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	General course description
	· How and where the course fits into the student’s program

· Targeted competency or competencies in the course

· Links with other courses, i.e. courses contributing to developing the same competencies 

· Prerequisites for this course, if any

· Relevance of this course for the student



	
	
	


Working capital management and budgets gives students the opportunity to fully develop their abilities to contribute to the planning, budget control and performance measurement of the company’s activities, and to contribute to the management of working capital. 

Purpose of the course:

To develop operating budgets, cash budgets and forecasted financial statements.

To ensure the control and follow-up of budgets

To measure the performance of business activities at the financial and economic levels.

To propose actions intended to maintain or improve the situation.

To keep up-to-date information on elements of the working capital

This course is part of the curriculum courses in Business Administration which together will provide a foundation for further learning in this educational discipline. the prerequisites for this course is 410-151-MV. 

	Learning target
	· Task to be completed by the student at the end of the course, as it is related to the competency or competencies



	
	
	


During their final examination, students will be able to apply appropriate working methods to produce an analysis on the management of budgets and the working of a company by proposing solutions to identified problems.

At the end of the term the student will be able to perform the following: 

1. Use notion of budgets and its usefulness

2. prepare cash, sales, and purchase budgets.

3. study cash flow ratios and use them as planning tools

4. analyse the financial situation a company 

5. prepare budgeted statements using different methods.

6. be able to produce full budget and cash flow projections from a case study. 

	Stages of learning
	· Progressive stages showing the logical learning sequence for the student, in order to reach the course learning target

· For each stage of learning, specify the

· learning objectives 

· essential course contents 

· teaching and learning strategies

· relative length of the stage



	
	
	


 Course Content: The following represents some of the main subject areas to be discussed during the semester. This material will primarily be taught in a lecture-based format combined with in-class application of key topics. This subject area will be taught progressively during the course in conjunction to the weekly reading requirements. 

Part I

Goal

At the end of this stage, students will understand the basic financial data available to managers and investors; the analytical techniques used by managers to measure and improve upon their own performance. 

Content

· Review basic financial statements

· Cash flow cycle

· Statement of changes in financial position

· Analysis of financial statements

Teaching strategies

· lecture on basic concepts

· illustration of the subject matter through examples

· discussions

· case studies

· presentation of models on how to analyze a problem

Part II

Goal

the relationship between operating income and net income; know different methods to determine the breakeven point and target operating income; explain how sensitivity analysis can help managers cope with uncertainly. 

Content

· Revenue drivers and cost drivers

· The breakeven point

· Sensitivity analysis and uncertainty

· Effect of time horizon

· Contribution margin and gross margin

Part III

Goal 

At the end of this stage, students will understand the meaning and importance of cash flow and working capital cycle, the basic elements of a budget, the types of budgeting statements.  

Content

· Income projection

· Cash flow statement

· Working capital cycle

· Elements of a budget

· Budgeting equation

· Construction of a budget

· Cash flow and profit projections

· Strategies for making projections.

Part IV

Goal

At the end of this stage, students will understand cash-flow cycle, accelerating cash inflows, cash-flow surpluses and shortages and how to use company accounts. 

Content

· Cash-flow management

· Cash conversion period

· Accelerating cash inflows

· Putting the projections together

· Insolvency by overtrading

Part V

Goal 

At the end of this stage, students will understand forecasting financial requirements, working capital policy and management, analysis of variance. 

Content

· Financial forecasting

· Percentage of sales method

· Relationship between growth in sales and capital requirements

· Credit quality

· The impact of inventory management

· Target cash balance

	Evaluation of acquired skills and knowledge
	· Evaluations during the course of the session to prepare the student for the final examination

A. Formative evaluations

B. Final evaluations

· nature and description of the evaluations 

· date

· marks awarded

· evaluation criteria

· time required by the student

· Showing how the final examination relates to the learning target



	
	
	


	Type of evaluation
	Weight %
	Due Date
	Criteria/standard

	Series of practical exercises will be given during the semester. These exercises will cover the material of the previous weeks and will be similar to the exam questions. 
	30%
	The week after given to the students
	Use and application of key concepts. Manipulation of theory and financial tools

	One mid-term exam: these exams will verify the overall comprehension of the course content and the students’ ability to put in practice the concepts learned in class. 
	30%


	Week 8


	Use and application of key concepts.

