[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Annette Dinnall

	Student Number:
	21197

	Course:
	Wedding Planning Diploma – Level 4

	Assignment NO:
	4



Marking Criteria:
[bookmark: _GoBack] 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. 
I. It is important to discuss the wedding budget early on with the client as it will clarify the amount of money available to utilise across the different categories and crucially whether the budget as a whole is sufficient to realise the clients’ wedding expectations and needs.

II. The main budget categories and related areas for a wedding budget are:




	Budget Category/Wedding Item

	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Ceremony hire and legal costs
	
	
	
	
	
	
	

	Venue and hire fees
	
	
	
	
	
	
	

	Catering and Beverages
	
	
	
	
	
	
	

	Wedding Insurance
	
	
	
	
	
	
	

	Wedding party attire 
	
	
	
	
	
	
	

	Hair and Beauty
	
	
	
	
	
	
	

	Bride and Groom wedding rings
	
	
	
	
	
	
	

	Photographer and/or Video-
grapher package(s)
	
	
	
	
	
	
	

	 Decorations 
	
	
	
	
	
	
	

	Music and Entertainment 
	
	
	
	
	
	
	

	Stationery 
	
	
	
	
	
	
	

	Transport 
	
	
	
	
	
	
	

	Accommodation
	
	
	
	
	
	
	

	Flowers 
	
	
	
	
	
	
	

	Wedding cake(s)
	
	
	
	
	
	
	

	Wedding Consultant
	
	
	
	
	
	
	

	Gifts 
	
	
	
	
	
	
	






































III. A breakdown of the items included in the Reception and rentals:

· Venue hire 
· Additional hire costs (e.g. marquee, outdoor wedding games, extra staff)
· Service charge and/or fees
· Room set up
· Catering – starter, main course, dessert and after coffee chocolate/biscuit
· Alcohol beverages – pre ceremony, post ceremony, wedding breakfast per table, reception 
· Hot beverages – pre ceremony, post ceremony, wedding breakfast, reception
· Special requirements – e.g. Champagne or chocolate fountain, doughnut tower
· Wedding cake cutting and boxing up for guests
· Tables 
· Tablecloths and napkins
· Chairs
· Chair covers
· Chair cover bows/sashes
· Silverware
· Crockery
· Glassware
· Speciality Decorations – e.g. lighting, structures, red carpet
· Dance floor
· Table number card holders
· Gratuities – staff
· Post wedding clear up

IV. 	The main stationery elements are:
· Save the Date cards/magnets/badges etc
· Invitation and RSVP cards
· Seating Plan 
· Table numbers and place cards
· Thank You cards
· Postage


V.            Wedding transportation costs breakdown:

	Item
	Budget
Allocation
Proposed %
	Estimated cost
	Actual cost
	Deposit required
£
	Payment due date for the outstanding balance
	Notes 

	Formal cars possibly used more than once
· Bridal party to the ceremony
· Grooms to the ceremony
· Newlyweds to  reception venue 
· Newlyweds to post wedding location 
· Remaining Wedding party to ceremony and venue

	1.5%
	
	
	
	
	

	· Guest transportation – e.g. coach, red bus, mini bus
	0.5%
	
	
	
	
	

	Total cost
	2%
	
	
	
	
	






















VI. The client should be advised to keep aside 5-10% of the total funds as a contingency against any unforeseen expenses, for example additional alterations to the brides dress or an unplanned purchase such a last minute accommodation request from an elderly relative. A buffer will alleviate the stresses of having to find additional funds.

VII. The optimum way to organise vendor contracts is using a folder - filed alphabetically along with all related correspondence in date order. For example, the sample folder pictured below could hold contracts and correspondence for either:

· 12 vendors, using 1 pocket for all components 
· 1 vendor - using individual pockets for each component e.g. contract, letters, emails, invoices, prices lists
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2. A sample wedding budget plan - £15,000

	Client names………………………………………
Proposed wedding date…………………………
Today’s date……………………………………….
BUDGET…… £15,000.00






	Ceremony and legal
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Notice of marriage
	Y
	
	0.46
	70.00
	
	
	
	Ceremony prices based on a Kentish civil ceremony

	Ceremony fee
	Y
	
	4.5
	675.00
	
	
	
	

	Booking fee
	Y
	
	0.37
	55.00
	
	
	
	

	Marriage certificate
	Y
	
	0.03
	4.00
	
	
	
	

	Celebrant
	Y
	
	N/A
	0.00
	
	
	
	

	Ceremony location
	
	N
	N/A
	0.00
	
	
	
	If ceremony is held at the Registry Office instead of the reception venue, there will be an additional £277 cost (minimum) for a room. 

