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Section 1 
Preparing for delivery


[bookmark: _Toc24554054]Section 1 Preparing for delivery
[bookmark: _Toc24554055]About this guide
In this guide, you will find information you will need in order to prepare for and deliver this unit to your learners.
[bookmark: _Toc24554056]About this unit
This unit describes the skills and knowledge required to prepare and document operational budgets for a variety of organisations.
After the successful completion of this unit, the students will be expected to be able to use the specialised knowledge and skills gained to undertake the preparation of budget documents for a business or organisation
This guide describes the delivery strategy for the following unit:
· FNSACC412 Prepare operational budgets
[bookmark: _Toc24554057]Context
This facilitator guide is designed for use by TAFE trainers when delivering a face to face class in a campus environment. 


	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is delivered as part of the Certificate IV Accounting and bookkeeping course, FNS40217. The students may be:
· Trainees.
· Recent school leavers.
· Retrenched workers who are looking at re-skilling or re-training.
· Those who have been out of the workforce for a period of time and are looking to re—enter the workforce.
· Existing workers who are looking to upgrade their skills and knowledge

	Contextualisation
	This unit has been contextualised for the Certificate IV Accounting and Bookkeeping course. The learning program and teaching resources have been developed for use with a typical learner cohort found in a TAFE NSW course. For details of a typical learner cohort see above.

	Delivery mode / location
	Classroom based, face to face delivery.

	Delivery timeline
	The volume of learning for this unit is 40 hours. Approximately 4 hours of this is for unstructured learning, the remaining 36 hours is for assessment and structured delivery.
This facilitator guide assumes 1 delivery session per week for   9 weeks. Each delivery session is for 4 hours of structured learning and assessment.
Depending upon local circumstances this delivery pattern can be adjusted to meet local needs.

	Assessment strategy
	The assessments in this unit are a combination of written and skill based assessments. The types of assessments the students will be completing are:
Skills assessment consisting of:
Part 1: Five Practical Tasks (some requiring Microsoft Excel).
Part 2 and Part 3: Two Role-Plays and observation checklists.
Knowledge assessment consisting of three tasks.
Both assessments are take-home assessments. Students will be required to have access to a computer with Microsoft Excel software and a printer.
The Role Plays will be conducted in class and will be no longer than 10 minutes each.
For additional details of assessment, refer to the unit assessment guide found on the learning bank.
https://share.tafensw.edu.au/share/access/searching.do


	Start date
	Enter the start date for this cohorts’ delivery. E.g: 9th July 2018, continuous ongoing enrolments.





[bookmark: _Toc24554058]Resources required
The table below summarises the resources required for successful delivery of this unit.
	Resources required 
	Resource outline

	The facilitator will need to provide:
	Materials
· PowerPoint® Slides
· Student Workbooks
· Other hand outs
· Evaluation Form
· Extra Pens and Pencils
· Unit Assessment guide
Equipment
1. Data projector / smart board
2. VC or Internet access for Skype, where required
3. PC access
4. Microsoft excel software

	TAFE will provide the student with:
	· Student  portal login details / Skype access
· Student workbook FNSACC412_SW_1of1.docx and FNSACC412_SW_1of1_SR1.xlsx
· TAFE Digital Campus / Adobe Connect Room

	Facilitators will require:
	· Student workbook FNSACC412_SW_1of1.docx
· Template FNSACC412_SW_1of1_SR1.xlsx
· Marking guide FNSACC412_SW_MG_1of1.xlsx for the answers to SW activities.

	The student will need to provide:
	· Basic stationery – pens, pencils, ruler, note paper, folder
· Calculator





[bookmark: _Toc24554059]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
[bookmark: _Toc24554060]All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom/ worksite/ location
	1. How do students contact you?
2. Become familiar with the unit delivery structure, resources and activities.
3. Ensure you are familiar with the assessment requirements.
4. Learning resources such as text books and student workbooks are available.
5. Assessment documents are available for the students.

