analyst to develop a high level understanding of the repair process when processing the report.
Bays / Stalls 

This data point is used to calculate facility capacity, sales per bay and sales per sq ft. Facility capacity is determined by how many technicians the facility can support using an efficient throughput process. The calculation of Bays/Stalls is not as critical as making sure the total number of Bays/Stalls is correct.  

A Bay / Stall is any area in the metal, frame & paint department (not including detail) where production work is taking place.  If a center aisle is used to work on vehicles, this should be included in the calculation.  If outdoor bays/stalls are used regularly (such as practiced in warm climate areas) they should also be included.
Production Employee

A production employee is defined as a metal / frame technician, painter or helper. If a “Detailer” splits his / her time between “production” and “non production” tasks, you should include the portion of time spent on “production tasks” in fractions.  The remaining portion of the Detailer’s time should be applied as a “non production” resource. Similarly, if a “production manager” serves as a working manager, the amount of time spent managing and performing repair tasks should be included in fractions and divided between “production” resources and “non-production” resources. 
Some companies separate the disassembly / reassembly process from the metal, frame, mechanical processes and use separate technicians to perform these tasks.  Where this is applicable, separate your entries for Bays/Stalls.  If this is not applicable, you do not need to make entries in the Disassembly/Reassembly Bays/Stalls and # of Production Employees sections.
Please double check your technician & stall count to ensure the total #’s are accurate.

	Repair Process
	(Bays/Stalls)
	# Production Employees

	Disassembly / Reassembly
(If these tasks are performed independent of metal)
	2.0
	1.0

	Metal
	6.0
	2.5

	Mechanical
	1.0
	.5

	Frame / Structural
(Dedicated to structural processes only)
	2.0
	.5

	Prep/Masking
	3.0
	1.0

	Spray Booths, Prep Stations / Painters
	1.0
	1.0

	Buff/Polish
	1.0
	Prep tech  performs task

	Detail
	2.0
	1.0

	Total
	18.0
	7.5

	Square Feet of Total Production Area
	7500 sf


(8) Non-Production Resources (Sales, Administrative and Other)
This includes all non-production employees such as sales, administration, management, maintenance, porters and the Detailer’s portion of “non production” tasks.  If a “Detailer” splits his / her time between “production” and “non production” tasks, you should include the portion of time spent on “non production tasks” in fractions.  The remaining portion of the Detailer’s time should be applied as a “production” resource. Adding all non-production employees to production employees should represent total employees.  Managers doing production work and part time employees should be counted using fractions. 
 (i.e., a production manager that spends on average 50% of his / her time managing and 50% of time working on vehicles would be entered as .5 resource under non-production and .5 resource under production) 
(i.e., 3 full time admin employees and 1 part time admin employee working 20 hours per week would be entered as 3.5)
(*9) Reporting Period

Start Date & End Date Number of Months Number of Weeks
Enter the date range which represents the data submitted in the Benchmark Profile; calculate the # of months & # of weeks. (i.e., 9/01/07 thru 12/31/07 = 3 months or 17 weeks)
(*10) Door rates
Enter your door rate you charge for each labor and customer type.  (Dealership shops will have additional customer types of warranty and internal).  
(*11) Material Allowance per Refinish Hour
Enter your material rate you charge for each refinish hour you sell.
(*12) Total # of hours billed during the period
This is a critical measure as it is used to calculate Average Bill Rate, Production Efficiency, and Cycle Time Performance. This entry should include all labor hours (metal, frame, mechanical, paint, etc). The most accurate method is to track actual hours sold on a log sheet or query from your management system for the related period.
 If you do not track hours billed you should consider: 1) calculating this number based on reviewing 90 days of repair orders and then extrapolate to represent the reporting period or 2) divide your labor sales for each customer type by your door rate for each customer type and add for the total # of hours. 
(*13) Approximate % of sales resulting from participation in DRP arrangements
This measure is for the MVP analyst to gauge the accuracy of the submitted hours when combined with labor sales and labor rates.

