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€ About this Workbook:

This workbook contains a series of exercises and further learning
to deepen your understanding of the concepts taught in the video
course Project Management: Designing and Executing a Project
Plan. It is divided into five units that correspond with each video.
Please complete each unit after watching its accompanying video.
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UNIT 4

Unit 4. Creating a budget

This unit focuses on how to prepare a budget and identify revenue sources.

Exercise: Identifying expenses

15 min.
Recommended time

Make a detailed list of all of your project’s expenses. Think of as many
costs as possible. Refer to the checklist for a typical exhibition below for
inspiration!
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Exhibition checklist:

ARTWORK TECHNICAL ADVERTISING/
MATERIALS
TRANSPORT EQUIPMENT PROMOTION
Pre-exhibition transit Lighting Equipment to hire Photos
Post-exhibition transit Framing Equipment to purchase Press packets
Iﬁ:ﬂ‘gﬁﬁ(& Display cases FEES Mailings
In transit Labels Technical assistants Public advertisements
On premises Freestanding walls Commissions Opening reception
GUEST Photographic
TRAVEL COSTS documentation Curator Events
. . PRINTING/
Transportation Crates Editor PUBLICATION
Meals Hardware Graphic Designer Catalogue
Lodging Other Exhibition Designer Poster
Per diems Brochure Brochure
Other Educational kit
Invitation

Exercise: Understanding revenue

15 min.
Recommended time

Publicly-funded arts and culture organisations typically rely on a variety of
sources of income or revenue. Understanding and handling different
sources of revenue will help to strengthen your budget approach.
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What kind of revenue sources do you plan to have in your project? Fill in
the following table:

REVENUE Yes/No From whom do

o What do you receive?
TYPE you receive it?

Earned income: revenue

generated from the sale of
goods, services rendered,
or performed work.

Individual Donors or
Members: contributions
from members of the
community.

Grants: lump-sum
payments, typically from
foundations, larger
nonprofits, or large
for-profit corporations.

Government support

Volunteer support

In-kind resources: this
includes access to
tangible items, products,
or specific services

Other
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