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Trainer/assessor guide

SITXFINOO3
Manage finances within a budget

Welcome to this unit of study

This unit describes the performance outcomes, skills and
knowledge required to take responsibility for budget
management where others may have developed the
budget. It requires the ability to interpret budgetary
requirements, allocate resources, monitor actual income
and expenditure, and report on budgetary deviations.

The skills and knowledge for budget development are
covered in SITXFINOO4 Prepare and monitor budgets.

This unit applies to all tourism, travel, hospitality and event
sectors. The budget may be for an entire organisation, for a
department or for a particular project or activity.

It applies to those who operate independently or with
limited guidance from others. This includes supervisors
and departmental managers.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

»» astand alone unit

»» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
TOPIC 1: AllOCAtE DUAGEL FESOUICTES. ....oiviriinieiirieriiietettet ettt ettt sttt sttt et b st st e b e st s b b e b e st ebasbebensenesbensansen 5
AlOCALING TUNAS ..ottt ettt sttt b sttt et b s b b et e bt s bt et e st e bt s b e b e st ene s b e b e bentes e senseneenis 5
Discussing changes to income and expenditure Priorities ......c.ccovevereereneniniienenestetese et esae e 13
Consulting with personnel about reSOUICe AECISIONS .....uiviveiririirieietreretetee et be b s 16
Maintaining detailed records of resource alloCation ........occeviririeininineeeee et 19

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 25

Topic 2: Monitor financial activities agaiNst DUAZEL. .....c.ccveiriiiieeesereeeeesete ettt st sae e ere st saens 27
Checking income and expenditure againSt DUAZELS ......ccoevieivirinieirereeeseee e e 27
Including financial commitments in all dOCUMENTALION ...cc.oviviviviirieirireee et 29
Identifying and reporting AEVIATIONS .......coecveirerierierieerestete ettt ettt sttt b e sttt b e st see e esesbeseeeenees 32
AdVising cOlleagues Of DUAZET STATUS .....civirieiriririeietserteste ettt st st e e te st e s e e ste st esaeseesestessessesessessensaneas 37

Check YOUT UNAErSTANGING ....cocvvivieieiririerietsesteete sttt st ettt st b e e st sbe st e s esesbe st enbessesesbasensesessessensanseses 39

Topic 3: Identify and evaluate options for improved budget performance.........ccccveveveverenenennienieneneeneniens 41
Identifying areas fOr IMPrOVEIMENT.......co vttt sttt st ettt sttt et b e sbesse e ebesbesbenseneas 41
Discussing desired DUAZET OULCOMES .....ovuiriiiiniiriieieiese sttt ettt sttt st e sbe bt st et sbesaeebesbesuaesnensens 44

Impacts on customer service levels and COIIEAGUES .......ccvuiieiriririeiririieeeseree et nnes 53
Presenting reCoOMMENAATIONS. .....cooiiiiririetctre ettt sttt ettt sttt b e st st et ebe st e ste st e st sbestesbeneesesbessensenens 55

Check YOUT UNAEISTANGING ....coviviirieieiertirieietri ettt ettt ettt st et b s bbb e st e b s b e b et ebe s b e bentenesbesbenseneens 57

Topic 4: Complete financial and statistiCal FEPOITS. ...uiiviieiririeeesee ettt sttt st ss e ebesbeseans 59
Financial and STatiSTICAl FEPOITS ..v.ivveieiririeieirerete sttt sttt et st st et e se st e stesae e ebestesaeneesestessensanens 59

Check YOUT UNAErSTANGING ....cocovivieiiiriirieieteiesiete ettt sttt ettt sttt b st b et e st ebe st et e st ebesbebensesesbesbensensenas 63
RETEIEINCES ..ttt bbbt b et 65
ASSESSMENT WOIKDOOK ..ottt ettt ettt s ae st st sb st s b e st saesatsnesabentsnsanns 67
UNIE INFOIMIGTION ettt ettt b et b e b b et b st a b e b et b be e ebenesbeneees 69
What is competency-Dased aSSESSIMENT? .....ciiiririieierete ettt s b et e s be st et besbe e e ene 70
How will My cOmMpetenCy D aSSESSEA? ...ttt sttt sttt be e e 71
ASSESSIMENT AZIEEIMENT ..cutiiiieiterttertterte sttt e st e st e ste s bt st e eabe e besbeebe et eebe e beesbeesbeebe e saesseesabesaeesaeesnsesasesasesasesnsenns 72
FOUNAAtioN SKillS CRECKIIST....coveiiieeeeecee ettt e 73
SKillS FECOGNITION......eieeeiiieeeeitreeeet ettt et et e st st e s see s et e s sae s et e s saes st esssasentassnasossasssesestassnesnsassnessssesssessasesssessanes 74
TOPIC 1: AllOCAte DUAZEL FESOUITES ....uivviieiieiirierieieeee ettt ettt sttt s b st et esbesbeste e esesbesbensenessesbenseneans 75
Topic 2: Monitor financial activities against DUAZET........ccvviririniiireecreseeese ettt saens 76
Topic 3: Identify and evaluate options for improved budget performance.........ccccvevevevnrnenennvenieneneenenens 77
Topic 4: Complete financial and StatistiCal FEPOITS ....uiiviiieiririeeerere ettt sttt st ss e ebesresaens 78
KNOWIEAZE QUESTIONS ...ttt ettt ettt e et s s et s s e st s s st e st s s et s be s st ssne st ensesstesssensesnsassens 79
TOPIC 1: AllOCATE DUAZEE FESOUITES ...ttt sttt s e sttt s et e b s b s st et e st e sbe et enbesbesasensensessaensensas 81
Topic 2: Monitor financial activities against DUAZET........cccveiriririeirreeecseseee s sttt sae s sre b saens 87
Topic 3: Identify and evaluate options for improved budget performance.........ccccvevevevreneniennenieneneeseniens 93
Topic 4: Complete financial and StatistiCal FEPOITS ..c..oiv ittt s 100
Topic 5: SPecific KNOWIEAZE BVIAENCE.....c.ivieieeeiirieieteesetee sttt ettt et sa e e b e s ba s esaesesbesbeseenens 102

Contents

SITXFINOO3: Manage finances within a budget (Trainer/assessor guide)
© smallprint V5 Jul 2019



Performance tasks
Third party evidence collection agreement
Topic 1: Allocate budget resources
Topic 2: Monitor financial activities against budget
Topic 3: Identify and evaluate options for improved budget performance
Topic 4: Complete financial and statistical reports

Completion record

Unit mapping and assessment checklist

Trainer/ assessor user instructions

SITXFINOO3: Manage finances within a budget (Trainer/assessor guide)
© smallprint V5 Jul 2019



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:

»»  Allocate budget resources

»»  Monitor financial activities against budget

»»  Identify and evaluate options for improved budget performance

»»  Complete financial and statistical reports

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»» information on competency-based assessment

»»  instructions on how you will be assessed

»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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