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300 Management and Administration Core
5. Policies and procedures 
Worksheet 7: Reporting on key performance indicators (KPIs) (learner)
Task brief:

You work as a business administrator for a chain of coffee shops. The organisation is looking to introduce a new KPI tracker for its coffee shop managers to use. 

You have been asked by your manager to draft a KPI tracker and suggest a range of KPIs that could be used to monitor the chain of coffee shops. 

The tracker should also contain conditional formatting to assist your managing in reporting on the KPI tracker to the CEO. 

The KPI tracker should not be greater than one sheet. 
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