Guide to Event Budgets
For any event your club or society organises you are required to submit an event budget (showing a breakdown of your expected incomes and expenditures) to the union. With expenditure:

Less than £150 – Budget needs to be approved within your club

£150 -£750 – Budget ALSO needs to be approved by your CSC/FU

More than £750 – Budget ALSO needs to be approved by the Union (shown to DP Finance & Services).  
Your budget must be submitted using the unions Event Budget Template found at http://www.union.ic.ac.uk/activities/officers/forms
Why?
Why use only the union’s budget template?  The template calculates the VAT and net amounts for you automatically, it automatically calculates breakeven numbers for you, and automatically changes when you change any of your income or expenditure amounts. So all in all it makes it MUCH EASIER for you.  We also know it is accurate and that it will give us all the information we need, and so it is QUICKER for us to approve your budget ;)
Why submit a budget to the union? Expenditures must be approved, and so a budget shows us how you will spend the money and how you will earn it back.  AND in almost all cases of budget submissions, we are able to give advice e.g. with suppliers of goods, so that you can cut down your costs further and make more money for your club to spend!


Contents:

1)Completing your budget (if this is your first time, you must read this)
2) VAT

3) Things to remember

4) Summary

N.B. Any budgets submitted will assume that you have read this document and that your event organisers and yourself have read the “Organising and Running an Event” document.


1) Completing your budget
The first field detailing your club and event are simple to fill but must be done as the union receives many budgets.  The expected number field must be filled in order for the graph at the bottom to be displayed.  The expected number is either last year’s numbers or 2/3 of the capacity of your venue (whichever is lower!!).  Don’t be over enthusiastic with your numbers as otherwise you will make a loss and the union won’t approve your budget!

N.B. if your event runs over more than one day e.g. a play with 3 nights, then you will need to consider the total number expected over the 3 nights as your expected number (and not that of each individual night).

Fixed Expenditure: 

· ​this is expenditure that you have to do, regardless of how many people come to the event. For items such as programmes, you still need to order before you know the numbers who will be attending, so it is still considered as a FIXED expenditure. Fixed expenditures include venue hire, lighting, sound, ticket booklets, DJ and other entertainments, decorations, publicity materials, stewards, costumes, set/staging, make-up, programmes.  
· Replace “item 1” with the name of your item and put in the number (this is usually 1 - Fig 1a, though if you buying more of an item, then you would the number in appropriately - Fig 1b)). As you can see the VAT and Net amounts are automatically calculated (see section 2- VAT, for more information). If the amount that you have been told by your supplier is including VAT, then change the tab to ex VAT.  If not, then keep it to including VAT. Continue for the other expenditures you have.
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Fig 1a
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Fig1b

Variable Expenditure:
· this is expenditure that depends on the number of tickets and is for items which you can order once you know how many tickets you have sold e.g. dinners, cost for entry.

· As before, replace “item 1” with your expenditure and for the quantity put the expected number of sales (must be the same as your expected number at the top of the budget sheet).  Once you have completed the budget you will be able to vary the numbers and see how this effects your profit (or loss :-{ ). Continue for your other expenditures.
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Fig 1c

Fixed Income:

· this is income that you will definitely get as long as the event goes ahead,  such as sponsorship and donations.
· Fill this in the same manner as for Fixed expenditure.
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Fig 1d
Variable Income:

· this is income that could vary and the total is not known.  This category usually is ticket sales.  The income per ticket is known, BUT you do not know how many tickets will be sold and so you don’t know the total you will get until the event.  Other variable income could include sponsorship/donation obtained per ticket sold, number of programmes sold, number of t-shirts sold etc.
· Replace “item 1” with your item name.  For the expected number put your expected number of sales for that item.  If it is tickets sold, then it must be the expected number that is at the top of the budget page.
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Fig 1e

Breakeven
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Fig 1f

The breakeven number array shows the expected profit or loss your event will make depending on the number of attendees.  If the number is in RED and in brackets then it means the event will make a loss if you only get those number of ticket sales (indicated on the left hand side).  Your breakeven number is the one you are concerned with.  This shows the number of ticket sales needed so that your expenditures and incomes balance.  Any more sales than this will mean a profit for your club/society :) . The graph below shows the same information.
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Fig 1g
N.B. If your event makes a loss and your club/society goes into debt, your club will HAVE to PAY it BACK and will be prevented from doing some activities until steps are made to pay back the debt - so don’t make a loss with your event!! (for advice in planning your event see “Organising and Running an Event” at http://www.union.ic.ac.uk/activities/officers/forms )



