











Kirsty Cook (2203229)
Operations Management 
Module Code: BMTP5019 
Course Tutor: Deborah Jenkins
































Contents Page

Introduction 
Long- and short-term goals to work effectively 
History of operational management & KPI’s
Operational policies and procedures including the legal aspects 
Emergency plan 
Purple Book
Risk assessment 

HR and staffing operations / Talent selection 
Stages of Development 
Skills audit and training plan 

Financial and budgeting
Event budgeting, financial evaluation and financial forecasting 
KPI’s & Yield management
Conclusion



















Operational Events Plan

Introduction

[bookmark: _Int_NAyo1bwH]Operational Management is a pivotal part of an establishment that deal with conferencing and the events industry. Operational Management is a business structure within an institution that shows the practices, processes to enhance efficiency, maximise profits and have a clear idea on what the business needs to run effectively (Staff 2023) this implies you need to have everything in order to enhance sales, increase staff morale and make the event/conference effective as possible. The skills needed to work in the events and conference industry is, people skills, flexibility, listening skills, organisational skills, passion, communication skills and problem-solving skills. (Falmouth University 2020) 

Short term and long-term goals to work effectively

Having short term and long-term goals are an effective way for staff to have a clear idea of their roles and responsibilities to have a clear understanding on what needs to be done this helps them stay on track and make crucial decisions (Iyer 2022). According to (Wolniak 2020) the main functions of operational management are planning, scheduling, organising, purchasing, controlling, quality control and inventory control. These all work as a domino effect if not all of these are done correctly. To operate effectively they should strive to meet the customer’s requirements to the highest possible standard. This not only helps grow the business but helps the reputation of the company too. A customer who is dissatisfied tend to tell on average 9-15 people about their negative experience (Morrow 2023) versus 4-8 people about a positive experience. 

History and KPI’s

With operational management dating back to the late 1700s. Advancements and technology have enhanced, globalised and transformed operational management. It’s playing a key role in numerous industries including events and conferences as its shows how by optimising productivity using different processes, resources and technology it can meet the demands of the global market we have today. For example, as businesses develop EPOS (Electric Point of Sale) has been introduced to make the business more effective and run efficiently. It's a modern till system that has a combination of hardware and software designed to run your business better. It can help protect business information, manage your business on the move, print and email customer receipts, except payments and split bills, manage rotas and 
stock control and get business insights and show what needs to be improved (Clover 2024). Swansea Arena uses “All Seated” which is an online booking system this helps Swansea Arena effectiveness and helps keep everything in one place. To achieve success a structure needs to be put into place and helps when working in HR, Key Performance Indictors (KPI) are needed to make any sort of progress and a measurable target. According to the (Oxford Dictionary 2023) “by setting KPI’s the company enables the team to make smart business decisions about the direction off all current projects” these should be given to appropriate team members and to make sure these KPI’s are effective as possible its essential to follow the SMART criteria. This stands for (Specific, Measurable, Achievable, Relevant and Time-Bound). This allows for clear goals that are attainable. Only 26% of knowledge workers have a clear understanding of how individual work relates to company goals (Timis 2022) Before an event can run, it’s essential that enough time is given to plan it. Using a Gantt chart can be the most effective way to help with this. As explained by (Kumar 2005) “Gantt charts are powerful and the most preferred visual reporting device”. They go on to explain not only does a Gantt chart help the work breakdown, but the total duration, the time needed to complete the tasks and resources allocated it helps track how long they took and help make plans in the future on whether a task needed more or less time to be completed. 

