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How to use this Learners Guide

For this unit we have provided you with the following;

1. Unit Description and Competency Standards

2. The Learners Guide. This contains additional reading with a short précis of accounting practices for you to read as background knowledge. The activities to be completed are listed on the following pages and the assessment tasks are included at the back of the guide.

3. Additional Readings. In addition to the information and activities in this Learners Guide, we are providing you with a textbook “Prepare Budgets and Financial Plans”.  This is a manual of required knowledge and activities.

It is based on the unit “BSBMGT503A” and is an excellent reference source. Not all of it is relevant to the Local Government industry so the following guidelines are issued to help you.

4. Assessment tasks. When working through this unit, it is necessary to complete only the pages identified to be read in the manual and the activities that will be assessed.  In addition, you will need to find your own councils’ relevant documents and supply copies with your portfolio of evidence.  When completing these activities, please use your own council or work area as examples. and see * below and refer to your councils policies and procedures.

1. UNIT DESCRIPTION  LGACOM503B  PREPARE A BUDGET

This unit covers the development and finalisation of a budget. The unit is appropriate for council staff responsible for the preparation of budgets in their capacity as supervisors, departmental managers or project managers. 

Application of the competency 

This unit supports the attainment of skills and knowledge required for competent workplace performance in councils of all sizes. Knowledge of the legislation and regulations within which councils must operate is essential. The unique nature of councils, as a tier of government directed by elected members and reflecting the needs of local communities, must be appropriately reflected. 

Elements of Competency and Performance Criteria

	National Code
	Element Name


	LGACOM503B/01
	Collect and collate relevant data

	 
	·  Data required for budget preparation is identified and accessed. 

·  Previous budgets and the financial implications of council's current activities and plans are analysed and evaluated. 

·  Relevant people are consulted and given the opportunity to contribute to the budget planning process. 

·  Possible changes of circumstance that will impact on the budget are identified. 

·  Any anomalies in the information received are checked with the appropriate person. 


	LGACOM503B/02
	Justify proposals for expenditure

	 
	·  Estimates of costs and benefits are made that are supported by valid and relevant information. 

·  Assessments of alternative courses of action are considered in making the final recommendations. 

·  Appropriate members of staff are encouraged to contribute to the recommendations. 

·  The net benefits likely to be achieved from the expenditure are clearly indicated. 

·  Possible future variations in levels of activity are taken into account. 

·  Recommendations are presented clearly, concisely and in an appropriate format. 

·  Where challenges to the proposal are made, further explanation is given to promote acceptance. 

·  Estimates are compared with actual costs and benefits and used to improve future calculations. 


	LGACOM503B/03
	Seek out alternative or additional financial opportunities

	 
	·  Effective and comprehensive methods for discovering alternative or additional sources of funding or income are employed. 

·  Sources of funding or income are assessed to ensure they comply with council objectives and policies. 

·  Management/council approval for funding submission or income-generating activity is obtained where necessary. 

·  Funding proposals are prepared and submitted. 


	LGACOM503B/04
	Prepare draft budget for comment

	 
	·  The draft budget is prepared to accurately reflect the financial requirements of the department, service or council. 

·  The draft budget is clear and accurate and presented in an appropriate format. 

·  Income and expenditure estimates are clearly identified and are supported by valid, reliable and relevant information. 

·  The draft budget is prepared consistent with council objectives and ensures the efficient and effective operation of council in the short, medium and long term. 

·  The draft budget is completed within required time frame. 

·  The draft budget is circulated to appropriate people for comment. 


	LGACOM503B/05
	Prepare final budget

	 
	·  Comments on draft budget are considered and relevant people are advised of implications. 

·  Required modifications to draft budget are agreed and incorporated. 

·  Proposed budget is completed in required format within required time frame. 

·  Proposed budget is negotiated through appropriate budgetary meeting. 

·  Relevant people are informed of budget requirements in a timely and accurate manner. 


Range Statement

The Range Statement relates to the unit of competency as a whole. It allows for different work environments and situations that will affect performance. 