	During delivery
	6. Assessment documentation has been received by the students.
7. The students have signed that they have received the assessment documentation.
8. The delivery is keeping up with the delivery schedule.
9. All students are aware of assessment deadlines and are making progress on their assessments.

	Post student completion
	10. All assessments have been submitted.
11. Assessments have been marked and returned to the students.
12. Sufficient feedback has been provided to the students.
13. Students are given the opportunity to provide feedback.
14. The SURS has been given to the student and been signed by the student, a copy is kept on file.






Section 2
Unit delivery strategy


[bookmark: _Toc24554061]Section 2 Unit delivery strategy
[bookmark: _Toc15050437][bookmark: _Toc24554062]How to use this section

The unit delivery schedule below is a brief outline of the delivery plan for FNSACC412.
The delivery of this unit is assumed to be:
· Classroom and campus based
· Delivery is over 9 weeks, with one 4 hour class per week
· Delivery requires the students to have access to a PC with the Microsoft excel software loaded up on the PC
· The following schedule is a guide only, it can be modified to meet local requirements. This might mean that the number of weeks is reduced and the class hours increased.
Section 2 of this guide is called Session Plans. This section provides more detail of how and what is to be delivered over the 9 weeks of the course.


[bookmark: _Toc24554063]Unit delivery schedule
Below is a summary for the schedule for sessions delivered in this unit.
	Session / week
	
	Session Content 
	Outcomes 

	1




	Introduction
	Welcome
Getting started 
Orientation  
Introduction and definition of budgets
Goals of budgeting
	Student have an understanding of and participation in:
· Student welcome
· Overview of unit 
· General housekeeping
· Basic understanding of budgets and what they are used for.


	2
	Overview of budgeting and forecasting
	Budgeting forecasting
Policies & procedures
Advantages and disadvantages of budgeting.
	Student have an understanding of:
How budgets are forecast
How business and organisations develop and use policies and procedures to facilitate the budget creation process.
What are the advantages and disadvantages of budgeting


	3
	Sales budgets and cost of goods sold budgets
	Fee and sales budgets
Forecasting techniques & methods for revenue budgets
	Students will be able to:
Prepare forecasts and predictions of a range of revenue variables using a range of forecasting techniques
· Prepare a sales or revenue budget

	3
	Skills assessment 1of2
	Hand out skills assessment 1of2
	

	4
	Production & purchase budgets
Budgeted income statements
	Purchase budgets
COGS
Operating expense budgets
Budgeted income statements
	Students will be able to:
Develop and present a range of operational budgets such as:
 production budgets
cost of goods sold
purchasing budgets 
budgeted income statements

	5
	Cash budgets
	Cash collections budget
Cash payments budget
Cash budget
	Students will be able to:
identify the components of a cash budget
be able to develop cash receipts and cash payments schedules
compile a cash budget


	5
	Knowledge assessment 2of2
	Hand out knowledge assessment 2of2
	

	6
	Cash budgets & breakeven analysis
	Using the cash budget
Breakeven analysis
Fixed & variance costs
Contribution margin
	Students will be able to:
compile a cash budget
understand how breakeven analysis works
prepare a breakeven analysis

	7
	Variance reports and budget performance indicators
	Calculation of variances
Favourable / unfavourable

	Students will be able to:
set out a budget performance report
calculate variances
analyse variance reports to identify patterns and potential problems

	7
	Skills assessment 1of2
	Skills assessment 1of2, due to be handed in.
	

	8
	Variance reports and budget performance indicators
	Performance reports
Benchmarking
Using the performance report
	Students will be able to:
set out a budget performance report
calculate variances
analyse variance reports to identify patterns and potential problems

	9
	Revision and finalise assessments
	Complete role play for skills assessment 1.
Complete any other outstanding assessment tasks.
Review unit content where students are having difficulties.

	Students will finalise all assessments
Student will be able to clarify any misunderstandings around the content of the unit.

