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 Module 5: Assessment.
 
Q. 1. Short answers.

1. Some events only need one budget while others may require several budgets.   Why? 

Some events only need one budget because they are considered a single event involving one venue. An example of such an event is a one day birthday party or one day community consultative meeting.

Other events need several budgets because it involves distinct events, may run for several days and may have several sites or venues and each site needs different budgets which are aggregated to develop the master budget.

 One example of such events is “Zambia HIV/AIDS National Conference” which is run over a period of 3 to 4 days involving different sites/ villages depicting different themes. The conference includes exhibitions, poster presentations, plenary sessions etc.

 
ii. Why it is important to monitor the budget regularly throughout the event? Which measures an Event planner should take to monitor the budget on on- going basis throughout the event? 

It is important to monitor the budget regularly because much of the expenditure associated with an event are done before any income is available, such cost including marketing costs and hire of venue. As such, Events can run into cash flow challenges. To resolve this challenge, the Event planner must forecast the expenditure and income required in the lead up to the event on a month by month basis. In this way, shortfalls can be anticipated and appropriate action taken which might include negotiation for extension of payment terms, seek for sponsors in advance or ask key stakeholders to meet any shortfall until resources become available.

One way of monitoring is to require committees or individuals responsible for a particular budget area to submit clear expenditure and income written reports regularly this must be done against the approved budget.

iii. What is the importance of ‘feasibility study’ when making a budget for   
      an event? 

It is important to conduct a feasibility study when making a budget because it helps determine the following:

· Funds expected for the event.
· decisions about the logistical, organizational, staff and formal requirements
· Size of the venue and timing of the Event such as time of the year, time of the month and length of the event. 
· Whether the final benefits would be obtained. 
· Strategy to attract private or public sponsors, as well as participants. 
· Weather there is a demand for our project. 
· Whether the event will be profitable
· Appropriate strategy to obtain funds. 

iv.It is important for an Event Planner that he stays within the approved budget and if he exceeds the agreed budget it may risk his company’s profit. How? 
 
Ideally ,the company that provides the service allows for a profit to be made from the event by charging the client more than it costs to hold  it, therefore, it is important for the  Event Planner to stay within the approved budget because if he does not, it may risk his company’s profit. This occurs if the event expenses exceed the contracted amount. This development will cost the company money instead of bringing income.
 

Q.2. How can the following effect an event’s budget and hence your company’s profit?  

a) Fixed labour costs this are the labour cost which are guaranteed to the client that there is no increasing or reducing the cost of the budget, if the budget has to increase it will not be the clients problem and the client will not add or pay the extra cost which are needed in the course of the event planning and the company have absorb the cost so that it dose not cause a loss of the revenue 
 
b) Unreimbursed overtime this usually occurs when you can not charge the client for overtime and this is usually take place when the event has been delayed, for example when the equipment have delivered arrives late due to traffic problems and which can cause the labour crew to be paid overtime
The second example of the unreimbursed is the hidden overtime and this overtime occurs when the crew is working long hours then.  
    
c) Unreimbursed supplies these are the supplies or the goods used or consumed during the course of the event and not to return then or to charge for the extra supplies    
d) Sub-rentals this is when the company does not own the equipment so the company must pay to use them and if used or managed properly, sub –rentals can help the company when its own inventory is temporarily short, the equipment needed for the job is out of the normal scope of services the company usually provides the unnecessary sub-rentals can be as a result of mistakes such as logistical planning and it’s also lack of maintenance leading to equipment failure.

Q.3. Keeping accurate time logs for the staff is vital to the success of the event, and it is also essential for staying within the budget. Discuss.
Keeping accurate time log is vital to the success of the event because it makes the planner to make intelligent decision particularly when a crisis occurs in such a situation, the planner may use the time log to respond to the situation rationally.
The time log will assist the planner to operate within budget and maximize efficiency  while minimizing losses and maximize profit. Losses can be minimize by using staff who are appropriate, available cannot demand for overtime, competent and are capable of solving problems.
Therefore, keeping time is part of good Event planning and management.  
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