Manipulation of theory and financial tools 

	Final exam: consist of a case study requiring the production of cash flow and budget statements, and detailed explanations of the key assumptions being used in the statements.
	40%
	Last class
	Use and interpretation of appropriate financial projection methods.

Use and application of key concepts.

Understanding of working capital cycles.

Manipulation of theory and financial tools. 


	Week of teaching
	Content
	Pedagogical activities
	Readings and Preparatory work

	Week 1
	Basic financial and income statements

Cash flow cycle

The role of depreciation

Statement of changes in financial position

Ratio analysis
	Lecture
	Class notes. Students will be able to download a variety of material from the professor web site. 

	Week 2
	Breakeven analysis

Budget

Cash flow statement
	Lecture

Practical exercise
	Class notes.

	Week 3
	Working capital 

Working capital cycle

Capital cash conversion cycle
	Lecture

Discussion

Practical exercise
	Class notes.

	Week 4
	Basic elements of a budget

Budgeting equation

Construction a budget
	Lecture

Case study

Practical exercise
	Class notes.

	Week 5
	Strategies for making sales, costs, income


	Lecture

Practical exercise
	Class notes.

	Week 6
	Cash flow and profits projections

Preparing a master budget
	Lecture

Case study

Practical exercise
	Class notes.

	Week 7
	Cash-flow cycle

Inflows/outflows

Cash-flow management

Cash conversion period
	Lecture 

discussion
	Class notes.

	Week 8
	Putting the projections together
	mid-term
	Class notes.

	Week 9
	Cash-flow surpluses and shortages

Sources of finance
	Lecture 

class discussion

Practical exercise
	Class notes.

	Week 10
	Using company accounts

Liquidity ratios

Debt/equity

Profit/sales
	Lecture 

class discussion

Practical exercise
	Class notes.

	Week 11
	Financial forecasting, planning and budgeting
	Lecture

Practical exercise
	Class notes.

	Week 12
	Management of working capital
	Lecture

Case study

discussion
	Class notes.

	Week 13
	Analysis of variance
	Lecture 

Practical exercise

Term paper is due
	Class notes.

	Week 14
	Sensitivity analysis
	Lecture 

Practical exercise

Class discussion

Review
	Class notes.

	Week 15
	
	Final exam will be a case study. The students will be asked to prepare both the budget and the cash flow projections for a company.
	


	Specific course requirements
	· Application requirements of the PIEA; the following components must be included in the course outline

· Class attendance (4.7.3)

· Submission of assignments (4.4.2)

· Evaluation of the English language (4.6.2)

· Presentation of assignments (4.4.4)

· Specific evaluation requirements approved by the Commission des études, if any

· article 4.2.5, article 4.2.6, article 4.3.2 and article 4.6.2



	
	
	


Specific course requirements:

See IPESA

	Bibliography
	· Required readings 

· Recommended readings



	
	
	


bibliography:

Text: Class notes

Other suggested texts.

Brigham, Eugene, Alfred L. Kahl, William F. Rentz, Canadian Financial management; Theory and Practice. (1983) Holt, Rinehart and Winston of Canada, Ltd.

(A general overview of cash flow management for corporation)

Plewa, Franklin J., George T. Friedlob, Understanding Cash Flow, (1995) John Wiley & Sons Inc.

(A simplified model of cash flow projections)

Reider Rob, Peter B. Heyler, Managing cash flow: an operational focus, (2003) John Wiley & Sons Inc. 

(Shows how to move from budget to cash flow projections)

Camillus, John C., Budgeting for Profit, (1984) Chilton Book Company Radnor, Pennsylvania

(Basic elements of budgeting process)

Horngren, Charles T., George Foster, Srikant M. Datar, Howard D. Teall, Cost accounting: A managerial emphasis,  (1997) First Edition, Prentice hall Canada.    