The most accurate method is to track actual DRP hours sold on a log sheet or query from your management system for the related period (Individual tracking of this measure is not necessary if the rates for DRP and insurance / customer pay work is the same).  If you do not track this % use your best intuitive judgment.
(*14) How many repair orders processed during the reporting period?
This is a critical measure as it is used to calculate Average Repair Order, Daily Output and Cycle Time Performance.  If you do not track repair order count, consider: 1) tracking actual jobs sold on a log sheet for the related period or 2) calculate this number based on reviewing 90 days of repair orders and then extrapolate to represent the reporting period.
(*15) How many available non-production hours for the reporting period?
This is a critical measure as it is used to calculate administrative efficiencies.  This would be the actual number of hours all non-production staff were physically at the shop during the reporting period.  (i.e., general manager, office manager, CSR, estimators, production managers, parts managers and Detailer’s “non production” hours. If this information is not available from your payroll records, refer to page 3 above and review the section titled “Critical Entries” for tips on how to estimate this number. 

(*16) How many total available production hours for the reporting period?
This is a critical measure as it is used to calculate production efficiencies. This would be the actual number of hours all production employees (technicians, helpers and the Detailer’s portion of “production” hours) were physically at the shop during the reporting period.  If this information is not available from your payroll records, refer to page 3 above and review the section titled “Critical Entries” for tips on how to estimate this number.
(*17) Keys to Keys WIP (Work in Process): 

This entry is used to calculate cycle time performance.  Simply count how many vehicles you have on the premises where 1) repairs can begin upon completion of an estimate and 2) thru and including vehicles ready for delivery.  This should represent all vehicles on the property with the exception of obvious total loss vehicles.   It is highly recommended that you physically count the vehicles instead of using a management report to obtain this number.  Time permitting, you should perform this vehicle count each day for a 10 day period to determine your shops current average.
(*18) Production to Keys WIP (Work In Process): 

This is a similar count to (*17) with one exception.  For this count you should include vehicles 

on the premises where the vehicle: 1) has been disassembled 2) critical parts are on hand and waiting for technician availability and 3) thru and including vehicles ready for delivery. 

(*19) Production Labor
If your sales and cost accounting does not separate “Metal / Body Sales” and “Paint Labor Sales” or “Metal / Body Wages” and “Refinish Labor Wages” you can enter a combined “Total Sales” and “Total Wages” instead.
Include only unloaded payroll costs, as employee benefit costs will be categorized in section 21 “Other Overhead”.
(*20) Parts
For this benchmark report, include all collision center related parts sales and costs. Dealers who split parts sales & costs with the dealership parts department, please make sure to include all collision center related parts sales & costs.
(*21) Paint & Material
“Paint & Material Sales” includes all sales of materials and should exclude hazardous waste removal.  “Paint & Material Costs” are typically consumed in the repair process and include all liquid materials, body / paint related materials & consumables.  Exclude hazardous waste removal, small tool purchases, maintenance materials (i.e., booth filters, etc.)
(*22) Sublet / Other
List all other sales except labor, parts & materials.  Include towing, storage & hazardous material.  This may also include adjusting entries such as policy adjustments, re-work charges, etc.  When a sale is posted in “Sublet / Other”, the cost associated with the sale should be applied in this category. 
(*23) Total
This category is used to verify accuracy of individually listed sales & costs recorded in parts, labor, materials and sublet / other sales.  Please check to make sure your individual entries match your source records.

