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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1.1	
Some events require several budgets, such as a weekend festival with various acts and activities taking place. At such event the budget will need to be split maybe over days, or over different activities and acts. Whereas some events only require one budget if they are a smaller scale such a village fare, where the event is one activity held in one area. 

1.2
It is important to monitor the budget throughout the event to ensure the event is on track for income and expenditure. If the budgets are split over activities then it is the responsibility of the task holder of that activity to stick to budget and report back to the event planner at regular intervals. If the event planners are working to a small budget then they can negotiate for the best price and quality within their specialist area. Not only this but the budget can be split over time intervals and shown on the timeline of activities. If these tasks are mixed up and the planner doesn’t stick to order of tasks then this could lead to inadequate monitoring which could affect the budget. Before booking items for the event the event planner should speak to specialists in the area and ensure they understand costs for certain items and always has a contingency plan from the beginning. The budget can be split into items from the beginning. For example a wedding, the budget can be split into bridal wear, flowers, venue, meal, grooms wear, all depending on what is important to the clients. If the planner is going over budget then at this stage the planner will need a budget review, where over spends can be evaluated and changing, forthcoming costs can be discussed and where cut backs can take place. 

1.3
A feasibility study is important when making a budget for an event, so the events expectations and minimum goals can be achieved within budget. The event will only be a success if the final goals are achieved so setting a feasible budget in the planning stages is important to set the benchmark with the client and also the event planner. Also during this study we will need to evaluate feasibility of sponsors for the event if needed, such as a dog show where event and class sponsors are required at a particular level. Lastly, during this study we need to know if the demand in area of working is feasible and realistic. 

1.4
If an event planner exceeds budget it may risk the company’s profits. The event planner will have an event budget which is different to the company budget. Within most event planning companies the event budget will be lower to ensure the company itself makes a profit on the event. If the event planner exceeds the event budget and consequently needing to spend more, this will result in a lower profit margin for the company, if any profit at all. Sometimes if there is excessive over spend, the event could result in costing the company to run the event. 

2.
a)
Fixed labour costs could affect the events budget. It is likely that these costs are agreed as part of a package price at the contract stage of planning. This is agreed according to information given in the quote stages by the event planner. If a crisis happens and more materials and labour are required, which is not the clients or contractors fault, then the event planning company will need to pay this bill. Resulting in a loss in profit. 
b)
Unreimbursed overtime is when you cannot charge the customer for overtime for any staff involved. This could be due to the event planner making mistakes with time management. Therefore costing the event planning company, decreasing profit. Unreimbursed overtime could be miscalculation of time to set up, late arrival of goods, or even working behind from a previous event. 
c)
Unreimbursed supplies could be items which cannot be used for another event and the company has to purchase excess or new items. Which will cost the company and affect the profits of the event planning company. For example, damaged tools need to erect marquees. 
d)
Sub-rentals are items that are hired to use for the event which the client or event company do not own. If these items get damaged, then the items may have to be replaced or paid to be repaired as part of the contract of hire. For example, a PA  hire for an outside event will need to be monitored and secured in place, which if failed to do so may get damaged. 

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.’ 
Not keeping accurate time logs could result in having to pay employees excess over time which could have been managed to limit this. For example, utilising staff that do not get paid over time. By keeping a time log which is monitored this could have been picked up at the early stages and reviews could have taken place. 
Another factor to consider is a crisis situation. For example keeping an accurate time log can help calm situations and the event planner can accurately say what resources including staff they can use during a crisis situation. If this is not accurate, this could lead to panic situations and could cost the event company, decreasing profits. 
Accurate time logs can be monitored alongside quality of work and workflow on site. For example, a member of staff may not work as hard as the rest, costing time and money. Therefore performance monitors will need to be in place alongside the time log.
Lastly, accurate time logs should be kept to ensure the employee is working within legal regulations. For example if staff are not taking breaks or working too many hours per week, this could result in fines, and again this reduces profit for the event. 
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