INSTRUCTIONS
· Preparing and Managing an Operating Budget

ASSESSMENT 2

· Preparing and Managing an Operating Budget
· Prepare an 8–10-page operating budget for a hospital unit.
· Numbers on a budget sheet or report are only numbers. Nurse leaders are major decision makers who must be informed and able to make data-driven decisions, often in a very limited amount of time. Financial analysis consists of the organization and presentation of data in a meaningful and relevant format that enables analysis, comparison, and synthesis.
· One of the major challenges facing nurse leaders with regard to financial analysis is determining how many and what types of health care goods and services to deliver. Leaders must also consider how much to charge for goods and services and how to break even or generate profits.
Complete the assessments in this course in the order in which they are presented.
Preparation
You are the nurse manager of a 35-bed hospital unit with 20 full-time equivalent (FTE) staff. You have been given the task of getting the budget under control. Several people have recently left the unit, and you have been working to fill those open positions. Your staff work scheduled overtime and many sign up to work extra shifts. Your unit serves an older population, as well, and has incurred expenses associated with this group of patients.
Note: Remember that you can submit all of, or a portion of, your draft to Smarthinking for feedback, before you submit the final version for this assessment. However, be mindful of the turnaround time of 24–48 hours for receiving feedback, if you plan on using this free service.
Requirements
Note: The following requirements correspond to the grading criteria in the assessment scoring guide. Be sure that your budget addresses each point, at a minimum. You may also want to read the Guiding Questions: Preparing and Managing an Operating Budget [DOCX], linked in the Resources under the Suggested Resources heading, to better understand how each criterion will be assessed.
Prepare and submit an operating budget for your hospital unit.
· Prepare the operating budget. 
. Note: Assemble your budget figures in a table, using a format of your choice. You may use either Microsoft Word or Excel to create your budget table.
· Explain how the budget was designed and created.
· Develop a strategic plan.
· Develop an approach to ongoing budget management.
· Present budget data and information clearly and accurately.
· Integrate relevant and credible sources of evidence to support your budget data and information, correctly formatting citations and references using current APA style.
Additional Requirements
If you use Microsoft Excel to create your budget table, submit the Excel file along with your budget narrative. You may also add the Excel file to your Word document as an embedded object.
Format your budget narrative using APA style.
· Use the APA Style Paper Template [DOCX], linked in the Resources under the Required Resources heading. An APA tutorial is also provided in the resources to help you in writing and formatting your document. Be sure to include: 
. An APA-formatted title page and reference page. An abstract is not required.
. A minimum of five properly formatted citations and references.
· Your budget should be 8–10 pages in length, not including the title page and reference page.

Preparing and Managing an Operating Budget Scoring Guide
	CRITERIA 
	NON-PERFORMANCE 
	BASIC 
	PROFICIENT 
	DISTINGUISHED 

	Prepare an operating budget.
	Does not outline an operating budget.
	Attempts to prepare an operating budget, but fails to clearly identify the major sections of the budget, or budget does not cover a one-year time period or does not adhere to standard formatting conventions.
	Prepares an operating budget.
	Prepares an operating budget, and identifies knowledge gaps, unknowns, missing information, unanswered questions, or areas of uncertainty where further information could improve the budget. 

	Explain how a budget is designed and created.
	Does not explain how a budget is designed and created.
	Attempts to explain how a budget is designed and created, but fails to identify assumptions, labor costs, equipment costs or ongoing expenses, staffing requirements, information sources, or workload calculations.
	Explains how a budget is designed and created.
	Explains how a budget is designed and created, and impartially acknowledges conflicting data or information that was not incorporated in the budget. 

	Develop a strategic plan.
	Does not develop a strategic plan.
	Attempts to develop a strategic plan, but fails to consider the organizational or unit mission, or fails to consider the executive perspective.
	Develops a strategic plan.
	Develops a strategic plan, and proposes criteria for future evaluation of whether the outcomes of the proposed plan support the organizational or unit mission. 

	Develop an approach to ongoing budget management.
	Does not develop an approach to ongoing budget management.
	Attempts to develop an approach to ongoing budget management, but fails to consider organizational objectives, policies, or competition for limited resources; how to limit staff overtime; how to manage nonproductive time and expenses; or how to manage ongoing expenses related to supplies and equipment.
	Develops an approach to ongoing budget management.
	Develops an approach to ongoing budget management, and identifies assumptions on which the approach is based. 

	Present budget data and information clearly and accurately.
	Does not present budget data and information clearly and accurately.
	The budget data and information presented is not consistently clear or includes errors.
	Presents budget data and information clearly and accurately.
	Presents budget data and information clearly and accurately. Expresses main points succinctly, using correct grammar and mechanics. 

	Integrate relevant and credible sources of evidence to support budget data and information, correctly formatting citations and references using current APA style.
	Does not integrate relevant and credible sources of evidence to support budget data and information, correctly formatting citations and references using current APA style.
	Sources lack relevance or credibility, are poorly integrated, or are incorrectly formatted.
	Integrates relevant and credible sources of evidence to support budget data and information, correctly formatting citations and references using current APA style.
	Integrates relevant, credible, and convincing sources of evidence to support budget data and information. Sources are current, and citations and references are error-free. 




