
Controlling cost is essential to any business. By
understanding your costs and factors that influence
them, you save costs, get better value for your
money and ultimately increase your bottom-line.
This course explores ways to control costs and
helps trainees to convert lessons learned into an
action plan for their company.

Differentiate the types of costs;
Understand how to arrive at target costs
for control;
Analyze cost variances;
Allocate costs appropriately by cost centers
for control purposes;
Descr ibe how to  main ta in  cost
consciousness among your employees.

The participants in this training course are people
holding managerial and/or supervisory positions
in companies whose job involves leading and
managing a group of people towards achieving
a set objective.

1. Types of Costs in an Enterprise
Operational Costs
Direct and Indirect Costs
Fixed and Variable Costs

2. Cost Standards
Establishing Cost Standards
Rate and Usage Standards

3. Variances from Cost Standards
Variances from Standard
Controlling Variances

4. Cost Information and Decisions
Cost Information
Tools for Collecting Information

5. Course Coding and Control Centers
Cost Coding
Cost Centers
Grouping Costs

6. Cost Consciousness
How to Ingrain Cost Consciousness
Among Employees
Action Plan

Controlling
Costs Course Content



A budget is considered an essential tool by
organizations in the management of their financial
resources. By understanding the role of budgets
and budgetary control techniques, your
organization can allocate money for appropriate
purposes, keep spending within bounds, and
ultimately make best use of its money.

Describe what a budget is;
Provide the information required to prepare
budgets;
Understand how budgets are used;
Use some budgetary control techniques.

The participants in this training course are people
holding managerial and/or supervisory positions
in companies whose job involves leading and
managing a group of people towards achieving
a set objective.

1. Budget Definition
What is a Budget?
Benefits of Preparing Budgets

2. Preparing Budgets
Process of Allocating Budgets
Key Factors & Key Budgets
The Budget Team
Collecting & Coordinating Information

3. Preparing the Master Budget
How to Prepare a Master Budget

4. Using Budgets-Budgetary Control
Using Budgets
Budgetary Control

5. Using Budgets-Variance Analysis
Variance Analysis

6. Flexible Budget
How to Prepare a Flexible Budget
Action Plan

Working with
Budgets Course Content



Finance is not something to be left to accountants
alone.  All managers must be able to budget for
the future, control costs and assess organizational
performance.  Like all specialist subjects,
accountancy and finance have their own language.
By grasping their vocabulary you can make sense
of once mysterious and confusing information
and thus improve your effectiveness in the
workplace.

Explain the five reasons why businesses
should keep accounting records;
Read and interpret straightforward profit
and loss statements and balance sheets;
Describe how to prepare a cash flow
statement to forecast and control sources
of revenue;
Use financial ratios to analyze your
business’s financial results.

The participants in this training course are people
holding managerial and/or supervisory positions
in companies whose job involves leading and
managing a group of people towards achieving
a set objective. The course will also appeal to
other groups of learners who want to use
information available from financial reports for
their decision-making process.

1. Functions of Accounting
Company Operations
Accounting Information &
the Decision-making Process
Information Provided by the
Accounting Department
Classify Accounting Information

2. Elements of a Financial Statement
Overview of Financial Statements
Balance Sheet
Income Statement
Cash Flow Statement
Notes on Financial Statements

3. Basic Analysis of Financial
Statements
Analysis Techniques
Selection of Criteria
General Overview of Financial Ratios
Analyze the Profitability Ratios
Analyze the Liquidity Ratios
Analyze the Business Cycle
Limitations of Analysis
Action Plan

Reading and
Understanding
Financial Reports

Course Content



Business Planning is an essential skill for any
manager or owner of a small and medium sized
enterprise who seeks to raise funding from banks,
gain suppliers, or attract partners and investors.
This workshop will help participants understand
the different components of a business plan,
including the marketing, operations, and financial
components, and how to integrate them. The
course will also help participants to present
business plans to different parties, including
suppliers, partners, investors, and banks.

Identify key factors and methodology for
writing a business plan;
Plan the process effectively;
Coordinate the various company’s
departments and resources in the process
of writing the business plan;
Highlight considerations to look out for
when writing business plan for a new
venture.

The training course is designed for managers
who are involved in writing business plans for
companies. These may include owners, operations
managers, board members, marketing and sales
managers, and finance and accounting managers
working in small and medium sized enterprises
(SMEs).

1. The Business Plan
What is a Business Plan?
Types of Business Plans
What to Write in the Business Plan?
Writing Process of a Business Plan
How to Present Steps in the Process

2. The Production and Operation Plan
Role of the Production & Operation Plan
Content of the Production & Operation Plan
P&O Planning Process

3. The Financial Plan
Role of the Financial Plan
Content of the Financial Plan
Process of Making a Financial Plan
Regular Assumptions in the Financial
Projection
Financial Considerations
Financial Structure
Investment Decision

4. Writing a Business Plan
Target Audience
Content
How to Organize Information

Business
Planning Course Content


