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Introduction

This module is part of a series on planning an income oriented short course. It has been
written for individuals or groups
interested in organising and delivering
training for people with income earning
ideas. In particular, this book targets:

• training providers
• community leaders
• NGOs
• church groups
• individuals with some training

experience.

IItt  mmeeaannss  tthhiinnkkiinngg  
aabboouutt  wwaayyss  ttoo  mmaakkee  

ssoommee  mmoonneeyy

WWhhaatt  ddooeess  iinnccoommee
oorriieenntteedd  mmeeaann??

Learning outcome

The learning outcome for this module is as follows:

“At the end of this module you should be able to prepare and monitor a training budget
for an income oriented short training course using the formats provided.”

WWhhaatt’’ss  aa  lleeaarrnniinngg
oouuttccoommee??

IItt’’ss  aa  ssttaatteemmeenntt  wwhhiicchh
iinnddiiccaatteess  wwhhaatt  yyoouu  sshhoouulldd
bbee  aabbllee  ttoo  ddoo  aafftteerr  yyoouu
hhaavvee  rreeaadd  tthhrroouugghh  tthhee

mmoodduullee  aanndd  ccoommpplleetteedd
tthhee  aaccttiivviittiieess..    
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II
nneeeedd  ttoo  pprreeppaarree
aa  ttrraaiinniinngg
bbuuddggeett..  

DDoonn’’tt  ffoorrggeett  ttoo
ddeevveelloopp  yyoouurr  ttrraaiinniinngg

ppllaann  ffiirrsstt..

This module will help you to prepare and monitor training budget. It is only a guide for
you to build on.
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To plan an income oriented short training course you should follow this step by step
process. Preparing a training budget is the third step in the process.

Planning an income oriented short training course

  



Prepare and monitor a training budget6

A budget is a detailed plan of income and expenses.

What is a budget?

  



Prepare and monitor a training budget 7

A training budget for a short training course helps you:

• control your money
• to monitor your expenses and income
• plan in advance how much money you need to spend and how you can generate

income to cover your expenses  
• make decisions about your spending  
• account for any funds you have received from a funding organisation, and complete

the necessary acquittal process.

WWaaaahh!!

WWhhaatt’’ss
wwrroonngg  wwiitthh

hhiimm??

HHee
ddiiddnn’’tt  pprreeppaarree

aa  bbuuddggeett

BBaannkkrruupptt

Why do I need a budget?
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Before you can prepare a budget you need to prepare a training plan.The training plan helps
you to make a correct estimate of training expenses. If you have not completed a training
plan refer to the module Develop a Training Plan.

Once you have developed a training plan you can follow these steps to prepare a budget.

How do I prepare a budget?

11.. iiddeennttiiffyy  ttrraaiinniinngg  
eexxppeennsseess

22.. ccaallccuullaattee  bbuuddggeetteedd
eexxppeennsseess

33.. iiddeennttiiffyy  ssoouurrcceess  ooff
iinnccoommee

44.. ccaallccuullaattee  bbuuddggeetteedd
iinnccoommee

55.. ccaallccuullaattee  bbuuddggeetteedd
pprrooffiitt  oorr  lloossss

        



Identify training expenses

An expense is any money you spend. The following are examples of
training expenses.

1. Marketing
Some examples of marketing expenses are:

• marketing materials such as brochures or flyers
• toksave
• contacting people in your network.
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Step 1: Identify training expenses

1

TThhaannkkss

TTrryy
tthhiiss  nneewwsslleetttteerr
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2. Professional staff
Professional staff expenses include:

• wages of trainers
• wages of assistant trainers and administration staff.

Step 1: Identify training expenses

   



3. Transport and travelling
Transport and travelling expenses may be incurred by the training provider and the trainees.
Examples include:

• vehicle hire
• fuel
• bus fares

4. Raw materials
Raw materials are the materials you need to make the product you are teaching trainees to
do. For example in the mango jam making course, raw materials include:

• mangos
• sugar
• water
• lemons
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Step 1: Identify training expenses

    



5. Equipment
Equipment includes items you need to make the product during the training course. For
example in the mango jam making course equipment includes:

• cooking pots
• firewood stoves
• jars with lids
• cutting boards
• measure cups

6. Tools
Tools are any implements needed for the training. For example a mango jam making course
might include the following tools as expense items:

• wooden spoons
• tongs
• knives

Prepare and monitor a training budget12

Step 1: Identify training expenses
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7. Training materials
Training materials include:

• whiteboards, chalkboards, pin boards
• stationery items
• printed programs
• handouts
• notes
• workbooks

Step 1: Identify training expenses

   



8. Training venue
This includes any hire fees for use of the training venue. Also included in this expense item
are the following items because they are used as part of the training venue.

