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Teacher Resources
	Resource
	Description

	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



Teacher Resource 4.1
Guide: Guess the Cost Game
This activity will get students thinking about the costs associated with an event. Because costs can vary so widely based on location, you will need to obtain costs that are realistic for your community.
Example Costs
You need to identify four to six example costs. A list is provided to get you started. Feel free to add to the list or make changes (for example, changing the size of the party).
Reserving space for an event in a local park
Renting a hotel banquet room for six hours
Renting a limo for six hours
Hiring a DJ for four hours
Floral centerpieces for eight tables
Hiring a local band to play for four hours
A catered meal for 25 people
A continental breakfast for 25 people
Hiring a boat to host an event on
Printing invitations for 200 people
Hiring a photographer for a four-hour event
Providing party favors for 100 people

If sustainable events or event venues are popular in your community, consider finding a few costs for sustainable event choices as well as for unsustainable choices. For example, does the cost of a catered meal for 25 people change if the food is all locally sourced and organic? If it is too difficult to find these costs or if sustainable events are less common in your community, just focus on getting the information for a conventional event.
How to Find Costs
If you have planned a personal event (a wedding, baby shower, child’s birthday party, etc.) within the last year or two, you can use costs from that event. You can also ask a friend or family member who has recently planned an event.
You can consult with your school’s Student Council moderator, activities director, or whichever staff member is responsible for planning the school’s prom, Homecoming Dance, Parent Booster Club event, or other large party. This person should be able to give you some example costs.
You can consult a local event planner or AOHT professional and ask the individual to provide example costs. You will need an event planner to serve as a guest speaker in Lesson 5, so you could ask the same person to provide costs for this activity.
You can do research yourself by contacting local venues, florists, caterers, and so on, and compile your own list.
Once You Have the Costs…
Prepare a small poster for each example cost. On the front, list the item description (for example, renting a hotel ballroom for six hours). On the back, list the actual cost for your area.
Keep in mind that you may want to have a practice round to help students get the idea. If so, you will need an additional card/example expense.
Teacher Resource 4.5
Bingo: Terms and Definitions
Directions: Call out definitions listed below in random order, giving students time between each definition to look at their bingo card and put a placeholder on the term they think you have defined. Fill in your own bingo card as you go so that you can check for accuracy when a student shouts “bingo!”
break-even point: the moment at which income and expenses are equal in a budget
fixed expense: this cost remains the same no matter how many people attend the event
	variable expense: this cost varies depending on how many people are attending the event
	contingency: funds put aside in case something unexpected happens at the event
	budget: a written document that tracks estimated costs and income, if there is any
	income: the money the event makes; profit
	administrative overhead: the cost of administering an event; includes costs incurred from phone calls and making copies
	audiovisual equipment: items often used for presentations or speeches: microphone, speakers, a movie screen, a projector
swag: gifts or free merchandise that people attending the event can take home
venue: the place where the event is held
registration: people reserve a place at the event beforehand by filling this out
takedown: the process of dismantling everything that was set up for the event
signage: notices put up at the event to direct people to the appropriate areas
theme: how an event looks and feels; the visual or sensorial representation of the event’s purpose
ADA compliant: the facility meets the requirements of the Americans with Disabilities Act
attendee: someone who is present at an event
promotion: how the word gets out about an event; can include invitations
logistics: the planning, coordination, and details of an event
plated meal: food is served on individual plates while guests are seated, as at a restaurant
buffet: food is set up at long tables and guests help themselves to as much as they want
public relations: the generation of positive publicity for an event through the media
mitigate: to lessen, minimize, or relieve; to make it less likely that the risk will happen
contract bid: an offer to provide event services for a certain cost
RFP: stands for “request for proposal”; begins the contract bidding process by specifying what the client is looking for in his or her event

Teacher Resource 4.6
Quiz: Budgeting and Bidding
Student Name: _______________________________________________________ Date: ___________
Directions: Respond to the questions and statements below.
1. What is a break-even point and why is it important?



What is the difference between a fixed expense and a variable expense?



Give three examples of something an event planner might use his or her contingency money to handle.
	1.

	2.

	3.

What type of event is most likely to use advertising rather than an invitation, and why?



5.	Why don’t more people use email invitations and reduce their postage costs?



1. What are two reasons why you might need increased security at an event?
	1.

	2.


What is an RFP?


 What are two things you have to consider when you submit a bid?
	1.

	2.