Operational policies and procedures including the legal aspects 

Swansea Arena is operated by the Ambassador Theatre Group. It has up to 200 performances a year. The Swansea Arena was part of the Swansea City and Waterfront Digital District project and is being part funded by the £1.3 billion Swansea Bay City Deal. (Swansea Arena 2022) Swansea Arena puts on a wide range events, concerts, conferences, musicals, comedians and snooker games. Operational policies and procedures are rules and guideline that shows how the business operates day to day. This can help steer everyone in the same direction, so everyone is on the same page. It can also help with quality, effectiveness and customer satisfaction (LinkedIn 2023) 

According to (Arena Solutions 2022) the standard operating procedure should contain the following, name of procedure, the objective of the work being performed, instructions on how to perform it, these instructions can be shown as checklists, flowcharts, pie charts etc, scope of the procedure, responsibilities of those who are performing the task, health and safety measures and  reference documents. Safety polices are arguably the most important when it comes to running an event or conference. The consensus when you have people visiting the arena is to have fun, learn something new and staying safe. As stated by (Maloy 1991) “an arena’s legal liability for a personal injury claim is generally predicted upon the facility’s failure to meet minimum standards of safety, suitability or sanitation” 

Emergency plan

When creating an emergency plan, you need to consider these aspects when developing a procedure, raising the alarm, who will be you first point of contact, informing the public, this will be tailored to whether the event/conference has happened?, onsite emergency response, summoning and contacting the emergency services, crowd management this includes evacuation, traffic management, providing first aid, handling causalities and security (Powell 2022). (Keith Powels 2024) the technical and building manager in Swansea Arena explained that everything needs to be considered when doing an Emergency Plan. If it's an icy day and the Arena decide to put down grit, they are liable for accidents that might take place even though it's not on the Arena’s premise. 

Purple Book 

When creating a guide to safety you need to consider the two books/guides. The ‘Purple Book’ covers the guidelines and safety planning of arenas and stadiums and the ‘Green Book’ which covers the safety of sports grounds. The publication of the guide was taken over by the Events Industry Forum in 2012 when it was updated (The Purple Guide 2015) The guide has been written for UK events however they will still apply to outside of the UK, they just need to be adapted. The basic requirements that should be in the emergency plan should be firstly, get people away from the immediate danger, ring the emergency services, handle any causalities - check their airways, put in the recovery position if needed, protect property, this would only apply if they emergency that occurred put more danger into the people in the venue for example terrorism. If a crisis was to arise the traffic light system would be an effective way to see how bad it is. For example. Green light would be something like someone taking a tumble, an amber would be something to do crowd management (multiple people having a problem) and a red light would be something related to the arena needing to be in lockdown and the police, ambulance or firefighter needing to be called. 

According to (Keith Powels 2024) In Swansea Arena most of staff are first aid trained. Making sure all fire alarms are fire extinguishers are up to date throughout the arena is paramount. Having good crowd management and clearly displayed fire exits is a must. Disasters to circle back to see how important crowd management is are 1989 Hillsborough Stadium disaster and the O2 Academy crushing in Brixton. Regarding the Hillsborough Stadium disaster 97 Liverpool fans lost their lives because of a human avalanche due to the failure of controlling the crowd that was attending. This happened because not enough time was not given to get everybody in the stadium, they eventually had to open the main gate resulting in people entering the stadium without tickets. A similar situation happened at the O2 Academy in Brixton, two people where left dead and many injured due to the amount of people pushing their way through without tickets. Thier licence was suspended for the initial three months while police investigated. However, a year on it never reopened. (PA Media 2023) 

Risk Assessment 

Every establishment should have a risk assessment it is vital. As explained by Keith Powels. Swansea Arena has a specific risk assessment that they follow before they start a project for example, working on a hydrological platform, working on the bridge etc. As Keith’s job role he will give a rundown of the risk assessment to each talent that comes to Swansea Arena, so everyone is on the right page when it comes to what is happening. Swansea Arena reviews it’s risk assessment every six months to make sure everything is up to date. 

