
9/12/2016 

 

   

By: | Agustinus Agus Purwanto, SE MM 

SPHM 

HOSPITALITY 
                   BUDGETING  S.O.P 

 



© Agustinus Agus Purwanto, SE MM  
 

 

 

 

 

 

 

 

 

 

 



 

 
 

 
Subject:  A
 
 
A. Policy
 
B. Discu
 

1. T
 

2. T
ac

 
3. D

to
up

 
4. G

 
a.

 
b.

 
c.

 
d.

 
5. T

w
es
an

 
C. Deadl

proce
 
D. Subm

each y
 
 
 
 
 
 
 
 
 
 
©  Agusti

Annual Club 

y. It is the pol

ussion 

The General M

The Annual C
ccomplish ma

Department He
o starting the 
pon their dep

Goals can inclu

. Ongoing e
training pr

. Discrete p
asset mana

. Specific pe
beverage d

. Any other 

The General M
written annual 
stablishing an
nnual perform

line. Annual C
ss. 

missions. Annu
year. 

inus Agus Pur

Goals 

licy of the clu

Manager will e

Club Goals 
ajor goals. 

eads should b
[Annual Budg
artmental bud

ude: 

efforts towar
rograms. 

projects to be
agement datab

erformance re
department or

projects deem

Manager may,
goals for the

nnual work pl
mance review 

Club Goals m

ual Club Goa

rwanto, MM 

ub that Annua

establish writ

are an essen

be given a cop
gets], as the r
dgets. 

rd major pro

e completed 
base with pho

esults, such as
r exceeding $

med necessary

 at his or her 
ir respective 
lans and evalu
process. 

must be compl

als must be for

al Club Goals

tten goals for 

ntial part of 

py of the Ann
requirements 

ojects, such 

during the y
otographs. 

s achieving d
1 million in g

y or beneficia

discretion, re
departments. 
uating Depart

leted prior to 

rwarded to th

s be prepared 

the club for e

f creating a 

nual Club Goa
of the annual

as continuin

year, for insta

departmental b
golf revenue.

al by the Gene

equire Departm
These depart

tment Heads’ 

the start of th

he Board of D

Acco

for each fisca

each year. 

vision and 

als for the com
l goals may ha

ng to improv

ance establish

break even in 

eral Manager

ment Heads t
tmental goals
performance

he club’s [An

Directors by O

ounting Poli

A-3

al year. 

action plan 

ming year pri
ave impact 

ve and refine

hing an 

the food and

r. 

o provide 
 are useful in

e during the 

nnual Budgets

October 31
st

 o

icies 

3501

to 

or 

e 

d 

 

s] 

of 

81 



 

 
 

 
Subject:  A
 
 
A. Policy

fiscal 
 
B. Discu
 

1. G
 

a.

 
b.

 

c.
 

2. D
 

a.

 
b.

 
c.

 
3. B

 
a.

 
b.

 
 
 
 
 
 
 
 
 
 
 

 
© Agustin

Annual Budg

y. It is the po
year. 

ussion 

General 

. Annual bu
toward tho

. To be usef

. The fiscal 

Definitions 

. An Operat
operating d

. A Capital 
and their f

. A Capital 
two years. 
Examples 
exception 

Budgets. The A

. Annual Op
operating d

. Annual Ca
by each op

nus Agus Pur

gets 

licy of the clu

udgets are an i
ose goals thro

ful annual bud

year for the c

ting Budget is
departments. 

Budget is a 
financing. 

or Fixed Asse
It is bought f
are structures
of land are su

Annual Budg

perating Budg
departments a

apital Budget.
perating depar

rwanto, MM 

ub that Annua

important too
ughout the fis

dgets must be

club is Januar

s a plan for th

plan of prop

et is an item t
for use in the 
s, machinery, 
ubject to depr

et is made up

get. This budg
and the club a

. This budget
rtment and th

al Operating 

ol to establish 
scal year. 

e prepared pri

ry 1
st

 through

he financial pe

posed acquisit

that has physi
operation of 
equipment, v

reciation. 

p of two major

get establishe
as a whole. 

t establishes th
he club as a w

and Capital B

financial goa

ior to the start

 December 3

erformance of

tions and rep

ical substance
the business a

vehicles, and 

r components

es goals for fi

he amount to
hole. 

Acco

Budgets be pr

als and to trac

t of the fiscal 

1
st

. 

f the club and

placements of

e and a life in
and not inten
land. Fixed a

s: 

inancial perfo

o be spent on 

ounting Poli

A-3

repared for ea

ck progress 

year. 

d each of its 

f capital asse

 excess of 
ded for resale

assets with the

ormance for a

capital purch

icies 

3502

ach 

ets 

e. 
e 

all 

ases 

82 



 

 
 

 
Subject:  B
 
 
A. Policy

to an 
 
B. Defin
 

1. D
de

 
2. D

 
3. C

bu
 

4. C
 
C. Discu
 

1. T
on

 
2. T

M
tim

 
a.

 
b.

 
c.

 
d.

 
e.

 
f.

