Chapter 7 - Budgets

Instructions for Excel Budget Worksheet

1.
Create 10 sheets using the Insert-Worksheet Command.  Three are already included.  Add 7 more.

2.
Label each worksheet by Double Clicking on the name will highlight it, then type in the budget name.  The 10 are:


Sales, Production, Direct Materials, Direct Label, Overhead, COGM, Selling and G&A, Income Statement, Cash, Balance Sheet

3.
Put headings in each budget. Use Ctrl+C (Copy) and Ctrl+V(Paste) to copy.  Then make changes to budget name.


            Name of Company






XXXXX Budget






July 1, 2005




QTR1

QTR2

QTR3

QTR4

TOTAL

4.
Create Line items for each Budget.  The Sales budget would look like this:



Sales in Units



Price



Sales In $

5.
TO make the budgets fluid you must use formulas from this point on.  Everything should be based on either sales in units, sales $, or Production units.

6.
Formulas start with an = sign.  For example for Sales of 1000 units at $50:  enter in the units to be sold  1000, enter in the price  50.  At the total sales $ cell you will put in an = sign, click on the Sales in Units cell, enter the * sign, click on Price cell, press enter. A formula instead of a number should appear on the task bar above the budget screen. =D7*D8

7.
To copy the formula into the other cells, click on the formula cell, move to the corner of the cell, at the square box.  Move it around until you see the thin cross +. Left click and highlight the other fields while dragging.   Let the left click go and the cells should have formulas in them.

8.
Sum the Sales in Units by clicking on the Sum symbol        in the total column  It should automatically  highlight the row.  Press enter.

9.  
Enter the price in the total next cell down, then do the sum function with the total sales in $.  The sum function will be used repeatedly throughout the construction of the budget spreadsheet.

10.
Go to the Production Budget.  You will be using the figures from the sales in units row to start a lot of your budget.  To link  the sales budget cells to the production budget cells, put your cursor on the cell in the first row.


Enter the = sign, click on the Sales budget on the bottom tabs,  click on the 1st qtr sales in units, then press enter.  This will put a command for example:= Sales Budget!D7.  This means that whenever I change D7 on the Sales Budget this cell will also change.

11.
Enter the rest of the lines for each of the budgets making sure to use formulas when the data comes from another budget.

12.
On the Overhead Budget you should make a calculation of the overhead rate.  Double check that is close to the number you previous used.  It can be change.

13.
On the COGM Budget make a calculation for the product cost.  This should be close to what you have previously used.

14.  
One of the purposes of a budget it to make sure you have the correct numbers for your sales price and dollars, product cost and overhead cost.  Do they make sense?  You can change your numbers to make them reasonable.  The numbers you develop in Chapter 7 will be used in your calculations for your presentation.