The key takeaways for the emergency plan to make sure everything is in place is making sure firstly, a full risk assessment is in place, reviewing every hazard big or small, identify whether they are big or small risks, considering the number of attendees, staff and performers. For example, Swansea Arena put on an event called Bingo Lingo. Bingo Lingo is strictly for over 18s. A bingo game mixed with alcohol, music, dancing, singing and as described utter chaos. With this comes rowdy people and anti-social behaviour so Swansea Arena needs to put things into place to help this. For example, employing more security. The arena has been open about knowing that drugs are going to be inevitably involved so having needle bins/high security is a must. The Arena has metal detectors, and they check your bags as you enter. Having the evacuation plan is essential also, there needs to be well established routes and trained staff to guide people out. There needs to be a communication system to alert staff on what’s happening, clear instructions also need to be provided and digital displays. Regarding medical emergencies staff need basic first aid training and CPR, make sure medical and first stations are available, Swansea Arena uses St Johns a lot for events. Moreover, fire safety, making sure they have all the equipment, having a severe weather protocol, making sure it’s monitored and having procedures in which if an event needs cancelling, having safety measurement in place and collaborating with the local law enforcement and having power backups if the power goes out. The right training is crucial and safety drills. Keeping clear documentation is crucial, this also helps when reviewing what needs improving. (Health and Safety Executive 2023)

HR and staffing operations
Talent selection and Workforce planning

You need to understand company objectives when recruiting talent. Swansea Arena is very good at this and has a variety of acts and conferences. But a good talent selection regarding to staffing too. Making good hiring decisions is important and will have a positive impact on organisations. It’s a valuable resource. They need to have good knowledge, skills, abilities and a good common sense that they can use their initiative in tough situations. According to (Talogy 2024) a technology company that has networked with over 600+ talent management, poor hiring decisions have a negative impact on organisations. ‘The cost of a bad hire is estimated to be 30% of the employee's annual wages” 

Stages of Development 

Tuckman and Jensen (1977) created the Stages of Team Development model showing how a team develops maturity and effectiveness. The model is comprised of five stages: Forming, Storming, Norming, Performing and Adjourning. This is a lengthy process and is often challenging for the members. 
Forming: Within this stage, the people in the team try to get to know each other. It is highly important to have trust within a team; there needs to be a faith based on the practical action teams members have. By having a strong trust within the team, it will improve morale and the length of time it takes to solve problems. 
Storming: Often there is conflict surrounding personalities and differences in working styles as people get frustrated with each other’s different approaches. If there is no trust within the group, it can lead to conflict avoidance which then affects team commitment. 
Norming: This is the stage where members begin to resolve their differences, build on each other’s strengths and respect the leader. The team learn to give and receive constructive feedback to make them successful. The feedback given needs to be outcome orientated, the team need to always ask questions, have a holistic approach and make sure that the other person understands the feedback is to help them rather than hinder them. 
Performing: People reach this stage when they can reach the group’s goal without friction. Differences amongst members are now appreciated and recognised as an enhancement of team performance. The team members are now working towards their goal together, the communication is open, and the group is therefore more productive. 
Adjourning: This is the final part of the stages where the team’s goals have been achieved meaning the members go their separate ways. 

Tuckman’s model is popular due to the fact it recognises that groups do not start off as functioning. It displays how a team develops through clearly defined stages to achieve their end goal as a successful and well operative team. 
However, the theory does come with criticisms such as it is a linear process meaning that the following step cannot be reached if the previous one has not been accomplished (Moore, 2023, Slide 25).

Skills audit and training plan 

A skills audit is ideal to do have an idea on what skills your staff already have. Firstly, identify all of the job roles within the arena. For example, security, front of house, box office, events manager, customer service, technical team etc. Then you must define skills with in them each of the skills will be specific too each job title. By asking employees to self-assess their skills it helps gather information on their strengths and things they need to improve on. With the information on the skills, they have this will help identify any skill gaps. Make sure to collaboration with other departments, this will help boost staff morale and help everyone work as a team.

[bookmark: _Int_qMBKkAy6]In regard to the training plan. Making sure to prioritise training needs would be the first priority. This can help each department but also the individual work on their skills. Designing training modules that are tailored can help address specific issues and having a variety of training methods like, workshops, on job training, online courses can help as people have different ways that they like to work. In a recent polling data from (Pew Research 2022) it showed that 65% of students perferred in person learning. 