 
 

g.

 
© Agustin

Budget Deve

y. It is the pol
established ti

nitions 

Departmental O
epartment. M

Departmental C

Club Operating
udgets. May b

Club Capital B

ussion 

Timely develo
ngoing monit

The Operating
Manager in co

meline: 

. August 31
General M

. September

. September
by Departm

. September
Club Oper

. September 
Capital Bu

 September
Capital Bu

. October 10

nus Agus Pur

lopment Tim

licy of the clu
imeline for ea

Operating Bu
May be initial o

Capital Budg

g Budget – th
be initial or fi

Budget – the c

pment and su
toring of finan

g Budget will 
njunction wit

1
st

 – [Annua
Manager. 

r 1
st

 – Initial B

r 18
th

 – Subm
ment Heads to

r 21
st

 – Con
rating Budget 

21
st

 – Subm
udgets to the G

r 31
st

 – Rev
udgets by the 

0
th

 – Revision

rwanto, SE M

eline 

ub that Annua
ach fiscal year

udgets – the d
or final. 

gets – the depa

he consolidate
final. 

consolidated b

ubmission of t
ncial perform

be developed
th the Board o

al Club Goal

Budget meeti

mission of ini
o the Control

nsolidation of
by the Contr

mission of in
General Mana

view of initi
General Man

n of initial De

MM 

al Operating a
r. 

departmental p

artmental plan

ed budget mad

budget made 

the Annual B
mance. 

d according to
of Directors. T

ls] for the n

ing and guida

itial Departm
ler. 

f initial Depa
roller. 

nitial Club O
ager by the C

ial Club Ope
nager and retu

epartmental O

and Capital B

profit and loss

n for purchas

de up of all d

up of all depa

Budget allows 

o a timetable d
The following

ext fiscal ye

ance to Depart

mental Operat

artmental Op

Operating Bu
Controller. 

erating Budg
urn to the Con

Operating Bud

Acco

Budgets be pr

s schedules fo

ing capital as

departmental o

artmental cap

for proper pl

determined by
g is a propose

ear establishe

tment Heads b

ting and Capi

erating Budg

udget and D

get and Depa
ntroller. 

dgets and Cap

ounting Poli

A-3

repared accord

or each 

ssets. 

operating 

pital budgets.

lanning and 

y the General
ed approxima

ed by the 

by the Contro

ital Budgets 

gets into initi

Departmental 

artmental 

pital Budgets 

cies 

3503

ding 

l 
ate 

oller. 

ial 

as 

83



 

 

 

 

h.

 
i. 

 
j. 

 
k.

 
l. 

 
m

 
n.

 
C. Respo
 

1. T
B
co

 
2. In

B
 

3. T
re

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

necessary 

. October 10
by Departm

October 2
Club Oper

October 2
Capital Bu

. October 25

October 25

m. October 3
Capital Bu

. November
of Director

onsibilities 

The Controller
Budget Meetin
onsolidating a

ndividual De
Budgets for the

The General M
eviewing the i

nus Agus Purw

by Departmen

0
th

 – Submis
ment Heads to

0
th

 – Consol
rating Budget 

20
th

 – Subm
udgets to the G

5
th

 – Review 

5
th

 – Review 

31
st

 – Conso
udget by the C

r 1
st

 – Submi
rs. 

r has overall r
ng, coordinati
and submittin

epartment He
eir departmen

Manager has th
initial and fin

wanto, SE M

nt Heads. 

ssion of final 
o Controller.

lidation of fi
by Controlle

mission of fin
General Mana

of final Club 

of Departmen

olidation of D
Controller. 

ssion of final

responsibility
ing the compl
ng the club bu

eads are resp
nts and submi

he responsibi
nal Club Oper

M 

Departmenta

final Departm
er. 

nal Club Op
ager by the C

Operating Bu

ntal Capital B

Departmental

l Club Opera

y for the Budg
letion and sub
udget. 

ponsible for 
itting them to

ility of establi
rating Budget

al Operating 

ment Operatin

erating Budg
Controller. 

udget by the G

Budgets by the

l Capital Bu

ating and Cap

geting process
bmission of al

developing 
 the Controlle

ishing the An
t and Capital B

Acco

Budgets and 

ng Budgets in

get and Dep

General Man

e General Ma

udgets into f

pital Budgets 

s, including h
ll department

the Operatin
er in a timely 

nnual Club Go
Budget. 

ounting Poli

Capital Budg

nto final 

artmental 

ager. 

anager. 

final Club 

to the Board

holding the Ini
tal budgets, an

ng and Cap
 fashion. 

oals and 

icies 

gets 

d 

itial 
nd 

ital 

84 



 

 
 

 
Subject:  O
 
 
A. Policy

establ
 
B. Defin
 

1. A
st
ro 
T
w

 
2. R

(r
ro
du
ca

 
3. P

em
sc
ov

 
4. O

M
 

5. Pr
fi
ot
so

 
6. E

ha
op

 
C. Budge
 

1. T
 

a.
 

b.
 