The following variables may be present with training and assessment depending on the work situation, needs of the trainee, accessibility of the item, and local industry and regional contexts. If bold italicised text is shown in Performance Criteria, details of the text are provided in the Range Statement. 

Budget may include: 

·  departmental budget 

·  budget for a particular service or project 

·  operational income and expenditure 

·  strategic and management plan objectives 

·  cash flow management 

·  asset replacement 

·  asset sales 

·  entrepreneurial ventures and available revenue sources. 

Relevant people may include: 

·  public, when budget is made available for public comment 

·  other council staff. 

Data may include: 

·  previous budget 

·  employee costs 

·  overhead costs 

·  council policy. 

Evidence Guide

The Evidence Guide describes the underpinning knowledge and skills that must be demonstrated to prove competence. It provides essential advice for assessment of the unit of competency and must be read in conjunction with the Performance Criteria, the Range Statement and the Assessment Guidelines of the relevant Training Package. 

Overview of assessment requirements 

A person who demonstrates competency in this unit will be able to perform the outcomes described in the Elements to the required performance level detailed in the Performance Criteria. The knowledge and skill requirements described in the Range Statement must also be demonstrated. For example, knowledge of the legislative framework and safe work practices that underpin the performance of the unit are also required to be demonstrated. 

Critical aspects of evidence to be considered 

This unit requires the preparation of budgets with particular demonstration of: 

·  budget development in accordance with established financial and accounting standards and council policies, procedures and time lines 

·  effective and efficient operations as a result of the budget preparation. 

Method of assessment 

The following assessment methods are suggested: 

·  observation of the learner performing a range of workplace tasks over sufficient time to demonstrate handling of a range of contingencies 

·  written and/or oral questioning to assess knowledge and understanding 

·  completion of workplace documentation 

·  third-party reports from experienced practitioners 

·  completion of self-paced learning materials including personal reflection and feedback from trainer, coach or supervisor. 

Evidence required for demonstration of consistent performance 

Evidence should be gathered over a period of time in a range of actual or simulated management environments. 

Required knowledge: 

·  relevant financial and accounting standards 

·  council policies and procedures 

·  budget processes and procedures 

·  relevant computer software. 

Required skills: 

·  negotiation with internal and external customers 

·  report presentation 

·  financial analysis and research 

·  interpretation 

·  consultation in a culturally diverse workforce. 

Resource implications 

Access to a workplace or simulated case study that provides the following resources: 

relevant financial and accounting standards 

council policies and procedures 

financial data 

relevant computer software.

2.
How to access the information and do the activities in the learners guide
In the learners guide provided to you for this unit, we recommend you read the pages and complete the activities indicated as they will help you complete the unit “LGACOM503B: Prepare a Budget”.

	Page number in manual
	Topic
	Application

	Session 1.
	
	

	F
	Computer experience and expectations
	Read and practise

	G
	Budget experience
	Questionnaire

	4
	Introduction to budgeting
	Read 

	5
	Activity 1
	Do 

	6,7,8,9
	Manager’s tool
	Read 

	10
	Steps in the budgeting process
	Read and

	11
	
	Do 

	
	
	

	Session 2.
	
	

	12
	Strategic planning and budgets
	Read 

	13
	Activities 1 and 2
	Read 

	15
	Policies and procedures
	Read

	
	Activity 5
	Read 

	16
	Programmes
	Read 

	16
	Activity 6
	Do 

	18
	Planning for your workgroup
	

	
	Activity 7
	Do 

	19,20
	
	Read 

	23
	Activity 9
	Do 

	24
	Effectiveness and efficiency
	Read 

	
	
	

	Session 3.
	
