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Q1
I.Many events only need one budget when they include one site/venue and can be considered as a single activity like a one-day community festival. Other events might require several budgets. For example, if a town’s annual festival is run over the period of a month and contains several distinct events, such as a parade, an exhibition, a talent quest and a gala dinner, separate budgets are needed for each of these activities and a master budget.

II.One way of monitoring is to require committees or individuals responsible for a particular budget area to submit regular written reports. These reports should clearly show expenditure and income for a given period against the amounts that have been budgeted. Another way is  to conduct a budget review midway through the planning process for the event. A budget review can highlight shortcomings in the approach to estimating costs and income for the event, it also can Identify areas of under spending or overspending for later investigation•In addition, it can signal the need for changes in areas such as the approval system for expenditure above that specified in the budget.

III.An itemized budget should include the technical requirements, suppliers and necessary services for the development of the event. According to the funds expected for the event, decisions should be made about the logistical, organisational, staff and formal requirements, as well as the size of the venue to be held, time of the year and length of the event.Every aspect of the event should be included in this study. It is necessary to know whether it is possible to organize and hold it, bearing in mind the minimum goals and the percentage of these goals over the total costs, so as to know whether the final benefits would be obtained.A strategy to obtain funds will be designed so that the event can be successful. This strategy should attract private or public sponsors, as well as participants.We need to check that there is a demand that will accept our project. We also need to know how to achieve the necessary funds and whether the event will have any sort of profit margin.

IV.An event budget is created from an RFP form or a contract setting limits on how much a company will spend on an event. Typically, the company providing the services will allow for a profit to be made from the event by charging the client more for the event than it costs to provide it. If the event’s expenses exceed the contracted price, the expenses start decreasing the profit; if they continue to increase; the event will cost the company money instead of bringing in revenue.

Q2
a.Fixed labour:Fixed labour costs are the labour costs guaranteed to the client not to increase and are typically estimated prior to the event as a package price. If the Event Manager manages time and resources well, it is possible to finish the event using less labour hours than estimated. Completing events early can help make a profit for the company. 

b.Unreimbursed overtime:Depending on the contract and situation, un-reimbursed overtime can take several forms. Unreimbursed overtime occurs when you cannot charge the client for overtime. This is often caused by mistakes in time management or in allocation of resources. An example of this would be when the equipment being delivered arrives late due to traffic problems, which can cause the labour crew to get paid for just waiting to work.
c.Unreimbursed supplies:These are supplies that are consumed during the course of one or many events.

d. Sub-Rental:This is equipment that the company does not own and must pay to use. If managed properly, sub-rentals can help the company when its own inventory is temporarily short, or the equipment needed for a job is out of the normal scope of services the company usually provides. Unnecessary sub-rentals can be a result of mistakes, such as poor logistical planning, lack of proper maintenance leading to equipment failure, and improperly diagnosed equipment problems.

Q3.Keeping accurate time logs for the staff is very important for the success of the event and also to stay within the budget.accurate time can help finishing events early and get more profits. However, if the event exceeded the time limits and needed more hours it will cost the planning company money and this will lead to profit loss. Also keeping accurate time can help to manage multiple events at the same time.
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