RCE Cost Recovery Excel Template “Crib Sheet”

Note: Refer to this “crib sheet” as you use the RCE Cost Recovery Excel Template.  It will help you understand the categories on the template, what the numbers mean, and how they are calculated.
· Name, Date, and Location of Program: This is self-explanatory.

· Number of Days: Be sure that this number is accurate because it affects total variable costs per person.  For example, with a two-day program, food costs per person will be automatically multiplied by two.
· Projected Attendance and Fees: The Excel template has spaces for five categories of fees: “early bird,” standard, late, other (e.g., student rate or subsidized rate), and no fee for persons who are “comped,” including non-paying speakers and organizers.  Including the number of free seats ensures that the additional food and material costs are calculated.  
· Average Fee- After attendance figures in each category are entered into the template, it automatically totals the income from all categories of registration fees and calculates a weighted average fee per person.  Example: $8,150 in revenue divided by 105 attendees = a $78 average fee per person.
· Sunk Fixed Costs- These are costs that must be paid regardless of whether or not a program is held.  They typically include expenses for program development and marketing (e.g., graphic design, printing, postage, advertising, etc.).  If a program is cancelled due to low enrollment, this money is “lost” and cannot be recovered.  Because of sunk costs, you may elect to run a program below the break-even level because you would lose more money – all your sunk costs – by canceling.  The Go/No Go registration level calculates the point at which you lose more money by canceling than running a program.  The template subtotals all sunk fixed costs.

· Avoidable Fixed Costs- These are costs that will be incurred only if a program actually takes place.  They typically include expenses for speaker fees, room and AV rental, and travel.  If a program is canceled, this money is “saved.”  The template subtotals all of the avoidable fixed costs.

· Total Fixed Costs- The template calculates the total of sunk fixed costs and avoidable fixed costs.
· Variable Costs-These are per-person costs for each program participant and typically include food and instructional materials.  Obviously, numbers put into the template should be as accurate as possible and include gratuities, sales tax, if applicable, and any other per-head charge.  Some computer rooms, for example, are charged on a per-station basis, which makes them a variable cost.  The template then adds all of the variable costs together and automatically multiplies food costs by the number of days for multi-session programs (e.g., $17 x 2 = $34 for food per person).
· Total Variable Costs per Person- The total of all variable costs for one person to attend a program.

· Total Variable Costs- Total variable costs per person multiplied by the number of attendees (e.g., $42 per person x 105 attendees = $4,410).

· Budget Totals- This section of the template uses new and previously-entered information to make budget projections.  Comparisons are made between expected revenues and costs.
· Registration Revenue- This figure is automatically calculated in the template by multiplying projected attendance by the fees in each of the five categories of registration.

· Other Revenue- This space on the template is for inserting program funding from grants, company sponsorships, and other income sources.  If the money comes with any restrictions, it may affect the Break-even and Go/No Go calculations. 
· Total Revenue- The template calculates the total of registration revenue and other revenue.

· Total Costs- This figure is calculated by adding together total fixed costs and total variable costs.

· Project Income- This is calculated automatically by subtracting total costs from total revenue.  It is the net revenue (or loss) derived from a program.  Example: $8,650 total revenue - $6,060 total costs = $2,590 project income.   In this spreadsheet, this “income” is based upon direct program costs and revenues.  Unless you add a personnel cost for development, promotion, coordination, presentation and evaluation of the program, the “income” figure will not include the labor costs for staff time devoted to the program.  
· Break-Even Level- The formula for this calculation is as follows: 
(Total Fixed Costs- Other Revenue) / (Average Fee Per Person – Total Variable Costs Per Person).

Example: (1,650 - 500) divided by (78-42) = 1,150 divided by 36 = 31.94 = 32 (round up).

The template formula calculates the number of participants needed to cover all of the fixed and variable costs of conducting a program.  Above the break-even number, there will be project income.  The smaller the break-even number, the easier it will be to hold a program and make project income.  Note: This break-even calculation does not include an estimation of personnel time required for development or presentation of the program.  If that time is included, program development time would be included under “sunk costs” and program presentation time would be included under “avoidable fixed costs.” 
· Go/No Go Level- The formula for this calculation is as follows:
(Total Avoidable Fixed Costs – Other Revenue) / (Average Fee Per Person – Total Variable Costs Per Person).

Example: (800 – 500) divided by (78-42) = 300 divided by 36 = 8.33 (round down).

      This formula calculates the number of participants at which you lose less money by running the program than by canceling it.  The program will still lose money at the “Go/No Go” level, but program revenue will exceed avoidable fixed costs, so at least some of the sunk costs will be recovered.  If the program is cancelled, none of those sunk costs can be recovered.  Note:  This calculation does not include an estimation of the sunk costs of personnel time for developing the program.  Including the cost of that time would increase sunk costs and the Go/No Go level.[image: image1.png]



