[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet




	Student Name:
	Asabi Beckles

	Student Number:
	1217

	Course:
	Diploma in Event Management

	Assignment NO:
	5



 Assessment 5 							TOTAL MARKS: 30
Q. 1. Give short answers for the following questions: (12)
i. Some events only need one budget while others may require several budgets. Why?
Some activity events such as mayoral inaugurations and Royal Parks Half Marathons will only need one budget as they are single events. Due to the length of operational time, events such the Greenwich Tall Ships festival and the Olympics require several individual budgets. Each budget accounts for activities such as merchandise, types of cruises, tickets for various sporting activities, which then feed into a larger main (master) budget. 


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 ongoing basis throughout the event?
An Event planner can use several methods to monitor and review a budget throughout an event but the most useful are regular written reports which show spending and income levels compared to that forecasted prior to commencing the event. Using these reports can identify:

· Areas of over or under spending
· Sufficient funds are apportioned for debtors and creditors
· Emergency funds are in place for unplanned activities
· Profit/target accuracy is maintained
· The appropriate time for fund extension via the correct approval channels


iii. What is the importance of ‘feasibility study’ when making a budget for an event?
A feasibility study breaks down each element within an event according to its costing, requirements and specialist needs. It is used to determine the likely financial profitability and success of commencement dependant and the following factors:

· Expected fund investment
· Venue size, location, facilities and amenities
· Time of year – season (summer, spring, Easter, Christmas), school time, weekend, etc.
· Projected event length – few hours, one day or serious of days/weekends
· Resource needs – staffing, catering, merchandising, exhibitors, guest speakers, etc.


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?
To make a profit an Event Planner must charge their client a percentage more than the cost of organising the event itself. Any cost increases associated with the event will then reduce any likely profit the Event Planner would receive. Further increases would then run the Planner’s company into negative revenues. For example, if a performer becomes injured during a 5-day festival a replacement act will be needed to ensure the continuity of the event. The excess cost of replacing the performer will diminish expenses and so reduce the overall profit revenue the Event Planner receives.


Q.2. How can the following effect an event’s budget and hence your company’s profit? (9)
a) Fixed labour costs
Fixed labour costs are the set staff expenses which are guaranteed to the client. These costs are usually based on estimations or figures from previous events. When managed effectively these costs can be reduced, thus decreasing the overall labour costs. This in turn would increase the event company’s profit margins. For instance when hosting an Open Day, hiring previously used/experienced staff reduces the time needed for training as well as the amount of back up staff needed. As experienced staff are more to complete their duties efficiently and ahead of time, it is possible for the event to be concluded earlier than scheduled thus reducing labour costs further, leading to increases in profits.

b) Unreimbursed overtime
This can occur due to time management or resources allocation mistakes resulting in excess working hours are needed to complete tasks. The cost associated with this must be absorbed rather than passed to the client. For example the breakdown of key machinery due to wear and tear or negligence must be repaired or replaced. During this time staff must be paid for the time they have spent on the job but the event company cannot charged the client and so must accept the additional cost.

c) Unreimbursed supplies
As with above these supplies are utilized throughout the event, the cost of which must be absorbs by the event company. Underestimation of these costs will reduce overall revenue if they exceed the budgeted amount forecasted.

d) Sub-rentals
If managed effectively sub-rentals can override the need to purchase specialist equipment or can be used when the company’s own equipment is temporarily reduced, thus saving money. However, if tasks are poorly planned sub-rentals form an additional cost due to mismanagement of resources. 
For instance, if a van is used as the main source of equipment delivery; the failure to maintain the van’s servicing means breakdown will be inevitable. Thus hiring a replacement will reduce impact on profitability of the company’s ability to service an event.


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. (9)
It is essential to stay within the client’s budget at all times as ignoring the impact of overspending can lead to revenue losses, the breakdown of client confidence and satisfaction as well as poor customer recommendation, which will impact on future commerce. One overwhelming contributor to excess spending is that of staffing and additional labour costs. Therefore it is essential that forecasts are made with budgetary reviews/monitoring maintained throughout an event. One way of securing accurate records is the continuous reviewing of staff time logs especially in times of crisis as the additional expense for overtime can reduce profit margins. By hiring experienced and skilled staff, it is almost possible to guarantee tasks are completed, all breaks taken and capable of problem solving.
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