	

	26,27
	Budget systems and processes
	Read 

	28
	Activity 1
	Do 

	29
	Responsibility budgeting
	Read  

	30
	
	Do 

	
	
	

	
	
	

	36 
	Types of budgets 
	Read 

	
	Activity 1
	Do 

	37,38,39
	Budget terminology 
	Read 

	40,41
	
	Read 

	45
	Activity 3
	Do 

	46
	Collecting information 
	Read 

	47, 49
	Activity 1,2
	Do 

	53
	Hints for data collecting
	

	
	Activity 3 
	Do 

	54, 55
	Organization chart 
	

	56, 57
	Budgets and tactics
	Read 

	59
	Capital expenditure 
	

	
	Activity 1
	Do 

	1.1.1.1 
	Capital expenditure and decision making
	Read 

	77
	Budget processes
	Read

	80
	Government departments
	Read 

	87
	Salaries and wages
	Read 

	93
	Negotiation of budgets 
	Read 

	95
	Activity 2
	Do 

	97
	Administration 
	Read  

	99
	Activity 3
	Do 


For your assessment please submit the ACTIVITIES:

a) Either write in the spaces provided in the manual and photo copy and send in, or

b) Type out your answers on a separate piece of paper, and number each activity clearly.

Use your own workplace as examples if you can. You may need to ask for assistance from other departments or staff if you are not familiar with all of the processes discussed in the manual “Prepare Budgets and Financial Plans.”

Plus, complete the tasks outlined in Section 4 of this guide “TRAINING and ASSESSMENT ACTIVITIES and QUESTIONS”.

3. ADDITIONAL READINGS

Why it's important to have a budget

General Principles

A budget is a management tool that can help you control your expenses and measure your organisation's performance, but it's only a guideline. If your actual expenses exceed your budget, you have an opportunity to make up the difference by increasing sales or reducing other expenses. 

The bottom line is this: "Business owners or financial officers really need to prepare a budget because if they can't talk those numbers, they can't execute the performance."

Building a financial budget
For many financial controllers, the process of budgeting is limited to figuring out where to get the cash to meet next week’s payroll. There are so many financial fires to put out in a given week that it’s hard to find the time to do any short- or long-range financial planning. But failing to plan financially might mean that you are unknowingly planning to fail. 

Business budgeting is one of the most powerful financial tools available to any small-business owner. Put simply, maintaining a good short- and long-range financial plan enables you to control your cash flow instead of having it control you. 

The most effective financial budget includes both a short-range month-to-month plan for at least a calendar year and a quarter-to-quarter long-range plan you use for financial statement reporting. It should be prepared during the two months preceding the fiscal year-end to allow ample time for sufficient information-gathering. 

The long-range plan should cover a period of at least three years (some go up to five years) on a quarterly basis, or even an annual basis. The long-term budget should be updated when the short-range plan is prepared. 

While some owners prefer to leave the one-year budget unchanged for the year for which it provides projections, others adjust the budget during the year based on certain financial occurrences, such as an unplanned equipment purchase or a larger-than-expected upward sales trend. Using the budget as an ongoing planning tool during a given year certainly is recommended. However, here is a word to the wise: Financial budgeting is vital, but it is important to avoid getting so caught up in the budget process that you forget to keep doing business. 

What Do You Budget?


Many financial budgets provide a plan only for the income statement; however, it is important to budget both the income statement and balance sheet. This enables you to consider potential cash flow needs for your entire operation, not just as they pertain to income and expenses. For instance, if you had already been in business for a couple of years and were adding a new product line, you would need to consider the impact of inventory purchases on cash flow. 

Budgeting the income statement only also doesn’t allow a full analysis of potential capital expenditures on your financial picture. For instance, if you are planning to purchase real estate for your operation, you need to budget the effect the debt service will have on cash flow. In the future, a budget can also help you determine the potential effects of expanding your facilities and the resulting higher rent payments or debt service. 

How Do You Budget?


In the start-up phase, you will have to make reasonable assumptions about your business in establishing your budget. You will need to ask questions such as: 

· How much can be sold in year one? 

· How much will sales grow in the following years? 

· How will the products and/or services you are selling be priced? 

· How much will it cost to produce your product?

· How much inventory will you need? 

· What will your operating expenses be? 

· How many employees will you need? 

· How much will you pay them? 

· How much will you pay yourself? 

· What benefits will you offer? 

· What will your payroll taxes be? 

· What will the income tax rate be? 

