量入而出

Open to Spend



Open To Spend  量入而出


Purpose 目的

A Daily Open To Spend packet has been developed to help you monitor controllable expenses on a daily and weekly basis. The Daily Open To Spend can be an effective tool in tracking your controllable expenses when used in conjunction with the Budget System and your P&L. 

The Daily Open To Spend record provides your store with a daily/weekly record of expenses as a means of staying within approved budgets on controllable expense accounts. 


“量日而出“帮助我们监控每日、每周的可控开支，它与预算系统和P&L结合使用，会对跟踪可控费用起到重要作用。它是我们记录每日/周开支的有效工具，有助我们将费用控制在预算范围之内。


The program works almost like a personal checking account, where a beginning balance or budget is set and the monthly expenditures under each account cannot exceed the budget. The program is virtually indispensable when followed closely because, as with your checking account, you cannot spend more than you have deposited. Likewise, the same holds true with controllable accounts. 

“量日而出”的程序象一个个人查询帐户，设定一个初始平衡状态，或称其为预算指标，确保每月支出不超预算。这项程序非常重要，要求我们严格去执行，就如同不可能提取比存入金额更大的数额。
Benefits 益处
There are several benefits to be gained by using the Daily Open To Spend: 

它对我们的益处：
· More knowledge of your store's expense structure.
更加了解商场费用结构。
· Provides a basis for more accurate actual expenses.
为实际支出提供依据。
· Helps eliminate costly services and expenditures that are not essential to your store's operation.
减少不必要的开支。
· Provides guidance for future budgeting.
后期预算指导。
· By monitoring and controlling key expense accounts you will operate a more profitable store. 

通过对关键费用的监控使商场盈利更多。
Procedures程序
Discipline and follow-up are the keys for this program to be successful and for the stores to maintain acceptable expense levels during the toughest sales periods. As Store Director, it is your responsibility to ensure that the Daily Open To Spend program is implemented completely and is followed through using the P&L and your store's budget. Several tasks must be done to ensure a successful implementation: 

严格执行程序，不断跟进是“量日而出”发挥作用的要素，这关系到在营运低谷期商场是否能更好地控制费用开支。店长有责任确保这项程序的完全跟进，与P&L 和我们的预算相结合，使其发挥真正的作用。我们需要跟进以下两点：
· Set up a three ring binder with tabs for January through December.
建立一个三孔文件夹跟进一至十二月的资料。
· Designate from the following key/major accounts you are going to track. Your store's particular operation will dictate which accounts to track and you may have additional accounts other than those listed below to track: 

以下是可供选择的跟踪路径：


PRIVATE
Maintenance and Repairs 维修 

‘Maintenance and Repair’ need to be followed up with the received part and the paid part by Finance, to make sure the expense is identical with the amount in P/7L. In 2001, ISD will be responsible for this account.
此项费用需要同时跟进收货部分和财务部门已经付款部分，确保该部分发生的费用与月底P&L的数量相吻合。自2001年起， 此项费用由总部ISD
负责跟进。

Cash Long/Short  现金长短帐

Travel Expense  旅差费

Miscellaneous Expense  杂项开支


Contributions  捐助金

Wages  工资
‘Wage’ is followed up by H.R., so it can not be listed in Expense Tracking Form.

工资部分有人力资源跟进，无法列入到每日跟进的项目中。

Store Supplies  自用品
For better control of ‘Store Supplies’, the following need to be followed up:

1.More contact with HO to get the information of signing order on time.

2.More contact with Demo and Receiving to make sure the receiving procedures are complete and finalized on time.

3.Invoice must feed back happening expenses as soon as possible.

为了更好地控制这部分费用，有以下跟进部分：
1、加强与总部的沟通，及时知道总部的标牌订货资料。 2、加强与促销部，收货的沟通，确保收货程序齐全并及时定案。
3、票据及时反馈发生的费用。


Assign responsibility of tracking accounts to the Area Manager ( DGM ). Each Cost Area Manager ( DM )in the Food 

Divisions must be held responsible for tracking Wages, Supplies, and Perishable Wrap (1036) for their respective areas. 

费用跟踪需要有区域副总跟进。成本部门的每一位经理必须负责跟踪本部门工资，自用品和易耗包装膜费用。
· Conduct a meeting with all Associates that will be involved in tracking expenses to be logged in the Daily Open 

· To Spend book.

组织员工会议，解决“量日而出”程序在执行中发现的问题。


· Place this reference material in the binder for future reference. 