Concerning the technical team, this is anyone who is ‘hands on’ in the arena, need to make sure they have specialised training on equipment, systems and technologies in the arena. This is crucial as it could put other in danger if not done correctly. Staff working on this need to have a licence and a qualified person accompany them at all times. Customer Service training helps when dealing directly with attendees and helps practical skills as well (Gawas, et al 2021) Other things to focus on training is an emergency response, leadership development and document training records. 

Event budgeting, financial evaluation and financial forecasting

Event budgeting and financial evaluation is important to see if your business is making any money. With anything it’s important to have these facts and figure down to outline things that need to be improved. Swansea Arena has been open for around three years. (ATG Tickets 2023) Having a detailed budget spreadsheet is an effective way to categorise expenses and keep everything in order. (1 – refer to the appendix for an example of a spreadsheet) you need to make sure you include both the fixed cost these are unchangeable for example, the lights, heating, rent etc Swansea Arena spends £5,885 on a non-lit day (this is when no entertainment is on) (Morgan 2024) Each show that Swansea Arena puts on needs to contribute at least £22k - £30k for the arena to make a profit. It’s normal for an arena to not make a profit for five years. Swansea Arena lost £1.5 million in its first year and is set to lose only £500k the second year. 

Keeping a spreadsheet of everything about a business is crucial. This helps massively with financial forecasting. This is the “estimating and predicting how a business will perform in the future” (CFI Team 2023) (2 – refer to the appendix for an example about how the financial forecasting could be set out) 

KPI’s and yield management

The objective of KPI’s (Key Performance Indicators) is to increase the conversion rate to 20%. Five commonly used KPIs are revenue growth, revenue per client, profit  margin, client retention rate and customer satisfaction. An operational excellence KPI is all about improving your ROI (Return on Investment). ROI is used to evaluate how well an investment has performed. To calculate a percentage you need to divide the investment’s net profit or the loss by the initial cost (Fernando 2023) To write an effective KPI you firstly need to identify the organisations' strategic objective, define the criteria for success, develop key performance questions, collect supporting data, determine what to measure and how frequently you should measure and develop the KPI’s (Bernard Marr & Co 2023) Lagging KPI’s are a result of a past performance and Leading KPI’s is quantifiable and it predicts influence future performance. Non-operating expenses are essential to making extra money within these establishments, this is an add on to a business that doesn’t need to be there for example the cafe in Swansea Arena this helps make more money in the business. 

[bookmark: _Int_vz6qpkcc]Yield Management is a technique used to set pricing in order to improve things such as the fill rate and making the most amount of money possible. For example, this could mean creating a price for a seat according to whether the act has a high demand or not (Sauvanaud 2023) When looking at Yield Management you need to consider the four C’s: calendar, clock, capacity and cost (Withiam (2001) firstly, calendar: At Swansea Arena March is the busiest month as its the end of the financial year and everyone want to use up the left over money and April is the slowest month as its the start of the financial year. Surprisingly, August is one of the slowest months also as its the summer holidays, so people tend to be on holiday abroad. So that's something that needs to be considered. Then the clock this is the timings of when the tickets go on sale, the capacity, if there’s a high demand for the act then the tickets prices might go up versus if the public shows no interest the tickets might be set to a cheaper price this also coincides with the cost as well. 

Conclusion

To conclude, everything discussed is required for an effective organisational management. By having short term and long-term goals and showing different practises that play a critical role of the key performance indicators (KPIs). An emergency plan and risk assessments are critical and by referring to the “purple book’ it emphasises the importance of having a well thought out plan and how to navigate challenges that might be presented. Making sure the right staff are employed will not only boost the morale but boost the business overall. 