Assessment 3

· Budget Negotiations and Communication
· Write a 3–5 page executive summary that justifies the operating budget you prepared in Assessment 2.
Preparation
The financial department has reviewed your unit's operating budget and has asked you to submit an executive summary that provides support for your budget proposal. Your challenge is to position your unit favorably within an environment of competing demands for limited funding.
Note: Remember that you can submit all of, or a portion of, your draft to Smarthinking for feedback, before you submit the final version for this assessment. However, be mindful of the turnaround time of 24–48 hours for receiving feedback, if you plan on using this free service.
Requirements
Note: The following requirements correspond to the grading criteria in the assessment scoring guide. Be sure that your executive summary addresses each point, at a minimum. You may also want to read the Guiding Questions: Budget Negotiations and Communication [DOCX], linked in the Resources under the Suggested Resources heading, to better understand how each criterion will be assessed.
Write an executive summary of the operating budget you prepared in Assessment 2 that makes a compelling case for why funds should be allocated for your budget.
· Outline a strategic plan that ensures profitability and fiscal success.
· Present a plan to meet staff productivity goals, while staying within budget parameters.
· Justify equipment and service costs.
· Analyze department, unit, or project alignment with the organization's mission and goals.
· Write clearly and concisely, using correct grammar and mechanics.
· Integrate relevant and credible sources of evidence to support your assertions, correctly formatting citations and references using current APA style.
Additional Requirements
Format your summary using APA style.
· Use the APA Style Paper Template [DOCX], linked in the Resources under the Required Resources heading. An APA tutorial is also provided in the resources to help you in writing and formatting your summary. Be sure to include: 
. A title page and reference page. An abstract is not required.
. A running head on all pages.
. Appropriate section headings.
. A minimum of five properly formatted citations and references.
· Your summary should be 3–5 pages in length, not including the title page and reference page.

Budget Negotiations and Communication Scoring Guide
	CRITERIA 
	NON-PERFORMANCE 
	BASIC 
	PROFICIENT 
	DISTINGUISHED 

	Outline a strategic plan that ensures profitability and fiscal success.
	Does not outline a strategic plan that ensures profitability and fiscal success.
	The outline is not compelling, not strategic, omits key elements or responsibilities, or fails to include data or case studies to support the plan.
	Outlines a strategic plan that ensures profitability and fiscal success.
	Outlines a strategic plan that ensures profitability and fiscal success, and identifies knowledge gaps, unknowns, missing information, unanswered questions, or areas of uncertainty. 

	Present a plan to meet staff productivity goals, while staying within budget parameters.
	Does not present a plan to meet staff productivity goals, while staying within budget parameters.
	Attempts to present a plan, but omits major factors affecting staffing and productivity, does not connect proposed staffing levels to the attainment of organizational goals, or omits staffing metrics or case studies that support the plan.
	Presents a plan to meet staff productivity goals, while staying within budget parameters.
	Presents a plan to meet staff productivity goals, while staying within budget parameters, including rationale for rejecting alternative approaches. 

	Justify equipment and service costs.
	Does not justify equipment and service costs.
	Attempts to justify equipment and service costs, but fails to explain contribution to organizational goals, cost calculations, or use of available resources.
	Justifies equipment and service costs.
	Justifies equipment and service costs, and identifies assumptions on which the projected costs are based. 

	Analyze department, unit, or project alignment with an organization's mission and goals.
	Does not connect department, unit, or project alignment with an organization's mission and goals.
	Attempts to connect department, unit, or project alignment with an organization's mission and goals, but fails to communicate linkages clearly, or fails to provide evidence to support linkages.
	Analyzes department, unit, or project alignment with an organization's mission and goals.
	Provides a persuasive analysis linking the department, unit, or project with an organization's mission and goals. 

	Write clearly and concisely, using correct grammar and mechanics.
	Does not write clearly and concisely, using correct grammar and mechanics.
	Writing is not consistently clear or concise, or errors in grammar and mechanics inhibit effective communication.
	Writes clearly and concisely, using correct grammar and mechanics.
	Writes clearly and concisely. Grammar and mechanics are error-free. 

	Integrate relevant and credible sources of evidence to support your assertions, correctly formatting citations and references using current APA style.
	Does not integrate relevant and credible sources of evidence to support assertions, correctly formatting citations and references using current APA style.
	Sources lack relevance or credibility, are poorly integrated, or are incorrectly formatted.
	Integrates relevant and credible sources of evidence to support your assertions, correctly formatting citations and references using current APA style.
	Integrates relevant, credible, and convincing sources of evidence to support assertions. Sources are current, and citations and references are error-free. 