· What will your facilities needs be? 

· How much will it cost you in rent or debt service for these facilities? 

· What equipment will be needed to start the business? 

· How much will it cost? 

· Will there be additional equipment needs in subsequent years? 

· What payment terms will you offer customers if you will sell on credit? 

· What payment terms will your suppliers give you? 

· How much will you need to borrow? 

· What will the collateral be? 

· What will the interest rate be? 

As for the actual preparation of the budget, you can create it manually or with the budgeting function that comes with most bookkeeping software packages. You can also purchase separate budgeting software such as Quicken or MYOB. 

Yes, this seems like a lot of information to forecast. But it is not as cumbersome as it looks. The first step is to set up a plan for the following year on a month-to-month basis. Starting with the first month, establish specific budgeted dollar levels for each category of the budget. The sales numbers will be critical since they will be used to compute gross profit margin and will help determine operating expenses, as well as the accounts receivable and inventory levels necessary to support the business. In determining how much of your product or service you can sell, study the market in which you will operate, your competition, potential demand that you might already have seen, and economic conditions. 

For operating expenses, consider items such as advertising, vehicles, depreciation, insurance, etc. Then factor in a tax rate based on actual business tax rates that you can obtain from your accountant. On the balance sheet, break down inventory by category. 

Do this for each month for the first 12 months. Then, prepare the quarter-to-quarter budgets for years two and three. For the first year’s budget, you will want to consider seasonality factors. For example, most retailers experience heavy sales from October to December. If your business will be highly seasonal, you will have wide-ranging changes in cash flow needs. For this reason, you will want to consider seasonality in the budget rather than take your annual projected year-one sales level and divide by 12. 

As for the process, you will need to prepare the income statement budgets first, then balance sheet, then cash flow. You will need to know the net income figure before you can prepare a pro forma balance sheet because the profit number must be plugged into retained earnings. And for the cash flow projection, you will need both income statement and balance sheet numbers. 

No matter whether you will budget manually or using software, it is advisable to seek input from your CPA in preparing your initial budget. His or her role will depend on the internal resources available to you and your background in finance. You may want to hire your CPA to prepare the financial plan for you, or you may simply involve him or her in an advisory role. 

Regardless of the level of involvement, your CPA’s input will prove invaluable in providing an independent review of your short- and long-term financial plan. In future years, your monthly financial statements and accountant-prepared year-end statements will be very useful in preparing a budget

Budget Deviation Analysis


You learned above that a budget depicts what you expect to spend (expenses) and earn (revenue) over a time period. Budget deviation analysis regularly compares what you expected, or planned, to earn and spend with what you actually spent and earned. The budget deviation analysis can help greatly when detecting how well you're tracking your plans, how much to accurately budget in the future, where there may be upcoming problems in spending, etc. A budget deviation analysis report might include columns with titles:

Planned for Month   Actual for Month         Difference               % Deviation

                                                        (Planned minus actual)  (Difference x 100)

What is cash flow and how should we manage it?

"Cash flow" management refers to the need to have cash come in -- flow in -- at the right times, so that it is available to flow out as needed. Everyone knows that if an organisation has more expenses than income, sooner or later it will find itself in trouble. However, even if income matches or exceeds expenses in a given year, the cash from the income may not arrive in time to pay the bills as they come due. A cash shortage can be very disruptive to your ability to carry out your mission. To avoid disruptions of business or to take advantage of temporary cash surpluses, cash flow can and should be projected, monitored, and controlled.

Projecting cash flow

Projections of receipts and expenditures, which comprise cash flow, are typically developed as part of the budget process, so that you can anticipate and develop strategies for funding the shortages or investing the surpluses. 

Cash flow projections follow a format similar to your budget's. For each month, anticipate how much money you will receive and how much you will spend in each category.



