Budget Brief
When preparing budget documents for Anjark Services’ Head Office you must follow these requirements.

Proposed expenditure must be grouped into the following categories:

	IT
	Includes all computer equipment, printers, laptops and scanner



	Travel
	Includes all air fares, accommodation and travel activity associated with the business



	Advertising
	Includes all newspaper and other media advertising and promotional activities



	Client Services
	Includes all activities associated with supporting clients, e.g. hospitality for visiting clients



	Postage
	Covers all costs associated with delivery of letters and correspondence, i.e. post and courier services



	Telecommunications
	All costs associated with Internet, telephone and communications activity



	Reprographics
	All costs associated with copying, printing and preparing documents



	Training and development


	Costs associated with the development and training of staff

	Admin Supplies
	All consumable items associated with the running of the offices


Spreadsheets providing the overview of the office’s proposed budget must be constructed in the following way:

· The horizontal axis of the spreadsheet will contain the categories of expenditure.
· The vertical axis of the spreadsheet will indicated which employee has requested the funds.

· Each column or row containing financial data must have a subtotal that is formed through a simple formula embedded into the spreadsheet.
· A total amount for the budget is to be generated through a formula.

· An example of the layout is below:
	
	Category A
	Category B
	Category C
	Subtotal

	Person 1
	
	
	
	

	Person 2
	
	
	
	

	Person 3
	
	
	
	

	Subtotal
	
	
	
	

	
	
	
	Total
	


· When the table is completed construct a pie chart for each person showing the proportion of expenditure categories for their total expenditure. You will end up with four simple pie charts – one for each person. These are to be located below the table in your spreadsheet.

· When formatting the spreadsheet the following rules apply:
· The name of the company must be at the top left side of the page in blue 14 point bold Arial font.
· The location of the office must be immediately below the company name in green 12 point Arial font.
· All numerical entries to the spreadsheet are to be in the Arial font and size is 12 point.
· All column headings are to be in bold and centred.
· All row headings are to in bold and left aligned.
· All cells containing financial data are to be formatted to show dollars; no cents are to be displayed.
· The subtotals are to in blue and bold.
· The total is to be in 14 point, green and bold.
· The name of the person preparing the spreadsheet with their email is to be at the bottom left-hand side of the sheet in 10 point Arial font, left aligned.

· The printing of the spreadsheet should be set to Landscape and have the header ‘Anjark Services - Head Office’ in 10 point Arial font. The footer, also in 10 point Arial font, must be the date the spreadsheet was prepared and it is to be right aligned. You are required to print this document and share with Mitchell.