 
 

 
© Agustin

Operating Bu

y. It is the po
lished proced

nitions 

Assumptions –
tated as clearl
ounds, revenu

The purpose of
were derived a

Revenue Proje
rounds of golf
ound, mercha
ues and fee sc
arried over to

ayroll Sched
mployees’ or
chedules will
ver to the dep

Operating Exp
Major and/or k

rofit Centers 
inancial sched
ther operating
old componen

Expense Cente
ave a financi
perating expe

et Format 

The Club Annu

. Summary 

. Payroll Su

nus Agus Pur

udget 

licy of the clu
ures as descri

– the stated ra
ly and concis

ue projections
f assumptions

and to validate

ections – Exp
f, meals serve

andise sales pe
chedules will

o the departme

dule – Expec
r individual 
l be develope
partmental bu

pense Projecti
known ongoin

– Departmen
dule made u
g expenses. P
nt to their sch

ers – Departm
ial schedule m
enses. 

ual Operating

Operating Sta

ummary 

rwanto, SE M

ub that Annua
ibed in this po

ationale for nu
sely as possib
s, and payroll 
s is to allow t
e assumption

pected levels 
ed, etc.) and a
er round, ave
 be developed
ental budget.

cted levels o
employees’ 

ed in detail i
udget. 

ion – Expecte
ng expenses s

nts that direc
up of the foll
Profit centers
hedule. 

ments that do 
made up of th

g Budget is m

atement 

MM 

al Operating 
olicy. 

umbers used 
ble. Complica

calculations 
those reviewin
s for themselv

of revenue g
average expen

erage dinner c
d in detail in 

of payroll co
rates of pay

in separate sc

ed levels of ex
should be deta

ctly generate 
lowing comp
 with resale 

not directly g
he following 

made up of the

Budgets be p

in financial p
ated calculatio
should be sho
ng the budget
ves. 

generation bas
nditure (green

check, etc.). R
separate sche

ost based up
y multiplied 
chedules with

xpenses by m
ailed in assum

revenues. Th
onents – rev
operations w

generate reven
components 

e following sc

Acco

prepared accor

projections. T
ons such as a
own in attach
t to understan

sed upon vol
n fees per rou

Revenue proje
edules with th

pon calculatio
by hours w

h the summa

onth by expen
mptions. 

hese departme
venues, payro
ill also have 

nues. These d
– payroll exp

chedules: 

ounting Poli

A-3

rding to 

These should b
analysis of go
ed schedules.

nd how numbe

lume of busin
und, cart fees 
ections includ
he summary li

on of types 
worked. Payr
ary lines carri

nse category.

ents will hav
oll expense, a

a cost of goo

departments w
pense and oth

icies 

3504

be 
olf 
. 
ers 

ness 
per 

ding 
ines 

of 
roll 
ied 

 

ve a 
and 
ods 

will 
her 

85



 

 

 
c.

 

 

 

 

 

 

 

 

 

 
d.

 

 

 

 

 

 

 

 
e.

 

 

 

 

 

 

 

 

 
2. T

B
al
pr

 
3. In

 
© Agustin

. Departmen

(1) Golf O

(2) Food 

(3) Bevera

(4) Memb

(5) Genera

(6) Clubho

(7) Golf C

(8) Swim 

(9) Tennis

. Revenue A

(1) Golf O

(2) Food 

(3) Bevera

(4) Dues I

(5) Clubho

(6) Swim 

(7) Tennis

. Payroll Co

(1) Golf O

(2) Food 

(3) Bevera

(4) Genera

(5) Clubho

(6) Golf C

(7) Swim 

(8) Tennis

The Club Ope
Budget-YY, w
llowing data 
rotected form

n clubs with a

nus Agus Pur

ntal Schedule

Operations 

age 

ership 

al and Admin

ouse Operatio

Course Mainte

and Activitie

s 

Assumptions 

Operations 

age 

Income 

ouse Operatio

and Activity 

s 

ost Assumptio

Operations 

age 

al and Admin

ouse Operatio

Course Mainte

and Activity 

s 

erating Budge
where YY is th

entry only 
mulas in shade

a computer ne

rwanto, SE M

s 

nistrative 

ons 

enance 

s 

ons 

ons 

nistrative 

ons 

enance 

et is containe
he last two di
in designate

ed cells. 

etwork, the bu

MM 

ed in a Micr
igits of the fis
d cells. All 

udget file will

rosoft Excel™
scal year. The

calculations 

l be a shared 

Acco

™ file, titled 
e Excel file is

are automat

file, allowing

ounting Poli

Club Operat
s a protected f
tically made 

g Department

icies 

ting 
file, 

by 

86



 