To try this for the first time, you must look at your organisation's prior year's accounts as a basis for your cash flow projection for the coming year, adjusting for any anticipated changes that will affect the timing and amount of payments and deposits. These changes might include when your programs are offered, what programs are offered, new funding sources or expiration of previous funding, increases or reductions in interest rates, etc. While your new cash flow projection will largely correspond to your budget, some cash flow may come in from receivable from the prior year, cash may go out for payments made for last year's bills, and some income and expenses for the current year will be delayed until next year and, therefore, would not be included in the current year's cash flow budget.

As the year progresses, cash flow projections can be updated. By comparing budgeted cash flows to actual deposits and expenditures, and understanding the nature of any variances, you can strengthen your ability to accurately anticipate cash flow in the future.



Note: A cash flow budget or projection should not be confused with a financial statement called "Statement of Cash Flows." The statement describes changes in cash from year-to-year due to operating surpluses or deficits, makes adjustments for non-cash items such as depreciation, and shows increases or decreases in accounts payable and accounts receivable. This statement is usually prepared by your auditor along with other financial statements during the audit. 

Useful strategies for adjusting the timing of cash flow

In a simple example, imagine an organisation with no cash in the bank and a balanced budget, with $10,000 in revenue and $10,000 in expenses. If the income is received first, the organisation will be able to spend it down as expenses are incurred. If, however, the expenses come in before the income, the organisation cannot pay its bills until the cash is received. In this case, the organisation has a problem with the timing of cash flow rather than a shortage of revenue or an excess in expenses.



There are common strategies for dealing with the timing of cash flows, whether it is a cash shortage or a cash surplus.

Meeting a Projected Temporary Cash Shortage


In order to meet a projected temporary cash shortage, you may want to consider any of the following strategies:

· Obtain a loan, usually from a bank or an individual such as a board or staff member. 

· Arrange for a line of credit from a bank. 

· Speed up the collection of receivables (money owed to you). 

· Move up the fundraising event or campaign you are planning. 

· Finance the purchase of equipment by leasing it or paying for it over time. 

· Liquidate investments. 

· Delay payments to vendors. This strategy is commonly followed in the corporate sector. Organisations are often reluctant to delay payments for fear of damaging the public trust or disappointing the vendor, who may be another small business person in the neighbourhood. When you must delay payments to vendors, it is often advisable to explain the situation to them carefully, and let them know when they will be paid.

Taking advantage of a projected temporary cash surplus

To take advantage of a projected temporary cash surplus, your organisation may:

· Make short term investments in certificates of deposit, money market funds, or Bonds. 

· Buy supplies on sale that you will use over the course of the year. 


In addition to reviewing your organisation's revenue and expense budget, the board should review the organisation's cash flow budget. The review should also include any measures related to managing cash flow which involve commitments on the part of your organisation such as loans or revised terms with vendors.

EXAMPLE ; The Helpful Organisation: Sample cash flow budget

	 
	Total Budget 
	January 
	February 
	March 
	April 
	May 
	June 

	EXPECTED REVENUES 
	 
	 
	 
	 
	 
	 
	 

	Gvmt Grants 
	$35,000 
	 
	 
	 
	12,000 
	4,000 
	16,000 

	Foundation Grants 
	50,000 
	 
	5,000 
	 
	7,500 
	15,000 
	 

	Individuals 
	12,000 
	 
	 
	1,500 
	 
	 
	30,000 

	Fees for Service 
	55,000 
	3,000 
	4,500 
	4,500 
	5,000 
	5,000 
	3,000 

	 
	 
	 
	 
	 
	 
	 
	 

	Total Revenue 
	152,000 
	3,000 
	9,500 
	6,000 
	24,500 
	24,000 
	49,000 

	 
	 
	 
	 
	 
	 
	 
	 

	EXPECTED REVENUES 
	 
	 
	 
	 
	 
	 
	 

	Salaries & Fringe Benefits 
	 
	 
	 
	 
	 
	 
	 

	Executive Director 
	38,000 
	3,167 
	3,167 
	3,167 
	3,167 
	3,167 
	3,167 

	Program Directors 
	50,000 
	4,167 
	4,167 
	4,167 
	4,167 
	4,167 
	4,167 

	Secretary 
	27,000 
	2,250 
	2,250 
	2,250 
	2,250 
	2,250 
	2,250 

	Rent 
	12,000 
	1,000 
	1,000 
	1,000 
	1,000 
	1,000 
	1,000 

	Supplies 
	11,000 
	5,000 
	 
	 
	 