	9
	
	Assessment:
Role play skills assessment 1of2 part B
Hand in Knowledge assessment 2of2
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[bookmark: _Toc24554064]Section 3 Session plans
[bookmark: _Toc15050440][bookmark: _Toc24554065]Reference texts

There are a number of text books that can be used in the delivery of this unit. One text is a required text, this means every student must have access to either a paper copy or electronic copy of this book, this text comes with an excel workbook, this workbook contains templates for students to complete the activities in the main workbook. The main workbook is:
Student Workbook Theory and Activities FNSACC412_SW-1of1 — Technology and Business Services TAFE NSW 2019
The excel workbook is FNSACC412_SW_1of1_SR1 — Technology and Business Services TAFE NSW 2019
Marking guide FNSACC412_SW_MG_1of1.xlsx for the answers to SW activities.
When referring to this workbook in this facilitator guide, the abbreviation will be used FNSACC412_SW_1of2.
There are 5 files of PowerPoint presentations relevant for this unit. Their file names are:
FNSACC412_Pres_1of5
FNSACC412_Pres_2of5
FNSACC412_Pres_3of5
FNSACC412_Pres_4of5
FNSACC412_Pres_5of5



In addition to the required text there are a number of supplementary texts. Students are not required to purchase these texts. These texts are additional texts to support delivery and give a different perspective on the topic.

	Text
	Abbreviation

	Richard Hughes & Tony Knight, 2019, Prepare Operational Budgets, 7th Edition, National Core Accounting Publications
ISBN 978 1 76073 0680
	Hughes

	Alan Banks & John Giliberti, 2008, Budgeting, 3rd Edition, McGraw Hill. 
ISBN 9780070172555
	Banks

	Russell Clowes & Vic Scriven, 2011, Budgeting – A practical approach, 2nd Edition, Pearson Australia 
ISBN978 1 4425 1703 5
	Clowes

	Colin Bear, Peter Blythe & David Flanders, 2005, Introduction to budgeting, 4th Edition, Thomson 
ISBN 0 17 011910 6
	Bear

	Jill Hart, Clive Wilson & Bruce, 2001, Budget Principles, 2nd Edition, Prentice Hall
ISBN 1 74009 304 6
	Hart


 


[bookmark: _Toc24554066]Before each session
Before the session, check the session outline and make sure that all required learning resources are ready, including:
· The Microsoft excel software is loaded on the student’s PCs
· PCs are working
· For many tasks in the unit print outputs are required. Depending upon local rules and circumstances the print output may be to a printer or to a pdf file. Please make sure the printing/output protocols are clear to students.
· You have a class sets of the documents that are to be distributed to the students, such as UAGs, campus maps with evacuation points etc
· Students have access to the required student workbooks
· Assessments are accessible

For the assessments, students are required to acknowledge receipt of particular information, this may be done electronically, if using a learning platform such as Moodle, or by signing a piece of paper. Students should acknowledge receipt of:
· Unit assessment guide (UAG)
· Student declaration on the front page of each assessment
· Student feedback
· Student unit outcome


[bookmark: _Toc24554067]Session plan 1 – Introduction
Session plan 1 for this unit assumes that this is the first class that the student attends. The session plan includes an orientation which goes through WHS obligations, emergency evacuation and student services available. If the students have attended previous classes then parts of this lesson plan would have already been delivered to the students. Should this be the case then session plan 1 would need to be adjusted so students are not provided with the same information twice. Trainers are to use their discretion to decide what to include and what to leave out of this lesson plan. 
[bookmark: _Toc24554068]Video Clips
In the session plans there are links to video clips, some of these are on Lynda.com, TAFE NSW has a license agreement with Lynda.com. Over the next few months the video library of Lynda.com will be migrated to LinkedIn. When this happens you will need to create an account with LinkedIn.
During the transition phase there might be some problems clicking on the links and accessing the videos. Should you experience difficulties in accessing the Lynda.com videos I would suggest that you access the Lynda.com site via the TAFE NSW Intranet link (see below)  and then copy the hyper link (using the copy hyperlink function) and paste the link into the address bar of Lynda.com
[image: ]
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	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	40 min
	Welcome & Introduction












