
Key Metrics Tracking Spreadsheet Checklist
A Key Metrics Tracking Spreadsheet is an essential tool for monitoring, analyzing, and
optimizing the performance of a business. Below is a comprehensive checklist for setting up a
detailed and effective spreadsheet tailored to track critical metrics.

#1. General Setup

● Spreadsheet Format:
○ Use clear headings and organized tabs for different areas (e.g., Marketing, Sales,

Finance, Operations).
○ Ensure consistent formatting for dates, numbers, and percentages.

● Tools:
○ Choose between Excel, Google Sheets, or dedicated data visualization tools like

Tableau for integrations.
● Automation:

○ Connect APIs for real-time data updates when possible (e.g., Google Analytics,
CRM tools).

#2. Business Overview Metrics

● KPIs:
○ Total Revenue
○ Gross Profit Margin
○ Net Profit Margin
○ Operating Expenses
○ Customer Lifetime Value (CLV)
○ Customer Acquisition Cost (CAC)

● Timeframes:
○ Daily
○ Weekly
○ Monthly
○ Quarterly
○ Year-to-date (YTD)

#3. Marketing Metrics



● Traffic and Engagement:
○ Website Visits
○ Unique Visitors
○ Bounce Rate
○ Average Session Duration

● Lead Generation:
○ Conversion Rate
○ Cost Per Lead (CPL)
○ Marketing Qualified Leads (MQLs)

● Campaign Performance:
○ Return on Advertising Spend (ROAS)
○ Impressions
○ Click-through Rate (CTR)
○ Cost Per Click (CPC)
○ Email Open and Click Rates

#4. Sales Metrics

● Pipeline Metrics:
○ Total Leads
○ Leads Converted to Sales
○ Average Deal Size

● Sales Performance:
○ Revenue Growth Rate
○ Sales Cycle Length
○ Monthly Recurring Revenue (MRR) or Annual Recurring Revenue (ARR)

● Customer Metrics:
○ Retention Rate
○ Churn Rate
○ Upsell and Cross-Sell Revenue

#5. Product/Service Metrics

● Usage:
○ Active Users (daily, weekly, monthly)
○ Product Adoption Rate
○ Feature Engagement Metrics

● Satisfaction:
○ Net Promoter Score (NPS)
○ Customer Satisfaction Score (CSAT)



○ Support Ticket Resolution Time

#6. Financial Metrics

● Revenue:
○ Total Revenue
○ Revenue Growth Rate
○ Recurring vs. One-Time Revenue

● Expenses:
○ Fixed Costs
○ Variable Costs
○ Total Operating Costs

● Profitability:
○ Gross Profit
○ Net Profit
○ EBITDA (Earnings Before Interest, Taxes, Depreciation, and Amortization)

#7. Operational Metrics

● Efficiency:
○ Cost of Goods Sold (COGS)
○ Inventory Turnover Rate
○ Time to Market for New Products

● Process Improvement:
○ Cycle Time for Deliverables
○ Employee Productivity Metrics
○ Downtime or Errors in Production

#8. Custom Metrics

● Industry-Specific Metrics:
○ Example for SaaS: Monthly Active Users (MAU), CAC Payback Period
○ Example for eCommerce: Cart Abandonment Rate, Average Order Value (AOV)

● Startup-Specific:
○ Burn Rate
○ Runway (Months of Operating Funds Remaining)



#9. Design Considerations

● Visualization:
○ Use conditional formatting to highlight key trends or issues.
○ Include charts for visual summaries (e.g., line graphs for trends, pie charts for

distribution).
● Ease of Use:

○ Add dropdown menus for easy filtering (e.g., by timeframe or department).
○ Include summary dashboards for high-level insights.

#10. Quality Assurance

● Data Accuracy:
○ Schedule periodic reviews to check for errors or outdated formulas.
○ Verify data sources for integrity.

● Documentation:
○ Maintain a legend for metrics definitions.
○ Document data sources and update schedules.

By following this checklist, you’ll have a well-structured Key Metrics Tracking Spreadsheet
that allows for effective monitoring and decision-making across all facets of your business.