(*24) Wages paid non-production staff
Include wages for all non-production staff: Managers, Sales, Damage Appraisers, administrative, Porters, maintenance and the Detailer’s portion of their wages which are “non production”.  Dealerships exclude parts department personnel unless directly charged to the collision center.
(*25) All other overhead costs

All other overhead costs include: any expense that has not been included in this profile under the direct costs of labor, parts, paint & materials, sublet / other and wages paid non production staff.  Overhead costs equal operating expenses not directly related to repairs (i.e., rent, utilities, tools, advertising, payroll taxes & benefits etc.) Exclude depreciation from these measures for this reporting purpose.  Make adjustments for overhead costs from your profit & loss statement, which for tax benefits, are not representative of true cash costs to the business.  i.e., 1) It may be advantageous for a company to pay a higher than normal rent to a real estate company,  which is controlled by the owner, in order to reduce the tax liability of the collision center.  2) An owner’s salary might be higher than the average salary for paying a person to perform the same tasks, but provide a tax benefit to paying out higher owner salary. 
(*26) Total Overhead Costs

The category of “Total Overhead Cost” is used to verify accuracy in the total of “Wages Paid” & “All Other Overhead Costs”.   Please check to make sure your individual entries match your source records
(*27) BEST PRACTICES ASSESSMENT

The purpose of this self assessment is to provide thought starters for business and process performance improvements.  All of the Best Practice Assessments are a simple check list of yes and no answers.

	This portion to be completed by MVP internal staff

	Date Received        
	Date Entered        
	MVP Id #        



MVP Benchmark Profile

Fax completed profile to: 440-572-6743 or forward electronic version to
 MVPmailbox@ppg.com
	Business Name            

	Contact Person             

	Street Address             

	Title                           

	City, State, Zip           

	E-mail Address            

	Phone Number:           

	Fax Number                


Are you currently participating in?

	 FORMCHECKBOX 
 MVP Roundtable
	 FORMCHECKBOX 
 MVP ParaKaizen
	 FORMCHECKBOX 
 Non-PPG 20 Group (Describe)        

	 FORMCHECKBOX 
 I am not currently participating in any MVP programs and would like information sent with the benchmark report.

	Has your company received a benchmark report in the past?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


Business Model

	How many collision repair centers are across your company enterprise?       

	 FORMCHECKBOX 
 Independent
	 FORMCHECKBOX 
 Dealership
	 FORMCHECKBOX 
 Franchise      
	 FORMCHECKBOX 
 Fleet      

	Dealerships list the manufacturers sold at this location:
                                   



Primary Paint Manufacturer
	 FORMCHECKBOX 
 PPG
	 FORMCHECKBOX 
 Akzo Nobel
	 FORMCHECKBOX 
 BASF
	 FORMCHECKBOX 
 DuPont

	 FORMCHECKBOX 
 Nexa
	 FORMCHECKBOX 
 Sherwin Williams
	 FORMCHECKBOX 
 Spies Hecker
	 FORMCHECKBOX 
 Standox

	 FORMCHECKBOX 
 Valspar
	 FORMCHECKBOX 
 Generics
	 FORMCHECKBOX 
 Other


	This portion to be completed by PPG TM/BDM/Distributor

	Affiliated Distributor        
	Territory Manager        
	D#        
	R#        
	Zone         

	Does the shop have an MVP Collision Center Operations Manual?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	 FORMCHECKBOX 
 Include an MVP Operations Manual with Benchmark Report                                          FORMCHECKBOX 
 CD Version   FORMCHECKBOX 
 Manual


FACILITY INFORMATION
Sales & Administrative Hours of Operation
	(*1) Hours of Operation for sales & administrative staff  (i.e., 8:00 am – 5:00 pm)
	Mon. – Fri.      
	Sat.      

	(*2) Average # of hours worked per week by sales, administrative & other non-production employees.
	     

	(*3) # of 8 hour shifts requiring sales & administrative resources
	     


Production Hours of Operation
	(*4) Hours of Operation for production staff
	Mon. – Fri.     
	Sat.     

	(*5) Average # of hours worked per week by each member of the production staff.
	     

	(*6) # of 8 hour shifts requiring production resources
	     


(*7) Production Resources

	When counting production resources include all technicians and helpers and do not include Detailers.

(Count resources only once using fractions to divide between repair process tasks if necessary.  i.e.,: A technician that does metal and mechanical may be included as .75 for metal and .25 for mechanical).

