Event Information Spreadsheet User Guide

Start at the Green “Menu Planning and Costing” tab:

1) Enter recipe item

2) Determine Portions by scale or testing, “More Wine!”
3) Enter Grams per serving in whole number values

4) Enter cost per kilo for each item used.
The Total food cost and Per Plate fields will automatically populate giving you the cost required to put on your selected meal. Populate the “No Of Servings Required” field and your costing will present itself….Huzzah!
5) The Price per plate field is linked to the next tab, “Hall , Hire & Plate Costing”.

Next Step is to enter the cost of hire equipment combined with hall or site cost into the “Hall / Site Cost” field in the “Hall , Hire & Plate Costing” Tab.

This will give you the total net cost of your meal, per person. 
Input the Levies in the respective fields and determine the per plate charge. Now determine how much you want your group to profit from the event, minus member discounts and fill in the “Per Plate Charge” field. 
The “Per Plate Charge” field is linked to the next tab, “Booking Information”.

The Booking Information Tab

1) Determine discount for members, input as a negative value in the “Discount” field

2)  Input name, this action should automatically cause the “Event Cost” field to populate.

3) Indicate Member status by putting a “Y” in the Member or Non-Member Field. This should automatically apply the discount to the “Amount Owed” field for that booking. 

4) If under 16, indicate by putting a “Y” in the “Under 16” field. This will apply a 50% discount.

Please Note: I have NOT Protected these sheets, if you make a change to the equations it may not work, so always save a copy to Your Computer BEFORE making changes.

I hope this takes the sting out of planning and estimating costs for your next event! 

Now its time to do the cooking!

In Service to the crown,
Lord Marcellus