	· Acknowledgment of Country
· Introduction and contact details of trainer
· Class roll
· Housekeeping & Orientation
· WHS, expectations
· Emergency evacuation drills, assembly areas, alarms, student safety & security
· Facilities – canteen, toilets, library
· Expectations of students- etiquette if late, class rules, breaks
	Lecture and discussion
If appropriate, a campus tour
	Emergency evacuation map
	Preliminary

	2
	
	20 min
	Student Support
	· Student rights and responsibilities
· Support services, LLN, disability, Indigenous, NESB
· Counselling unit
· Student portal
	Discussion
A consultant or counsellor might come to talk to the group.
	Student rights and responsibilities: Student Rights & Responsibilities
Brochures and information leaflets for support services
	Preliminary

	3
	
	30 mins
	Activity to get the group to mix and talk
	Appropriate Ice breaker activity
You might like to offer prizes for winners/ participation
	A simple ice breaker exercise, there are a multitude available online.
	Ice breaker — an example is in appendix 1
	Preliminary

	4
	
	30 mins
	Assessment
	Handout and explain assessment for the unit — expectations, submission date, submission format etc. 
	Handout UAG and discuss, answer questions
	FNSACC416_UAG
	Preliminary

	
	
	15 mins
	Break
	
	
	
	

	5
	
	90 mins
	Budgets — an introduction
	What are budgets, definition
Budgets as tool for planning, organising, leading and control.
Budget terminology
How are budgets prepared?
Approaches to budgeting

	Read text FNSACC412_SW_ 1of1  — Topic 1.
Watch video — Purpose of budgeting — link below
Lynda.com - The purpose of budgeting
FNSACC412_Pres_1of5 Introduction to budgets.
Discussion of topics and completion of activities. 
Discuss student responses to activities.
Activity 1.1 Budgeting definitions
Activity 1.2 Budget goals
Activity 1.3 Budget process
	
FNSACC412_SW_1of1 Topic 1
Hughes  Ch 1.1
Clowes Ch 1
Banks Ch 1
Bear Ch 1
Hart Ch 1
FNSACC412_Pres_1of5 
Video
	Preliminary
PC 1.2

	6
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
No home work today
Any questions/clarifications from the students
	
	
	





[bookmark: _Toc24554069]Session plan 2 – Budgeting in a business context
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson:
· Introduction to budgeting
· Assessment
What we plan to do today:
Budget policy & procedure
Forecasting
	Brainstorm
Discussion
Questioning
	
	

	2
	
	60 mins
	Budgeting in a business context
	Approaches to budgeting
Advantages & disadvantages of budgeting 
What is found in a budgeting policy and procedure?

	Read and discuss “Budgeting policies and procedures” Topic 1 from FNSACC412_SW_ 1of1
Complete Activities 1.5 and 1.6
FNSACC412_Pres_1of5 Budgeting in a business context
	FNSACC412_SW_1of1 Topic 1
FNSACC412_Pres_1of5
Hughes Ch 1.1, 1.2, 1.3
Hart ch1
Bear Ch 1
PowerPoint 1of5
	PC 1.1, 1.3

	3
	
	45 mins
	Budget forecasting
	What is forecasting?
Techniques used.
Forecasting methods
	Read and discuss “Forecasting Techniques” and “Forecasting methods” Topic 1 from FNSACC412_SW_ 1of1
Watch video on forecasting
lynda.com Forecasting
Complete Activities 1.9 & 1.10
Video Linear regression
lynda.com.Linear Regression
FNSACC412_Pres_1of5
	FNSACC412_SW_ 1of1 Topic 1
FNSACC412_Pres_1of5 Banks Ch 2
Clowes Ch 2
Video
	PC 1.2, 2.1