资料备案，以供日后参考。
Ensure the following tasks are completed: 

确保以下任务的完成：
DAILY/每日
· Expense Tracking Report sheets completed properly each day before 10:00 AM.
费用跟踪表必须每日10:00前正确完成。


· Make sure every account have been completed correctly .
良好的沟通，确保每日数据正常准确。
WEEKLY/每周
· Make double check and  ensure the Expense Tracking Report sheets completed properly each week.

检查费用跟踪表必须每周正确完成。


· Review each account to see how much has been spent in comparison to the monthly budget.
检查每一项帐户，与月预算做好比较。
· Adjust spending accordingly to ensure they do not exceed the budgeted amount. 

调整开支确保不超预算。
MONTHLY/每月
· Monitor each account according to allotted dollar amount committed for the month.

根据每月美金份额监控每个帐户。


· Review the P&L to compare the amount spent in each account to the Daily Open To Spend records for the

       month to check for discrepancies.

将P&L 上的每一项开支与“量日而出”记录相比较，检查是否有差异。


· Clear the journal for these expense accounts. 

开支帐户日志清除。
How To Complete  怎样完成
The following instructions will assist you in completing the “Daily Expense Tracking Report” ( Please see the attached form )
以下是完成费用跟踪报告的步骤： ( 详细表格见附件)



The following instructions will assist you in completing the “Daily Expense Tracking Report” ( Please see the attached form A )
以下是完成费用跟踪报告的步骤： ( 详细表格见附件A)
Account No.  帐号  915   Maintenance and Repairs   维护维修费用
JV STORE
N-JV STORE

已收货部分和已付款部分是紧密相连的。凡是在收货定案后的商品金额全部反应在这个栏目，它所表示的是已收货并将要付出款；同时由财务部门跟进的已付款的部分与收货金额有一个时间差，在月底时该帐号就可以在全部在已付款的部分显示出来。
在明年的这个费用由ISD部门跟进完成。
The receiving part and the paid part are linked together. All finalized amounts should be listed in the receiving part, indicating we have received merchandise and prepare to pay; The paid part followed up by Finance take place after the previous one. At the end of the month, the account will be showed in Paid Account.

In Year 2001, the account will be followed up by ISD.
由于N-JV店没有独立的财务部,与JV店不同的是 其中已付款部分由现金办跟进。
在明年的这个费用由ISD部门跟进完成。
Non-JV stores have no separate Finance, so the paid part should be followed up by Cash Office.

In Year 2001, the account will be followed up by ISD. 

Account No.  帐号  980      Maintenance- floor   清洁维护费用
JV STORE


N -  JV STORE

跟进店内的设备维护费用以及楼面清洁费用。( FINANCE 跟进)

It refers to the equipment maintenance and floor cleaning expense. (Finance will follow up this account.)


跟进店内的设备维护费用以及楼面清洁费用。( CASH OFFICE 跟进)

It refers to the equipment maintenance and floor cleaning expense. (Cash Office will follow up this account.)



Account No.  帐号  922      Store Supplies   店内自用品
JV STORE
N-JV STORE

该部分的费用与915的做法一样。
The same way as dealing with 915.


Account No.  帐号  926      Cash long/short   现金超短帐
MEMBERSHIP STORE

NON-MEMBERSHIP STORE

每天由现金办的同事对超短帐进行跟进，在每日的合计超短帐中减去由于会员计价而产生的四舍五入金额之外，将实际超短帐汇总。
Every day Cash Office associates will follow up cash long/short. From the total cash long/short amount minus rounding caused by Membership Up-charge,  and collect the actual long/short.


非会员店的现金办直接查询昨日的超短帐数目。
Cash Office checks yesterday cash long/short directly.

Account No.  帐号  912      Advertising      广告费用
       JV - STORE


    N- JV STORE


  CASH OFFICE 


  FINANCE
CASH OFFICE
 H.O/ FIN.

顾客购买SVC卡的赠送卡。
Follow up SVC discount cards.


跟进春节、儿童节、中秋、国庆的彩页。
Follow up tabs of CNY, Children’s Day, MAF and NH.
顾客购买SVC卡的赠送卡。
Follow up SVC discount cards.


跟进春节、儿童节、中秋、国庆的彩页。
Follow up tabs of CNY, Children’s Day, MAF and NH.

Account No.  帐号  921    Miscellaneous Expense           杂项费用
             JV STORE



  N – JV STORE

  CASH OFFICE 


  FINANCE
      CASH OFFICE

遗失顾客存包赔偿金。顾客退货中200%满意。
Compensation given to customers for lost their packages.200% satisfying Return Policy.


停车场管理费用等。
Parking Lot management fee, etc.
全部由店内的现金办跟进。
All followed up by Cash Office.



     

Note : 
When credits are received make sure that the credited amount is added to your Open to Spend. 

信用卡费用也要记入“精打细算，量日而出”程序中去。
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