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RMS Event Management:

The RMS Event Management module is totally integrated within RMS, providing
seamless management of clients, bookings and events. All the features of RMS
including Form Letters, Mail Merge, Email transmissions, Accounts and Reports are
able to be used to assist with the management of events.

Additional Event Management features such as task assignment, budget and actual
cost recording, advice to suppliers and a series of purpose built reports provide

complete management requirements for construction and control of all types of
events.

Customer books a
venue and advises
their event

reauirements

Reservation is made for
the venue in RMS and RMS
Event Manager is activated
within that reservation.

EVENT
MANAGEMENT
coordinates
locations, times,
suppliers,
financials and the
event program for
the participants

Event Schedules
Management Reports

Complete Financial
records




EVENT MANAGEMENT

Event tasks are listed and assigned to a Service Provider. Tasks may be grouped to
facilitate reporting for larger events where multiple suppliers are engaged.

W Event No: 2 Res No: 63171 Event Name: Great Meeting . -10] x|
Service Provider T azk Grouping
¢ aeme Talent dgency E ntertainment Compere: & FOUNCTTL - 0 &bd '

Big Band E ntertainment B ackground muszic at lunchll... 93 29-Jan0312:30 P ez

Caretaker Intemal Clean Hall and Ertry 2 23-Jan-03 6:45 AM Ho

Caretaker Intermal Lock hall 3 29-Jan-03 830 Pk Mo

Caretaker Internal Set Up Tables and Chairg 2 29-Jan-03 7:00 AM Mo

Caretaker Internal Unlack hal 1 291 an-03 B:45 4k Mo

Gourmet Treats Catering Lunch; $25.00 per headlills... 99 29-Jan031230 P Yes

Gourmet Treats Catering Moming TeallTea, Coffee an... 93 29Jan-0310:00 A4 Yes
[ | = S @, ‘ e L (2 ‘ @]

Copy, Event: Task Accounts Daily Schedule Reports Refresh Exit

From the information established at the Event screen, a series of reports is available.

Event Orders provide a listing of all tasks, times and providers and are able to be
presented in a variety of formats.

The Accounting reports provide budget, actual and final costs for an event, including
a Profit and Loss Account.

Event costs may be consolidated and transferred to the clients Reservation account

where venue hire costs, insurances and Bonds paid are recorded. This provides one
account for the client, minimising administration costs and maximising service.




Sample Event Order report:

FALS City Council Event Order

Great Meeting
Wednesday, January 29, 2003

Client: Cortact: Eill To:
Frask Marts Frask Marts

Event Summary

Evenciioore Wednesday, Janan =9, 2003 Arvmdanem fax] Euait Typ=
Evair [T G31T1 Eer Pidup
mue Worga®ark Hall

Event Schedule

Thk E acombiaton otmeetiig ad ce kbration. The morelg willke meetig: wit e ve ralime staking o at ick.
The ok Gowe rvor, S mat Lochalotwill arrke at200opm o prese rtawands .

Internal
Caretaker Tl ;07 0000 - 05 0000 Unlt WongasPark H Par: 200
oEs - o700 Unlk=ck kall
oEs - o700 = kan Hall ancd Extry
Q700 - 075 SatUp Tabkes aid C kalrs
2030 - 2100 Lok ball

Entertainment
fome Talent Agency Thme: 07 5000 - 05 0000 Unlt WongaPark B Pas:2o0
D - 1700 Compere: AN FAaionicm e e aid trochictons from s keetofspeake s prov ki

Evkerialamn e nt o FR0000
1230 - 1600 Backgronsdm ez ko atlvich
Em vk sw g darce sesslon from 2.00pm
Conterence ek rahment § B2 S0000

Catering
Gourmet Trests Tims 07 0000 - 08 00 00 Unlt Wonga/Park B Pan: 200
12030 - 1400 Luwch; F2S00 P beal

o, choke oftwo

Mals Conrse:

0% RoastC kckew anclvegetbes
0% RoastBesfand sakxl

10 vegetarian, semedon recuest
Dessert Cheesecake and fresh cream

Tea and cofke
Cakrig, Lok x 20040 FRS00
1000 - 1030 Rore g Tea
Tea, Cofke and coklwakr
Fresh cake sekction
1341,

Chlvacrocke iy anl wo sefseme polit 1 e fer
ok ring, Moreleg Tea x 200 FI0.00

Event reports can be sorted by Service Provider, Task Group or
Chronologically. Run Sheet reports are used for tasks performed by an
organisation’s internal staff and usually not charged separately.

