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Lesson 4
Budgeting and Bidding
In this lesson, students learn about how to create a realistic budget for an event as well as how to bid on an event. Students begin by considering what they already know about costs for an event. They explore the typical components of an event budget—everything from venue rental and staffing to food and entertainment. Students finish this lesson by taking a quiz to reinforce the terminology and concepts they have learned.
Advance Preparation
Prior to Class Period 1, identify example costs according to the instructions in Teacher Resource 4.1, Guide: Guess the Cost Game, and prepare small posters.
Prior to Class Period 2, familiarize yourself with Teacher Resource 4.3, Example: Fundraising Event Budget (separate Excel file). You will project this resource to discuss with your students. Choose different pieces of information from each page for students to find after discussing the contents to ensure that students understand how to read the tables.
Prior to Class Period 4, print bingo cards (Teacher Resource 4.4) so that there is a different card for each student; laminate, if possible. Also create or collect a set of bingo placeholders for each student.
This lesson is expected to take 4 class periods.
[image: Macintosh HD:Users:katherineedwinson:Desktop:EventPlanning:event planning jpgs:timeline_event planning4.jpg]
Lesson Framework
Learning Objectives
Each student will:
Predict the cost of typical event budget components
Evaluate how the specific details of an event can impact its budget
Display understanding of key concepts in event budgeting*
Display understanding of how the contract bidding process works*
*This is one of the 16 key learning objectives assessed by the NAFTrack Certification end-of-course exam for this course.
Academic Standards
Evaluate the nature and scope of the Hospitality & Tourism Career Cluster™ and the role of hospitality and tourism in society and the economy (Common Career Technical Core, HT-2)
Compare and contrast services and products from related industries to understand and evaluate how they impact the delivery of travel and tourism products and services to customers (Common Career Technical Core, HT-TT 8)
Consider the environmental, economic, and social impacts of decisions (Career Ready Practices 5, Common Career Technical Core)
Assess opportunity costs and trade-offs involved in making choices about how to use scarce economic resources (NBEA National Standards for Business Education, Economics & Personal Finance I, Allocation of Resources)
Assessment
	Assessment Product
	Means of Assessment

	Quiz on budgeting and bidding (Teacher Resource 4.6)
	Answer Key: Budgeting and Bidding Quiz (Teacher Resource 4.7)


Prerequisites
Knowledge of the basic elements of an event (goal, theme, budget, venue, etc.)
Knowledge of sustainable practices in event planning
Instructional Materials 
Teacher Resources
Teacher Resource 4.1, Guide: Guess the Cost Game
Teacher Resource 4.2, Presentation: Event Budget Components (separate PowerPoint file)
Teacher Resource 4.3, Example: Fundraising Event Budget (separate Excel file)
Teacher Resource 4.4, Cards: Event Budget Bingo (separate Word file)
Teacher Resource 4.5, Bingo: Terms and Definitions
Teacher Resource 4.6, Quiz: Budgeting and Bidding
Teacher Resource 4.7, Answer Key: Budgeting and Bidding Quiz
Teacher Resource 4.8, Key Vocabulary: Budgeting and Bidding
Student Resources
Student Resource 4.1, Reading: Event Budgets
Student Resource 4.2, Reading: Event Budget Components
Student Resource 4.3, Notes: Event Budget Components
Student Resource 4.4, Reading: Bidding for Event Contracts
Equipment and Supplies
LCD projector and computer to project PowerPoint slide and example Excel file
Blackboard, whiteboard, or flip chart
Poster board (four to six small sheets)
Index cards (four to six per student)
Bingo placeholders (see Lesson Step 8
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Lesson Steps
	Step
	Min.
	Activity

