Paper-Related Cost Calculator – How Much is Paper Costing Your Business?

1.  Key Personnel Time:
 How many Key Personnel hours are spent managing paper?

#____________(hrs./month)  X  $____________(hourly rate)       =         $____________(monthly cost)

2.  Staff Time:
How many staff hours are spent managing paper?

#____________(hrs./month)  X  $____________(hourly rate)       =         $____________(monthly cost)

3.  Off-Site Storage:

How much do you spend for off-site storage?

                                    (mini-storage or document storage firm)      =         $____________(monthly cost)                                      

4.  On-Site Storage:

How much do you spend for on-site storage?

#____________(square ft.)  X  $_____________($ per square ft.)  =        $____________(monthly cost)

5.  Misc. Office Expenses:
How much do you spend on paper, toner, supplies, telephone/fax, etc…?









          $____________(monthly cost)






        Monthly Total:            $____________(monthly cost)










_________________________________________________________________________

                                               Annual Total (12 X Monthly Total):           $____________(annual cost)










_______________________________________________________________________

Example:










Monthly
       Annually
Key Personnel Time:  (1 hr./week @ $125/hr. paper-related time)

$     500                     $  6,000

Staff Time:  (1 hr./day @ $10/hr. paper-related time)


             $     200
                     $  2,400

Off-Site Storage:  (10 X 20 ft. storage unit)



             $     200
                     $  2,400

On-Site Storage:  (50 square ft. @ $2/square ft.)



             $     100
                     $  1,200

Misc. Office Expenses:






             $     100
                     $  1,200
Total Paper-Related Costs:





             $  1,100                     $13,200

What will it cost you to retain these records once you close your business ?  How long will you need to maintain these documents in your retirement?





     

