KempFM.gxd 12/5/2002 12:52 PM Page 3 $

Budgeting for
Managers

Sid Kemp
Eric Dunbar

McGraw-Hill

New York Chicago San Francisco Lisbon London
Madrid Mexico City Milan New Delhi San Juan
Seoul Singapore Sydney Toronto

o



KempFM.gxd 12/5/2002 12:52 PM Page 4 $

The McGraw-Hill companies

Copyright © 2003 by The McGraw-Hill Companies, Inc. All rights reserved.
Printed in the United States of America. Except as permitted under the
United States Copyright Act of 1976, no part of this publication may be
reproduced or distributed in any form or by any means, or stored in a data-
base or retrieval system, without the prior written permission of the publisher.

1234567890 AGM/AGM 098765432

ISBN 0-07-139133-9

This is a CWL Publishing Enterprises Book, developed and produced for
McGraw-Hill by CWL Publishing Enterprises, Inc., www.cwlpub.com.

This publication is designed to provide accurate and authoritative informa-
tion in regard to the subject matter covered. It is sold with the understanding
that neither the author nor the publisher is engaged in rendering legal,
accounting, or other professional service. If legal advice or other expert
assistance is required, the services of a competent professional person
should be sought.

—From a Declaration of Principles jointly adopted by a Committee

of the American Bar Association and a Committee of Publishers

McGraw-Hill books are available at special quantity discounts to use as pre-
miums and sales promotions, or for use in corporate training programs. For
more information, please write to the Director of Special Sales, McGraw-Hill,
2 Penn Plaza, New York, NY 10128. Or contact your local bookstore.

This book is printed on recycled, acid-free paper containing a mini-
mum of 50% recycled de-inked fiber.

o



KempFM.gxd 12/5/2002 12:52 PM Page ix $

Preface

I remember the first time | made a budget. | had just started a
new job, my first time as a manager. My boss, the dean of the
school, said, “Sid, we have $50,000 to spend on computer sys-
tems this year. Please prepare a budget.”

Wow! All the exercises in school, all my thinking as I started
the job and wrote out a plan for my work, hadn’t prepared me
for that. S50,000 for my first budget. And it was up to me to
plan it well. If I did, then the computer labs for students would
run well for the year, professors would be able to do research on
their new computers, and—most challenging of all—I would
build a network for the school’s administrative staff. [ don’t think
[ need to tell you how nervous [ was.

This book is written for the young manager | was then, just a
few years out of college with a liberal arts degree. It’s the book |
wish someone had dropped into my hands on that day. It’s also
written for you if you're working your way up from line supervi-
sor to manager, or if you're working day and night to make your
small business succeed, or if you're setting up a new depart-
ment. It will help you if your business is growing, or shrinking,
or launching a new venture. Managing our money well is a key
ingredient for business success.

My first budget succeeded and, three years later, | launched
my own business. Since then, I've been training new managers
and consulting for all kinds of businesses. I've learned a lot from
my large customers, written books on best practices, and taught
these methods to the new managers and small business execu-
tives who are willing to learn and want to succeed. | hope I can
do the same for you.
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My co-author and [ were careful to include all the aspects of
budgeting: income and expense, production work and projects,
preparation, and presentation. We have chapters that will help
you work with the accounting and finance departments if you
are in a medium-sized or large company and a chapter that will
help you if you're going it on your own. Whatever kind of bud-
get you need to make, this book is for you.

Eric Dunbar, my co-author, has the training that [ didn’t
have. He has an M.B.A. and excels at setting up financial sys-
tems for small businesses. | learned while flying by the seat of
my pants, while he learned in more formal settings. Together,
we’ve put together a realistic, practical book that is also precise
and clear. It’s now in your hands.

Please do more than read this book. Work with it. Set up
your budget next to our examples and try out all the ideas. A lot
of creative thinking goes into making a good budget: we want
you to do your best in your own way, while learning from those
who specialize in accounting and finance.

A budget is more than just numbers; it supports success
and teamwork for you and your department. In preparing your
department’s budget, you secure the funds and resources your
team needs to succeed. In managing the money and allowing
your team to make spending decisions with you, you empower
your team to plan well, work well together, and succeed.

Your team’s success is yours, and success for your compa-
ny as well.

Special Features

The idea behind the books in the Briefcase Series is to give you
practical information written in a friendly, person-to-person
style. The chapters are short, deal with tactical issues, and
include lots of examples. They also feature numerous boxes
designed to give you different types of specific information.
Here’s a description of the boxes you'll find in this book.
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These boxes are designed to give you tips and tactics
that will help you more effectively implement the
methods described in this book.

These boxes provide warnings for where things could
go wrong when you're undertaking your budget.

These boxes highlight insider tips for taking advantage
of the practices you’ll learn about in this book.

Every subject has its special jargon and terms. These
boxes provide definitions of these concepts.

It’s always important to have examples of what others
have done, either well or not so well. Find such stories
in these boxes.

This identifies boxes where you’ll find specific proce-
dures you can follow to take advantage of the book’s
advice.

How can you make sure you won’t make a mistake
when dealing with a problem? You can’t, but these
boxes will give you practical advice on how to minimize
the possibility.
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