	Repair Process 
	 # (Bays/Stalls)
	 # Production Employees

	Disassembly / Reassembly 
	     
	     

	Metal   (Combo workers should be listed here)
	     
	     

	Mechanical   (Collision Center related)
	     
	     

	Frame / Structural
	     
	     

	Prep / Masking
	     
	     

	Spray Booths / Painters
	# of Booths     
	     

	Buff / Polish
	     
	     

	Detail
	     
	     

	Total Production Stalls / Technicians
	     
	     

	Square Feet of Total Production Area
	     


(*8) Non-Production Resources (Sales, Administrative and Other)
	Non-Production resources: Include General Manager, Office Manager, Parts Manager, Production Manager, Customer Service, Accounting Staff, Reception, Porters. Count resources only once and use fractions to divide between tasks if necessary.  For example:  An office manager that divides time between management and estimating might be listed as .75 for management and .25 for estimating. 

	Estimators
	     

	All other Non-Production Resources
	     

	Total 
	     


Estimating Systems Used
	 FORMCHECKBOX 
 ADP Audatex / Shop Link
	 FORMCHECKBOX 
 CCC Pathways
	 FORMCHECKBOX 
 Mitchell Estimate/UltraMate

	 FORMCHECKBOX 
 Adjustrite
	 FORMCHECKBOX 
 Other: 
	 FORMCHECKBOX 
 Manual  (No automated system used)


Management System Used
	 FORMCHECKBOX 
 ADP Dealer Management
	 FORMCHECKBOX 
 Autoquote
	 FORMCHECKBOX 
Autowriter
	 FORMCHECKBOX 
 CCC Enterprise (MSO)

	 FORMCHECKBOX 
 CCC Professional (SSO)
	 FORMCHECKBOX 
 CCC/ICM
	 FORMCHECKBOX 
 CCC Production Assistant
	 FORMCHECKBOX 
 Charisma

	 FORMCHECKBOX 
 Mitchell ABS/Enterprise
	 FORMCHECKBOX 
 Rome Technologies
	 FORMCHECKBOX 
 Summit Software
	 FORMCHECKBOX 
 Other

	 FORMCHECKBOX 
 Reynolds Dealer Services
	 FORMCHECKBOX 
 YADA
	
	

	Accounting System Used?


FINANCIAL PERFORMANCE
	(*9) Reporting Period

	 Start Date          
	 End Date          
	# of Months           
	 # of Weeks          


	(*10) Door Rate
	Customer & Insurance Pay
	DRP
	Warranty (Dealers)
	Internal (Dealers)

	 Body & Paint Labor Rate
	     
	     
	     
	     

	 Frame Labor Rate
	     
	     
	     
	     

	 Mechanical Labor Rate 
	     
	     
	     
	     


	(*11) Material Allowance Per Refinish Hour
	     

	(*12) Total number of hours billed during the period 
	     

	(*13) Approximate % of sales done under DRP arrangements
	     


	(*14) How many repair orders processed during the reporting period?          Please strive for accuracy
	     

	(*15) How many available non-production hours for the reporting period?     Please strive for accuracy
	     

	(*16) How many total available production hours for the reporting period?    Please strive for accuracy
	     

	(*17) Average # of vehicles WIP (Keys to Keys Work in Process)?              Please strive for accuracy
	     

	(*18) Average # of vehicles WIP (Production to Keys Work In  Process)      Please strive for accuracy
	     


SALES & COST INFORMATION
	
	Customer & Insurance Pay
	Warranty (Dealers)
	Internal (Dealers)

	(*19) Production Labor
	Metal Shop Labor Sales
	     
	     
	     

	
	Metal Shop Wages
	     
	     
	     

	
	Refinish Labor Sales
	     
	     
	     

	
	Refinish Labor Wages
	     
	     
	     

	
	Labor Sales - Other
	     
	     
	     

	
	Cost of Other Labor Sales
	     
	     
	     

	
	Total Labor Sales
	     
	     
	     

	
	Total Wages
	     
	     
	     

	(*20) Parts
	Sales
	     
	     
	     

	
	Cost
	     
	     
	     

