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Letter of Introduction
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	Professional Training


MSI Workforce Inc., of Houston, provides medical  staffing and client training specializing in the medical industries.

Corporate Philosophy

Low quality is unaffordable. Quality is nothing less than total cutomer satisfaction.
MSI Corporate Philosophy

MSI operational definition of quality is nothing less than total customers satisfaction. MSI achieves this by meeting or exceeding our customers expectations. Quality itself is not a fixed objective. Rather it is a continuously evolving target. Continuous improvements are essential where previous quality levels are used as the basis for future improvements.

MSI Corporate Goal

Creating synergy where people work together more effectively than they do alone.

Leadership
Effective leadership is extremely important to the success of  MSI. Leadership is a dynamic state.

Flexibility, MSI believes that not only the environment of business extremely dynamic, but the workplace itself consists of great cultural diversity which requires constant modification of the organizational culture.

Communication

Understanding the process and transferring of information is a central management function. The ability to interface with others in the organiztion and business environment requires excellent communication skills.

Human Resource Management

MSI consists of People. Providing people an opportunity for a better QUALITY WORK LIFE. MSI can achieve this by providing WorkForce Training Centers to help people make better choices.  MSI plans to have culturally sensitive Work Associate that will be empathetic to fears that people have to starting a plan to wards their goal of self fulfillment of better opportunities for their carreer. 

Service Leadership

“The critical role is managing MSI” said Victoria. Providing superb service to clients who are so impressed with the quality of service that MSI delivers, and then clients recommended MSI to others.

Personal Development

MSI is depenent on continuously improving work methods where our employees and clients have unlimited opportunities to express their points of views.

Job Enrichment

Job enrichment is where MSI employee’s controls the type of work, work methods, and the degree of freedom or autonomy he or she has in making decisions regarding their work issues.

Business Profile
(Where MSI Workforce is currently)

	WORKFORCE STAFFING - Medical
	
	          
	
	
	 

	Divisions profit which equals a divisions revenue less direct and indirect costs. This is the method of evaluation to determine divisonal earnings. This divisional profit concept allows for decentralization, as each division is treated as a separate business entity with responsibilty for making its own profit.
	

	
	
	
	
	
	
	
	

	WSC
	
	WSC
	WSC
	WSC
	WSC
	DPC
	DPC

	
	
	
	
	
	
	
	

	Nursing
	
	Respiratory
	Radiologists
	Rehabilitation
	Financial Med
	IT
	Legal Assistants

	RN,LVN
	
	RT's
	
	
	
	
	

	Certified Nurse Aide
	EEG Tech
	us tech
	OT
	coders
	
	Nurse consultants

	Psych Tech
	
	Telemetry Tech
	vasc.tech
	COTA
	billers
	
	secretary

	
	
	ER Techs
	rad tech
	PT
	clerks
	
	legal assistants

	Nurse Practioners
	Ambulance
	
	LPTA
	
	
	attorney

	Case Managers RN's
	
	
	ST
	
	
	

	
	
	
	
	Dietician
	
	
	

	
	
	
	
	
	
	
	

	EXECUTIVE MANAGEMENT [EM] = 40,000 base.
	
	
	
	

	Goals include profitability , high market share, service leadership, personel deveopment, productivity and employee satisfaction.

	PI 
	
	business development
	
	
	
	

	employee evals
	MSI employee evals
	
	
	
	

	sales
	
	Start Ups  New Sites
	
	
	
	

	
	
	
	
	
	
	
	

	CRITERIA USED FOR MEAURING PERFORMANCE
	
	
	
	

	Budgeted vs. actual costs
	
	
	
	
	

	Profitability
	
	
	
	
	
	
	

	Return of Investment
	
	
	
	
	
	

	Residual Income
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	triple base salary 
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Executive Recruiter
	[ER]
	25,000 base
	minimum hours must book
	
	

	staff employees
	
	
	
	
	
	

	maintain  HR files
	
	
	
	
	
	

	review  & enter time cards
	
	
	
	
	

	client contact
	
	
	
	
	
	

	employee evals to clients
	
	
	
	
	

	
	
	
	
	
	
	
	

	ACCOUNTING ASSISTANT
	
	
	
	
	

	
	
	
	
	
	
	
	

	MANAGERAIAL ACCOUNTANT
	
	
	
	
	

	Determine the profit for each division.
	
	
	
	
	

	Measure Return on Investment = Net income divided by total assests by assigning revenue, expenses, and assests including direct and indirect , for each division. Those belonging to the corporation are allocated to each division by a predetermined basis. In using ROI, we will value total assests at repalcement costs or CPI ajusted value.
	

	

	Evaluate administrative functions by preparing performance reports. Look at dollar indiactors as EM salaries, and service deaprtments, as well as no dollar measures such as number of files handled, phone calls taken, invoices processed. 
	

	

	Certain Corporate costs are not allocated to any division such as interest expense on corporate debt and the president's salary.
	

	
	
	
	
	
	
	
	

	Appraisal  Performance of Managers and Programs.
	
	
	
	

	comparison of
	
	
	
	
	
	

	budgeted and actual revenue
	
	
	
	
	

	cost 
	
	
	
	
	
	
	

	time
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	zero base budgeting = ZBB
	
	
	
	
	

	Each year expected  expendiure must be justified.
	