• electricity
• fuel
• water 
• firewood

9. Refreshments
Refreshments include any food and drink provided during the training course.
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Step 1: Identify training expenses

GGoooodd
ccoouurrssee  hhaa!!

NNoo!!
BBuutt  tthhee  ffoooodd’’ss

ggoooodd ..

        



Entering expenses into the budget format
Once you have identified your expense items list them in the left hand column of the
budget format under the appropriate headings.  

Example 
The following is an example for the jam making course.
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Step 1: Identify training expenses

Title of training course: Making mango jam to improve your income
Training course duration: 7.5 hours
Number of participants: 15

Training course expenses

Expense item

1. Marketing
A4 flyer

2. Professional staff

Trainer

3. Transport and travelling

4. Raw materials

Mangos
Sugar

Water
Lemons

5. Equipment

Wood stove

Quantity
required

Unit cost

Total

Total

Total

Total

Total budget expense
per expense item
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Step 1: Identify training expenses

Expense item

Pots
Jars with lids
Cutting boards
Measure cups

6. Tools
Wooden spoons
Tongs
Knives

7. Learning materials

Workbooks 

8. Training venue 
Venue hire

Firewood 
Electricity 

9. Refreshments 
Morning tea

Quantity
required

Unit cost

Total

Total

Total

Total

Total

Total budget expense
per expense item

Total cost of training course

Activity 
In the left hand column of the budget format on the following page list the
expense items for your training course.   

If you have completed the module Develop a Training Plan use the
information from that module to complete this activity.
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Step 1: Identify training expenses

Title of training course: 
Training course duration: 
Number of participants: 

Training course expenses

Expense item

1. Marketing

2. Professional staff

3. Transport and travelling

4. Raw materials

5. Equipment

Quantity
required

Unit cost

Total

Total

Total

Total

Total

Total budget expense
per expense item

  



Expense item

6. Tools

7. Learning materials

8. Training venue

9. Refreshments

Quantity
required

Unit cost

Total

Total

Total

Total

Total budget expense
per expense item

Total cost of training course

Prepare and monitor a training budget18

Step 1: Identify training expenses

  



Calculate budgeted expenses

To calculate budget expenses follow these steps:

1. Determine the exact quantities required for each expense item and enter this into the
budget format.

2. Find the unit cost for each expense item and enter this into the budget format.
3. Calculate the cost for each expense item by multiplying quantity required by unit cost.

Quantity required x unit cost = total budgeted expense

Prepare and monitor a training budget 19

Step 2: Calculate budgeted expenses

2

Title of training course: Making mango jam to improve your income
Training course duration: 7.5 hours
Number of participants: 15

Training course expenses

Expense item

1. Marketing
A4 flyer

2. Professional staff

Trainer

3. Transport and travelling

4. Raw materials

Mangos
Sugar

Water
Lemons

Quantity
required

20

1

15 kg
10 pkts

Water

30

Unit cost

50t
Total

Set fee

Total

Total

K5/kg

K5

Nil

50t
Total

Total budget expense
per expense item

K10
K10

K30
K30

Nil
Nil

K75
K50
Nil
K15

K140
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Unit cost

Nil (bring own) 

Nil (bring own)

Nil (bring own)
Nil (bring own)

Total

Nil (bring own) 

Nil (bring own)
Nil (bring own)

Total

Nil

Total

K5

K1
Total

Set catering cost

Total

Quantity
required

Wood
stove

15

90
15

15

15
5
15

15 books

At the house

15 bundles
10 units

Expense item

5. Equipment
Wood stove

Pots
Jars with lids

Cutting boards
Measure cups

6. Tools
Wooden spoons
Tongs
Knives

7. Learning materials
Workbooks

8. Training venue

Venue hire

Firewood
Electricity

9. Refreshments
Morning tea

Step 2: Calculate budgeted expenses

Total costs of training course

Total budget expense
per expense item

Nil

Nil

Nil
Nil

Nil
Nil

Nil
Nil
Nil

Nil
Nil
Nil
Nil

Nil

Nil

K75
K10
K85

K30

K30

K295
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Step 2: Calculate budgeted expenses

Activity 
Go back to the budget format on page 15 and complete the following
steps.