	
	
	15 mins
	Break
	
	
	
	

	4
	
	45 mins
	Forecasting methods and techniques
	Use of historical data
Quantitative and qualitative techniques.
Statistical methods of forecasting

	Read and discuss “Forecasting Techniques” and “Forecasting methods” Topic 1 from FNSACC412_SW_ 1of1
Watch video on forecasting
lynda.com Forecasting
Complete Activities 1.9 & 1.10
Video Linear regression
lynda.com.Linear Regression
FNSACC412_Pres_1of5
	FNSACC412_SW_ 1of1
Topic 1 
FNSACC412_Pres_1of5
Hughes Ch 1.4
Banks Ch 2
Hart Ch 2
Hughes Ch 2.1
Video
	PC 1.1, 1.2, 2.1

	5
	
	45 mins
	Approaches to budgeting & budget classifications
	Zero based budgets
Continuous budgets
Static budgets
Flexible budgets
Master budgets
	Read and discuss “Budget classifications” Topic 1 from FNSACC412_SW_ 1of1
Complete  Activities 1.11 & 1.12
FNSACC412_Pres_1of5
	FNSACC412_SW_ 1of1
Topic 1
FNSACC412_Pres_1of5
Bear Ch 1 & 2
Clowes Ch 1
	PC  1.2

	6
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Homework Activity 1.7  
Any questions/ clarifications
from the students
	
	
	





[bookmark: _Toc24554070]Session plan 3 – Sales & revenue budgets
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Budget policy & procedure
Forecasting
Review homework Activity 1.7
What we plan to do today
· Sales and revenue budgets
	Brainstorm
Discussion
Questioning
	
	

	2
	
	45 mins
	Master budget and the sales budget
	Role of the sales budget in the master budget
Components of sales budgets – volume & price
	Read and discuss FNSACC412_SW_ 1of1
Topic 2 “Types of budgets” & “Sales budgets”
Work through example 2.1 Henderson’s Bikes
Video Sales budgets from student workbook
FNSACC412_Pres_2of5 Complete Activity 2.2
	FNSACC412_SW_ 1of1
Topic 2
FNSACC412_Pres_2of5 
Hughes Ch 2.2
Facilitators will require a copy of FNSACC412_SW_MG_1of1.xlsx for the answers to Topic 2 SW activities. 
	PC 1.1, 1.2, 2.1

	3
	
	60 mins
	Forecasting a sales budget
	Sales and revenue budgets
Forecasting techniques and methods for sales budgets.
Factors influencing the level of sales
Seasonal sales budgets
	Read and discuss FNSACC412_SW_ 1of1
Topic 2  “Sales budgets”
FNSACC412_Pres_2of5 –Factors affecting revenue budgets
Complete Activities 2.2, 2.3, 2.4, 2.5 & 2.6
	FNSACC412_SW_ 1of1
Topic 2  
FNSACC412_Pres_2of5 
Hughes Ch 2.1, 2.2 &2.3
Hart Ch 2
Bear Ch 2
	PC 2.1, 2.2

	
	
	15 mins
	Break
	
	
	
	

	4
	
	45 mins
	Forecasting a sales budget
	Continue with above
	Continue with above 
	
	PC 2.1, 2.2

	5
	
	30 mins
	Implementation and use of the sales budget
	What the sales budget tells you
What actions arise from the sales budget
Impact of the sales budget on other budgets.
	Read and discuss FNSACC412_SW_ 1of1
Topic 2  “Sales budgets”
FNSACC412_Pres_2of5 

	FNSACC412_SW_ 1of1
Topic 2  
FNSACC412_Pres_2of5 
Clowes Ch 2
Banks Ch 2
	PC 1.3, 3.1, 3.2

	6
	
	15 mins
	Assessment 1of2
	Assessment 1of2
	Handout and explain skills assessment 1of2
	
	

	7
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Homework Activity 2.7
Any questions/ clarifications from the students
	
	
	





[bookmark: _Toc24554071]Session plan 4 – Production, COGS and operating budgets
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Go over homework from last week, Activity 2.7
What we plan to do today
Purchase and COGS budgets
Budgeted income statement
	Brainstorm
Discussion
Questioning
	
	

	2
	
	45 mins
	Purchases budget for a retail business
	Relationship to sales budget.
Purchases by product and location.
Impact of required opening & closing stock.

