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Goal of this session: #5 of 6
• The goal of this session is to get an 

understanding of how to predict costs and to 
use PO’s to your advantage.

• Three practical types of expenses are 
examined:

1. ATL Travel & Living costs
2. Extras (Union, Non-Union, Stand-Ins and 

Special Skill Extras)
3. Off-set Riggers/De-Riggers



Basics
• In examining the Cost Report we’re looking at 

three things:
• 1. Bookkeeping basics – coded correctly, 

entered timely, filed so as to retrieve quickly.
• 2. Audit –is it an “approved” cost within the 

realm of Dept Head, Line Producer and the 
Approved/Locked budget

• 3. Reporting – what’s the best way to report it 
within the constraints of the Cost Reporting 
System.



_



Purchase Orders

• Very useful to reflect any contractual 
commitment.

• PO Example a/c#3217, Electric Rentals



_



Checking PO’s to Budget

• We put it through the standard routine of:
• - Bookkeeping
• - Audit
• - How to report it using the Cost Reporting 

System (anchor yourself to the “Locked”
Budget)



Offsetting Principle
1. If you can offset a cost-savings against a cost overrun 

WITHIN THE SAME DEPARTMENT the 
studio/financiers don’t (usually) require you to disclose 
the variances. 

2. The reasoning is that the department has found
• efficiencies within their own department to offset any 

unpredicted cost overruns.

3. This kind of offsetting of costs is considered good, 
responsible activity within the department.



Another Basic 

• Keeping a running tabulation of what you 
know is (Over)/Under Budget



DOOD

• Day-Out-Of-Days – Example and how it’s 
used.



_



DOOD’s – Used A Lot



ATL – Hotel and Travel

• No payments to date for Per Diems.
• See the DOOD’s mock-up
• Calculate hotel and air flights
• Then we’ll put in the PO and examine the 

cost report/budget.



Extras

• Review budget for Extras



Standard Procedure

• If a PROBLEM

• We put it through the standard routine of:
• - Bookkeeping
• - Audit – Purchase Order, signed-up P/R
• - How to report it using the Cost Reporting 

System.



Riggers

• Off-set crew can often be forgotten 
resulting in Problems.