1. Determine the exact quantities required for each expense item and enter this into
the budget format.

2. Find the unit cost for each expense item and enter this into the budget format.
3. Calculate the cost for each expense item by multiplying ‘quantity required’ by ‘unit

cost’.  

Quantity required x Unit cost = Total budgeted expense

If you have completed the module Develop a training plan use the information from that
module to complete this activity.
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Identify sources of income

Income is any money that you receive. Potential sources of income for a
training course include:

• trainees fees 
• sale of products/services 
• sponsors
• donations
• funding organisations.

Example
For the mango jam making course income will be generated by:

• trainees fees (trainees will pay K2 each)
• sale of jam made by trainees at the local market (jam will be sold at K5 per jar).

Step 3: Identify sources of income

3

WWee’’rree  llooookkiinngg  ffoorr
ffuunnddiinngg  ffoorr  tthhee
SSppaanniisshh  DDaannccee
ccllaasssseess  wwee  aarree
ooffffeerriinngg  ppeeooppllee..

WWhhaatt  aa  ggoooodd
iiddeeaa..  MMyy

ddaauugghhtteerr  wwaannttss
ttoo  lleeaarrnn  ttoo

ddaannccee..
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Calculate budgeted income

How much income do you need?
Income should at least cover your expenses. For the mango jam making
course, expenses are K295, therefore income needs to be K295 or more.

How do I calculate total budgeted income?

1. enter your sources of income 
2. calculate the income for each
3. total these amounts to determine total budgeted income.

Example
The following is the budgeted income for the mango jam making course

Step 4: Calculate budgeted income

Training course income

Training provider:
Title of training course: Making mango jam to improve your income

Training course duration: 7.5 hours
Number of participants: 15

4

KK229955
oouutt

SSoo
II  nneeeedd  aatt

lleeaasstt  KK229955  ttoo
ccoovveerr  tthhee
eexxppeennsseess..

WWhheerree  wwiillll  II
ffiinndd  tthhiiss  mmoonneeyy??
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Step 4: Calculate budgeted income

Income

Trainee fees
Number of trainees

Sale of products/services
Number of items 70 x price per item K5
Sponsor (name of organisation)

Donation (name of organisation)
Funding organisation (name of organisation)

Total budgeted income for the training course

Income per income source

K30

K350

K380

Income

Trainee fees
Number of trainees________ x trainee fee per student

Sale of products/services
Number of items ________  x price per item

Sponsor (name of organisation)

Donation (name of organisation)
Funding organisation (name of organisation)

Total budgeted income for the training course

Income per income source

Training course income

Training provider:
Title of training course: Making mango jam to improve your income

Training course duration: 7.5 hours
Number of participants: 15

Activity 
Using the format provided enter the details of your sources of income and
calculate the total income for the training course.
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Calculate budgeted profit or loss

Profit is the money you have left after you have accounted for all of your
income and expenses. For a profit to be achieved total income must be
more than total expenses.  

Profit 
To calculate profit, subtract expenses from income.

Income – expenses = profit

Example:
Income K100 – expenses K80 = profit K20

Step 5: Calculate the budgeted profit or loss

5

GGrreeaatt
II’’llll  mmaakkee
aa  pprrooffiitt  ooff

KK2200

eexxppeennsseess
KK8800

IInnccoommee
KK110000
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Loss 
A loss means your expenses are greater than your income.

Example:
Income K80 – expenses K100 = loss K20

Step 5: Calculate the budgeted profit or loss

iinnccoommee
KK8800,,  eexxppeennsseess  KK110000,,
wwhhaatt  wwiillll  II  ddoo??

