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Event Log

	Student Name:


	Zheni Andonova ,Student ID :1815042

	Responsibility
	Financial Manager




	

	Role of Financial Manager



	As financial manager I am the person responsible for carrying out activities to control the work of the accounting department and participating in the preparation of financial statements. First of all, it is worth noting that the key goal of financial management corresponds to the target function of an economic entity - maximizing the market value of an event or element as a result of profit growth and its reinvestment into business at an acceptable level of risk. However, do not forget that along with the main goal there are other goals of financial management, such as maximizing the event's profits, ensuring a sustainable growth rate of the enterprise's development, supporting financial stability and solvency, increasing the growth rate of an enterprise, minimizing costs and many others.
There is an increasing demand for specialists in the field of finance - financial directors, financial managers, financial managers. These concepts in the literature are often used as synonyms, which is due to the fact that at the legislative level, the regulation of the labour functions of specialists in the field of finance has not yet been carried out.
The role of finance professionals has not always been the same. In the first half of the 20th century, financial leaders were mainly engaged in attracting the necessary resources for the development of the company's activities and organizing their effective use. In the 1950s, in financial analysis, the spread of the concept of present value forced financial managers to expand the scope of their responsibilities, and among the main functions appeared such a function as the selection of investment projects of the company in the long term. In modern market conditions, the implementation of international financial reporting standards is also important. 





	Week 1
	Monday July 20, 2020 


	Target
	Estimation of total available Resources

	Planning:

· Analyse the responsibilities as a finance manager
· Plan the event overalls with team members
· Estimates the overall required budget for the successful event
· Estimate the available resources
· Available Finance/budget


	Organising:

· List of event sponsors
· List the budget provided by each sponsor
· List the major transactions
· Collect the amount and finalize the report of the budget
· Organize a financial meeting with the other team members 


	Managing:

· A Gantt chart is designed with the distribution of tasks over the period of time
· Manage the budget and its collection
· Manage the finance department with cost estimations
· Manage accounts and transactions


	Marketing: 

· Communicate with the team to discuss over the budget plan


	Technical:

· Assisting in maintaining accounts
· Assist in transactions for the payments to organize event
· Mention the source of each transaction
· Maintain a log with time of transaction 

	Problems/Resolution Action Plan:

· As a first week, the purpose of the event needs to be clear
· Collaboration with the team is necessary 
· Clear set of responsibilities can help to maintain the distinguishing task allocation
· Have clear view of responsibilities as a financial manager
· Have to collaborate with the team and sponsors to have the rightful amount for event organization
· Maintain the log for transaction for clear understanding od its sources and the method of its use
· Problems in budget distribution or collection can be discuss with event manager
· Have a regular meeting with team members for further planning 


	[bookmark: _Hlk28956365]Focus for the Week: 

· Brainstorming on event theme
· Work in collaboration with team
· Have clear estimation of budget for the event
· Have record of transactions
· Communicate with the event manager for budget estimations
· Have a budget estimation with major distributions as perf the sections/departments
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	Week 2
	Monday July 27, 2020 


	Target
	Cost Estimation.

	Planning:

· Planning to estimate the budget of marketing and food department.
· Estimate the finance of all the departments. 
· Percentage distribution of finance.
· Estimate all the requirements and documentations.
· Planning to analyse the budget of all the attendees.
· Analyse the budget required by marketing manager to make pamphlets and advertisement.
· Analyse the budget required by Event Manager


	Organising:

· List of budgets given to marketing manager
· List of finance given to food coordinator
· List of budgets given to event manager 
· Organize the total amount given to each department.


	Managing:

· Manage all the documentation and requirements.
· Manage the teamwork and perfect coordination.
· Manage traceability record

	Marketing: 

· Obtain financial data of marketing strategy 
· Communicate with the team to discuss the requirements of each department.


	Technical:
· Applied statistical analysis
· Assisting in management of resources 
· Assisting in maintaining accounts
· Assisting in data evaluation
· Mention the requirements against each fund allocation 

	Problems/Resolution Action Plan:

· This week is aimed to manage the finance according to requirements of every department. Initial cost estimation could be different from the real cost 
· Collaboration between managers is important to estimate most optimal cost and to execute the plan within minimum resources.
· Clear set of responsibilities can help to maintain the distinguishing task allocation and 
· Have to collaborate with the team and sponsors to have the rightful amount for event organization
· Maintain the financial documents
· Problems in budget distribution or collection can be discuss with event manager
· Have a regular meeting with team members for further planning 


	Focus for the Week: 