Assessment 4


· Preparing and Managing a Capital Budget
· Prepare an 4–5 page capital budget for a major capital acquisition.
Preparation
You are the unit manager of a 50-bed, step-down unit, and it is time for you to prepare your annual capital budget. You have seen a significant turnover in your nursing staff in the past three years; a review of exit interviews and patient surveys indicates low nurse satisfaction, poor morale, and complaints of an antiquated and depressing work environment. You have researched the impact of a positive working environment on staff productivity and morale and decided to request a renovation of the nurses' lounge as the main purchase in your capital budget. You will present your request as a quality improvement investment.
Note: Remember that you can submit all of, or a portion of, your draft to Smarthinking for feedback, before you submit the final version for this assessment. However, be mindful of the turnaround time of 24–48 hours for receiving feedback, if you plan on using this free service.
Requirements
Note: The requirements outlined below correspond to the grading criteria in the assessment scoring guide. Be sure that your budget addresses each point, at a minimum. You may also want to read the Guiding Questions: Preparing and Managing a Capital Budget [DOCX], linked in the Resources under the Suggested Resources heading, to better understand how each criterion will be assessed.
Prepare a capital budget for a facility renovation. Assemble your budget figures in a table, using a format of your choice. You may use either Microsoft Word or Excel to create your budget table.
Note: You may use the budget in the Vila Health: Preparing a Capital Budget multimedia exercise from the Resources as an example of how you might format your table. You may also use a budget format used in your organization or a format you find in any of the course resources or on the Internet.
· Describe the capital acquisition.
· Justify the need for the capital acquisition.
· Prepare the capital budget.
· Describe the process for calculating costs.
· Present a plan for budget management.
· Explain how the capital acquisition will affect the financial health of the organization.
· Present budget data and information clearly and accurately.
· Integrate relevant and credible sources of evidence to support your budget data and information, correctly formatting citations and references using current APA style.
Additional Requirements
If you used Microsoft Excel to create your budget table, submit the Excel file along with your budget narrative. You may also add the Excel file to your Word document as an embedded object.
Format your budget using APA style.
· Use the APA Style Paper Template [DOCX], linked in the Resources under the Required Resources heading. An APA tutorial is also provided in the Resources to help you in writing and formatting your budget. Be sure to include: 
. An APA-formatted title page and reference page. An abstract is not required.
. A minimum of five properly formatted citations and references.
· Your budget should be 4–5 pages in length, not including the title page and reference page.

Preparing and Managing a Capital Budget Scoring Guide
	CRITERIA 
	NON-PERFORMANCE 
	BASIC 
	PROFICIENT 
	DISTINGUISHED 

	Describe a capital acquisition.
	Does not describe a capital acquisition.
	Attempts to describe a capital acquisition, but omits relevant details about the scope or timeline.
	Describes a capital acquisition.
	Describes a capital acquisition, and identifies assumptions on which the plan is based. 

	Justify the need for a capital acquisition.
	Does not justify the need for a capital acquisition.
	Attempts to justify the need, but omits benefits related to nursing staff, patient care, or organizational or unit mission, or fails to consider executive perspectives.
	Justifies the need for a capital acquisition.
	Justifies the need for a capital acquisition, and impartially explains pros and cons or alternative perspectives on the proposed improvements. 

	Prepare a capital budget.
	Does not prepare a capital budget.
	Attempts to prepare a capital budget, but omits the minimum dollar amount, direct or indirect expenses, or a line item for contingencies.
	Prepares a capital budget.
	Prepares a capital budget, and suggests areas of uncertainty, knowledge gaps, and/ or additional information that could improve the plan. 

	Describe the process for calculating costs.
	Does not describe the process for calculating costs.
	Attempts to describe the process for calculating costs, but omits information about sources, currency, reliability, or methods.
	Describes the process for calculating costs.
	Describes the process for calculating costs, highlighting any data that are questionable and explaining how discrepancies could affect calculations. 

	Present a plan for budget management.
	Does not present a plan for budget management.
	Attempts to present a plan for budget management, but fails to consider collaborative partners, cost control methods, or management of budget variances.
	Presents a plan for budget management.
	Presents a plan for budget management, including assumptions underlying the plan. 

	Explain how a capital acquisition will affect the financial health of an organization.
	Does not explain how a capital acquisition will affect the financial health of an organization.
	Attempts to explain how a capital acquisition will affect the financial health of an organization, but fails to consider ROI, cost recovery, or depreciation value.
	Explains a capital acquisition will affect the financial health of an organization.
	Explains how a capital acquisition will affect the financial health of an organization, and identifies areas of uncertainty or knowledge gaps. 

	Present budget data and information clearly and accurately.
	Does not present budget data and information clearly and accurately.
	The budget data and information presented is not consistently clear or includes errors.
	Presents budget data and information clearly and accurately.
	Presents budget data and information clearly and accurately. Expresses main points succinctly, using correct grammar and mechanics. 

	Integrate relevant and credible sources of evidence to support budget data and information, correctly formatting citations and references using current APA style.
	Does not integrate relevant and credible sources of evidence to support budget data and information, correctly formatting citations and references using current APA style.
	Sources lack relevance or credibility, are poorly integrated, or are incorrectly formatted.
	Integrates relevant and credible sources of evidence to support budget data and information, correctly formatting citations and references using current APA style.
	Integrates relevant, credible, and convincing sources of evidence to support budget data and information. Sources are current, and citations and references are error-free. 
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