         



Profit and income
Profit is different from income. Increasing income does not necessarily mean a greater profit
if at the same time expenses also increase. When budgeting it is important to consider profit,
not just income.

Example: 
Income K100 – expenses K80 = profit K20

If income increases by K50 and expenses by K60 then profit is reduced by K10.

Example:
Income K150 – expenses K140 = profit K10
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Step 5: Calculate the budgeted profit or loss

HHeeyy  bbrroo-- 1100  bbuucckkss  ttaassooll..
WWhheerree  ddiidd  tthhee  rreesstt
ooff  tthhee  pprrooffiitt  ggoo??

MMaayybbee  wwee  sshhoouulldd
jjuusstt  sseellll  tthhee  bbuuaaii,,
nnoott  eeaatt  iitt  ttoooo!!
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Break even
To break even means income is equal to expenses.  

Example:
Income K100 – expenses K100 = profit K0

Step 5: Calculate the budgeted profit or loss

OOhh
wweellll  aatt

lleeaasstt  II  ddiiddnn’’tt
lloossee  aannyytthhiinngg..
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Expenses

Example of a budget showing a profile
The following budget is for the jam making course. You can see that income is K380 while
expenses are K295, leaving a profit of K85.

Income K380 – expenses K295 = profit K85

Step 5: Calculate the budgeted profit or loss

Expense item

1. Marketing
A4 flyer

2. Professional staff

Trainer

3. Transport and travelling

Quantity
required

20

1

Unit cost

50t
Total

Set fee

Total

Total

Total budget expense
per expense item

K10
K10

K30
K30

Nil
Nil

Income source

Trainee fees
Number of trainees 15 x trainee fee per trainee K2

Sale of products/services
Number of items 70 x price per item K5

Total budgeted income for the training course

Budgeted income

K30

K350

K380

Training course income

Training provider:
Title of training course: Making mango jam to improve your income

Training course duration: 6 hours
Number of participants: 15

Income
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Step 5: Calculate the budgeted profit or loss

Expense item

4. Raw materials
Mangos
Sugar
Lemons

5. Equipment

Wood stove
Pots
Jars with lids

Cutting boards
Measuring cups

6. Tools

Wooden spoons
Tongs
Knives

7. Learning materials

Workbooks

Training venue
venue hire 

Firewood
Electricity

Quantity
required

15 kg
10 pkts
30

Wood stove
15
90

15
15

15

5
15

15 books

Training at
the house

15 bundles
10 units

Unit cost

K5/kg
K5
50t

Total

Nil (bring own) 
Nil (bring own)

Nil (bring own)
Nil (bring own)

Total

Nil (bring own)

Nil (bring own) 
Nil (bring own) 

Total

Nil (provided)
Total

Nil

K5
K1

Total

Total budgeted expense
per expense item

K75
K50
K15

K140

Nil
Nil
Nil

Nil
Nil

Nil

Nil

Nil
Nil

Nil

Nil

Nil
Nil

K75
K10
K85
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Step 5: Calculate the budgeted profit or loss

Profit/Loss
Income K380 - Expenses K295 = K85

Training course budget
Training provider:
Title of training course:
Training course duration:
Number of participants:

Income
Income source Budgeted Income

Total income for training course

Expense item

9. Refreshments

Quantity
required

Morning tea
cakes, coffee

tea, milk

Unit cost

Set catering cost

Total

Total budget expense
per expense item

K30

K295

Total costs of training course

Activity 
Enter your income and expense information into the following budget
format and calculate your profit/loss
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Step 5: Calculate the budgeted profit or loss

Expense item

1. Marketing

2. Professional staff

3. Transport and travelling

4. Raw materials

5. Equipment

6. Tools

Quantity
required

Unit cost

Total

Total

Total

Total

Total

Total

Total budgeted expense
per expense item

Expenses
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Step 5: Calculate the budgeted profit or loss

Expense item

7. Learning materials

8. Training venue 

9. Refreshments

Quantity
required

Unit cost

Total

Total

Total

Total budgeted expense
per expense item

Profit/Loss
Income - Expenses =

Total cost of training course

  



If your training budget shows you will make a loss you have two alternatives.

• reduce expenses
• increase income.

Example
Take a look at the following budget.
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What if your budget shows a loss?