 

 
H
de

 
D. Proce
 

1. U
C
as

 
2. E

fo
 

3. U
ne
de

 
4. E

 
5. D

 
E. Pricin
 

1. A
w

 
2. If

m
by
th

 
3. B

re
 
F. Respo
 

1. D
es

 
2. T

re
 

3. T
B

 
 
 
 
 

 
© Agustin

Heads to enter
epartment sch

edures 

Using the appr
Club Operatin
ssumptions, a

Enter the cost 
or all departm

Using the depa
ecessary anal
epartmental s

Enter expense 

Double-check 

ng Review 

After completi
whether the bu

f not, review 
modeling. If a 
y 10% across
he convention

By playing aro
ealistically mo

onsibilities 

Department He
stablished bud

The Controller
eviewing the c

The General M
Board of Direc

nus Agus Pur

r the file and c
hedules will b

ropriate reven
ng Budget file
and enter data

of goods per
ments with res

artmental pay
lysis, state all 
schedule. 

data in the O

all entries to 

ion of initial d
udget meets th

pricing of p
10% increase

s-the-board. T
nal wisdom is 

ound with diff
ove their bud

eads are respo
dget formats 

r is responsibl
consolidated 

Manager is res
ctors for appr

rwanto, SE M

complete thei
be denied. 

nue assumptio
e, Departmen

a for the reven

rcentage in th
ale income. 

yroll cost assu
assumptions

Other Operatin

ensure accura

departmental 
heir expectati

roducts and 
e in prices is 
This will yiel

that an incre

ferent price in
get closer to d

onsible for de
in Microsoft 

le for reviewi
club operatin

sponsible for 
oval. 

MM 

ir portion of t

on, payroll co
nt Heads will
nue portion of

he appropriat

umptions sche
, and enter da

ng Expense ar

acy. 

operating bud
ons for depar

services. The
anticipated, i
d a new depa
ase in price w

ncreases and/o
desired perfor

eveloping dep
Excel. 

ing departmen
ng budget. 

reviewing the

the budget. A

ost assumption
l perform the
f their departm

te entry cell o

edule, Departm
ata for the pay

rea of the dep

dget, Departm
rtmental perfo

e Excel file i
increase the a
artmental bott
will decrease t

or cost saving
rmance. 

partmental op

ntal budgets f

e Club Budge

Acco

ccess to other

n, and budget
e necessary a
mental schedu

of the departm

ment Heads w
yroll expense 

partmental sch

ment Heads sh
ormance. 

s set up to a
average memb
tom line. Kee
the volume of

gs, Departmen

erating sched

for correctnes

ets and submi

ounting Poli

r operating 

t schedules in
analysis, state
ule. 

mental sched

will perform t
portion of th

hedule. 

hould verify 

allow “what i
ber expenditu
ep in mind th
f business. 

nt Heads may

dules using 

ss and then 

tting them to 

icies 

n the 
e all 

dule 

the 
eir 

if” 
ure 
hat 

y 

the 

87 



 

 
 

 
Subject:  C
 
 
A. Policy

establ
 
B. Backg
 

1. C
fi
of

 
2. R

th
st
es

 
C. Defin
 

1. A
It
E
of

 
2. D

li
 

3. A
th

 
D. Proce
 

1. Id
de

 
2. R

de
su

 
a.

 

 

 
 
 

 
© Agustin

Capital Budg

y. It is the po
lished proced

ground 

Clubs use a w
ixed assets ar
f operations d

Recognizing th
hat capital n
tandardized p
stablish priori

nitions 

A Capital or F
t is bought fo

Examples are s
f land are sub

Depreciation is
fe. Items to b

A Capital Bud
heir financing

edures 

dentification o
epartments. T

Research. Onc
etermine the b
uch as vendor

.  Key inform

(1) Quanti

(2) Specia

nus Agus Pur

get 

licy of the clu
ures as descri

ide range of 
re expensive t
during their u

hat clubs have
needs are ide
process and fo
ities. 

ixed Asset is 
or use in the 
structures, ma

bject to deprec

s the spreadin
be depreciated

dget is a plan
g. 

of needs. Dep
The asset can 

ce a need ha
best item to m
rs, catalogs, th

mation needed 

ity, make, mo

al accessories,

rwanto, SE M

ub that Depar
ibed in this po

furnishings, f
to purchase a
seful lives. 

e limited reso
entified, rese
ormat, the Ge

an item that 
operation of 
achinery, equ
ciation. 

ng out of the o
d will be deter

n of proposed

partment Hea
be used to ex

as been iden
meet the need
he Internet, et

to make an in

odel, and featu

, attachments

MM 

rtmental Capi
olicy. 

fixtures, equi
and are expec

ources, it is es
earched, and
eneral Manag

has physical 
f the business
uipment, autos

original cost o
rmined by the

d acquisition

ds are respon
xploit a new o

ntified, the D
d. There are n
tc. 

