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300 Management and Administration Core
5. Policies and Procedures 
Worksheet 8: Measuring the achievement of key performance indicators (KPIs) (tutor)
List four examples of KPIs that could be cascaded to individual finance staff from the head of finance.

Examples could include:

·  Process all invoices received within one working day from receipt.
·  Make supplier payments on working day five after receipt of approved invoice.
·  Process payment for all staff expenses within 3 hours after approval.
·  Check all allocated finance email inboxes by 11am each morning. 
· Send an email to all staff reminding them of the cut-off date for submitting expenses.  

List two examples of KPIs that could be cascaded to individual marketing staff from the head of marketing. 

Examples could include:

· Draft three social media posts per week across all social networks. 
· Respond to all social media comments or messages within two working days. 
· Run weekly engagement reports and submit to manager.
· Develop a social media calendar for your manager each month. 
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