· Budget estimation on event theme
· Work in collaboration with team
· Set clear budget for each department
· Communicate with the event manager, F&B coordinator and marketing manager for budget estimations
· Have a budget estimation with major and minor distributions as perf the sections/departments
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	Week 3
	Monday ,August 3 t, 2020 


	Target
	Feasibility Analysis

	Planning:

· Plan to distribute the cost as per the estimation after feasibility analysis
· Analyse the possibilities, resources and estimation
· Calculate based on the real ground with percentage margins
· Plan to make marginal calculations
· Discuss with the team members for their departmental expenses
· Compare the estimation with previous experiences 
· Make a statistical analysis for the possibilities and feasibility of the cost estimation
 

	Organising:

· Organize a mathematical analysis of cost
· Estimate the possible variations
· Organize a cost analysis technique
· Make the marginal calculations

	Managing:

· Manage Documentation
· Manage transaction records
· Calculate as per the transactions to find the feasible case for cost dribution for the event


	Marketing: 

· Communicate with the team to discuss the cost distribution and their agreement



	Technical:
· Cost estimation based on various scenarios
· Applying mathematical analysis to the data


	Problems/Resolution Action Plan:

· It is problematic to analyse the cost distribution for various scenarios.
· The accurate estimation is hard, and it can have marginal differences with actual cost
· Marginal analysis can help to analyse the most appropriate estimations
· It is necessary to discuss with the team to analyse the more feasible scenario to spent and make the event successful
· Financial manager needs to have accurate information about the expenses and requirement elements of the event for the successful event
· Financial manager needs to have close collaboration with the event manager and other team members 


	Focus for the Week: 

· Cost feasibility study need thorough case analysis
·  Feasibility to make the event successful in the provided resource
· Exchange reports about available resources and financial expenses with team members
· Collaborate with the team for event success
· Draw mathematical analysis 
· Marginal analysis for more accurate estimations





	Student Signature:

Zheni Andonova

Date:

3/08/20







	Student Name:


	Zheni Andonova

	Responsibility
	Financial Manager



	Week 4
	Monday, August 10, 2020 


	Target
	Cost Distribution

	Planning:

· Based on the feasibility study distribute the cost among different departments and team members
· Accommodate extra expenses and try to figure the remaining expenses 
· Make the booking of the Hall and make payment
· Make a record sheet as per the transactions 
 

	Organising:

· Organize a meeting with the team members
· Distribute cost as per the estimations
· Organize transactional record


	Managing:

· Manage Documentation
· Manage transaction records
· Manage cost as per the expenses
· Manage the event elements available and required resources
· Limit expenses to fulfil all of the needs


	Marketing: 

· Design a report for the transactional history as per the cost distribution 


	Technical:
· Manage cost and analyse the extra possible expenses of the event

	Problems/Resolution Action Plan:

· It is hard to have accurate estimation of cost
· Cost distribution will highlight the expenses
· Distribution of prices and making transaction to the targeted accounts should involve join consensus of all team members
· Collaborate with team to resolve issues of each group 


	Focus for the Week: 

· Cost distribution will be as per the estimation
· Focus on the cost distribution
· Calculate the expenses, transaction and the remaining amount in hand
· Remaining amount and expenses should be balanced to avoid future problems
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	Week 5
	Monday, August 17, 2020 


	Target
	Charity Collection

	Planning:

· Charity collection accounts
· Adopted payment methods
· Charity collection at the event
· Keep the transactional records 


	Organising:

· Organize and arrange accounts for charity collection
· Provide number of payment method for international transactions
· Record the charity amount and keep a count through transaction history
· Provide financial details on the event as how much is required for the hospital and who have contributed in building the hospital

	Managing:

· Manage transaction records
· Manage charity records
· Manage the event financial records
· Manage the payment methods and accounts 
· Keep an update about the charity collection


	Marketing: 

· Display the cost estimation of hospital building and required equipment and expenses at the event
· Provide number of payment method and publish records of charity contribution by various individuals by the end of the event


	Technical:
· Keep an updated data about the charity collection
· Keep analysed data of charity as how much is collected and how much is still needed to build a hospital
· Manage the event cost


	Problems/Resolution Action Plan:

· Being an event week, it is hard to maintain the updated data for charity collection and also have estimation of event cost.
· Need to focus on the available statistics of the accounts and the transactional data
· Need to be attentive during event and analyse the data for transaction
· Collaborate with the team to make the event successful
· Resolve the issues of payment methods
· Should also have a check on the international transactions



	Focus for the Week: 