Expenses

Expense item

1. Marketing
Coloured brochure
Ad in Post Courier

2. Professional staff

3 Trainers

Quantity
required

100
1

3

Unit cost

K2
K200

Total

K30 per day
Total

Total budget expense
per expense item

K200
K200
K400

K90
K90

Income source

Trainee fees
Number of trainees 15 x trainee fee per trainee K2

Sale of products/services
Number of items 70 x price per item K5

Total budgeted income for the training course

Budgeted income

K30

K350

K380

Training course income

Training provider:
Title of training course: Making mango jam to improve your income

Training course duration: 6 hours
Number of participants: 15

Income

What if your budget shows a loss?
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What if your budget shows a loss?

Expenses

Expense item

3. Transport and travelling

PMV fare for trainees to
venue

4. Raw materials
Mangos

Sugar

Water
Lemons

5. Equipment

Electric  stove

Pots
Jars with lids
Cutting boards

Measuring cups

6. Tools
Wooden spoons
Tongs
Knives

7. Learning materials

Workbooks

Quantity
required

15

15 kg

10 pkts

Water
30

8 (hire)
15

90
15

15

15
5
15

15 books

Unit cost

K5

Total

K5/kg
K5

Nil
50t

Total

K20
K10
K2
K5

K1
Total

Nil (bring own)
Nil (bring own)
Nil (bring own)

Total

Nil (provided)
Total

Total budget expense
per expense item

K75

K75

K75
K50
Nil
K15

K140

K160
K150
K180

K75

K15
K580

Nil
Nil

Nil
Nil

Nil

Nil
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What if your budget shows a loss?

Expense item

8. Training venue
Venue hire, local hall
Electricity

9. Refreshments
Morning tea
Lunch

Quantity
required

30 units

Unit cost

K50
K1

Total

Set catering cost

Total

Total budgeted expense
per expense item

K50
K30
K80

K100

K100

K1470

Profit/Loss
Income K380 - Expenses K1470 = -K1090

Total cost of training course

This is a loss of K1090!!!  What can you do?

The suggestions i the following tables would bring this budget under control.

                 



Prepare and monitor a training budget 37

Income

What if your budget shows a loss?

Training course budget
Training provider:
Title of training course: Making mango jam to improve your income
Training course duration: 6 hours
Number of participants: 15

Income source
Trainee fees
Number of trainees 15 x trainee fee per trainee K2

Sale of products/ services
Number of items 70 x price per item K5

Total income for the training course

Budgeted income

K30

K350

K380

Expense item

1. Marketing
Coloured brochure
Ad in Post Courier
These options are
too expensive and
unnecessary

2. Professional staff
1 Trainer and 2 assistants
Too many trainers.

Quantity
required

100

1

3

Unit cost

K2
K200

Total

K30 per day
Total

Total budgeted expense
per expense item

K200

K200

K400

K90
K90

Expenses

                      



Prepare and monitor a training budget38

What if your budget shows a loss?

Expense item

3. Transport and travelling

PMV fare for trainee to
venue
This could be
avoided
if the trainers
went
to where the
trainees
were

4. Raw materials

Mangos
Sugar

Water

Lemons

5. Equipment

Electric stove

(use wood
fire stove is
cheaper
and more
realistic
for everyday
use)

Pots

Jars with lids

Cutting boards

Measuring cups

Quantity
required

15

15 kg

10 pkts
Water

30

8 (hire)

15

90

15

15

15

Unit cost

K5

Total

K5/kg

K5
Nil

50t

Total

K20

K10

K2

K5

K1

Total

Nil (bring own)

Total budgeted expense
per expense item

K75

K75

K75

K50
Nil

K15

K140

K160

K150

K180

K75

K15

K580

Nil

                         



Expense item

Tongs

Knives

7. Learning materials

Workbooks

8. Training venue
Venue hire, local hall

Electricity

9. Refreshments
Morning tea
Lunch

Quantity
required

5

15

15 books

30 units

This is
over
the top
for a
short
course.
You

Unit cost

Nil to bring their

Nil own tools)
Total

Nil (provided)
Total

K50
K1

Total

Set catering cost

Total

Total budgeted expense
per expense item

Nil

Nil

Nil

Nil
Nil

K50
K30

K85

K100

K100

K1470Total cost of training course
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What if your budget shows a loss?

