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SESSION PLAN

COURSE:
 

ABE Level 3 Certificate in Business Start-up


ELEMENT:


Element 5 – Plan a budget
LEARNING OUTCOMES:

2. Produce an operating budget for managing the day to day business using financial information to manage performance and spot the potential for failure (Weighting 40%) 
 
2.1 Set up a day to day operating budget that allows for the management of cash flow and daily operational requirements 

2.2 Describe the requirements for maintaining up to date accounting records to help the day to day operation of the business

NUMBER OF SESSIONS: Two - approximately four hours in total
SESSION TOPICS:

Session 1: Managing cash flow and daily operational requirements




Session 2: Maintaining up-to-date accounting records
Note to tutors: this is the recommended session plan for learning outcome 2 of element 5 of the ABE Level 3 Certificate in Business Start-up. You should follow the plan, using the resources (referenced as ‘slides’ here) and activities provided. It is important to enhance all sessions with local examples and case studies, involving the learners ACTIVELY wherever possible.
 
	SESSION ONE: Managing Cash Flow and Daily Operational Requirements

	Approx.

Duration
	Topic
	Tutor Activity
	Slides
	Learner Activity
	Formative Assessment

	2 hours
	Introduction to session and Learning Outcomes
	Learning outcomes 2.1


	1-2
	
	

	
	Operating costs
	Operating costs can be categorised as:
· Materials

· Labour

· Other

Difference between Fixed and Variable costs

Examples of business costs
	4-6
	
	ACTIVITY 3 – Element 5 LO2 – Understanding Costs

	
	Cash flow forecasting
	Explain the function of a cash flow forecast
Difference between cash inflows and cash outflows

Explain debtors and creditors

Elements of a cash flow forecast and example. Analyse outcomes from example.


	7-11
	Categorise the following items into cash inflows and cash outflows:
· Electricity

· Wages


· Cash sales

· Debtor payments

· Rent

· Interest on loans

· Purchase of stock

· Vehicle insurance

· Staff travel expenses

· Sale of unwanted machinery

· Water

· Interest on savings

· Payments on credit

· Credit sales

· Taxation
	

	
	Negative closing balances
	Discuss what business owners can do to respond to or avoid a negative closing balance. 
	12
	
	ACTIVITY 4 – Element 5 LO2 – Cash Flow Forecasting – PART ONE

	
	Review of session and learning outcomes
	
	
	
	


	SESSION TWO: Maintaining Up-to-date Accounting Records

	Approx.

Duration
	Topic
	Tutor Activity
	Slides
	Learner Activity
	Formative Assessment

	2 hours
	Introduction to session and learning outcomes
	Learning outcome 2.2
	1-2
	
	

	
	Monitoring cash flow forecasts
	Example of monitored forecast.  Actual v expected
Understanding variances:

· Income less than expected

· Income more than expected

Reasons why variances will occur.

· Sales are lower than expected

· Customers do not pay on time

· Costs prove higher than expected

· Costs are missed

· Unexpected costs arise

· Faulty arithmetic in budget figure


	13-16
	
	ACTIVITY 4 – Element 5 LO2 – Cash Flow Forecasting – PART TWO

	
	Profit and loss statements

	Explain Profit and Loss Statements and indicate purposes.
Profit and Loss statement example


	17-18
	
	

	
	Balance sheets
	Explain Balance sheets and indicate purposes
Balance sheet example
	19-20
	
	

	
	Review of session and learning outcomes
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