Having the financial and budgeting component down are also important. Making sure that not too much money is spent out but also enough to keep improving your business and showing customer satisfaction. Yield Management plays an important role in this. All these elements put together makes for a business that can keep growing and producing money not only for its business but for the local economy too. 


Bibliography 

1. Arena Solutions (2022) What is a standard operating procedure? [Website] Available at: https://www.arenasolutions.com/resources/glossary/standard-operating-procedure/ Accessed: 8 January 2024

2. AGT Tickets (2021) Venues: Swansea Arena [Website] Available at: https://www.atgtickets.com/venues/swansearena/info/#:~:text=Sitting%20in%20the%20heart%20of,its%20doors%20in%20March%202022. Accessed: 2 January 2024

3. Bernard Marr & Co (2023) How to develop effective KPI’s. [Blog] Available at: https://bernardmarr.com/how-to-develop-effective-kpis/ Accessed: 15 January 2024

4. Bowdin, G (2006) Identifying and analysing existing research undertaken in the events industry [Literature Review] Available at: https://d1wqtxts1xzle7.cloudfront.net/67004564/Bowdin-libre.pdf?1620475425=&response-content-disposition Accessed: 14 January 2024

5. Coursera Staff (2023) Operations Management: What Is It and Why Does It Matter? [Website] Available at: https://www.coursera.org/articles/operations-management# Accessed: 8 January 2024

6. Clover (2024) What is an EPOS system? [Website] Available at: https://uk.clover.com/point-of-sale-pos/epos-electronic-point-of-sale/#:~:text=What%20is%20an%20EPOS%20system,you%20run%20your%20business%20better. Accessed: 3 January 2024

7. Citroner, G (2022) 65% Of Students Prefer In-Person Learning, New Survey Finds [News] Available at: https://www.healthline.com/health-news/65-of-students-prefer-in-person-learning-new-survey-finds Accessed: 5 January 2024

8. CFI Team (2023) What is Financial Forecasting? [Website] Available at: https://corporatefinanceinstitute.com/resources/financial-modeling/financial-forecasting-guide/# Accessed: 18 January 2024

9. Dixon, G (2007) Report on A Skills Audit [Report] Available at: https://www.bspp.org.uk/wp-content/uploads/2020/05/Skills-Audit.pdf Accessed: 10 January 2024

10. Employsure (2022) Key Performance Indicators [Website] Available at: https://employsure.com.au/guides/employee-performance-management/key-performance-indicators/#:~:text=Key%20performance%20indicators%20measure%20a,(liquidity%20and%20cash%20availability). Accessed: 10 January 2024

11. Falmouth University (2020) Top 10 event management skills [University Website] Available at: https://flexible.falmouth.ac.uk/resources/top-10-event-management-skills Accessed: 12 January 2024

12. Fall, K. (2005) Co-Leader Stages of Development: An Application of Tuckman and Jensen (1977) [Journal] Available at: https://www.researchgate.net/publication/247783496_Co-Leader_Stages_of_Development_An_Application_of_Tuckman_and_Jensen_1977 Accessed: 5 January 2024

13. Fernando, J (2023) Return on Investment (ROI): How to calculate it and what it means [Financial Blog] Available at: https://www.investopedia.com/terms/r/returnoninvestment.asp#:~:text=Key%20Takeaways,its%20initial%20cost%20or%20outlay. Accessed: 17 January 2024

14. Gawas, N et al (2021) Improving Customer Care via Phone Calls to Reduce Customer Wait [Essay] Available at: http://www.ieworldconference.org/content/SISE2021/Papers/Gawas.pdf Accessed: 6 January 2024

15. Health and Safety Executive (2023) Planning for incidents and emergencies [Government Website] Available at: https://www.hse.gov.uk/event-safety/incidents-and-emergencies.htm Accessed: 5 January 2024
16. Iyer, Y. (2022) Operational Planning: How to make an Operational Plan [Website] Available at: https://www.wrike.com/blog/how-to-create-operational-plan/ Accessed: 3 January 2024