Profit/Loss
Income K380 - Expenses K1470 = -K1090
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How do I monitor the budget?

How do I monitor the budget?

11.. rreettaaiinn  rreecceeiippttss
aanndd  iinnvvooiicceess

22.. rreeccoorrdd  iinnccoommee
aanndd  eexxppeennsseess

33.. CCoommppaarree  aaccttuuaall
iinnccoommee  aanndd
eexxppeennsseess wwiitthh
bbuuddggeetteedd  iinnccoommee
eexxppeennsseess
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Retain receipts and invoices

To monitor the budget you must keep accurate records of all income and
expenses.  

Income 
If you receive money from trainees, or sell products or services to pay for a training course
you need to keep a record. To do this you can:

• issue a receipt
• have trainees sign an attendance sheet as evidence they have paid
• keep the bank deposit slip as a record that you banked this money.

This is an example of receipt book showing a receipt issued to a trainee who
attended a training course

Step 1: Retain receipts and invoices

1

        



An example of a signed list of trainees who attended a training course and have paid

This is an example of a bank deposit slip for this group of trainees who attended the
training course

Prepare and monitor a training budget42

Step 1: Retain receipts and invoices

  



If you sell products or services to raise funds for a training course you should also issue a
receipt and keep a record. Below is an example of a receipt book showing a receipt issued
for the sale of mango jam at the local market. 

Expenses 
When you spend money you must keep the original of all: 

• receipts
• invoices.

Having this paperwork makes it easier to add up all of the money you have spent and check
it off against the budget.

Having original receipts and invoices is essential for the acquittal process.
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Step 1: Retain receipts and invoices

CCaann
II  hhaavvee  tthhee

rreecceeiipptt  pplleeaassee??

           



Prepare and monitor a training budget44

Receipts
You should make sure you get a receipt for every purchase you make and keep the original.  

What is an acceptable receipt?

If you buy something from a shop you should get a receipt printed from the cash register.

This is an example of a good receipt

Step 1: Retain receipts and invoices

Receipt checklist
The receipt is readable ✔

The receipt identifies the date of the transaction ✔

The receipt identifies the business selling the product or service ✔

The receipt  itemises all purchase items and the amount for each ✔

The receipt records the total amount spent ✔
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Step 1: Retain receipts and invoices
This is an example of a bad receipt 

This receipt is not acceptable:

• it does not identify the business
• it does not itemise purchase items.

What  if you can’t get a cash register print out receipt?
If you can’t get a cash register print out receipt you should write the details of the purchase
on a piece of paper and get the seller to sign it. The receipt must still include all of the details
on the checklist.

Incomplete hand written receipt

This is example of a hand written receipt should include details about the name and address
of the business selling the products.

       



Incomplete hand written receipt

This hand written receipt is better because it has details of the business hiring the equipment,
but needs to provide details about the individual cost of each item cost that was hired.

This is a good example of a hand written receipt

These three examples are receipts from a receipt book. If you don’t have a receipt book it
is acceptable to write out the receipt yourself as long as it includes all of the necessary
details.
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Step 1: Retain receipts and invoices
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Step 1: Retain receipts and invoices
This is a good example of a hand written receipt that has all of the necessary details

This is an example of a hand written receipt that is not acceptable

This is not acceptable because it is missing:

• the name and contact details of the business selling the product
• the name of the person who purchased the product
• the name of the market where the product was purchased
• details about how much of each item was purchased.

   



Invoices
An invoice is a request for payment from a business for a product or service you have
purchased.  

What is an acceptable invoice?

This is an example of a good invoice 
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Step 1: Retain receipts and invoices

Receipt checklist
The receipt is readable ✔

The receipt identifies the date of the transaction ✔

The receipt identifies the business selling the product or service ✔

The receipt  itemises all purchase items and the amount for each ✔

The receipt records the total amount spent ✔
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Step 1: Retain receipts and invoices
This is also a good invoice
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Record income and expenses

As you receive income or spend money enter information into the format
on the next page as follows:

1. list the income or expense item 
2. record the receipt number
3. record the actual quantity received or spent
4. record the actual unit price of each item
5. total the amount for each income or expense item and record it in the actual column
6. record the budgeted amount for each item
7. subtract the actual figure from budgeted figure and record it in the far right hand

column.