(Presents good chapters on breakeven analysis)

IPESA

The following articles of the “Institutional Policy on the Evaluation of Student Achievement” (IPESA) of Cegep Marie-Victorin have a direct impact on the organisation and teaching of this course.  You may consult the complete document upon request.

The student’s responsibilities are the following:

To attend class.

Classroom time is the fundamental starting point of the student’s learning process.

To read the course outline carefully and to refer to it throughout the course in order to ensure the academic success.

To invest the required amount of personal study and preparation time required for homework, assignments and learning activities.

To use resources offered by the CEGEP in the case of learning difficulties.

To be present at all evaluations (diagnostic, formative and cumulative) according to requirement and determined deadlines for the course.

The professor’s responsibilities are the following:

To prepare a course outline which is in keeping with the Règlement sur le régime des études collégiales, ministerial specifications, the program graduate profile, the model course outline, as well as departmental and institutional regulations.

To ensure that the students in their course will be fairly evaluated 

To develop elements of formative evaluation in their courses 

To identify the elements which will be covered in the final examination, that is to say the course objectives that will be evaluated.  For each of these objectives, the professor must indicate the relative % weighting of each objective.  The professor is also responsible for determining the nature of the instruments of evaluation (exam, written assignment, oral presentation etc…) in order to evaluate whether or not these objectives have been reached.

Professors are required to prepare or to contribute to the preparation of evaluations.  For each course they are required to keep the students’ copy of the final examination, as well as the corrections until at least the beginning of the next session.

Professors who work in the department of Continuing Education will be required to hand in a copy of their final exam as well as the correction guide for the exam when they hand in their final grades.

Professors are required to correct their exams according to a guide which indicates specifically which evaluation criteria are being examined and their relative weight.

Professors have the responsibility of distributing to their students as efficiently as possible all of the pertinent information with regard to final evaluations.  Notably that includes the nature of the evaluation, the weighting of the evaluation, the evaluation criteria and the correction guide which will be used.

Stage:

Any student who fails a practical stage course due to a serious lack of professional ethics will not be permitted to continue in the program in question.  Students who fail a practical stage course twice, or who are expelled from the program for a serious infraction will not be re-admitted to the program without having completed the admission procedure.

This new admission form must be analysed by a committee composed of the stage co-ordinator, the department or program co-ordinator, the professor responsible for the supervision of the stage, a student advisor, and a representative of the Direction des études (In Continuing Education programs, the committee will be composed of the same people with the exception of the department or program co-ordinator).  The on-site supervisor who had contact with the student may also be consulted.

Attendance at exams and submission of school assignments

Attendance at final exams (summative evaluations) is mandatory.  A student who is absent (without serious justification) will receive the mark of “O.” It is the students’ responsibility to meet with their teacher in order to justify their absence upon their return, and to present to the teacher documentation justifying their absence.   Only very serious reasons (such as a death in the family, an accident or illness) will be accepted by professors.  In cases such as these, the professor will prepare a make up exam for the student.

Students are required to present themselves to final exams at the time and place indicated in advance.  If a student arrives late depending on the nature of the exam, the student may not be allowed to write the exam if any student has already left the examination room.

All assignments must be submitted to the teacher in class on the specified date and time.  Students who hand in work late will be penalised up to 10% of their grade for each day the work is late.  Indications to this effect must be specified in the course outline.  In addition students are responsible for keeping a draft or a copy of their assignments whenever the nature of the assignment allows for it.

Assignments which are handed in after the teacher has given the rest of the class their corrected work will not be accepted. The decision to propose another assignment or to grant an extension is completely at the teacher’s discretion.  

Written assignments must be presented legibly (in ink) or in type written form.  The teacher may require that students hand in their assignments in a type written form for reasons which should be specified in the course outline.

The measurement of student achievement

Teachers shall evaluate assignments, exams or controls based on what the student has effectively demonstrated and not on what is assumed that he wished to demonstrate.

The student’s grade shall express his degree of mastery of the objective or competency according to the success level or established standard.   No grade may be accorded for class attendance alone or the effort made by the student.