	Ceremony and legal costs Total
	5.36%
	£804.00
	
	
	

	Venue and Hire
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Venue and hire fees
	Y
	
	N/A
	0.00
	
	
	
	

	Service charge and/or fees
	
	N
	N/A
	0.00
	
	
	
	

	Catering – 3 course wedding breakfast  
	Y
	
	26.4
	3960.00
	
	
	
	Based on 60 people 

	Evening BBQ or Buffet 
	Y
	
	4.0
	600.00
	
	
	
	Based on 60 people

	Alcohol beverages package
· 1 x Champagne Bucks Fizz (reception)
· ½ bottle of wine per person          ( wedding breakfast) 
· 1 glass of Champagne per person (wedding toast)
· Mineral water
	    Y
	N/A
	0.00
	
	
	
	Based on 60 people

	Hot beverages – wedding breakfast, reception
	Y
	
	N/A
	0.00
	
	
	
	Based on 60 people

	Alcohol beverages - Bar float 
	Y
	
	2.67
	400.00
	
	
	
	

	Alcohol beverages
	
	N
	N/A
	0.00
	
	
	
	

	Corkage
	
	N
	N/A
	0.00
	
	
	
	

	Special requirements – e.g. Champagne or chocolate fountain
	
	N
	N/A
	0.00
	
	
	
	

	Wedding cake cutting and boxing up for guests
	Y
	
	N/A
	0.00
	
	
	
	

	Tables 
	Y
	
	N/A
	0.00
	
	
	
	

	Tablecloths and napkins
	Y
	
	N/A
	0.00
	
	
	
	

	Chairs
	Y
	
	N/A
	0.00
	
	
	
	

	Chair covers
	Y
	
	1.40
	210.00
	
	
	
	Based on qty of 60

	Chair cover bows/sashes
	Y
	
	N/A
	0.00
	
	
	
	Bows included in chair covers estimate

	Silverware
	Y
	
	N/A
	0.00
	
	
	
	

	Crockery
	Y
	
	N/A
	0.00
	
	
	
	

	Glassware
	Y
	
	N/A
	0.00
	
	
	
	

	Lighting
	Y
	
	N/A
	0.00
	
	
	
	

	Dance floor
	Y
	
	N/A
	0.00
	
	
	
	

	Table number card holders and cards
	Y
	
	N/A
	0.00
	
	
	
	

	Other Decorations e.g.
Speciality lighting, 
	Y
	
	0.84
	127.00
	
	
	
	

	Post wedding clear up
	Y
	
	N/A
	0.00
	
	
	
	

	Venue and Hire Total
	 35.31%
	£5,297.00
	
	
	

	Wedding Consultant Total
	10%
	1,500.00
	
	
	

	Wedding Insurance
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Wedding insurance policy 
	Y
	
	0.38
	57.00
	
	
	
	Up to 15k cover

	Wedding Insurance Total
	0.38%
	£57.00
	
	
	

	Bride and Groom Attire
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Bridal gown 
	Y
	
	6.0
	900.00
	
	
	
	

	Gown alterations
	Y
	
	0.53
	80.00
	
	
	
	

	Bridal accessories: veil, shoes, lingerie, garter, purse, jewellrey, wrap
	Y
	
	0.94
	140.00
	
	
	
	

	Grooms suit
	Y
	
	1.0
	150.00
	
	
	
	

	Grooms accessories: shirt, tie, shoes
	Y
	
	0.53
	80.00
	
	
	
	

	Bride and Groom Attire Total
	 9%
	£1,350.00
	
	
	

	Hair and Beauty
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Hair trial and Wedding day - Bride
	Y
	
	0.53
	80.00
	
	
	
	

	Makeup trial & Wedding day - Bride
	Y
	
	0.57
	85.00
	
	
	
	

	Manicure/pedicure - Bride
	Y
	
	0.33
	50.00
	
	
	
	

	Wedding morning Prosseco  – Bridal party
	Y
	
	0.13
	20.00
	
	
	
	

	Hair and grooming - Groom
	Y
	
	0.44
	40.00
	
	
	
	

	Hair and Beauty Total
	2%
	£300.00
	
	
	

