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Instructions to the MS Excel Specialist

1. Using Microsoft Excel, create a new blank workbook.

2. Save the document as Project E-& Event Budget in the "Excel Frojects" folder within the
“College Concierge Projects” folder.

3. Key the data into the spreadsheet as it appears in Spreadsheet E-6. Unless otherwize noted,
the font should be set to Arial 10 point.

4. Format cell Al as 16 point bold.
5. Format cell A2 as 14 point bold.

6. Format rews 5, 9, 10, 16, 18, 24, 26, 30, 32, 36, 38, 41, 43, 46, 48, and 49 as bold and italic. Be
sure that you have keyed the text in these rows using all caps.

7. Format the width of column A to 32.
8. Format the width of columns B, C, and D to 18.
9. Center-align column B and format it as Mumbers displaying 0 decimal places.
10. Right-align columns C and D and format them as Currency displaying 2 decimal places.
11. Emnter a formula in cell D6 to compute the Flat Rate Production Fee.
Hint: In cell D&, key =B&*CE.
12, Copy the formula in cell D6 and paste it in cells D11 — D15, D19 - D023, D27 - D29, D33 - D35,
D35 — D40, and D44 — D45 to compute the totals for the remaining items in the budget.
13. Enter a formula in cell D16 to compute the total of the Site Costs.
Hint: In cell D16, key =SUM{D11:D15).

14, Enter formulas in cells D24, D30, D36, 041, and D46 to compute the totals for the remaining
expense categories as follows:
In cell D24, key =SUM(D19:D23).
In cell D30, key =SUM(D27:D29).
In cell 036, key =SUM({D33:035).
In cell 041, key =SUM{D39:040).
In cell D46, key =SUM(D44:D45].

15. Enter a formula in cell D48 to com pute the total expenses.
Hint: In cell D48, key =D16+024+0D30+D36+D41+046.

16. Enter a formula to compute the Estimated Profit in cell D49 by subtracting the Total Expenses
in cell D48 from the Total Income in cell DG,

Himt: In cell D43, key =D&-D48.
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Display farmulas in your spreadsheet by using <CTRL=+" to chedk for accuracy.

Carefully procfread your work fo

Resave the file.

r accuracy.

Set the Print Area to include all cells containing data in the spreadshest.

Use Print Preview and adjust the Page Setup so that the spreadsheet fits on one page. Change

the left and right margins to 0.5 inch. Change the top and bottom margins to 1 inch.

Spreadsheet E-6
A B c C
1 | College Concierge
|2 | Busget for University of Leaming's Alumni Homecoming Party
3
4
5 | INCOME QUANTITY | RATE TOTAL
8 | Flat Raie Production Fes 1 S0000 | =formula=
7
a
8 | EXPENSES QUANTITY | RATE TOTAL
10 ) SITE
11 | Room and hall fees 1 1200 | =formula=
12 | Production staff - 150 hrs x 313 150 12
13 | Equwpment Rental 1 380
14 | Tables 25 T
15 | Chairs 250 & -
16 ) TOTAL SITE COSTS =formula
17
1E | DECORATIONS
18 | Floral centerpieces 25 35 | =formula=
| 20 | Candle sets 25 5
| 21 ) Ligitin 1 320
| 22 | Balloon package 1 il
|23 | Paper suppbes ] 150 =
|24 | TOTAL DECORATIONS =formulaz
|25
|26 ) PUBLICITY
| 27 | Graphics Work 1 1500 | =formula=
| 28 | Photocopying/Prinding 1 850
| 28 | Pos 1 280 +
30 | TOTAL PUBLICITY =formula=
3
32 | REFRESHMENTS
33 | Food and drinks 250 10 | =formula=
H | Linen tablecloths 35 &
35 | Siaff and gratuities 40 100 -
3fi | TOTAL REFRESHMENTS <formula=
a7
36 | PROGRAM
38 | Performers 2 ED0D | =formula=
40 | Speakers 1 3000 L
41 | TOTAL PROGRAM =formula=
| 42
43 | PRIFES
44 | Ribbons/Plagues Trophies 3 125 | <foemula=
45 | Gifts 250 15
46 | TOTAL PRIZES Sformulaz
47
48 | TOTAL EXPEMNSES =formulas
40 | ESTIMATED FROFIT =formulaz
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