	 
	6,000 

	Telephone 
	3,300 
	300 
	250 
	300 
	500 
	350 
	250 

	Postage 
	2,500 
	150 
	150 
	150 
	1,500 
	150 
	150 

	Copying 
	2,950 
	100 
	100 
	100 
	1,000 
	100 
	100 

	 
	 
	 
	 
	 
	 
	 
	 

	Total Expenses 
	146,750 
	16,134 
	11,084 
	11,134 
	13,584 
	11,184 
	17,084 

	 
	 
	 
	 
	 
	 
	 
	 

	NET INCOME <LOSS> 
	5,250 
	<13,134> 
	<1,584> 
	<5,134> 
	10,916 
	12,816 
	31,916 

	 
	 
	 
	 
	 
	 
	 
	 

	Cash on Hand - Beginning 
	2,648 
	2,648 
	<10,486> 
	<12,070> 
	<17,204> 
	<6,288> 
	6,528 

	 
	 
	 
	 
	 
	 
	 
	 

	Ending Cash Available(Before Loan Activity) 
	7,898 
	<10,486> 
	<12,070> 
	<17,204> 
	<6,288> 
	6,528 
	38,444 

	 
	 
	 
	 
	 
	 
	 
	 

	Loan <Loan Payback> 
	0 
	12,000 
	0 
	6,000 
	<10,000> 
	<8,000> 
	0 

	 
	 
	 
	 
	 
	 
	 
	 

	Cash After Loan Activity 
	7,898 
	1,514 
	<70> 
	796 
	1,712 
	6,528 
	38,444 


The accounting procedures manual

The policies and procedures for handling financial transactions are best recorded in an Accounting Procedures Manual, describing the administrative tasks and who is responsible for each. The manual does not have to be a formal document, but rather a simple description of how functions such as paying bills, depositing cash, and transferring money between funds are handled. As you start to document these procedures, even in simple memo form, the memos themselves can be kept together to form a very basic Accounting Procedures Manual. Writing or revising an Accounting Procedures Manual is a good opportunity to see whether adequate controls are in place. In addition, having such a manual facilitates smooth turnover in financial staff.

Maintaining effective controls

The executive director is commonly responsible for overseeing the day-to-day implementation of these policies and procedures. Due to the number of detailed requirements involved if your organisation receives government funding, there should be one person in the organisation (possibly the grant administrator) with the responsibility of understanding and monitoring those specific regulations and compliance factors.



The auditor's management letter is an important indicator of the adequacy of your internal accounting control structure, and the degree to which it is maintained. The management letter, which accompanies the audit and is typically addressed to the board as trustees for the organisation, cites significant weaknesses in the system or its execution. By reviewing the management letter with the executive director, asking for responses to each internal control lapse or recommendation, and comparing management letters from year to year, the board has a useful mechanism for monitoring its financial safeguards and adherence to financial policies.


As your organisation changes and matures, and your funding and programs change, you will need to periodically review the internal accounting control system which you have established and modify it to include new circumstances (bigger staff, more restricted funding, etc.) and regulations (such as receiving federal awards with increased compliance demands.)

Annual reports 

There are a number of reports that can be generated or accessed. 

Some of these are:

· Annual Federal forms, State Reports - has the organisation fulfilled its reporting responsibilities to federal and state governments? 

· Draft financial statements for year: Statement of Activities; Statement of Position; Income Statement for each program. Aggregated financial statements with narrative showing key trends

· Focus: Internal management decision-making. What was our financial performance over the past year? In what ways and for what reasons was performance different from the budget? What financial implications must be taken into account when planning the upcoming year? 

· Audited financial statements for the entire organisation, including Statement of Position, Statement of Activities, Statement of Cash Flows, Statement of Functional Expenses focus: External accountability and financial disclosure to funders and the public 

· Management letter from the auditor - What recommendations has the auditor made related to the accounting system, internal controls, and financial planning?