	Read & discuss FNSACC412_SW_1of1 Topic 2 Purchases budget 
Examine and work through Example 2.2
FNSACC412_Pres_3of5 Complete Activity 2.8, 2.9
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_3of5
Bear Ch 3, 4 & 5
Hughes Ch 3.1, 3.2, 3.3, \
Banks Ch3 & 6
	PC 1.3, 2.1, 3.1

	3
	
	60 mins
	Purchases budget for a retail business — continued
	See above
	See above
	See above
	PC 1.3, 2.1, 3.1

	
	
	15 mins
	Break
	
	
	
	

	4
	
	45 mins
	Production budgets for a manufacturing business
	Raw materials budgets  
Labour budgets
	FNSACC412_Pres_3of5  
Read and discuss FNSACC412_SW_1of1
Complete Activity 2.11
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_3of5
Banks Ch 6
	PC 2.1,3.1

	5
	
	45 mins
	Operating budgets 
Budgeted income statements
	Operating expense budgets
Budgeted income statement
	Read and discuss FNSACC412_SW_1of1, Work through example 2.3.
Complete Activity 2.12
	FNSACC412_SW_1of1 Topic 2
PowerPoint 3of5
Bear Ch 6
Hughes Ch 3
Banks Ch 3
	PC 2.1,3.1

	6
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Home work today Activity 2.10 & 2.13
Any questions/ clarifications from the students
	
	
	





[bookmark: _Toc24554072]Session plan 5 – Cash budgets
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Production, COGS, operating & Income statement budgets
Go over homework form last week. 
Activity 2.10 & 2.13
What we plan to do today
Cash budgets
	Brainstorm
Discussion
Questioning
	
	

	2
	
	60 mins
	Cash receipts
	Cash and credit collection
	Read and discuss FNSACC412_SW_1of1 Topic 2 Cash budgets
Work through example 2.4& 2.5
Activity 2.14, 2.16, 2.17
FNSACC412_Pres_4of5 Video Video — Cash budgets
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_4of5 Hughes Ch 4
Clowes Ch 4
Hart Ch 4
Video
	PC 1.1, 1.3, 2.1, 3.1, 3.2

	3
	
	45 mins
	Cash payments
	Payment of accounts payable and cash payments
	Read and discuss FNSACC412_SW_1of1 Topic 2 Cash budgets
Work through example 2.6
Activity 2.18
FNSACC412_Pres_4of5
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_4of5
Hughes Ch 4
Banks Ch 4
Bear Ch 8
	PC 1.1, 1.3, 2.1, 3.1

	
	
	15 mins
	Break
	
	
	
	

	4
	
	60 mins
	Combining cash receipts and payments
	Preparation of cash flow budget combining receipts and payments.
	Read and discuss FNSACC412_SW_1of1 Topic 2 Cash budgets
Complete Activity 2.19
FNSACC412_Pres_4of5 Video Video — Importance of budgeting
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_4of5 Hughes Ch 4
Clowes Ch 4
Hart Ch 4
Video
	PC 1.1, 1.3, 2.1, 3.1, 3.2

	5
	
	15 mins
	Cash balance targets
	Managing cash balances to achieve a goal.
	Read and discuss FNSACC412_SW_1of1 Topic 2 Cash budgets
FNSACC412_Pres_4of5 
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_4of5 Hughes Ch 4
Banks Ch 4
Bear Ch 8
	PC 1.3,2.1, 3.1

