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	1
	PURPOSE 
	To describe the methods and  responsibilities adopted for  preparation of  budget for the various Revenue Generating Projects and Events of ACMA for:

· Understanding of financial implications of the projects/events  

· Setting target to achieve in terms of finance

· Deciding Financial limits / control 

	2
	SCOPE
	Applicable to all  Revenue Generating projects/events organised in India and abroad 

	3
	RESPONSIBILITY
	Event Coordinator (overall responsible) & HOD Finance (for monitoring).


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Planning for Projects/Events
Approval of Budget Estimates


	5
	PROCESS INPUTS / OUTPUTS & INTERFACES : 
	As shown in Flow chart



a)
Process Inputs – 


Information

· Information on various cost elements 

· Information on quantitative requirements

· Information on prevailing Exchange Rate

· Information on various travel cost


Material

· Stationery


Documents

· Quotations 

· List of quantitative requirements

· Previous years budget v/s actual statement if available

· Work instruction 

· Format
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Process Flow Chart:   
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c) Process Output:

· Calculated target

· Approved Annual  budget

· Quotations

    
d)  Interface with other Processes:

· Annual Budget: PM/09

· Conferences / Seminars / Workshops: PM/22

· International Trade Fairs (Group participation): PM/25

· Missions -- International --- Inward: PM/28

· Mission Domestic: PM/29 

· Process For Management Review Meeting: PM/08

	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Preparation of Expense / Income Budget and its approval
	Event Co-ordinator 
	Work instruction 
	Before issuing circular stating participating cost


	7
	PROCESS MEASURES : 

	
	· All Income Generating events to be self-sustaining

· Overall surplus on aggregated basis (measured half-yearly)


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	To ensure that all events are self- sustaining
	Actual Expenses incurred against Budgeted
	
	Event Coordinator/HOF Finance


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a.
	To ensure that Actual Expense does not exceed budgeted expense 
	Event actual / expense may exceed income / budgeted expense


	To limit max 10 % variation in item wise expense 
Cancel event if income projections fall short by more than 25 % of expense
	Event Coordinator



	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	Event Coordinator shall take corrective action while monitoring  the process 




10.
References:  

· Work instructions

WORK  INSTRUCTIONS
a) Identifying Expected Cost for Seminars/Conferences/Workshops: Consider following
· Venue:  Cost of Hotel, Office Board Room, Factory, Plant etc. if any

· Speakers cost, if any

· Travel Requirements: Consider cost of travel for Staff, Speakers, others, if any

· Lunch/Meals cost – whether Host would bear or to be  paid by office
· Printing – Cost of Dock Pack, Brochure, Folders  - Sponsors etc. or to be paid by office

· Audio Visual Equipments – Cost involved

· Overhead Expenses:  Cost of Phone calls, Fax, Email, Overtime, Staff welfare, Electricity, Postage, Courier, Local Conveyance, Gifts, Photocopy, Pantry Items, Stationery, photographer (if external) 
· Backdrop/Banner  -  Cost if any

· Other Expenses  if any

b) In Respect of Identifying Expected Cost for the Trade Fairs: Consider following
· Space Booked  -  Cost per sq.ft./mtr.

· Stand Construction & Layout  -  Cost

· Other Cost  -  Travel, Info Booth, Hospitality, India day, Gifts, Hostesses etc.

· Printing - Catalogue

· Overhead Expenses:  Cost of Phone calls, Fax, Email, Overtime, Staff welfare, Electricity, Postage, Courier, Local Conveyance, Gifts, Photocopy, Pantry Items, Stationery, photographer (if external) 

· Other Expenses  if any

c) In Respect of Identifying Expected Cost for Overseas Missions: Consider following
· Travel: Check with the travel agent for the tentative cost towards tickets and visa during the dates of the mission

· Per-diem: Also check the prevalent hotel room rent and exchange rate

· Others: Plan for gifts, documentation packs, printing of mission brochure etc.

· Organisational Communication : Apart from the budgeting for national phone calls also budget for cost towards hiring of international sim cards 

· Overhead Expenses: Phone, Fax, Email, Overtime, Staff welfare,   Electricity, Postage, Courier, Local Conveyance, etc.

· Other Expenses e.g., Interpreter etc.  if any

Start





Identify cost involved for the Project/ Event (�HYPERLINK  \l "IN RESPECT OF IDENTIFYING EXPECTED COST FOR THE "��Work Instructions�)





Identify expected number of participants for the event








Receipt of Regret





Workout charges for each participation to cover cost





Prepare the statement of estimate income  and expenses 





Check for last minute addition/ re-working on budgeting if any





Send the budget statement to  President/concerned Office Bearer/ DG for approval








          After having it approved give copy to finance dept. 





End
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