CUEFIN1A
Develop a Budget 

This unit refers to the preparation of the budget and reports related to the financing and financial management of a project/operation. This unit is imported from the entertainment industry national training package, with necessary changes made to the range of variables and evidence guide statements ensuring its applicability to the other sectors of the cultural industries.

Element
Performance criteria




1
Plan the budget
1.1
Identify, access and analyse data required for budget preparation correctly  

1.2
Determine budget parameters with estimates based on research, consultation and negotiation with the appropriate personnel

1.3
Identify and cost all budget elements accurately

1.4
Provide relevant colleagues with the opportunity to contribute to the budget planning process




2
Develop and finalise budget
2.1
Draft budget based on analysis of all available information in accordance with organisation/production policy

2.2
Identify income and expenditure estimates clearly and support with valid, reliable and relevant information

2.3
Undertake negotiations with relevant personnel and obtain budget approval

2.4
Modify budget if necessary to reflect agreed negotiations and re-present if necessary

2.5
Consult all personnel to finalise resource allocation and departmental budgets

2.6
Present recommendations for budget approval clearly, concisely and in an appropriate format

2.7
Negotiate final budget in accordance with organisational procedures and policies and provide to the appropriate personnel within an agreed timeframe

2.8
Inform appropriate personnel of the budget and its application to the area in which they work, expenditure limits, financial management and reporting responsibilities

2.9
Establish reporting arrangements 

3
Prepare reports to key personnel
3.1
Prepare cash flow charts and other relevant documentation as required

3.2
Prepare statements of income and expenditure as required

3.3
Prepare financial documentation for the relevant personnel




4
Prepare budget for presentation
4.1
Package budget in accordance with preferred format and the identified audience

4.2
Identify cost implications for key personnel



Range of variables

Variable
Scope




Budgets may be prepared for:
· productions

· events

· projects

· operations



Budgets may cover:
· not-for-profit

· commercial and/or profit based activities

· departmental operations

· entire organisation’s operations



Appropriate personnel include:
· director

· producer

· designers

· heads of departments or sections
· managers of specialist areas
· anyone managing a project



Budget parameters may vary:
· according to the nature of the operations productions or projects 

· for a commercial production, a prospectus may be prepared and budget parameters determined accordingly 


If a prospectus is prepared to seek to raise funds in the marketplace, it will include:
· details of the proposed operations, or production

· general areas of expenditure

· targets on income generation

· the scale of the activity



Estimates of revenue may include:
· sales

· products 

· sponsorship
· advertising revenue



Accountability guidelines may be those of another organisation of which the organisation forms a part, such as:
· federal government 

· state government 

· local council
· international funds

· investors

· shareholders

· sponsors (cash or in-kind)

· donations




Budgets may be prepared using:
· paper proforma sheet
· computer spreadsheet software programs




Production requirements may include:
· aesthetic

· technical

· commercial

· legal

· safety and security issues 

· pre-production

· production

· post-production




Reports include:
· cash flow documents

· statements of income and expenditure




In budget negotiation, relevant personnel may include:
· client

· investors

· financial sources

· completion guarantor

· distributors, sales agents




Relevant key personnel include:
· producers

· accountants

· heads of department

Evidence guide

Underpinning knowledge and skills
Assessment must include evidence of essential knowledge of, and skills in, the following areas:

· accounting principles and practices in specific relation to budget preparation

· budget preparation techniques

· knowing where or how to get information, and  how to ask questions of each area of the venue or activity to properly identify costs, particularly major cost items

· negotiation skills in specific relation to budgetary planning 

· producing reports, submissions, budgets and associated documentation

· knowledge of the specific industry sector and industry financing arrangements including the requirements of funding bodies, for example the Australian Film Corporation and the Film Finance Corporation 

· financial management

· personnel administration



Linkages to other units
This unit has strong linkages to the following units and combined training delivery and/or assessment is recommended:

· CUEFIN1A
Manage a budget

· CUSADM03A
Manage a project

· CUSADM05
Develop and manage a business/strategic


plan



Critical aspects of evidence
The following evidence is critical to the judgement of competence in this unit:

· understanding of the technical budget preparation process and accounting procedures that must be followed
· preparing a realistic and accurate budget within the relevant workplace context




Method and context of assessment
Assessment may take place on the job, off the job or a combination of both of these. Off the job assessment must be undertaken in a closely simulated workplace environment.





Assessment may incorporate a range of methods to assess performance and the application of essential underpinning knowledge, and might include:

· case studies

· work samples or simulated workplace activities 

· oral questioning/interview

· projects/reports/logbooks

· third party reports and authenticated prior achievements 

· portfolios of evidence



Resource requirements
Competency in this unit should be assessed using relevant financial resources and other identified documentation.  Access to a computer and appropriate software would be useful.

Key Competencies
Level




Collecting, organising and analysing information
2

Communicating ideas and information
2

Planning and organising activities
3

Working with others and in teams
2

Solving problems
3

Using mathematical ideas and techniques
3

Using technology
2
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