Step 2: Record income and expenses

Record of income and expenses
Training provider:
Title of training course: 
Training course duration: 
Number of participants: 

Income

Income item

Trainee fees
Sale of jam

Total income

Receipt
no.

1-16
1-66

Actual
quantity

16
66

Actual
unit price

K2
K5

Actual
income

K32
K330
K362

Budgeted
income

K30
K350
K380

Difference

K2
- K30
- K18

2
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Step 2: Record income and expenses

Expenses

Expense item

1. Marketing
A4 flyer

2. Professional staff

Trainer

3. Transport and
travelling

Bus fare for trainer

4. Raw materials
Mangos
Sugar

Lemons

5. Equipment

Wood stove

Pots
Jars with lids
Cutting boards
Measuring cups

6. Tools
Wooden spoons
Tongs
Knives

Receipt
no.

26

13

67

3
3
3

6
7

7

7

Actual
quantity

20

1

2

15kg
10 pkts
30

15

90
15
15

15
5
15

Actual
unit price

50t

Total

Set fee
Total

K5

Total

K4/kg
K6
50t

Total

Nil

Nil
Nil
Nil
Nil

Total

Nil
Nil
Nil

Total

Actual

K10
K10

K30

K30

K10

K10

K60
K60
K15

K135

Nil
K20
K20

Nil
K5

K45

Nil
K10
Nil

K10

Budgeted

K10

K10

K30

K30

Nil
Nil

K75
K50
K15

K140

Nil

Nil
Nil
Nil
Nil
Nil

Nil

Nil
Nil
Nil

Difference

K0

K0

-K10

K5

-K45

-K10
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Expense item

7. Learning
materials

Workbooks

8. Training venue

Venue hire
Firewood

Electricity

9. Refreshments
Morning tea

Total expenses
Profit or loss

Step 2: Record income and expenses

Receipt
no.

34

56

12

Actual
quantity

15 books

15 bundles
10 units

Actual
unit price

Nil

Total

K5
K1

Total

Set
catering

cost

Total

Actual

Nil

Nil

K80
K10

K90

K40

K40

K370
-K8

Budgeted

Nil

Nil

K75
K10
K85

K30

K30

K295

K85

Difference

K0

-K5

-K10

-K75
-K93
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Compare actual and budgeted amounts

This training course in the previous example budgeted to make a profit of
K85, but made a loss of K8.

Why did this happen?
1. income was less than budgeted

• jam sales were lower than budget.

2. expenses were more than expected
• the trainer needed PMV fare
• some equipment (pots, jam jars) and tools (tongs) had to be purchased, rather

than borrowed
• firewood for wood ovens was more than budgeted
• morning tea was more than budgeted.

How can I prevent this?
To ensure that costs don’t exceed budgeted expenses:

• don’t buy things you haven’t budgeted for
• get written quotations for items you need to purchase so that you know in advance

exactly what you will have to pay for items.
What is a quotation?  
A quotation is a document provided by a business that lists the price that will be charged
for each expense item. A quotation can be obtained in advance so that when you purchase
these items you know exactly what you will pay.

Step 3: Compare actual and budgeted amounts

3
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How can I provide acquittals?

Acquittal is the submission of all the necessary documentation with details of income and
expenses.

Why is acquittal necessary?
Acquittal is necessary if you have been given money to run a training course. The
organisation that has given you the funds needs to account for how their money was spent.

What do I need to do?
For acquittal you must submit:

1. original receipts and invoices as evidence of income and expenses
2. record of all income and expense items with invoice numbers.

1. Original receipts and invoices
Original receipts and invoices should be attached to A4 size paper. It is easier to store
receipts and invoices this way.

These following receipts are for expenses incurred by the training provider.

How do I provide acquittals?
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How do I provide acquittals?

 



Prepare and monitor a training budget56

How do I provide acquittals?