	6
	
	15 mins
	Knowledge assessment 2of2
	Assignment 2of2
	Handout and explain knowledge assessment 2of2
	Assessment 2of2
	

	7
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Homework Activity 2.15
Any questions/ clarifications from the students
	
	
	



[bookmark: _Toc24554073]
Session plan 6 – Cash budgets & breakeven analysis
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Go over homework form last week.
What we plan to do today
	Brainstorm
Discussion
Questioning
	
	

	2
	
	45 mins
	Using the cash flow budget to make decisions
	What does the cash flow budget tell you?
Effective use of cash, excess cash levels
Identify cash shortfalls — actions that can be taken to manage cash shortfalls.
	Read and discuss FNSACC412_SW_1of1 Topic 2 Cash budgets
FNSACC412_Pres_4of5 Review and finalise any outstanding material from cash budgets 
	FNSACC412_SW_1of1 Topic 2
FNSACC412_Pres_4of5 Hughes Ch 4
Clowes Ch 4
Hart Ch 4
	PC 1.3, 3.1 

	3
	
	60 mins
	Breakeven analysis
	Classification of costs — Variable.
Fixed.
Semi—variable.
Stair step.
	Read and discuss FNSACC412_SW_1of1 Topic 2 Breakeven analysis
Review example 2.7
Video Video — Breakeven calculation
Activity 2.20
FNSACC412_Pres_4of5
	FNSACC412_SW_1of1 Topic 2 Breakeven analysis
FNSACC412_Pres_4of5 Banks Ch 7
Bear Ch 6
	PC 1.2, 2.1, 3.1

	
	
	15 mins
	Break
	
	
	
	

	4
	
	45 mins
	Contribution margin and breakeven point

	Calculation of contribution margin.
Calculating breakeven point
Constructing a graph of breakeven analysis
	Read and discuss FNSACC412_SW_1of1 Topic 2 Breakeven analysis
FNSACC412_Pres_4of5
	FNSACC412_SW_1of1 Topic 2 Breakeven analysis
FNSACC412_Pres_4of5 
	PC 1.2, 2.1, 3.1

	
	
	
	Representing breakeven graphically
	
	Video — Breakeven analysis & intrepretation
	FNSACC412_SW_1of1 Topic 2 
PowerPoint 4of5
Video

	PC 1.2, 2.1, 3.1

	5
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Homework — assessment  2of2
Any questions/ clarifications from the students
	
	
	





[bookmark: _Toc24554074]Session plan 7 – Budget performance reports
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Check on student progress with assessment tasks
What we plan to do today
Variance reports and budget performance reports
	Brainstorm
Discussion
Questioning
	
	

	2
	
	60mins
	Case study
	Prepare a budget for the case study
	Prepare a budget as set out in the case study found in appendix 4 of the student workbook FNSACC412_SW_1of1
	Computer
MS Excel software
FNSACC412_SW_1of1
	PC 3.1, 3.2

	3
	
	45 mins
	Assessment 2of2

	Review requirements of Assessment 2of2.
Ensure students have made a start on assessment 2of2
	Ensure students have a good understanding of assessment 2of2.
Answer questions from students on the assessment and provide guidance to students
	Assessment 2of2
	

	
	
	15 mins
	Break
	
	
	
	

	4
	
	75 mins
	Updating the budget. Variances
	Updating the budget – when is it required?
What is a variance?
Components of a variance — price and/or volume
	Read and discuss FNSACC412_SW_1of1 Topic 3 – Updating the budget
Discuss
Complete activity 3.1 – discuss the answers
FNSACC412_Pres_5of5
	FNSACC412_SW_1of1 Topic 3 Budget performance indicators
FNSACC412_Pres_4of5
Banks Ch 8
Hart Ch9
Clowes Ch 8
FNSACC412_Pres_5of5
	PC 1.1, 1.3, 3.1, 3.2, 3.3