nformed deci

ures to meet n

, or options th

ital Budgets b

pment, electr
cted to contrib

ssential that a 
d justified. W
ger is able to

substance and
s and not inte
s, and land. F

of a capital as
e Controller.

ns and replace

nsible for iden
opportunity or

Department H
umerous aven

sion includes

needs. 

hat are require

Acco

be prepared ac

ronics, and m
bute to the ec

process is es
When this is
 evaluate com

d a life in exc
ended for res
Fixed assets w

sset over its e

ements of ca

ntifying asset 
r to replace an

Head will con
nues for resea

s: 

ed. 

ounting Poli

A-3

ccording to 

machinery. Th
conomic vital

tablished to e
s done throu
mpeting need

cess of two ye
ale to custom

with the excep

estimated usef

apital assets a

needs within
n existing ass

nduct researc
arching purch

cies 

3505

hese 
lity 

ensure 
ugh a 
ds and 

ears. 
mers. 
ption 

ful 

and 

n their 
et. 

ch to 
hases 

88



 

 

 

 

 

 

 

 

 

 
b.

 
c.

 
d.

 
3. A

an
st
E

 
4. Pr
 

a.

 
b.

 
5. Su
 

a.

 

 

 
© Agustin

(3) Cost to

(4) Project

(5) Dimen

(6) Utility

(7) Scope 

(8) Estima

(9) Cost o

. Prepare or 
detailed sp

. Capital exp
freezers, k
the item w
and approv

. Explore fin
are the ter
maintenan
what price

Analyze impac
nd profitabili
taffing, or all

E. below, calcu

repare justific

. Complete 
to include 
and guests

. If more th
[SPHM Fo

ubmission for

. During an
budget sep

(1) Depart
their d

(2) Capita

nus Agus Pur

o purchase inc

ted training c

nsions and we

y requirements

of any neces

ated operating

of any permits

attach a spec
pecifications. 

penditure req
kitchen equipm
will fit in the 
ved. 

nancing altern
rms of the le

nce on the item
e? 

ct of purchase
ty as a result

low better me
ulate the retur

cation 

a Capital Ass
a thorough e

s. Attach any 

han one Capi
orm 205], to l

r approval 

nnual capital 
parate from th

tment Heads a
departments. 

al budgets are 

rwanto, SE M

cluding optio

cost for operat

eight of item.

s and energy 

sary work to 

g and mainten

s or regulatory

cification shee

quests involvin
ment, etc., mu
designated sp

natives. Can 
ease (interest
m? Would the

e on operation
t of purchasin
ember service
rn the club ex

set Purchase 
explanation of
specification 

ital Asset is 
list all purcha

budget proc
he operating b

are responsib

submitted to 

MM 

ns, installatio

tors of item. 

consumption 

install item o

nance costs du

y approvals n

et that fully d

ng any piece 
ust be review
pace and that

the item be l
t rate and ter
ey buy back t

n. Project inc
ng the asset. 
e? Through th
xpects as a res

Request, [SP
f how the ass
sheet, cut she

requested, us
se requests an

cess, propose
budget. 

le for prepara

the Controlle

on, sales tax, a

rating. 

or modify area

uring life of a

needed. 

describes the i

of installed e
wed by the Fa
t all utility re

eased? Does 
rm)? Would 
the item at th

creased sales, 
Will it affect
he financial a
sult of this pu

PHM Form 20
set will benefi
eet, and the re

se a Capital 
nd establish d

ed capital ex

ation and subm

er for ultimate

Acco

and shipping.

a of installatio

asset. 

item with nom

equipment suc
acilities Mana
equirements h

it make sense
the leasing c

he end of the l

changes in op
t productivity
analysis descr
urchase. 

04] for each i
fit the club an
esults of analy

Budget Requ
departmental p

xpenditures a

mission of ca

e presentation

ounting Poli

 

on. 

menclature an

ch as refrigera
ager to ensure
have been ver

e to do so? W
company prov
lease period?

perating expe
y, save or inc
ribed in parag

item requeste
nd its member
ysis. 

uest Summar
priorities. 

are prepared 

apital budgets 

n to the Gener

cies 

nd 

ators, 
e that 
rified 

What 
vide 
 For 

enses, 
crease 
graph 

ed 
rs 

ry, 

as a 

for 

ral 

89



 

 

 

 
b.

 
c.

 
E. Analy
 

1. M
co

 
a.

 
b.

 
c.