2) VAT
VAT is made so simple with this Budget Template as it is all done for you.  BUT there are a few things to remember.  This spreadsheet assumes that your club will be able to claim back all the VAT for your expenditures, and hence shows you the expenditure excluding VAT (i.e. the amount you will ultimately pay).  Therefore you must ensure that you will be able to get a VAT receipt for these items (see fig 2a), otherwise you can not claim back the VAT and your club account will be charged the full amount (the Gross amount)
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Fig2a

If you will not be able to claim back VAT e.g. if you are paying a student DJ to DJ at your party, he will not be VAT registered and hence you will not be able to get a VAT receipt so unable to claim any VAT back.  In this case state zero rate for VAT (see fig2b)
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Fig 2b
Ensure you know that the cost/income is excluding or including VAT and change the tab appropriately.
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Fig 2c

Internal transfers don’t incur VAT.  Internal transfers mean within the union e.g. if you are paying another IC union club for a service.  Though you are separate clubs, we are one Union and so it is just a transfer of money from one clubs section to the others.
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Fig 2d

Some items are VAT zero-rated (i.e. the VAT rate is 0%, rather that 17.5%)  which means you do pay VAT on them at 0% !! and you claim VAT at 0% !!  These items include: printed matter e.g. programmes and brochures.  (See the Finance Manual for more information on VAT and exemptions.)
Other items are VAT exempt, which means no VAT is charged and neither can we charge VAT (see Finance Manual for more details).  
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Fig 2e
Before you submit your budget remember to look at your expenditures for last year.  When the union checks the budgets this is what we do, so to quicken up the process, look at your expenditures last year (available on the website) and if you will not be spending money on that category this year, put a note of this on the template, to save us bothering you and asking if you’ve forgotten to put this expenditure in.


3) Things to remember

· Get a VAT invoice for anything you want to claim VAT on.
· You mustn’t overspend on your approved event budget.
· The union is here to help: we can give you advice based on our experience of similar events, names of recommended suppliers, advice on publicity and sponsorship, as well as services that we can provide (rooms, printing, stewards, food etc. see http://www.union.ic.ac.uk/activities/officers/forms ).
· So help us to help you, and follow the guidelines that are set.
· Remember financial regulations – you must NOT take large amounts of money home with you, we can provide safe storage
· You must NOT pay cash in hand – you must bank the money first and pay them after.  The union needs to follow financial regulations and all clubs and society are part of the union.  If need be you can arrange with the union for a cheque to be written in advance so that you can pay on the night.
· Any contracts to do with your event must be brought to DPFS for signing.


4) Summary

· The union’s Event Budget Template must be used to submit your budget
· Be realistic with your expected number of attendees
· Fixed Expenditure – any expenditure that is required for the event to go ahead, regardless of the number of tickets that you end up selling e.g. venue, DJ, stewards
· Variable Expenditure – expenditure that is dependant on the number of tickets you sell/ number of attendees e.g. dinner cost per head
· Fixed Income - any income that is guaranteed if the event goes ahead, regardless of the number of tickets that you end up selling e.g. sponsorship
· Variable Income - income that is dependant on the number of tickets you sell/ number of attendees e.g. income from ticket sales
· The breakeven graph and array show the number of tickets you need to sell in order for your incomes and expenditures to balance. Red indicates the loss you will make and black indicates the profit.
· VAT that you will need to pay or will be able to claim back are all calculated automatically.  Indicate whether the price is excluding or including VAT by changing the tab.
· Most items have standard 17.5 % VAT.  However those that you must indicate as “ZERO” rated are those that are Zero-Rated or VAT exempt e.g. printed matter, or anything that you cannot claim VAT on e.g. someone who will not be able to provide you will a VAT invoice e.g. DJ or other union clubs or societies.
· Remember that you must not exceed your event budget and get your club into debt.
· The union is here to help!