	
	
	class period 1

	1
	20
	Game: Guess the Cost
To begin their study of budgets in event planning, students consider some of the common costs associated with planning an event in their community.
Before class begins, prepare a series of small posters based on the instructions in Teacher Resource 4.1, Guide: Guess the Cost Game.
At the start of class, tell students they are going to play a game similar to The Price Is Right. If any of your students are unfamiliar with this game, explain that they will guess the cost of something, and the person whose guess is closest to the real price, without going over it, wins the round. Distribute four to six index cards to each student.
Explain that you will hold up a poster that describes a typical expense for an event in your local community. Students will have 20 seconds to read the expense description, write down how much they think it would cost on one of their index cards, and hold it over their head. The person who gets closest to the correct price without going over wins that round. Keep track of the winners’ names on the board. After you have gone through all the expenses, call on a few of the winners to explain how they acquired their knowledge of costs. Invite the rest of the class to respond to the following questions:
Were the costs for events more or less expensive than you expected?
How do you think prices in your community compare to prices in other parts of the country? Why do you think so?
If time permits, you may also wish to discuss the potential difference in cost between sustainable and unsustainable choices. Help students to recognize that in some cases a sustainable option may be more expensive, but in other cases it might be more cost-effective. 
Inform students that this lesson is about budgeting and bidding. Let students know that they will learn more about specific expenses (called line items) later in this lesson, but first they need to learn a few basic things about how event budgets work.

	2
	30
	Reading: Event Budgets
Students learn some basic concepts and terms about budgeting for an event.
Review Student Resource 4.1, Reading: Event Budgets. Explain that this reading will introduce them to some new vocabulary terms.
As they read, ask students to circle any new or unfamiliar words they see. When students finish the reading, pair them up and ask them to discuss the words they circled. For each word, ask them to work together to come up with a working definition, which they should write in their notebook.
After students have had time to discuss, invite each pair to share one word they circled and the definition they came up with. Write the word on the board and clearly define it. Take this opportunity to clear up any misunderstandings. If students didn’t initially arrive at the correct definition, tell them to make corrections in their notebook. Make sure students have a clear understanding of the following terms:
budget
income
break-even point
fixed expenses
variable expenses
contingency
Let students know that they will be putting their new knowledge to work in the next class period and that later in this lesson, they will take a quiz on what they’ve learned.

	
	
	CLASS PERIOD 2

	3
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	35
	Gallery Walk: Event Budget Components
Students work together to develop a more in-depth understanding of the major components of an event budget. This activity focuses on the following college and  career skills:
Demonstrating teamwork and collaboration
Utilizing time efficiently when managing complex tasks
Before class begins, print one copy of Teacher Resource 4.2, Presentation: Event Budget Components (separate PowerPoint file), in Notes view. Post each slide around the room. Keep the slide titled “Administrative Overhead” nearby, as you will use this one to demonstrate what to do.
Note: If your classroom is too small or your class too large to accommodate a lot of moving around, the presentation is also included as Student Resource 4.2, Reading: Event Budget Components.
When class begins, ask students if they remember what a line item is. Once their memory is refreshed, tell them that there are many line items that might be included in an event’s budget. An event planner needs to be able to tell which line items a specific event will include and calculate the cost of those line items as well. 
Inform students that today they will learn about the line items for an event’s budget. Review Student Resource 4.3, Notes: Event Budget Components, with the class. Students will gallery walk in pairs, view the slides posted around the room, and write down the information to complete their notes.
Go through the example with students, showing them the slide “Administrative Overhead” and pointing out how they can draw from the information on the slide to complete the notes on that line item. Answer any questions. Then divide the class into pairs and assign each pair a slide to start with (to reduce traffic issues).
As students gallery walk, circulate around the classroom, keeping students on task and answering any questions.
As pairs finish their gallery walk, ask every two or three pairs to form a small group (four to six students total). Go through the notes together. Give groups a chance to compare what they wrote for the first blank space in the notes. Call on a group to share their answers; check in with the class to make sure everyone has the correct information written down.
You may want to gauge student understanding by assessing the notes on a credit/no-credit basis.
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	15
	Investigation: Sample Event Budget
Students apply what they just learned as they see how professional event planners estimate and track expenses, income, profit, and loss. 
Prior to class, familiarize yourself with Teacher Resource 4.3, Example: Fundraising Event Budget (separate Excel file). Think about which pieces of information you want students to be able to locate after you discuss each page, to ensure that they understand how to read the tables.
Project Teacher Resource 4.3. Click the Expenses tab. Ask students to speculate about why every expense has an estimated and an actual amount before explaining. Then ask them which expenses look familiar, based on the gallery walk they just completed. Ask students if they see any terms they don’t know; gratuities, for example, may be unfamiliar. Point out different expenses, and ask students to locate different kinds of information. For example, which line item has the biggest difference between estimated and actual costs? 
Next, click the Income tab. Note that this budget is for a fundraiser, so its purpose is to raise money. Income is the money the fundraiser made. Point out different features of this page and answer questions.
Finally, show students the profit-loss summary page. Make sure they understand how to read it, including the bar graph. Complete the activity by asking this question:
Do you think this nonprofit should hire this event planner for next year’s fundraiser? Why or why not? 
Generate a brief discussion. Note that the goal was to raise $115,545. That’s what’s in the estimated column. But the event actually raised $120,670. The event exceeded expectations, even though expenses were slightly higher than estimated. 