 
2. F

pu
us
as

 
F. Appro
 

1. T
B

 
2. O

D
 
 
 
 
 
 
© Agustin

Manag

. Separate f
for capital
consult wi

. In either c
the Capital
purchase w

ysis 

Most assets w
omputed. The

. Payback M
purchase o
the paybac
money, i.e
inflation) a
payback m

. Net Presen
time value
the investm

. Internal Ra
time value
than the co
that it is di

or the purpos
urchase is of 
sing NPV an
ssistance. 

oval 

The Capital Bu
Board of Direc

Once the Cap

Department He

nus Agus Pur

ger. 

from the annu
l expenditure 
th the Genera

case, Departm
l Asset Purch

will be made. 

will provide a
ere are severa

Method - dete
of an asset unt
ck period. Th
e., that future
and does not 

method is foun

nt Value (NPV
e of money. T
ment, but requ

ate of Return 
e of money, w
ost of capital,
ifficult to com

ses of most cl
f significant m
nd IRR may b

udget will be 
ctors. 

pital Budget i

eads which pur

rwanto, SE M

ual capital bu
by preparing

al Manager. 

ment Heads m
hase Request, 

a return on t
al different me

ermined by a
til the aggreg

his is the simp
e returns are 
measure pro

nd in [Compu

V) Method -
The net presen
uires detailed 

(IRR) Metho
which is then
 the investme

mpute, especia

ub capital pu
monetary valu
be useful. If 

submitted alo

is approved, 

rchases have b

MM 

udget process
g and submitt

must specify t
that is, in wh

the investme
ethods of mea

adding up m
gate equals the
plest method
in discounte

fitability afte
utation of Pay

similar to the
nt value metho

long-term fo

od - allows th
n compared t
ent should be 
ally when cas

urchases, the p
ue and/or if th
further analy

ong with the O

the General 

been approved

s, Department
ting justificat

the proposed 
hich quarter o

nt. Where po
asuring the re

onthly net ca
e cost of the a
, but does no

ed dollars (th
er the payback
yback of Capit

e payback me
od gives a tru

orecasts of inc

he computatio
o the cost of
accepted. Th

sh flows are v

payback meth
he purchase a

ysis is indicat

Operating Bu

Manager wi

d and when the

Acco

t Heads may 
tion to the Co

timing of th
f the coming 

ossible, the r
eturn on a cap

ash flows as 
asset. This am
ot measure th
hat is of lesse
k period. The
tal Asset]. 

ethod, but take
uer picture of 
cremental cash

on of the retur
f capital. If th
he major disad
variable. 

hod is adequa
appears risky
ted, contact th

udget for appr

ill notify the 

e purchases m

ounting Poli

 submit a req
ontroller who

he purchase o
fiscal year th

return should
pital expenditu

a result of t
mount of time
e time value 
er value due 
e format for t

es into accou
f the time to re
h flows. 

rn, adjusted fo
he return is h
dvantage of IR

te analysis. If
y, further anal
he Controller

roval by the 

Controller a

may be made. 

cies 

quest 
o will 

on 
he 

d be 
ure: 

the 
e is 

of 
to 

the 

unt the 
ecoup 

or the 
higher 
RR is 

f the 
lysis 
r for 

and 

90 



 

 
 

 
Subject:  T
 
 
A. Policy

actual
met. 

 
B. Backg
 

1. B
 

2. T
St
pr
th
de
af

 
3. T

el
m
ex
us
in

 
C. Tools
 

1. T
th

 
a.

 
b.

 
c.

 
 

d.

 
© Agustin

Tools to Beat

y. It is the pol
l performance

ground 

Budgets are es

The Accountin
tatements are
revious mont
heir departme
epartment’s p
fter the fact an

Tools to Beat 
lements of th

monitor expen
xpenditures c
sing TBB ma
n establishing

s to Beat Budg

The Tools to B
he appropriate

. Annual Bu
Departmen
Cost Assu
for the fisc

. Monthly P
distributed
performan
year-to-dat

. Weekly Re
Departmen
report com

. Pay Period

nus Agus Pur

t Budget 

licy of the clu
e compared t

stablished as f

ng Office prep
e distributed 
th’s activity. U
ent performe
performance 
nd cannot int

Budget (TB
heir budget in
nses on an on
compared to b
akes Departm
g future budge

get Program 

Beat Budget P
e tabs in a 3-r

udget. Each D
ntal Revenue

umptions. Eac
cal year. 

P&L’s. Actua
d by the A
nce for the per
te (YTD) actu

evenue Repor
nt. This repor

mputes a numb

d Summary R

rwanto, SE M

ub that Depar
o budget and

financial plan

pares monthly
to Departm

Unfortunately
d until at le
does not me
ervene in a tim

B) is a progr
n a more tim
ngoing basis
budget. Final

ment Heads m
ets. 

Program is ma
ringed binder:

Department h
e Assumption
ch Departmen

al profit and l
ccounting O
riod and comp
ual performan

rts. Reports p
rt also compa
ber of key dep

Reports. Repor

MM 

rtmental Head
d to intervene

ns for the com

y financial sta
ment Heads a

y, this means
east two wee
eet budget, th
mely manner

ram designed
mely manner. 