17. Jacobson, R (1987) The Validity of ROI as a Measure of Business Performance [Book] Available at: https://www.jstor.org/stable/1804112?casa_token=XhMFT6jrrhcAAAAA%3Agj6vbuQKJ6G_knRo4uPjjuLQH5Sgh2jVQwF76qs-PrUR8tL1tATJ9dKxHOUYtMnjVwm78W8i8OK1qcRwFKGg9b1SZurJRyZyS_VamlP542DOwxpQPQ Accessed: 5 January 2024

18. Kumar, P (2005) Effective Use of Gantt Chart for Managing Large Scale Projects. [Book] Available at: https://www.proquest.com/docview/220442584?pq-origsite=gscholar&fromopenview=true&sourcetype=Scholarly%20Journals Accessed: 12 January 2024

19. Klipfolio (2023) Key Performance 	Indicators (KPI). [Blog] Available at: https://www.klipfolio.com/resources/articles/what-is-a-key-performance-indicator Accessed: 12 January 2024

20. LinkedIn (2023) How can you design and implement operational policies and procedures? [Website] Available at: https://www.linkedin.com/advice/1/how-can-you-design-implement-operational-policies#:~:text=Operational%20policies%20and%20procedures%20are,%2C%20compliance%2C%20and%20customer%20satisfaction. Accessed: 5 January 2023

21. Morrow, L. (2023) What’s more dangerous than a dissatisfied customer? A silent one. [Article] Available at: https://www.marketconnectionsinc.com/dangerous-silent-cusomer/#:~:text=A%20customer%20who%20is%20dissatisfied,people%20about%20their%20bad%20experience. Accessed: 2 January 2024

22. Moore, J. (2023) ‘Team Working and Collaboration Slides’ (Slide 25) [Lecture] BMTP4004: Managing Tourism, Leisure and Events Organisations, UWTSD, 21st March

23. Maloy (1991) Planning for effective risk management: a guide for stadium and arena management. [Book] Available at: https://scholarship.law.marquette.edu/cgi/viewcontent.cgi?referer=&httpsredir=1&article=1054&context=sportslaw Accessed: 10 January 2024

24. Morgan, J (2024) Swansea Arena: Financial. [Speech] October 2023

25. Oxford Dictionary (2023) KPI: Definitions. [Dictionary] Available at: https://www.oxfordlearnersdictionaries.com/definition/english/key-performance-indicator?q=key+performance+indicator Accessed: 10 January 2024

26. Netessine, S (2002) Introduction to the Theory and practice of yield management [Article] Available at: https://pubsonline.informs.org/doi/pdf/10.1287/ited.3.1.34 Accessed: 9 January 2024

27. Powell, J (2022) A Starting Guide to Health & Safety Management for Events. [Guide] Available at: https://www.eventbrite.co.uk/blog/guide-health-and-safety-for-events-ds00/#:~:text=Implementing%20health%20and%20safety%20requirements%20for%20an%20event&text=Include%20information%20such%20as%20site,or%20a%20pre%2Devent%20announcement. Accessed: 15 January 2024 

28. Phillips, J (1996) ROI: the search for best practices [Book] Available at: https://go.gale.com/ps/i.do?id=GALE%7CA18156945&sid=googleScholar&v=2.1&it=r&linkaccess=abs&issn=10559760&p=AONE&sw=w&userGroupName=anon%7E8de97d70&aty=open-web-entry Accessed: 3 January 2024
29. Powels, K (2024) “Legal and risk assessment in Swansea Arena” [Speech] Presented: 9 January 2024

30. PA Media (2023) O2 Academy Brixton licence suspended for three months after fatal crowd crush. [Newspaper] Available at: https://www.theguardian.com/uk-news/2023/jan/16/o2-academy-brixton-licence-suspended-for-three-months-after-fatal-crowd-crush-asake Accessed: 5 January 2024

31. Swansea Arena (2022) About us. [Website] Available at: https://www.swansea-arena.co.uk/about Accessed: 2 January 2024