	
	
	CLASS PERIOD 3

	5
	10
	Prediction: Bidding for an Event Contract
Students think about the criteria of a successful bid in preparation for learning about the contract bidding process. 
Before class begins, post the following on the board or a sheet of chart paper:
Imagine you are an event planner working to plan a major conference in the nearest big city. There are many venues you could choose: hotels, convention centers, and so on. How would you find out which ones are interested in hosting your event? How would you find out which one could give you the best price for what you need?
When class begins, draw students’ attention to the scenario posted on the board and instruct students to write their response in their notebook.
Ask students if they know what a bid is. Invite students to guess, and then share the definition from Teacher Resource 4.8, Key Vocabulary: Budgeting and Bidding. Explain that the bidding process is how many major events, including conferences and sports events, are planned. Tell students that in the next activity, they will learn more about how bidding works for event planning.

	6
	35
	Reading: Bidding for Event Contracts
Students learn about how contract bidding works in event planning.
Review Student Resource 4.4, Reading: Bidding for Event Contracts, with students. Post the following questions on the board or a sheet of chart paper:
What is a contract bid?
What types of events involve bidding?
What is an RFP?
How does a venue or business develop its bid?
Ask students to take notes on these questions as they read.
When students have completed the reading, put them into pairs or small groups and ask them to compare their answers. Review the answers as a class to make sure students understand the basics of bidding and RFPs before the quiz. 
If time permits, ask students to think about what they predicted in the previous activity (about how to find a venue that is interested in hosting an event and can provide a good price). How did their predictions compare to what they learned from the reading?

	7
	5
	Homework: Preparing for the Quiz
Students review what they have learned about budgeting and bidding in preparation for taking a quiz.
For homework, ask students to review all the student resources from this lesson. Tell them to be prepared to use the new terms they have learned in this lesson, and in Lessons 1, 2, and 3, in the next class period. 

	
	
	CLASS PERIOD 4

	8
	25
	Bingo Review: Event Budgets
Students play bingo to review the terminology they have learned in this lesson and in the course thus far.
Before class begins, prepare the bingo cards: Teacher Resource 4.4, Cards: Event Budget Bingo (separate Word file). Ideally, they should be laminated so that they can be used many times. Make enough cards so that every student has a different one. 
Also create or collect a set of bingo placeholders for each student. These can be small pieces of paper, poker chips, coins, or buttons. The placeholders need to be small and nonpermanent (i.e., not stickers) so that students can reuse their card for several games of bingo.
When class begins, tell students that they are going to play a game as a way of reviewing for the quiz. Distribute the bingo cards and placeholders to students. Note that the terms on the cards are from this lesson and from Lessons 1, 2, and 3 of this course. Explain that you will read the definition of a word without saying the word itself. If students think they have that word on their bingo card, they should cover it with a placeholder. Students must make a line horizontally, vertically, or diagonally before they can call “bingo.” Begin playing, using the definitions listed in Teacher Resource 4.5, Bingo: Terms and Definitions.
Keep note of which terms you have called by filling in your own bingo card as you proceed. When a student calls “bingo!,” ask the student to read off the five words that he or she has. Make sure students correctly recognized the words, and take this opportunity to reteach any vocabulary that students are misunderstanding. Repeat the game multiple times.
Optional: Give bonus points to the winner of each game.
Collect the bingo materials and tell students that it’s time to take the quiz. 