, which keep
ly, the data a

more knowled

ade up of the 
: 

has a budget 
ns (profit cen
nt’s budget is

loss schedule
Office. The 

pare it to the 
nce to budget

prepared and d
ares YTD actu
partmental be

rts prepared a

ds utilize Too
 as necessary

ming fiscal yea

atements for 
around the m
 that Departm

eks after the 
he Departmen
r. 

d to help Dep
Further, it re

ps them in cl
accumulated d
geable about 

following ele

comprised o
nters only), 
s the financia

es for each m
Monthly P&
budget. The 

t. 

distributed w
ual to YTD b
enchmarks tha

and distribute

Acco

ols to Beat Bu
y to ensure th

ar. 

each month o
middle of the
ment Heads d

end of the 
nt Head does

partment Hea
equires Depar
loser touch w
during the co
their operati

ements which

of: Departmen
and Departm

al plan for tha

month which a
&L’s report 

Monthly P&L

weekly which 
budgeted reve
at can be com

d bi-weekly w

ounting Poli

A-3

udget to moni
hat the budget

of the fiscal y
e month for 
do not know h

period. Whe
s not know u

ads monitor k
rtment Heads
with their act
ourse of the y
ion and is use

h are filed und

ntal Schedule
mental Payrol
at Departmen

are prepared 
actual finan

L’s also comp

show revenue
enues. Finally
mpared to bud

which show 

cies 

3506

tor 
t is 

year. 
the 

how 
en a 
until 

key 
s to 
tual 
year 
eful 

der 

e, 
ll 
nt 

and 
ncial 
pare 

es by 
y, this 
dget. 

91



   

 

 

 
e.

 
f.

 
2. A

H
w
bu
en

 
D. Proce
 

1. T
th

 
2. A

D
 

3. T
in
am
re
pa
sh
no

 
4. D

C
pu
D
G

 
 
E. Respo
 
 
 
© Agustin

payroll cos
payroll cos
compares i

. Cost of Go
i.e., Golf, F
and track t

 Other Exp
Other Ope
Heads wil
category. 

As with any ot
Head as the ef
was their own

usiness’ profi
nsure financia

edures 

The Tools to B
he start of eac

As each Wee
Department He

Throughout th
n the Other Ex
mount for ea
ecord purchas
aid. As a res
hown in the M
othing else, it

Departments w
Cost of Goods

urchases mad
Departments w
General Ledge

onsibilities 

nus Agus Pur

sts by Depart
st. Finally, th
it to the budg

oods Analysis
Food, Bevera
their cost of g

pense Log. T
erating Expen
ll know how 

ther managem
ffort put into 
n business, e
fitability. Whi
al performanc

Beat Budget b
ch fiscal year.

ekly Revenu
eads will revi

he month, Dep
xpense Log, 
ach expense 
ses when they
sult, the Othe
Monthly P&L
t reminds Dep

with retail ope
s is compute
de during the
with high vol
er detail for th

rwanto, SE M

tment. This re
his report com
geted amount.

s. This works
age, Tennis, a
goods percent

These worksh
nses each mon

much they h

ment tool, To
it. Departme

each of the 
ile they don’t
ce is just as m

binders will be
 

ue Report a
iew the report

partment Hea
SPHM Form 
category. It 

y are ordered 
er Expense L

L’s. Neverthel
partment Hea

erations must 
d by recordin
e period, and
lume purchas

heir purchases

MM 

eport also com
mputes the ave

 

sheet is availa
and other Reta
tage and comp

heets allow D
nth by expens
have spent o

ols to Beat B
ent Heads sho
tools would 
t own the bus

much a necess

e purchased a

and Pay Per
ts and file the

ads will recor
233, and ded
is understood
and the Acco

Log will not 
less, the exerc

ads that every 

complete the
ng the beginn

d making adju
ses such as F
s account and

mpares YTD 
erage hourly w

able for those
ail Outlets. D
pare it with th

Department H
se account. By
f their budge

Budget is only
ould keep in m

be a necess
siness, their m
ity. 

and distribute

riod Summar
em in their TB

rd their Other
duct the purch
d that under 

ounting Office
necessarily a
cise of keepin
purchase has

e Cost of Goo
ning and end
ustments and
Food and Be

d file it in thei

Acco

actual to YT
wage by Dep

 Departments
Department He
he budgeted c

Heads to reco
y keeping thi
eted amount 

y as valuable 
mind that if t
sary part of 
management 

d to Departm

ry Report i
BB binder. 

r Operating E
hase amount 

this system 
e posts purcha
agree with th
ng the log is 
s an impact on

ds Analysis o
ding period in
d transfers as
everage may 
ir binder. 

ounting Poli

TD budgeted 
artment and 

s with retail s
eads can com
cost of goods.

ord their mon
s log, Departm
for each exp

to a Departm
their Departm
maintaining 
responsibility

ment Heads be

s distributed

Expense purc
from the bud
Departments

ases when the
he Other Exp
still a good o
n the bottom 

on a monthly 
nventories, a

s necessary. T
get a copy o

cies 

sales, 
mpute 

 

nthly 
ment 

pense 

ment 
ment 

the 
y to 

efore 

d 

chases 
dgeted 
s will 
ey are 
penses 
one. If 
line. 

basis. 
adding 
Those 
of the 

92



 

 

 
1. D
 

a.
 

b.

 
c.

 
d.

 
e.

 
f.