	
	
	

	Existing and new programs must have value and contribute to overall objectives of the firm.
	
	

	Each project is reexamined at the beginning of the period.
	
	
	

	If project does not meet established criteria,it is dropped.
	
	
	
	

	
	
	
	
	
	
	
	

	BUDGETS
	
	
	
	
	
	
	

	Production
	Number of hours staffed and their cost for a given period.
	
	
	

	Cash
	Prepare a cash budget, start with beginning cash, add cash receipts, and subtract cash payments to arrive at ending cash. Cash recipts includes anything that yields cash, like borrowing money or selling assests. Cash payments consists of cash disbursements, like buying assests or paying off debt. Depreciation is not a cash payment.
	

	
	
	
	
	
	
	
	

	SALES BUDGET
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	COSTS BUDGET
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	PROFIT BUDGET
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	PURCHASE BUDGET
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	FORECASTED FINANCIAL STATEMENTS
	
	
	
	

	
	
	
	
	
	
	
	

	Steps for financial managers using ZBB
	
	
	
	

	Apparise the activity of a division, department, or operation.
	
	
	

	Analyze each activity from a cost benefit perspective
	
	
	
	

	Formulate a decision package that accomplishes the specified goal.
	
	
	

	Rank the decision packages in order of priority.
	
	
	
	

	Assign limited funds to competing activities on the basis of merit.
	
	
	

	
	
	
	
	
	
	
	

	Decision package is to include:
	
	
	
	
	

	Describe the activity to be performed and consists in various ways in time and money to meet the objective.
	

	A manger indicates a recommende path as well as alternative possibilities.
	
	
	

	Upper management decides which path to fund, assuming MSI accepts he activity.
	
	

	
	
	
	
	
	
	
	

	Decision package may be:
	
	
	
	
	

	Rejected
	
	
	
	
	
	
	

	Accepted at a minimal funding level plus an increment
	
	
	
	

	Approved at the requested funding level.
	
	
	
	
	

	
	
	
	
	
	
	
	

	Highlighting problem areas with variance analysis.
	
	
	
	

	controls costs, "red flag" present and prospective problems =mangement by exception principle
	

	identify responsibility so I know who to call on the carpet.
	
	
	
	

	formulate corporate objectives
	
	
	
	
	

	aid in decision making
	
	
	
	
	
	

	provides a vehicle for better communication within the organization
	
	
	

	
	
	
	
	
	
	
	

	Varince Percentages not exeeding 5% need not be investigated further unless they occur 
	

	consistently = every week , and show a potential problem
	
	
	

	Compute these 3 measures
	
	
	
	
	

	1- actual costs =actual price time actual quantity, where actual quantity -= actual quantity per unit of work timesactual units of work produced.
	

	2- standard costs = as above.
	
	
	
	
	

	3-control variance = actual costs minus standard costs.
	
	
	
	

	
	
	
	
	
	
	
	

	CONTROL VARIANCE= 
	
	
	
	
	

	1 - Price (rate,cost) Variance, standard price versus actual price x actual quantity.
	
	

	2 - Quantity (usage & effeciency ) variance[standard quantity versus actual quantity x standard price.
	

	
	
	
	
	
	
	
	

	Performance Reports = Focus on the difference between budgeted and actual figures.
	

	Production: Cost, Quantity, & Quality = gauge the foremen's performance.
	

	Sales and Market Share = to evaluate marketing mgrs.
	

	Profit = to appraise overall operations.
	

	ROI = to  evaluate asset utilization
	

	
	
	
	
	
	
	
	

	BUDGET= Quantifies the Firms goals in terms of specific financial and operating objectives.
	

	1- Establish Goals
	
	
	
	
	
	

	2-Develop Strategies
	
	
	
	
	
	

	3-Formulate Plans of Action
	
	
	
	
	

	4- Evaluate the market
	
	
	
	
	
	

	5- Look at economic and political conditions
	
	
	
	

	Analyze competition
	
	
	
	
	
	

	Identify the life cycle of the prduct/service.
	
	
	
	

	
	
	
	
	
	
	
	

	Best expected = 100%
	
	
	
	
	

	Pessimistic= 80%
	
	
	
	
	
	

	Optimistic=110%
	
	
	
	
	
	

	Full capacity level =150%
	
	
	
	
	

	
	
	
	
	
	
	
	


Marketing Profile and Plan
Marketing Plan
(How does MSI Workforce plan to announce to the world its services)

Financial
1. Accountant’s Compilation Report 

Perid Ending December 31, 2001

a. Accountant’s Report

b. Balance Sheet – Cash Basis

c. Statement Of Retained Earnings – Cash Basis, Owner’s Equity

d. Statement Of Revenues and Expenses – Cash Basis

2.
 2000 Year End Report - Profit and Loss

3. 1999 Year End Report - Profit and Loss

4.
 Income/Expense Projections - 2002

6.
 Fixed Asset/Liabiliy List - 2002

Personal Resume
Victoria Minjares – (President of MSI Workforce, Inc.)

1925 Richmond, Suite A

Houston, Texas 77098

713-526-7080

ATTACHMENT “A”