	9
	25
	Quiz: Budgeting and Bidding
Students take a quiz on event budgets and bidding. 
Give students the quiz, Teacher Resource 4.6, Quiz: Budgeting and Bidding. After approximately 20 minutes, collect the quizzes. Let students know that they will review their answers immediately.
Read the first question on the quiz out loud and ask for a volunteer to share their answer. Use this opportunity to correct any misunderstandings. Repeat the process with the rest of the quiz questions.
After the class period ends, assess the quizzes using Teacher Resource 4.7, Answer Key: Budgeting and Bidding Quiz, using your preferred scoring method.


Extensions
Content Enrichment
There are a lot of suggestions on the Internet and in books about ways to cut costs when planning events. In addition to the resources listed in the bibliography, Divide the class into groups and have them conduct research on ways to cut costs. Have students sort the cost-cutting suggestions into the following categories: ideas that work for every event/every person, ideas that work for some events/some people, ideas that will work only for very specific events/people. Have the groups compare their suggestions and how they ranked them. Guide students to recognize that there are some ways to save money painlessly on an event but that a planner needs to consider the circumstances and the client involved. 
Have students use the Online Event Budgeting Tool available at http://www.partypop.com/budget-calculator to help them plan an event. Give students an event description (or have them reuse their personal event from Lesson 1). Allow students to create their ideal event and see what their total budget would be. As an alternative, have students create a “bronze” budget, a “silver” budget, and a “gold” budget (the three expenditure levels used in the budgeting tool) and discuss the range of potential costs for the same event. If time permits, have students experiment with different budget adjustments based on potential client requests. For example, what if a client wants a small event but top-quality food, decorations, and so on? What if a client requests pricey decorations but doesn’t care much about the food being served? What recommendations could they develop to advise a client with a large event and a limited budget?
Invite a hotel’s Director of Revenue to speak to the class. Though not an event planner, he or she has a tremendous impact on the events that take place at the hotel. People in this role often think of financial aspects that those of us dealing directly with the events do not.
Obtain an actual event budget that includes costs. Have students work together to determine what percentage of the overall budget was spent on the venue, the food, and so on. Then challenge students: What if the client wanted to cut the venue costs by 5%? How much less money could they spend? What if the client wanted to increase the entertainment budget by 30%? How much more money could they spend? How would they determine a bid for this type of event?
Put students in pairs or triads, and tell them to create a $5,000 budget for an engagement party for 20 people, allocating the money across the following expenses as they see fit: A/V, decorations, entertainment, food, venue, photographer, and event planner’s fee (point out that they won’t need marketing, PR, or other cost because of the small scale of the event). Direct them to include contingency funds in at least two of the categories, and to know what percentage of their funding in that category is for contingencies. Then have pairs/groups describe their budget to the class, explaining why they chose the particular categories and percentages of contingencies that they did.
Audiovisual providers often offer an array of options for events when it comes to microphones, speakers, and input types. It’s important for event planners to understand the options in audiovisual equipment, so that they can be sure the arrangements they make will be the best ones for the situation. Group students in pairs or groups of three. Assign each group an aspect of A/V to research: wireless microphones, hardwired microphones, speakers, mixers, screens, laptop and projector inputs, projectors, and so on. Each group should make a short presentation to the class about their aspect of A/V, focusing on a particular element. Examples include product options, trade-offs in functionality, and cutting-edge options available now or in the near future. After each presentation, hold a class discussion about when this information will be useful in event planning. For example, certain types of mics work better for speakers, others for musicians, and different types of projectors have different qualities to the visuals they produce. 
Compare terminology to show students how learning about budgeting helps them understand concepts in economics. Break even is the same concept as equilibrium, for example. Surplus = profit, loss of revenue = deficit. List all of the terms with comparable meanings that students can find.
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