 



The following is evidence of income. Trainees have paid K10 to attend the training course.
There is an example of:

• a letter to the Trust Fund
• a bank deposit slip showing that money collected from trainees was deposited into

the bank
• a signed list of trainees who attended the training course.
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How do I provide acquittals?
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How do I provide acquittals?
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How do I provide acquittals?

2. Record of all income and expense items with invoice numbers 

Record of income and expenses
Training provider:

Title of training course: Jam making
Training course duration: 3 days
Number of participants: 20

Income
Income item

Trainee contribution

Training provider
contribution

Funding organisation

Total income

Receipt
no.

1-20

Actual
quantity

20

Actual
unit price

K8

Actual
income

K160

K320

K1115

K1595

Budgeted
income

K160

K320

K1115

K1595

Difference

K0

K0

Expenses
Expense item Receipt Actual Actual Actual Budgeted Difference

no. quantity unit price income income

1. Marketing

A4 flyer 26 50 K1 K50 K50

Total K50 K50 K0
2. Professional staff
5 trainers 78 3 days x 5 K30/day K450 K450
Administration 74 1 K160 K160 K160

Total K610 K610 K0
3. Transport & Travel
Truck hire 75 1 K130 K130 K130
Fuel 87756 1 K20 K20 K20
Fuel 484135 1 K20 K20 K20
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How do I provide acquittals?

Expenses
Expense item Receipt Actual Actual Actual Budgeted Difference

no. quantity unit price income income

Fuel 7705929 1 K10 K10 K10

Fuel 221473 1 K15 K15 K15
Total K195 K195 K0

4. Raw Materials
Sugar and fruit 1657383 1 K216 K216 K216

Total K216 K216 K0
5. Equipment

Hire of cooking 74 1 K55 K55 K55
utensils
Stationery 10452 1 K58 K58 K58

Gas bottle refill 275469 1 K26 K26 K26

Total K139 K139 K0
6. Tools

Wooden spoons 63 15 K3 K45 K45
Tongs 7 5 K4 K20 K20
Knives 27 15 K8 K120 K120

Total K185 K185 K0
7. Learning materials

Workbooks 15 books Nil Nil Nil
Total Nil Nil K0

8. Training venue 
Venue hire 77 3 days K20 K60 K60

Total K60 K60 K0

9. Refreshments 
Morning tea 12 set catering K140 K140
lunch, tea & coffee cost

Total K140 K140 K0

Total expenses K1595 K1595 K0
Profit or loss K0 K0 K0
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A training budget is an essential step when planning a training course. Without a budget it
is difficult to control income and expenses and ensure that costs of training are covered. If
you are establishing yourself as a training provider you need to make a profit as this is the
only way to run a business.  

If you are applying for funds from an external source to run your training course you will
need a training budget to show how you are going to spend the money.

A budget will also help you to monitor your finances and make informed decisions about
what you spend money on. Accurate book keeping is important if you want to keep track
of your income and expenses. You need to keep receipts and invoices of all income and
expenses.  

This paperwork will also be needed for acquittal if you have received funds for a funding
organisation.

Conclusion

Conclusion

This module is a guide to help you to prepare and monitor a
training budget.

Every trainer has their own way of training. Use the formats as
a guide and adapt them. We hope this book will give you
some ideas.
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The following is an assessment checklist for preparing and monitoring a training budget. For
each criteria place either tick or a cross.

Criteria 
Income
Sources of income are listed in the budget format

The value of each income item is calculated 

Total income is calculated

Expenses 
All expense items are listed under the appropriate headings in the budget
format

Quantities for each expense item specified

Unit cost for each expense item specified

Total cost for each expense item is calculated

Total expenses is calculated

Profit/ loss
Expenses are taken from income to calculate profit or loss

Budget is adjusted if needed to make sure expenses are covered

Book keeping
Originals of all receipts, invoices and quotations are kept.

All receipts, invoices and quotations contain all of the necessary
information

All income and expenses are recorded in the appropriate format
including the actual quantity purchased or sold and the unit cost

Receipt numbers are recorded for each income and expenses item

Actual amounts for each income and expense item are calculated and
compared with budgeted amounts

Assessment checklist

Assessment checklist
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Acquittals 
All original receipts and invoices are submitted in the required format

The record of all income and expenses including receipt numbers is
submitted

Assessment checklist
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Notes

  


