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	1. I. SOME EVENTS ONLY NEED ONE BUDGET WHILE OTHERS MAY REQUIRE SEVERAL BUDGETS. WHY?
· Events that are held at one venue require only one budget.
· Events that are held at different venues and have more than one day of activity will require a budget for each venue.


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 AN ONGOING BASIS THROUGHOUT THE EVENT?
· It is important to monitor the budget throughout the event because the event planner has the responsibility to ensure that the budget is upheld.
· The event planner has to carry updated log sheets of staff as well as signed contracts during the event.


III. WHAT IS THE IMPORTANCE OF ‘FEASIBILITY STUDY’ WHEN MAKING A BUDGET FOR AN EVENT?
· This study is important as it shows the full list of services needed for an event and how much they will cost which gives the planner and client an idea of how best to spread the resources available for the event. 
· A plan for how to obtain funds is also a part of this study which will determine the scope of the event and if it is worth having in the first place.


IV. IT IS IMPORTANT FOR AN EVENT PLANNER THAT HE STAYS WITHIN THE APPROVED BUDGET AND IF HE EXCEEDS THE BUDGET AGREED IT MAY RISK HIS COMPANY’S PROFIT. HOW?
· It is important for the event planner to understand that when a budget is finalised and agreed on, any expenses that exceed that amount will be covered by the company through its profits.
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2. HOW CAN THE FOLLOWING AFFECT AN EVENTS BUDGET AND HENCE YOUR COMPANY’S PROFIT?
a) FIXED LABOUR COSTS:
· These guaranteed costs for labour which are unchangeable for the event budget.
· If these costs are exceeded, the company’s profit will decrease in order to cover these costs resulting in loss of revenue.


b) UNREIMBURSED OVERTIME:
· These costs do not affect the event budget
· These costs are covered by the company unless the crisis resulting in over time is caused by the client.


c) UNREIMBERSED SUPPLIES:
· The company budget includes the plan to pay for all the supplies that will be used leading up to the event. If supplies are misused, that will cost the company more than required.
· These costs have no effect on the event budget. 


d) SUB-RENTALS:
· The hiring of extra equipment which the company doesn’t own will be a cost covered by both the company and the event budgets.


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 logs of staff is important as it will give the planner a picture of tasks that are finished on time and those that will require more resources to keep things flowing smoothly throughout the event. 
· The company saves revenue when tasks are completed earlier and it is the planner’s responsibility to ensure that the staff is motivated and supervised in order to achieve this. 
· When the event planner is hands on and knowledgeable, she is most likely to deal with crisis in a better way to ensure that the event still runs smoothly. 
· Staying within the budget is vital for the accumulation of revenue for the company.
· The event planner gains a good reputation which in turn will bring more business to the company for happy clients and successful events. 
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· One of the reasons why event planners are hired is to manage budgets and resources effectively while aiming to exceed the client’s expectations.
· Having a crisis management temperament is vital for an event planner, and having the information of resources spread to make the event a success will help in the management of crisis during an event. 
· Making informed decisions during crisis moments is a skill every planner should have and having updated staff logs will enable the planner to do so.
· Spending more than what is budgeted for shows that the planning and feasibility study were not thoroughly done which will reflect negatively on the company. 
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