 

Who prepares these reports and who should review them? 

In a small organisation the board treasurer or outside accountant/bookkeeper might prepare the financial information for all in-house financial statements, and work with the executive director to prepare the narrative with financial highlights to be presented to the board. A controller or finance director would prepare these reports in a larger organisation. The program director, if you have one, would ordinarily prepare the quarterly fee-for-service report. Similarly, the director of development would prepare the quarterly fundraising report.



The executive director reviews all reports prior to presenting them to board members to ensure that the financial information makes sense and can be translated into issues and opportunities facing the organisation. In addition, key staff members such as program directors and the director of development should have the opportunity to review income and expense reports for the whole organisation.


When the board is large enough to include a finance committee, that committee reviews all financial statements and reports on financial activity to the full board. In a smaller organisation, the executive director might report first to the board treasurer, who can then keep the full board appraised of the organisations financial status. 

The finance committee will often review the numbers in greater detail than the full board. The full board may be better able to respond to aggregated information with important financial trends and issues highlighted in an accompanying narrative report. While each board member should have the opportunity to review organisation-wide income and expense reports to understand the impact their department's activities have on the whole organisation, members who are inexperienced at reading financial statements may get lost in overly detailed statements. To help the board fulfil its oversight function, it is important for the executive director and the finance committee to present the information in as clear and concise a manner as possible.



The audit and management letter are addressed directly to the board of directors because of its oversight function. Typically, the auditor works with the finance staff to prepare federal and state reports and may be included at board meetings during which presentations are given.

5. TRAINING and ASSESSMENT ACTIVITIES and QUESTIONS

For this unit you will be required to demonstrate competence on the job, in practical demonstration, observation, question /answer and role-play situations, incorporating verbal questions and written work, including completing workplace forms, either to the RTO Trainer or Supervisor, under the guidance of the RTO Trainer.
Element of competency: 

1. Collect and collate relevant data

2. Justify proposal for expenditure

3. Seek out alternative or additional funding opportunities

4. Prepare draft for comment

5. Prepare final budget

Assessment tasks
Task 1

Your task for this assessment is to consult with your work team or group and prepare a written and detailed budget for the next 12 month period. You will be required to detail how you:

· Collected data and analysed strategic and operational plans 

· Developed proposals relevant to your workplace and area of responsibility for allocation of funds, income and expenditure 

· Justified your proposals for expenditure and built agreement for your budget from stakeholders

Your workplace assessor and Local Government Training Institute will require copies of these reports.

Assessment 2 - Oral questioning
	Trainee name:
	

	Name of Workplace:
	

	RTO Trainer name:
	

	Unit/s of competency:
	LGACOM503B

	Unit Name:
	PREPARE A BUDGET

	Date of training/ assessment visit:
	

	Instructions:     In addition to written answers provided above, the trainee is required to provide verbal answers to the following questions that will be asked by the RTO Trainer.  Read the questions prior to the Trainer’s visit, and be prepared to answer them, obtaining help where necessary.

	Did the trainee satisfactorily answer the following questions:
	Yes
	No

	1. Why is it important to have a budget?
	(
	(

	2. What funding opportunities do you take advantage of?
	(
	(

	3. What legislation and regulations must you comply to in your work area/ budget
	(
	(

	4. What is ‘cash flow’ management?
	(
	(

	5. What proposals may you be required to develop?
	(
	(

	6. What are the reporting guidelines for your organisation?
	(
	(

	The trainee’s underpinning knowledge was:

Satisfactory   (



Not Satisfactory (

	Notes/comments :

Question 1:

Question 2:

Question 3:

Question 4:

Question 5:

Question 6:



	RTO Trainer signature:
	

	Trainee signature:
	

	Date of assessment:
	


Assessment Task 3 - Skills observation checklist

	Trainee name:
	

	Name of workplace:
	

	RTO Trainer name:
	

	Unit/s of competency:
	LGACOM503B

	Unit Name:
	PREPARE A BUDGET

	Date of training/ assessment visit:
	