· Focus on the event cost
· Provide international payment methods
· Focus on the charity transaction
· Have a mathematical analysis of collection and required amount
· Keep a close coordination with the team
· Mention the individuals who have contributed to the charity
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	Week 6
	Monday, August 24, 2020 


	Target
	Summed up and reported to the organization

	Planning:

· Record the charity transaction
· Plan to design a transactional report
· Finalize the report for event management and financial expenses
· Have a final meeting with the team members


	Organising:

· Organize financial report of the event
· Have a team meeting
· Organize a detailed report of charity collection

	Managing:

· Manage transaction records
· Manage charity records and documentation
· Manage the event financial records
· Manage the payment methods and accounts 
· Manage finalized reports 

	Marketing: 

· Publish the finalized charity collection records of the event compared to the required finance


	Technical:
· Designed a data report with mathematical analysis and graphs to represent the success of the event in terms of financial estimations and cost
· Designed the charity report using mathematical model

	Problems/Resolution Action Plan:

· Being a final week, event should be summed up in the final report
· Final report of the event needs to be clear, concise and complete
· Financial report of the event must be delivered to the team members and other stakeholders of the event
· Furthermore, for transparency, the charity records with the transactional history is to be delivered to event manager
· Charity collection also needs to be analysed in the form of final report to evaluate the event success
· Have a final meeting with the team to provide reports
· Problems, challenges and issues must also be recorded for future events, as lesson learnt


	Focus for the Week: 

· Focus on the event details
· Design a finalized report
· Final report must have detailed statistical analysis and graphical representation of data for better understanding
· Final report must be readable for everyone include non-financial experts 
· Write a lesson learnt
· Sum up the event with closing remarks




	Student Signature:

Zheni Andonova
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	Problems Faced by Financial Manager



	Among the main problems are:
· First, the lack of financial resources required for development;
· Secondly, the loss of solvency and financial stability due to the fact that there is a gap between the time of receiving funds and making the necessary payments;
· Third, insufficient economic efficiency of activities.
Therefore, there is a need of:
· Determination of the main sources of financing activities taking into account the event. 
· Analysis and assessment of financial risks. 
· Management of drawing up current and prospective financial plans and various budgets (sales, costs of production and sale of products (works, services), cash). 
· Implementation of constant monitoring of the state, movement and targeted use of financial resources, and many others.












Appendix
Event: Charity dinner to build a hospital in Abuja, Nigeria South Africa
Location/Site: London Marriott Hotel County Hall
Organizers:
	Team:
		Member 1:
		Name: Plamen Peev
		Responsibility: Event Management
		Position: Event Manager
		Member 2:
		Name: Zheni Andonova
[bookmark: _Hlk48306242]		Responsibility: Financial Management
		Position: Financial Manager
		Member 3:
		Name: Hasan Mangov
		Responsibility: Marketing
		Position: Marketing Manager
		Member 4:
		Name: Rumen Grozdanov
		Responsibility: Coordinate and Organize Food and Beverages
		Position:  Coordinator F&B
Sponsors: 
MAP International (International organization that provides healthcare facilities and medicines to the people in need. The organization initiated to build a hospital in Abuja, Nigeria South Africa)
Task Distribution
	Member 1: Event Manager
Week 1: (Communicate with sponsors and decide over the main theme and budget for the event)
Week 2: (Estimation of required infrastructure)
Week 3: (Divide the event in smaller portions)
Week 4: (Communicate and decide over major speakers)
Week 5: (Organize Event)
Week 6: (Sum up the reports and finalize the report for sponsors and main stakeholders)

Member 2: Financial Manager
Week 1: (Estimation of total available Resources)
Week 2: (Cost Estimation)
Week 3: (Feasibility Analysis)
Week 4: (Cost Distribution)
Week 5: (Charity Collection)
Week 6: (Summed up and reported to the organization)

Member 3: Marketing Manager
Week 1: (Analyse the possible marketing Platforms)
Week 2: (Strategic marketing plans)
Week 3: (Design invitations, flyers and advertisements)
Week 4: (Send Invitations, run advertisements and resolve communication issues)
Week 5: (Register charity members and make a log)
Week 6: (Closing and Final Report)

Member 4: F&B coordinator
Week 1: (Analyse Target Audience)
Week 2: (Estimation of attendees, required food and beverages)
Week 3: (Communicate with other team members)
Week 4: (Communicate with Hotel management, suppliers and vendors)
Week 5: (Implementation of plan, fulfil the food and beverages needs of every attendee) 
Week 6: (Closing and final report)