When some assignments required of students are to be done as a team, the summative evaluation of each student shall always be based on individual performance.  It is the individual student’s mastery of the objectives (or competencies) that must be demonstrated, not that of a group of students.

This means that, when students are given an assignment to complete as a team, methods to measure the individual student’s mastery of the course’s objectives must be established.   If the ability to work as a member of a team figures as one of these objectives, this dimension shall be accorded a separate grade in order to certify the ability of each student to work as a team member.

Every course ends with a summative evaluation activity, with one section or more, that counts for at least 40% of the final grade. This percentage can be distributed on more than one evaluation in the last stage if these serve to testify the progressive achievement of the course’s final target. However, if this final evaluation covers all of the course’s objectives or all of the competency components, the grade awarded by this evaluation activity may be increased to over 50% of the final grade.  In the latter case, however, the decision shall be submitted to the departmental committee or other relevant authority and shall be approved by the Senate.

Within the strict definition of courses according to objectives and standards, the departmental committee (or other relevant authority) may define the success terms and passing conditions for a course in which the student, despite inadequate past grades, demonstrates adequate mastery of each competency element during a final exam that covers all of these competencies.

These success terms and passing conditions shall be approved by the Senate.

In support of student achievement, the student shall receive from each teacher at mid-semester or its equivalent, an evaluation result allowing the student to assess his degree of learning achievement and his chances of success.  This evaluation result may be in the form of a grade or be based on other appreciation criteria. However, even before the last quarter of the course starts, the student must have received grades representing at least 30% of the final grade. 

Student learning shall be evaluated for each course and for the entire program in which the student is registered.  The minimum pass grade for a course is 60%.

Correction of assignments and exams

Student must have sufficient advance notice of the evaluation criteria and correction guide for an exam or an assignment in order to prepare themselves adequately for examinations, and to revise their own assignments before handing them in.   

The evaluation of learning activities must be done in such a way that students understand the nature of their mistakes and how they can make progress in their studies.

Students must have access to information relating to their diagnostic, formative and final evaluations.

The teacher must return the results of an evaluation within a reasonable period of time in order to ensure that students have sufficient time to improve their results.

Copies of work assigned during the semester must be returned to the students.  Copies of exams given during the semester may be kept by the teacher; however, in keeping with article 4.5.2 of the PIÉA, students must have access to their results, as well as the comments and annotations made by the professor.  

In addition, the professor is required to keep all of the final exams of final assignments until the official grade revision period has passed (for at least one year).  In the case of Éducation Permanente programs, this period should be at least, until the beginning of the next session. Student must have access to their papers in order to give them the opportunity to understand their errors and to improve their academic performance.

Class attendance

It is the duty and responsibility of students to attend classes, as the classroom is the starting point of the learning process.  With this, as a guiding principle, the college would like to affirm as it does in the Plan institutionnel de la réussite éducative that the student is the principal author of his own academic success, and that consistent class attendance is the most important element contributing to academic success.  The College has established measures to contribute to this success without taking on the full responsibility of this success which remains in the hands of the student.

Given that regular attendance is such an essential component of academic performance, professors are required to take attendance in class and to encourage students to assume their responsibilities.

If a student has been absent for 15% of their class (15% of the contact hours), the student will be penalised up to a maximum of 15% of the final grade and in certain cases may even find themselves in a situation where they will receive a failing grade for the course.  More specific indications concerning the application of this rule should appear in the course outline.  In any case, this penalty should be considered only as a last resort.  However, it is the students’ responsibility to meet with the professor in order to explain their absence.

In courses where the evaluation of what students have learned must be made based on the professor’s observation of a student is a clinical situation (stage, laboratory, workshops, or any other clinical training), a student’s absenteeism may result in a failing grade as it is specified in article 4.4.1.  However the course outline must clearly indicate this.

Grade Revisions

If students feel that they have been unfairly treated in a final evaluation, they may request a grade revision.

The request for a grade revision does not automatically imply that the student will receive a higher grade; the grade may remain the same or may also be reduced following the revision.

For all evaluations other than the final evaluation, students must approach the teacher directly, immediately after they have received their results, if they wish to have a grade reviewed.