	During the demonstration of skills, did the trainee:
	Yes
	No
	N/A

	Strategic opportunities were expressed in terms of tactical and operational objectives 
	(
	(
	(

	Tactical and operational objectives were converted into special projects or work programs 
	(
	(
	(

	Financial trends were analysed and interpreted in the context of the organisational strategic objectives 
	(
	(
	(

	Financial planning objectives, process timeframes and resources were clearly identified 
	(
	(
	(

	Individuals and groups were given responsibility for the development of specific budgets and plans 
	(
	(
	(

	Consultation occurred with all relevant groups and individuals throughout the organisation 
	(
	(
	(

	Proposals were developed taking account of past experience, present trends and future expectations 
	(
	(
	(

	Outcomes of proposals were clearly linked to organisational strategic objectives 
	(
	(
	(

	Realistic cost benefit and risk analyses/management plans were incorporated into all proposals 
	(
	(
	(

	Organisational investment target rates were met for capital expenditure proposals 
	(
	(
	(

	Performance measures and tactics for monitoring and control processes were identified for each proposal/action 
	(
	(
	(

	Proposals complied with the organisation's values, policies, Code of Conduct, legal and ethical obligations 
	(
	(
	(

	Proposals were developed within the agreed timeframes 
	(
	(
	(

	Negotiation was undertaken with relevant groups and individuals in ways that build commitment to the plans 
	(
	(
	(

	Links to the achievement of organisational strategic objectives were identified and agreed 
	(
	(
	(

	Outcomes were confirmed in terms of clear, concise objectives and timeframes 
	(
	(
	(

	Negotiations led to a clear agreement of those matters to be incorporated into budgets and plans 
	(
	(
	(

	Budgets and plans incorporated the outcomes of negotiations and met organisation's approval processes 
	(
	(
	(

	Delegations, accountabilities and responsibilities were agreed and confirmed in writing 
	(
	(
	(

	Final budget and plans were clearly documented and a communication plan developed 
	(
	(
	(

	The trainee’s performance was:
	Not Satisfactory
(
	Satisfactory
(

	Feedback to trainee:



	Trainee signature:
	

	RTO Trainer signature:
	


I confirm competence for this unit LGACOM503B  
_________________








            (Manager signature)









_________________









            (Date)

Participant survey of materials

Unit code: LGACOM503B 
         Unit name: Prepare a budget
Date……..…………… 
Instructions:

Please complete the questionnaire by circling the one number that best describes your answer to each question. Please read each question carefully. For mailed surveys, place the completed questionnaire in the enclosed reply paid envelope and post it back within seven days

Q1.
Thinking in general about the material you were given for this unit, how would you rate it overall?

Circle only one answer
Poor ………………………………………………………………………….…...
1

Fair ………………………………………………………………………………..
2

Good …………………………………………………………………………..….
3

Very Good ………………………………………………………………………..
4

Excellent ...………………………………………………………………………..
5

Don’t know ……………………………………………………...…………...…..
6

Q2.
How strongly do you agree or disagree with the following statements about the unit material?

Circle one answer only for each statement

	
	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree
	Don’t know / NA

	a. The layout of the reading material made it easy to use/read
	1
	2
	3
	4
	5
	6

	b. The layout of the assessment material made it easy to use/read
	1
	2
	3
	4
	5
	6

	c. The font size of the material was large enough
	1
	2
	3
	4
	5
	6

	d. The reading material assisted me to complete the assessment
	1
	2
	3
	4
	5
	6

	e. The material was easy to understand
	1
	2
	3
	4
	5
	6

	f.  The graphics/pictures were useful
	1
	2
	3
	4
	5
	6

	g. The graphics/pictures were sufficient in number
	1
	2
	3
	4
	5
	6

	h. The graphics/pictures were legible
	1
	2
	3
	4
	5
	6

	i.  The materials was free from typing errors
	1
	2
	3
	4
	5
	6

	j.  The material was relevant to my job/workplace
	1
	2
	3
	4
	5
	6
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