	(*21) Paint & Material
	Sales
	     
	     
	     

	
	Cost
	     
	     
	     

	(*22) Sublet / Other
	Sales
	     
	     
	     

	
	Cost
	     
	     
	     

	(*23) Total 
	Sales
	     
	     
	     

	
	Cost
	     
	     
	     


	Which pay systems best describes your compensation for production staff

	 FORMCHECKBOX 
 Flat Rate
	 FORMCHECKBOX 
 Commission
	 FORMCHECKBOX 
 Hourly
	 FORMCHECKBOX 
 Salary
	 FORMCHECKBOX 
 Bonus

	Which compensation systems do you use for sales staff (i.e., Estimators and CSR)

	 FORMCHECKBOX 
 % Sales
	 FORMCHECKBOX 
 % of Gross Profit
	 FORMCHECKBOX 
 Hourly
	 FORMCHECKBOX 
 Salary
	 FORMCHECKBOX 
 Bonus

	Benefits Offered to Employees

	 FORMCHECKBOX 
 Worker Comp
	 FORMCHECKBOX 
 Uniforms
	 FORMCHECKBOX 
 Health Ins
	 FORMCHECKBOX 
 Paid Vacation
	 FORMCHECKBOX 
 Other


OVERHEAD COSTS
Overhead is defined as all operations costs excluding the direct costs of production labor, parts, materials and sublet.  Your overhead cost should also include employee benefits as the above production labor costs are for wage dollars only.

	(*24) Wages paid non-production staff.

This includes all  non-production employees such as Parts Managers, Production Managers, Porters, Detailers
	     

	(*25) All other overhead costs, not including depreciation 
	     

	(*26) Total Overhead Costs
	     


(*27) BEST PRACTICES ASSESSMENT

Administrative Management

	Best Practice
	Yes
	No

	Does staff participate in a daily organizational meeting to discuss current business?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is there any effort to cross train administrative staff to prevent interruptions in customer service?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are there resources available for training the administrative staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the owner or manager track production and sales daily?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are all parts ordered by fax (electronically), and is the VIN number included?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are parts delivery procedures & responsibilities written and agreed to by suppliers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are all essential documents assembled into a job file jacket?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is there a procedure in place for documenting return parts?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the staff have a method to determine how much work to schedule?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop have a checklist of requirements for each insurance company?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is someone responsible for accepting all parts invoices and checking for any price increases?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have estimators received technical training that allows them to prepare accurate estimates?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manage:  Note any unique circumstances or problems:        


Sales & Marketing

	Best Practice
	Yes
	No

	Does shop monitor CSI rating, to increase repeat and referral business?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does your customer service advisor resell the job to the customer upon delivery?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does shop continually pursue DRP agreements with insurance companies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do outside sales reps call on agents, companies, fleet managers and dealerships?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is ample parking available, clearly marked, and visible from the street?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are reception areas and rest rooms always neat and clean?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do employees greet customers promptly, make eye contact and address them by name?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop measure their performance of on time deliveries?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do estimators track estimates that have been converted to repair orders (close ratio)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have estimators received formal sales training to increase close ratio?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do customer service representatives have accountability for customer satisfaction?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop have a financial incentive for performance of sales representatives?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop have a method to educate the customer on the repair process?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you record how each prospect learned about your shop when writing the estimate?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop measure effectiveness of each advertising expenditure?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are you doing any CE (Continuing Education) training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have strong relationships with the top 10 insurers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have a detailed shop profile to market your facility to DRP managers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have alternate profit centers with in your facility to market to your customers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manager: Note any unique circumstances or barriers to sales growth       