Number of presenters: 8 (including the Chief Guest)






Invitation Letter
Good deeds always resonate in the hearts of generous and noble people. In our time, charity is becoming the source that allows people in need of help to save health and even life. When sympathetic people unite in an effort to help, especially those who are in the need of that, the result is always beyond expectations. Now the people in South Africa are suffering from poor medical conditions and they need help to build standardized medical facility. A poor medical condition does not allow the patient to recover from illness. According to WHO, many women in that area died during pregnancy because of limited facilities. Building a hospital is the only way to complete long-term treatment successfully in South Africa and to give that people a chance to survive from illness. 
On September 25, at 20.00, we invite caring people to spend two or three hours in a friendly, cosy atmosphere at the traditionally generous table for which the London Marriott Hotel is famous. The evening is organized by the cultural and charitable foundation "------" for targeted fundraising to build a hospital in Abuja, Nigeria South Africa. By paying for a ticket to the charity evening "The Path from Heart to Heart to the Land of the Soul", each of our guests will show mercy and generosity, will contribute to the treatment of patients that are waiting for medical aid. 100% of the ticket price for this event will be directed to build a hospital in Abuja, Nigeria South Africa.


Meeting Minutes
Attendees: Event Manager, Financial manager, F&B Coordinator, Marketing Manager
Agenda: 
· Strategic planning of event
· Theme discussion
· Resources and requirements

	Action items
	Owner(s)
	Deadline
	Status

	Team Selection
	All
	20/07/2020
	Marketing Team, Management Team, Financial Team, F&B Team. 

	Theme
	All
	20/07/2020
	All to decide theme of Charity Dinner

	Coordination channel for requirements and discussion
	All
	Continuous
	Organizational ticket panel will be used for routine coordination and call will be made for emergency contact. 

	Resource allocation to each manager
	Financial Team
	Continuous 

	On-going, maintain contact with groups and assure attendance

	
	
	
	






Meeting Minutes – July 20
Attendees: Finance Manager, and Financial team. 
Agenda Items
General Planning and Team Responsibilities
Discussion
· General introduction of the team members and charity dinner event. 
· Communication of hierarchy within the team and channel of coordination with the finance manager.  
· Allocation of responsibilities to each team leader.
· Coordination with the other teams for coherence in event theme management.  
	Action items
	Owner(s)
	Deadline
	Status

	General introduction of Charity dinner event 
	All
	Single time information
	Complete

	General introduction of teams and event manager
	All
	Single time information
	Complete

	Team coordination
	All
	Continuous 

	Team will coordinate with their leaders and supervisors and they will directly be monitored by the finance Manager

	Allocation of responsibilities
	Finance Team leaders
	Continuous 

	Teams are directed by the supervisors and they will be getting instructions from Finance Manager 

	Coordination with other teams
	Finance Team leaders
	Continuous 

	Continuous coordination of team leaders with the other teams for better execution of the plan. 


Meeting Minutes – July 27 
Attendees: Finance Manager, and Team supervisors. 
Agenda Items
Finalization of event procedures and finance. 
Discussion
· Event financial management and its estimates.  
· Allocation of finance to each manager. 
· Monitoring of finance used and requirements from different departments. 
· Prepayments and payments due to pay by the finance manager. 
· Finalization of the budget. 
	Action items
	Owner(s)
	Deadline
	Status

	Financial management and estimations
	              All
	       03/08/20
	Financial team will estimate the financial needs of the event.  

	Allocation of the finance 
	Finance Manager
	Complete
	Finance distribution will be made immediately for timely completion of the tasks. 

	Financial monitoring and requirements gathering
	Management Team
	Continuous 
	Continuous, as the Finance team is working.  

	Prepayments and finalization of budget
	Finance manager
	Complete
	Complete

	
	
	
	



Meeting Minutes – August 3 
Attendees: Finance Manager, and Team supervisors. 
Agenda Items
Final steps to check the financial spending and execution of the plan 
Discussion
· Financial layout is complete, and sponsors can have complete picture of the budget spending
· Financial needs are addressed, and event management is financially executed. 
	Action items
	Owner(s)
	Deadline
	Status

	Financial layout 
	              All
	Complete
	Finance team completed the financial layout of the charity dinner.  

	Financial needs are covered, and each department is paid for completion of the event procedures.   
	              All
	Complete
	Event procedures are complete and financial team discussed it with the finance manager. 

	
	
	
	

	
	        
	
	

	https://facebook.com/events/s/charity-dinner-to-build-a-hosp/1535385223333357/?ti=cl
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