
Do you have more month at the end of your 
money? We will show you how to have more 
money at the end of the month! 

We cover: 

 

UNIT ONE 

WHAT IS BUDGETING AND HOW CAN IT BE 
USED EFFECTIVELY:  

INTRODUCTION 
WHAT IS INCOME 
WHAT ARE EXPENSES 

UNIT TWO 
THE EFFECTS OF BUYING ON CREDIT: 

INTEREST 
REPAYMENTS 
THE EFFECTS OF BUY NOW PAY 
LATER 
0% INTEREST AND HOW IT WORKS 

UNIT THREE 
COMPILE YOUR OWN BUDGET: 

HOW TO USE THE TEMPLATE SUP-
PLIED TO COMPILE YOUR OWN 
BUDGET  

 
SUMMARY WITH QUESTIONS AND ANSWERS:  
WRAP-UP WITH QUESTIONS,  
PRACTICAL EXAMPLES AND 
TIPS 

UPON COMPLETION OF THE MODULE: 
You will receive an FBI certificate in: 

• Budgeting for Individuals (NQF level 4) AND 
YOU WILL EARN 4 CREDITS. 

 

THE FBI VISION & MISSION: 

Vision 
To be a superlative business academy of learning de-
signed for success, synonymous with quality and actively 
contributing towards building a financially nurtured and 
enlightened new South Africa. 

Mission 
Our mission is to provide a relaxed, enjoyable learning 
environment to highly motivated individuals who have a 
burning desire to succeed. The best way to learn is to 
learn without knowing that you are learning. Our philoso-
phy of learning through doing will equip students to ad-
vance in the field of entrepreneurship, through energy, 
passion and a desire for lifelong learning. Our belief is 
that learning is a continuous, expanding process and we 
support and encourage the pursuit of personal and intel-

lectual growth. Real life examples, innovative 
teaching and learning techniques will equip 
students with the practical knowledge needed 
to succeed. 

Po Box 387 
Hunters Retreat, Port Elizabeth 
6017 
www.fbi.co.za 

Phone: +27 041 775 1039 
Fax: +27 0866 826 373 
E-mail: info@fbi.co.za 

Fundamental Basic Instruction 

INVEST IN YOU 

Do you or your staff require budgeting or financial literacy training? If  the 
answer is yes to any of the questions below, chances are you do. 

If you do budget, is it successful every month? 

YES 

NO 

Not sure 

Do you budget at ALL? 

NO  

YES 

Not sure 

Budgeting for Individuals 

YES 

NO 

Do you have enough money left over at the end of the month? 

Not sure 

Name 

Address 

Phone and Email 

Comments or questions: 

Do you feel you or your staff may benefit from increasing their financial I.Q? 

YES 

NO 

Not sure 

Budgeting for 
Individuals 

ATTENDANCE CERTIFICATE  
In terms of the requirements set out, you 
will receive a credit bearing attendance 
certificate if you satisfactorily attend the 
class and practical session of the module, 
and satisfactorily perform the learning 
tasks assigned. 



SETA FOR FINANCE,  
ACCOUNTING,  
MANAGEMENT 

CONSULTING AND 
OTHER FINANCIAL 

SERVICES 

Our philosophy 
of learning 

through 
doing... 

www.FBI.co.za 
Tel: +27 (0)41 775 1039 

Fax: +27 (0)866 82 63 73 
Email: info@fbi.co.za 

Fundamental Basic 
Instruction CC 

ACCREDITED AS A DELIVERY AND ASSESSMENT SITE FOR 
THE FOLLOWING UNIT STANDARDS (S) LISTED BELOW 

ACCREDITATION NUMBER: 585/01136/10 Fundamental Basic 
Instruction CC 

ACCREDITATION NUMBER: 585/01136/10 

Po Box 387 
Hunters Retreat 
Port Elizabeth 
South Africa 

6017 

Fundamental Basic Instruction 

 
Unit Standard Title  

NQF 

 
 Credits  

Level 
  
   
Draft financial statements 5 10 
Contribute to the planning and allocation 
of resources within an accounting frame-
work 

5 10 

Use the computer as a business tool in 
an accounting environment 

7 8 

Record, analyze and prepare cost infor-
mation 

5 10 

Prepare financial reports and returns 5 8 
Work with information technology in an 
accounting environment 

5 6 

Make and record payments 5 8 
Recognize, measure, classify and record 
financial and non-financial data 

7 8 

Record income and receipts 5 10 
Prepare financial reports for different 
forms of entity 

6 16 

Prepare ledger balances and an initial 
trial balance 

5 10 

Apply provisions relating to the concept 
of tax avoidance 

6 8 

Determine and calculate Input Tax 6 12 
Determine and apply the concepts of 
Value-Added Tax 

6 14 

Comply with Value Added Tax admini-
stration 

6 6 

Determine decisions under risk and un-
certainty as they relate to risk assess-
ment and techniques for assessing risk 

7 10 

Determine dividend decisions 7 8 
Prepare business tax returns 5 12 
Calculate Output Tax 6 12 
Prepare personal tax returns 5 10 
Participate in organizational strategy 
management from a financial manage-
ment perspective 

6 12 

Calculate the taxation of companies 6 16 
Advise on working capital policy and 
management 

6 8 

Prepare and analyze financial reports for 
different types of business entities 

6 16 

Evaluate and advice on the cost of capital 7 12 
Evaluate current and proposed activities in an 
accounting environment 

5 10 

Identify and calculate the Value Added Tax 
adjustments 

6 8 

Apply and evaluate the function of financial 
management as it related to the objective of 
the firm, strategic financial management and 
financial statement analysis 

7 8 

Apply and provide advice on the evaluation of 
a business entity 

7 8 

Operate a cash management and credit con-
trol system 

5 10 

Calculate employee's tax and provisional tax 6 10 
Manage accounting systems 5 10 
Build teams to meet set goals and objectives 5 3 
Plan, organise, implement and control record-
keeping systems 

5 4 

Record business financial transactions 4 5 
Take on a business` debtor's book in full 4 12 
Apply concepts and principles of business 
ethics in the professional environment 

6 5 

Apply the budget function in a business unit 4 5 
Demonstrate a basic understanding of the 
role of a business strategy in managing a 
small business or a business unit 

4 5 

Calculate tax payable by a small business 4 6 
Evaluate companies based on their financial 
statements 

6 15 

Demonstrate an understanding of the use of 
micro- and macro-economic indicators as 
forecasting and planning tools within the fi-
nancial markets 

6 18 

Achieve personal effectiveness in business 
environment 

4 6 

Present information in report format 4 6 
Apply innovative thinking to the development 
of a small business 

4 4 

Produce spreadsheets using accounting re-
lated information technology 

5 8 

Prepare financial statement analysis 6 8 
Determine the cost of capital 6 10 
Complete PAYE documents  4 7 
Perform Value Added Tax Calculations and 
Complete Returns 

4 5 

Cost and price a product 4 6 
Interpret and apply the laws and procedures 
related to value-added tax 

6 8 

Supply costing information for management 
control 

5 8 

Achieve personal effectiveness in an account-
ing environment 

5 8 

Maintain financial records and prepare gen-
eral ledger accounts 

5 12 