Financial Management
	Best Practice
	Yes
	No

	Does the shop track sales individually by Labor, Parts, Materials, & Sublet?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are costs allocated properly between Labor, Parts, Materials, Sublet and overhead accounts?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are technicians notifying staff of supplemental billing opportunities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is there a shop business plan in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop benchmark its departmental performance against industry standards?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop owner know and understand his/her facility potential?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does shop calculate monthly break-even point?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop owner monitor administrative staff costs as a percent of sales?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is technician material usage tracked and compared to hours produced?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does shop measure and monitor “Parts-to-Labor ratio”?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop measure Gross Profit per Technician Clock Hour?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop measure the efficiency of the administrative staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the manager measure the average repair order for each estimator?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop perform Job Costing on each repair?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop track past/due accounts receivable with an aging report?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manager: Note any unique circumstances or barriers to the development of financial performance measures and bench marking        


Throughput Performance &Cycle Time
	Best Practice
	Yes
	No

	Are you currently measuring keys to keys cycle time?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are you currently measuring hours per day “touch time?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the cycle time performance on your DRP work lower than on your Non DRP work?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you “expedite” any select DRP work to meet cycle time performance requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the amount of DRP work at your facility increasing?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are you taking steps to reduce overall cycle time performance in your shop?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you use any type of load leveling system to level the # of vehicles per day entering the shop?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you use a repair planning process that disassembles the vehicle to identify all damage?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are parts unboxed and verified for quality / accuracy prior to assigning the vehicle to a technician?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you routinely have more than one metal technician working on one car?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is there a visual method of tracking vehicles through the production process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manager:  Note any unique circumstances or barriers to increasing throughput or cycle time performance        


Production Management

	Best Practice
	Yes
	No

	Are repair procedures standardized, written and followed by all technicians?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are quality standards communicated and understood by the production staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have a formal process for measuring repair quality?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does a detailed work order accompany every repair?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the work order reviewed with the technician prior to starting the repair?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are inventory and billing methods in place for small parts, hardware, and supplies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is a maintenance log kept for major pieces of equipment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are parts labeled with work order number and stored in marked storage area?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are technician’s I-Car or manufacturer trained in respective job responsibilities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do technicians have financial incentives for production performance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is technician efficiency measured and shared with the individual or posted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do technicians work from portable tool boxes and movable carts?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is work inspected after major steps in the repair process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is a supplement sheet attached to the vehicle at all times?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop have the proper equipment needed to do quality work consistently?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you need Facility Layout and Design services to support your business in the next 1-3 years?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manager:  Note any unique circumstances or barriers to increasing production efficiency        


Personnel Management
	Best Practice
	Yes
	No

	Are all employees familiar with company policies and their job description?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do employees feel that management has a concern and interest in them as people?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do all employees receive formal periodic review with good two-way communication?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are employees given recognition for a job well done?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do employees participate in discussions of changes that will affect them?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does shop offer opportunities for advancement and professional growth?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are all employees held to the same accountabilities (no preferential treatment)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are production employees paid on an incentive or business performance based plan?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is this production employee incentive pay plan in writing?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are estimators paid on an incentive or performance based plan?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is this estimator incentive pay plan in writing?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is employee turn over a problem?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does posting of sales & production allow employees to see progress towards company goals?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the owner provide an organized work environment with clean rest rooms and break room?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are employee credentials recognized and posted for customers to view?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are employees empowered to make decisions based on company policies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are employees proud of employer’s image in the community?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the shop have an apprentice program to develop and train new technicians?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manager: Note any unique circumstances or barriers to long term employee retention        


Health & Safety



	Best Practice
	Yes
	No

	Is the OSHA workplace poster properly displayed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have scheduled safety meetings?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have first aid supplies in the facility?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the electrical installation in hazardous areas meet the National Electrical Code?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are exits visible, unobstructed, and posted with proper signs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are fire extinguishers inspected monthly and noted in an inspection log?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are no smoking signs posted in a visible area?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is proper protective equipment available for technicians in paint area?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does shop have explosion proof equipment in mixing and spray area?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are MSDS available for all products used?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are employees trained to understand the MSDS?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are there skin and eye flush stations in spray areas?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is there documentation of your hazardous waste hauler, including I.D. number
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does shop store hazardous waste in approved containers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are the hazardous waste containers properly marked?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shop owner or manager: Note any unique circumstances that apply to Health & Safety        
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