Students who wish to have a final exam or paper reviewed must do so directly to the Main office of their school.  The request will be forwarded to the Marie-Victorin administration that will form a committee composed of three people, including the teacher in question.  The committee will determine whether or not the grade should be modified.

In Continuing Education programs, students have until two weeks before the beginning of each semester to request a grade revision.

The student’s copy will not be available for consultation by the student until the revision process has been completed.

The grade revision process does not apply to situations where an error in calculation has been made, or a transcription error has been made.  Questions and requests of this kind should be made directly to the teacher during the session or to the main office after the session is over.

Plagiarism

The notion of fraud applies to all plagiarism or cheating during an activity leading to evaluation.  

All plagiarism, attempt to plagiarize or collaboration to plagiarize will lead to a grade of zero.  After having informed the student, the professor must prepare a written report to be given to the department co-ordinator who is responsible for keeping the report.  If the student cheats again, they will receive a grade of zero for the course or courses in question.  The professor must prepare a written report

A student commits fraud or cheats when they:

· Use material other than what is authorized;

· Copy the answer to a test or the assignment of another person;

· Help someone else to copy;

· Copies a text without indicating its origin;

· Participates in an act of fraud such as the theft, falsification of documents or material used for evaluation;

Program synthesis evaluation

In order to respect article 25 of «Le règlement des études collégiales» all students enrolled in DEC programs are required to pass a program synthesis exam in order to receive the Diploma of Collegial Studies.

The Program Comprehensive Assessment is a specific evaluation that is quite separate from the evaluation of competencies acquired through the accumulation of individual courses. This evaluation is designed to attest to the student’s integration of the learning experience he has acquired in the program of studies as a whole.

Grading Scheme for the Evaluation of the English Language
:

All assignments, essays, developmental questions and exams will be marked for the quality of the English language.

Students will lose 0.5 point for each minor language mistake and 1 point for a major language mistake up to a maximum of 10 points. 

· appropriate use of words 

· varied and correct sentence structure

· correct grammar

· conventional spelling, punctuation, and usage 

Minor mistakes do not affect the meaning of the sentence or paragraph (does not impede understanding). A minor mistake can be inconsistency in spelling (using British spelling in one paragraph and American spelling in another), misused punctuation, etc.

Major mistakes make it difficult for your reader to understand what you mean. A major mistake can be the wrong use of words (check the definition of words with which you are not too familiar and be careful of homophones), spelling, and sometimes punctuation. 


E.g. 
Woman! Without her, man is nothing.


 
Woman, without her man, is nothing.


Both sentences use the same words in the same order. Nevertheless, the meaning of one contrasts the 
meaning of the other.  

Grading Scheme for the Evaluation of Format – Organisation and Style of an Essay:

All essays will be marked for the use they make of this format. The grading criteria are taken from the Ministerial Examination of College English to make students familiar with its requirements.

The criteria for “organisation of response” are the following: 

· statement of a thesis ( a clear thesis statement that introduces the subject and the author’s position)

· structured development of the essay (good introduction, development and conclusion; good transition between paragraphs and logical progression of arguments)

· use of detail to support the thesis (reference to the theory covered in class – research to support opinion … unless an opinion is what was asked for)

· unified paragraph structure (transition – topic sentence – unity of idea)

An excellent paper would show arguments thoroughly developed, strong links between sentences and paragraphs making the text logical, appropriate introduction, development and conclusion, appropriate elements achieved to a high degree, style perceptive and consistent 
(9-10 points). 

A good paper would show some minor omissions so that the ‘flow’ is not well maintained, structure mainly discernible, and some omissions in several categories of style which begin to detract from writing (6-8 points).

A poor paper would show inadequate structure, lack of logical connection between parts of the writing, omissions in several organisational elements, and some basic elements of style missing, which give inconsistencies and omissions and create a serious distraction (less than 6 points).

�	 As stipulated in the IPESA, teachers shall deduct marks of up to 10% of the grade for English language mistakes in assignments and exams. In courses where language accuracy is part of the learning objectives, the maximum number of points deducted for mistakes may exceed 10%.
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