COGPACK30
Manage a budget

Overview

This unit is about having ownership of and being responsible for a budget for a
defined area or activity of work. It initially involves preparing, submitting and
agreeing a budget for a set operating period. It also involves monitoring actual
performance against the agreed budget and taking necessary action in
response to identified variances and any unforeseen developments.
This unit deals with the following:
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During this work you must take account of the relevant worksite operational
requirements, procedures and safe working practices AS THEY APPLY TO
YOU.
Previous Version
Unit 4.1 SEMTA National Occupational Standards in Packaging (STM4)
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Performance
criteria
You must be able to:
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evaluate available information and consult with others to prepare a
realistic budget for the respective area or activity of work
submit the proposed budget to the relevant people in the organisation for
approval and to assist the overall financial planning process
discuss and, if appropriate, negotiate the proposed budget with the
relevant people in the organisation and agree the final budget.
use the agreed budget to actively monitor and control performance for
the respective area or activity of work
identify the causes of any significant variances between what was
budgeted and what actually happened and take prompt corrective action,
obtaining agreement from the relevant people, if required
propose revisions to the budget, if necessary, in response to variances
and/or significant or unforeseen developments and discuss and agree
the revisions with the relevant people in the organisation
provide ongoing information on performance against the budget to
relevant people in your organisation
advise the relevant people as soon as possible if you have identified
evidence of potentially fraudulent activities
gather information from implementation of the budget to assist in the
preparation of future budgets
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Knowledge and
understanding
You need to know and
understand:
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the purposes of budgetary systems
where to get and how to evaluate the available information in order to be
able to prepare a realistic budget
the importance of spending time on and consulting with others in
preparing a budget
how to discuss, negotiate and confirm a budget with people who control
the finance and the key factors that should be covered
how to use a budget to actively monitor and control performance for a
defined area or activity of work
the main causes of variations and how to identify them
what different types of corrective action which could be taken to address
identified variances
how unforeseen developments can affect a budget and how to deal with
them
the importance of agreeing revisions to the budget and communicating
the changes
the importance of providing regular information on performance against
the budget to the people
types of fraudulent activities and how to identify them
the importance of using the implementation of the budget to identify
information and lessons for the preparation of future budgets
factors, processes and trends that are likely to affect the setting of
budgets in your industry/sector
the area or activity for which the budget is for
the vision, objectives, culture and operational plans for your area of
responsibility
the budgeting period(s) used in your organisation
organisational guidelines and procedures for the preparation and
approval of budgets and for monitoring and reporting on performance
against budgets and revising budgets
the agreed budget, how it can be used and how much it can be changed
without approval
the limits of your authority
who needs information in your organisation about performance against
your budget, what information they need, when they need it and in what
format
what to do and who to contact if you suspect fraud has been committed
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