An Event Footer can be incorporated in these reports and is used to record
client signature authorising the event costings.




Sample Profit and Loss Statement:

This report is available for each event.
Note: Should Actual cost vary from Budget, %var calculations will be shown.
Costs will equal Revenue unless a mark up has been applied.

RMS City Council
Great Meeting - P/L Statement

Date of Report 24 Jan 03 10:34:29

COSTS REVENUE % of Total
Charges Budget Actual i Yar Budget Actual 4 Var Charges
Enter tananent
Compere: 4l P4 srmomnements amd irroductions $30000 $300.00 000% $300.00 $300.00 000%, 302%
Barksround music at hnch $2.50000 | §2,50000 000%, $2.50000 | §2,50000 000%, 3515 7,
Luwh, $25.00 per head §500000 | $5.15000 000% F500000 | $5.15000 000 % 5176 %,
Monmng Tea $200000 | §200000 000%, $200000 | §200000 000%, 20107,
Total: £0E0000  §0.95000 1534 $0E0000  §095000 153%
Grand Totak FOE00N0  F9SI000 153% FEN0N0 F9S3000 153%
Actual Budget %% Var
Event Profit/Loss $0.00 $0.00 0.00%%




Sample Costs Report:

RS City Council Estimated Operational Costs

Great Meeting
Wednesday, January 29, 2003

Client Ewernt Manager Floor Manager
Fraik Marts Helew Wegner [Pres ki sl AlGowlife [Freskien]
Fhone : SSiE 1042 P o 9858 3125
Rtk A= =110H
Fa: Fae !
Emall: Emall:

Event Summary

LEveIn ZeJan-0E T feam Zo-Jan-03 Areend ance: 200 et Typa
Lfve Qur a3 Fuaic Frich Zo-Jan-03 Fraic [T &31T1 E=r Pidup
Casting: 0 A0

e WwangaPark Hall

Operational Instructions
Acme Talent Agency

Ertertainment
Compere: AllPA @ o icm el ad Iitrocdectons from s keetofspeake rs proy ke
Exie rialim & vt f F300 .00 FH00 .00
IO
3000
Big Band
Ertertainmeant
Backgronsdm as ko atlech
45m ke sw lig dakce sessbon from 3.00pm
Corkrice enermliment @ 2 S0000 Ea00
250000
a0
Gourmet Treats
Catering
Morsleg Tea
Tea, Sofke ancd ookl wakr
Fresh cake sekoton
Ekcute
Chlvacrocke ry ancl o se Fse e poleks I tie feer
e rlig, Moreleg Tea « 200 FI000 000D
o rlig, Lanch @ 200 RSO0 S 00000
00000
00000

Financial reports may be constructed using Budget, Actual or Final costs and
can be sorted by Service Provider or Task grouping.




The Event Management module provides:

Event Order with:

- Service Providers (who)

- Tasks (what)

- Task times (when)

- Task costs, budget and actual (how much)
- Task grouping (with whom)

Daily Event Summary
-Highlights the main events of each day

Service Provider memo
- Informs providers of the goods/services they are to supply

Reports
Estimated Operating Costs (Uses Budget figures), with multiple sort
options
Final Operating Costs (Uses Actual figures), with multiple sort options
Event Schedule, with multiple sort options
Event Schedule (Run Sheet Only), with multiple sort options
Chronological List of Tasks
Event Revenue Report
P/L Statement

Close off of Budget Costs
Allocation of final costs to the client account

SELECTIVE USE OF EVENT FEATURES

RMS Event Management is designed to be flexible and applicable to a wide
range of applications - its full power is realised when all features are used
however it is possible to decide not to use some features yet retain
functionality.

It must be appreciated that certain reports will not be relevant if some data
has been omitted. For example, a decision to not enter times will render the
Chronological List irrelevant, or if costs were not entered the range of
financial reports would not apply.

Time and effort can be managed by using a past event schedule. Similar
events in the past may be copied to the current reservation, with all dates
automatically updated. Additional tasks may be added and the event edited
as required.

Events can be involved and costly to administer. RMS Event Manager is
designed to meet organisations’ needs to provide efficient administration of
events. We will be pleased to arrange a demonstration to fully present the
features of the system and answer any questions you may have.




