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Tour & Competition Budget Form Process

It is important to read this document fully before starting to fill in the sheets.
A Tour Budget Form must be completed and sent to the treasurer before any money will be paid out in relation to that tour.

Tour Details Sheet
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	Name of Tour
	 

	Date of Tour
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Name of Authoriser
	 

	Authoriser's Contact Details
	Email
	 

	
	
	
	Phone
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Name of Organiser
	 

	Organisers' Contact Details
	Email
	 

	
	
	
	Phone
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Tour Company Details
	Name
	 

	
	
	
	Contact
	 

	
	
	
	Address
	 

	
	
	
	Email
	 

	
	
	
	Phone
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Number of Players
	 

	Number of Staff
	 


(Authoriser and Organiser, may be the same or different people)

Budget Details Sheet

1. Outgoings 

Complete each subsection as fully as possible.  

Subsections:

· Players’ Travel

· Players’ Accommodation

· Players’ Food

· Staff Travel

· Staff Accommodation

· Staff Food

· Staff Payment

· Entry Fee

· Equipment

· Additional Training Facilities

· Other & Emergency Kitty

Ensure you write the amount for each subsection in the relevant total box, and then check the overall outgoings total (the computer should have calculated this for you)

· These figures will help you decide how much each player has to contribute to the tour, so they need to be as accurate as possible.

· It is always better to over estimate than under estimate. (Players can be reimbursed at the end of a tour a lot easier than asking them to pay more money)

2. Income

Your income must equal your estimated outgoings.  To calculate the amount each player will be contributing:

a. Subtract any donations/sponsorship from your total outgoings

b. Divide your new total by the number of players

Example

Outgoings = £8400

Donations/Sponsorship = £0 

Players Contributions = 8400 = £420

Players = 20





            20

Ensure you write the amount for each subsection in the relevant total box, and then check the overall income total (the computer should have calculated this for you)

Budget Summary Sheet

· All of the totals should have transferred automatically from the Budget Details Form to the Summary Sheet. 

· Double check all the figures are correct

This purpose of this sheet is to see at a glance how much money has been budgeted for the whole tour and a rough break down, without having to look in too much detail.

Send these two forms (ideally the whole excel spreadsheet) to both the authoriser (named at the top of the from) and the treasurer.  

Money will not be paid out for a tour until this form has been received.

Actual Spend Details Sheet

· This sheet should be used as a working document.  Every time money is received or payment made it should be inputted to ensure an accurate running total.

· Complete it in the same way as with the ‘Budget Detail Sheet’. 

Actual Spend Summary Sheet

· All of the totals should have transferred automatically from the Budget Details Form to the Summary Sheet. 

· Double check all the figures are correct

This purpose of this sheet is to see at a glance how much money has been paid in and out for the whole tour and a rough break down, without having to look in too much detail.

Budget V Actual Sheet

· If all the other sections have been filled in correctly this sheet is formulated to do all the sums for you.

· At a glance it will tell you how close to the budget you are running, and at the end of the tour will make it easier to see where any overspends have occurred (preparing for another tour) or if the players are owed any money back.

At the end of the tour, ensure that all moneys (including cash) have been added to the spreadsheet and send it with any invoices/expense sheets to the treasurer and authoriser.

If you think an overspend is likely to occur (due to an unforeseen expense, i.e. additional entry fee costs) it is always best to bring it to the attention of the budget holder and treasurer so a suitable arrangement can be made before the situation becomes worse.

Person who will be signing off invoices/expenses etc





If a tour company is being used for all/part of the tour, please include all contact details





Include: Age Group, Men/Women, Destination/Tour Title, Year














Important to be as exact as possible, as it will affect how much money is needed etc.





Contact for this tour, to answer any question
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