32. Sample Templates (2023) Event Budget Templates. [Website] Available at: https://www.sampletemplates.com/business-templates/event-budget-template.html Accessed: 5 January 2024

33. Sauvanaud, B (2023) Applying Yield Management Techniques to Ticket Sales. [Website] Available at: https://arenametrix.com/en/theatres-applying-yield-management-techniques-ticket-sales/#:~:text=Yield%20Management%20is%20a%20marketing,category%20of%20a%20given%20show. Accessed: 18 January 2024

34. The Purple Guide (2015) About the Purple Guide [Website] Available at: https://www.thepurpleguide.co.uk/ Accessed: 10 January 2024

35. Talogy (2024) Why is Talent Selection important? [Website] Available at: https://talogy.com/en/knowledge-hub/talent-selection/#:~:text=Talent%20Selection%20refers%20to%20the,assessments%2C%20interviews%2C%20etc.) Accessed: 10 January 2024

36. Timis (2022) Setting Objectives Like a Googler. [Article] Available at: https://www.linkedin.com/pulse/setting-objectives-like-googler-david-timis/?trk=pulse-article_more-articles_related-content-card Accessed: 18 January 2024
37. Vlanchos, P (2023) Virtual Events Management: Theory and Methods for Event Management and Tourism [Book] Available at: https://books.google.co.uk/bookshl=en&lr=&id=WmDTEAAAQBAJ&oi=fnd&pg=RA3-PT48&dq=history+on+the+events+industry Accessed: January 2024

38. Wolniak, R. (2020) Main functions of operation management. [Article] Available at: https://intapi.sciendo.com/pdf/10.30657/pea.2020.26.03#:~:text=We%20can%20distinguish%20seven%20main,decision%20affecting%20of%2Dorganization%20effectiveness. Accessed: 3 January 2024

39. Withiam, G (2001) A “4-C’” Strategy for Yield Management [Book] Available at: https://ecommons.cornell.edu/items/b012f448-ef1d-4894-8a20-c4a823efd1d3 Accessed: 19 January 2024

40. Wong, S (2008) An audit to evaluate the effect of staff training [Book] Available at: https://onlinelibrary.wiley.com/doi/abs/10.1111/j.1365-277X.2008.00881_45.x?casa_token=-aPSv0ns_eAAAAAA:KoJmz8sRWNWIVT3wEzgZFb0jvxCOYroaJQSPhE49Kmvu9fKZG45Q_UfhG5JCHvvTUVJvIcFuyd7VXg Accessed: 15 January 2024

Appendix 
[image: ]
1. (Sample Templates 2023) 

[image: ]
2. (Corporate Finance Institute 2023) 


image.png
BUDGET FOR [Name of event]

Estimated___Actual

Total income $0.00 5000

Total expenses $0.00 5000

[TOTAL RAISED FOR LEUKAEMIA FOUNDATION $0.00 3000
TNCOWE Fstimated Actual Ftimated Actual

[Event proceeds Sponsorship.

Enry fees Mijor sponsors

Ticket sales. IMinor sponsors

(Other income (Other sponsors

Totals SO0 5000] [Totals 5000 50.0)
[xtra sales [Donations

[Auction Donations

Rafle

Sales of photographs

Sales of merchandiss

Totals [ S000] 3u00] [Totals 5000 50.0)
EXPENSES ___Estimatod __Actual Estimated __Actual

Site [Decoration ]

[Equipment o Balloons

PA, audio visual [Banners and si

Permit, licences Flowers

Venue fire Lighting

Sto staf [Table contres

[Tables & chairs @

[Totals. $0.00] $0.00] [Totals $0.00] &





image2.png
@ e

[rinvay e — am o owm we ws e wm s 2
) O wwoowes am wm o am e uw e
W e T TN S— — —
f=—tn SR e mw o am ww wwam
Nt T S T —T—1— TI—— 1)