Teacher Resource 4.7
Answer Key: Budgeting and Bidding Quiz
Although student answers will vary, the following answer key contains the basic knowledge and concepts to be stated in their responses. Use your preferred scoring or point system to assess the quizzes.
1. What is a break-even point and why is it important?
The break-even point is the point at which income and expenses are equal—in other words, the event will not cost any money, but will not make any money either. It is important because a fundraising event will be a failure if it does not raise money. Therefore, it is important to manage the event so that the break-even point is fairly low, giving the event the best possible chance to raise a large amount of money.
What is the difference between a fixed expense and a variable expense?
A fixed expense will remain the same no matter what the size of the event. For example, if the venue has a flat rental fee of $500, they don’t care if you have 100 guests or 200. A variable expense changes depending on the size of the event. For example, food and beverage costs or party favor costs would both be larger for a 200-person event than for a 100-person event.
Give three examples of something an event planner might use his or her contingency money to handle.
Possible answers include: the cost for an item (e.g., seafood for a meal) is higher than expected; weather problems or natural disasters (hurricanes, floods, earthquakes); strikes by employees (e.g., hotel employees, bus employees); medical problems (allergy problems, heatstroke, heart attacks—a large enough event or an event that will attract people with health issues may need to have medical staff on call 24/7); global events (terrorist events, political unrest); crime issues (purses/wallets stolen, cars broken into, credit card information lost/stolen, websites hacked); logistical problems (the entertainment doesn’t show up or the venue is double-booked); crowd problems (the crowd is much larger/much smaller than expected or the crowd gets rowdy).
What type of event is most likely to use advertising rather than an invitation, and why?
A large business or fundraising event that is open to the general public.
Why don’t more people use email invitations and reduce their postage costs?
Email is becoming more popular for invitations. However, there are still some people who do not use email (or use it in a very limited way), and most people still see an email invitation as more casual. Therefore, if you are inviting people who are less likely to use email (for example, elderly people), or if your event is formal, you would probably use traditional postage and mail your invitations.
What are two reasons why you might need increased security at an event?
Possible reasons: because the event is invitation only and people may try to get in without being invited; because famous people will be in attendance; because the event includes expensive or rare items (for example, an auction); because the event is something that could excite or upset the crowd, leading to a dangerous situation; or because the event is held in an area that is known for security issues. If the event is controversial, protesters could try to attend the event.
What is an RFP?
		RFP stands for request for proposals. An RFP is an announcement that a planner, business, or organization is interested in receiving proposals for a specific set of services. In event planning, an RFP usually specifies the details of the event: dates/time of year, number of people to be served, facilities required, and so on.
 What are two things you have to consider when you submit a bid?
When you submit a bid in response to an RFP, there are many things to consider. The most important ones are whether your facility/location can provide all the services/facilities named in the RFP, what your costs will be, and how much profit you can make on the event.
Teacher Resource 4.8
Key Vocabulary: Budgeting and Bidding
	Term
	Definition

	administrative overhead
	Costs associated with planning an event: staff to answer phones, track attendees, make copies; office expenses, and so on. 

	break-even point
	The point at which money brought in (tickets, donations) covers the cost of holding the event.

	buffet
	Food served in larger portions, usually set up on a table or sideboard; guests help themselves to the portion they want.

	continental breakfast
	Light breakfast, typically consisting of coffee and/or juice, rolls/bagels/pastries, and occasionally fruit.

	contingency
	A possible event or occurrence that cannot be predicted with certainty.

	contract bid
	In event planning, a contract bid is an offer to provide event services for a certain cost. It is submitted in response to an RFP.

	fixed expenses
	Costs that remain the same regardless of how many people attend the event.

	fundraiser
	An event whose goal is to raise money, not just break even.

	generic
	Lacking distinctive qualities; general, basic.

	income
	Any money that an event brings in; money from selling tickets, for example.

	line item
	A particular type of expense that is written on its own line in a budget.

	logistics
	The planning, coordination, and details of some business or operation.

	mitigate
	To lessen, minimize, or relieve; to mitigate a risk is to lessen the chances of it occurring.

	plated meal
	Food served in individual portions on plates at the table (as in a sit-down restaurant).

	public relations
	The generation of positive publicity and good will for the company or event in the media.

	quinceañera
	Rite of passage celebrating a 15-year-old girl’s transition to womanhood. 

	request for proposals (RFP)
	Begins the contract bidding process by specifying what the client is looking for in his or her event.

	risk
	Adverse occurrence that would have a negative effect on the event. Fire, heart attack, bad weather, and poor attendance are examples of risks.

	swag
	Another term for promotional merchandise, or merchandise distributed for free at an organizational or fundraising event.

	variable expenses
	Expenses that change depending upon the number of people attending the event.
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