	Wedding rings
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Wedding Day rings
	Y
	
	4.0
	600.00
	
	
	
	

	Wedding rings Total
	4%
	£600.00
	
	
	

	Photographer/Videographer package(s)
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Photographer – full day 
	Y
	
	6.7
	1,005.00
	
	
	
	

	Photographs and Album
	Y
	
	3.3
	495.00
	
	
	
	

	Videographer
	
	N
	N/A
	0.00
	
	
	
	

	Photo/Videographer Total
	10%
	£1,500.00
	
	
	

	Other decorations
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Table centre pieces,  candles, candle holders, bridal car ribbon
	Y
	
	1.0
	150.00
	
	
	
	

	Other decorations Total
	1%
	£150.00
	
	
	

	Music and Entertainment
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Music – Ceremony 
	Y
	
	0.6
	90.00
	
	
	
	

	Music - venue
	Y
	
	5.67
	850.00
	
	
	
	

	Other entertainment
	Y
	
	0.67
	101.00
	
	
	
	

	Music and Entertainment Total
	6.94%
	1,041.00
	
	
	

	Stationery
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Save the Date cards
	Y
	
	0.25
	37.50
	
	
	
	

	Wedding Programs
	Y
	
	0.10
	15.00
	
	
	
	

	Postage
	Y
	
	0.80
	120.00
	
	
	
	

	Ceremony – reserved seating cards
	
	N
	N/A
	0.00
	
	
	
	

	Wedding invitations
	Y
	
	0.70
	105.00
	
	
	
	

	Seating Chart and place cards
	Y
	
	0.66
	99.00
	
	
	
	

	Table number cards
	Y
	
	N/A
	0.00
	
	
	
	Catering estimate

	Guest Book and pens
	Y
	
	0.16
	25.00
	
	
	
	

	Thank You cards
	Y
	
	0.10
	15.00
	
	
	
	

	Stationery Total
	2.77%
	416.50
	
	
	

	Transport
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Wedding cars
	Y
	
	1.5
	225.00
	
	
	
	

	Transportation
	Y
	
	0.5
	75.00
	
	
	
	

	Transport Total
	2%
	300.00
	
	
	

	Accommodation
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Pre wedding hotel 
	Y
	
	0.4
	60.00
	
	
	
	

	Wedding night hotel
	Y
	
	0.6
	90.00
	
	
	
	

	Accomodation Total
	1%
	150.00
	
	
	

	Flowers
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Bridal Bouquet
	Y
	
	0.3
	45.00
	
	
	
	

	Bridesmaid bouquets
	Y
	
	0.33
	50.00
	
	
	
	

	Ceremony flowers – altar or pew
	Y
	
	0.67
	100.00
	
	
	
	

	Groom’s boutonniere
	Y
	
	0.06
	9.00
	
	
	
	

	Best Man boutonniere
	Y
	
	0.05
	7.00
	
	
	
	

	Parents corsage, boutonniere
	Y
	
	0.22
	34.00
	
	
	
	

	Reception flowers – cake table, centerpieces
	Y
	
	4.37
	655.00
	
	
	
	

	Flowers Total
	6%
	900.00
	
	
	

	Wedding cake
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Wedding cake
	Y
	
	2.0
	300.00
	
	
	
	

	Delivery
	Y
	
	N/A
	0.00
	
	
	
	

	Cake knife set, flat pack cake boxes
	Y
	
	0.23
	34.50
	
	
	
	

	Wedding cake stand
	
	N
	0.00
	0.00
	
	
	
	

	Wedding cake Total
	2.23%
	334.50
	
	
	

	Gifts
	Item/Service included?
Yes/No
	Budget
allocated
%
	Estimated 
cost
£
	Actual 
Cost
£
	Deposit required
£
	Payment due date for outstanding balance
	Notes 

	Wedding party gifts
	Y
	
	1.5
	225.00
	
	
	
	

	Favors
	Y
	
	0.50
	75.00
	
	
	
	

	Gifts Total
	2%
	300.00
	
	
	

	Grand Total
	100%
	£15,000.00
	
	
	




Please note: The following costs are not accounted for in this Budget Plan:

· 5-10% Contingency fund
· 8-10% VAT tax and waiting staff gratuities
· Guest accommodation
· Parking charges
· Other celebrations and associated costs i.e. Rehearsal dinner, Bridal shower, Groom celebration
· Wedding attire – bridal party 
· Honeymoon
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