 
2. T
 

a.

 
b.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Department He

. Maintainin

. Filing all M
binder as t

. Recording
only). 

. Recording

. Monitoring
budget. 

 Bringing th
and being 

The Controller

. Ensuring t
and distrib

. Purchasing
year. 

nus Agus Pur

eads are respo

ng their Tools

Monthly P&L
they are receiv

g and analyzin

g all Other Op

g their actual 

heir Tools to 
prepared to a

r is responsibl

that Weekly R
buted to Depa

g and distribu

rwanto, SE M

onsible for: 

s to Beat Bud

L’s, Weekly R
ved. 

ng inventory d

perating Expen

performance

Beat Budget 
answer questio

le for: 

Revenue Repo
artment Heads

uting the Tool

MM 

get binder in 

Revenue Repo

data for the C

nses in the Ex

e to budget an

binder to the 
ons regarding

orts and the P
s, and 

ls to Beat Bud

an up-to-date

orts, and Pay 

Cost of Goods 

xpense Log. 

nd intervening

[Monthly Re
g their Depart

Pay Period Su

dget binders b

Acco

e manner. 

Period Summ

Analysis (res

g as necessary

eview of Oper
tment’s financ

ummary Repo

before the star

ounting Poli

mary Reports i

sale operation

y to meet or ex

rating Statem
cial performan

rts are prepar

rt of each fisc

cies 

in the 

ns 

xceed 

ments] 
nce. 

red 

cal 

93 



 

 
 

 
Subject:  C
 
 
A. Policy

payba
 
B. Backg
 

1. W
im
ex
pu
pa

 
2. T

th
th
i.e
no

 
3. F

a 
by
an
al
th

 
 

C
 

I
 

 

N
 

 

A
 
P

 
 
 
 

 
 
 
 
© Agustin

Computation 

y. It is the po
ack of the asse

ground 

When preparin
mpact of the
xpenses, and
urchase affec
ayback analy

The payback m
he purchase o
he payback pe
e., that future
ot measure pr

or example, a
used cart for
y an average 
nd beverage 
lso will have 
his: 

Cost of asset 

Increased sales

Less food 

Net income 

Less additi

Annual income

Payback period

nus Agus Pur

of Payback o

licy of the clu
et. 

ng a Capital A
e purchase o
d profitability
ct productivity
sis to show th

method of ana
of an asset un
eriod. This is
e returns are i
rofitability aft

a manager wa
r $4,000 and h

of $400 each
costs amount
additional pa

s per year 

and beverage c

ional payroll co

e after payroll 

d 

rwanto, SE M

of Capital Ass

ub that manag

Asset Purchas
on the opera
y as a result 
y, save or inc
he financial im

alysis is determ
ntil the aggreg
 the simplest 
in discounted
fter the paybac

ants to purcha
he expects it 
h weekend fo
ts to 40% of 
ayroll cost of 

cost @ 40% 

ost 

cost 

MM 

set 

gers wishing 

se Request, SP
ation. Project

of purchasin
crease staffing
mpact of the p

mined by add
gate equals th
method, but 
 dollars (that 
ck period. 

ase a second b
will increase

or two-thirds 
sales, he figu
$180 per wee

$4,000
 

34 week
 

($5,440)
 

$8,160
 

34 week
 

$2,040 o
 
$4,000/$
the cart 
take 3 y
cart. 

 

to make capit

PHM Form 2
ted increased
ng the asset 
g, or allow be
purchase. 

ding up month
he cost of the
does not mea
is of lesser v

beverage cart
e food and be

of the year (
ures he can n
ekend. His pa

ks X $400 = $1

) 

ks X $180 = ($

or approximate

$170 = approxi
will only be us
ears (or season

Acco

tal purchases 

04, managers
d sales, chan

must be exa
etter customer

hly net cash f
e asset. This 
asure the time

value due to in

t for the golf c
everage sales 
(34 weeks). K
net $240 each
ayback analys

13,600 

6,120) 

ely $170 per m

imately 24 mo
sed 8 months a
ns) to pay back

ounting Poli

A-3

analyze the 

s must analyz
nges in opera
amined. Does
r service? Us

flows as a resu
amount of tim
e value of mo
nflation) and 

course. He ca
on the golf c

Knowing that
h weekend, b
sis would look

month 

nths; but since
a year, it will 
k the cost of the

cies 

3507

ze the 
ating 
s the 
e the 

ult of 
me is 
oney, 
does 

an get 
course 
t food 
but he 
k like 

e

e 

94 