	5
	
	15mins
	Skills Assessment 1of2
	Collect skills assessment 1of2.
Sort out any problems with submission and sign off required paperwork
	Collect Assessment 1of2
	
	

	6
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Homework today, complete any outstanding assessments
Any questions/ clarifications from the students
	
	
	





[bookmark: _Toc24554075]Session plan 8 – Budget performance reports
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Check progress on assessments
What we plan to do today
Budget performance  and analysis of variances 
	Brainstorm
Discussion
Questioning
	
	

	2
	
	60 mins
	Budget performance report
	Set out of report
Calculation of variances —
actual and percentage variances
Favourable and unfavourable variances

	Read FNSACC412_SW_1of1 Topic 3 – Variance analysis
Examine Example 3.1 and discuss
Video Budget Variance
Video— Budget variance
Complete activity 3.2 – discuss the answers
FNSACC412_Pres_5of5
	FNSACC412_SW_1of1 Topic 3 Budget performance indicators
FNSACC412_Pres_4of5
Banks Ch 8
Hart Ch9
Clowes Ch 8
FNSACC412_Pres_5of5
Video
	PC 1.3,2.1, 3.1, 3.3

	3
	
	45 mins
	Analysis of variances
	Identify which variances are expected and which are unexpected.
Cause of variance
	Read FNSACC412_SW_1of1 Topic 3 – Variance analysis
Activity 3.4
	FNSACC412_SW_1of1 Topic 3 Budget performance indicators
FNSACC412_Pres_4of5
Banks Ch 8
Hart Ch9
Clowes Ch 8
FNSACC412_Pres_5of5
	PC 3.2

	
	
	15 mins
	Break
	
	
	
	

	4
	
	45 mins
	Analysis of variances
	Benchmarking variances to things like industry averages.
Follow up action
	Read FNSACC412_SW_1of1 Topic 3 – benchmarking Variances
Example 3.2
Activity 3.5
	FNSACC412_SW_1of1 Topic 3 Budget performance indicators
FNSACC412_Pres_4of5
Banks Ch 8
Hart Ch9
Clowes Ch 8
FNSACC412_Pres_5of5
	PC 3.1, 3.2, 3.3

	5
	
	45 mins
	Use of the performance report
	Responsibility centres
Revenue/cost and profit centres
Behavioural aspects 
	PowerPoint 5of5
Lecture 
Discussion
Work on student activity 3.6
FNSACC412_SW_1of1 
	FNSACC412_SW_1of1 Topic 3 Budget performance indicators
FNSACC412_Pres_4of5
Banks Ch 8
Hart Ch9
Clowes Ch 8
FNSACC412_Pres_5of5
	PC 1.3,

	6
	
	15 mins
	Conclusion & Wrap up
	Summarise main points of lesson
Homework today – 
Activity 3.3
finalise any outstanding assessments
Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc24554076]Session plan 9 – Revision and finalise assessments
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Go over main points from last lesson
Go over homework from last week — Activity 3.3
What we plan to do today
Role plays and finalise unit
	Brainstorm
Discussion
Questioning
	
	

	2
	
	120 min
	Role plays for skills assessment 1of2 and revision
	Role plays for skills assessment 1of2. While individual students perform role plays other students can be finalising assessments or doing revision
	Role plays
	Assessment 1of2
	PC 3.1, 3.2

	
	
	15 mins
	Break
	
	
	
	

	3
	
	75 mins
	Continue with —
Role plays for skills assessment 1of2 and revision
	Role plays for skills assessment 1of2. While individual students perform role plays other students can be finalising assessments or doing revision
	Role play
	
	PC 3.1, 3.2

	4
	
	15 mins
	Conclusion & Wrap up
	· Conclude unit, giving an overall wrap-up of the units.
· Counsel and advise any students who have not handed in all of the assessments on the options open to them.
· Carry out unit/course evaluation if required.
· Answer any student questions on the unit or pathways to further accounting qualifications
	
	Course/unit evaluation survey (if required)
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