Calendar of
exhibitions



:K Fundacién "la Caixa”

Index
Exhibitions
0] o] 1=Te1 41V PP PR PPPPPPPPIN 3
O] o J1=To 4 1V/= TN 5
EXhibition planning ...ttt ettt et e e e e aeeaae 6
ROOM LlayoUt iN The CENTEIS ..iuuiiiii ittt et ee e eeease s e s e e e ensanaannes 6
EXNIDItioN Planning ... cc.iee it e e ee et ease s e e e e e e e e eaneanees 7
Programming DLOCKS ... uueiiiiie ettt ettt e e e neaeens 7
(07014 o 11 4[] o ¥ TP PP PP PP 13
Planning PropPOSAL .. ..ttt ettt et et et e e e e e e e et et e e eaeaaeans 13
Sy S BN NBEAS 1ttt ittt et e te e ettt et een st eanetnssassassensensensensenssnnsensenses 13
Budget forecasting and MONITOMNG ... cuuiuiiiiiiiieiieeie e eie et et reseneeneenesnesansenes 15
(C7=] o ToT =] W eTo] g LoT=Y o) £ 15
Categorization Of COMPLEXITY .ivuiiiiiiiiiiiie ettt e er e ee e ea e eaaeanaaas 15
Budget forecast CalCUlation .......cuiuiiiiiiiiiiiie et ee e er e se s e e e e aneennenns 16
Annual cost calCulation ........cceuviiiiiiiiiiiiiiii e 17
Total cost calCulation .........covvieiiiiiiiiiiiii 18
Calculation of daily Operating COSTS....uiiuiiiiiiiiiriiiriiireiieeir ettt ereereeeeennes 18
e 1 01 0] (= ISP PR 18
BUAZET MONITOIING . ctuiiiiiieie e ie et eee et eet e e e aneeueeaeassansansenssnssneenssessensens 18

SYSTEIM FEQUITEMEBNTS L.iiuiiiiiiiiirieie ettt e tree et et etesenseneenstneenesesessensensensenesnssensenns 18



:K Fundacién "la Caixa”

Objective

The purpose of this document is to identify the general needs to establish a schedule of
activities and exhibitions that meet the requirements of all parties involved.

The document has the following structure:

e Exhibitions: include the following sections:
0 Exhibition planning
0 Budget forecasting and monitoring
e Activities
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Objective

This section aims to compile, in a general way, the requirements of the exhibitions area for
the planning, forecasting and monitoring of the budget allocated to the various exhibitions
organized by said area.

The document is structured in two distinct sections:

e Exhibition planning
e Budget forecasting and monitoring

For each one, the relevant requirements and considerations to take into account are
specified.
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Exhibition planning

It is important to note that, at the time of writing this document, the Exhibitions, Collection
and CXF+ Area is still defining its master plan for exhibitions, therefore, the planning criteria
and current exhibition touring circuits included in this document may be subject to change.

General concepts

The following are the concepts that are important to understand how exhibition planning
and programming are carried out:

¢ Touring points: each of the centers where an exhibition is held.
e Large centers : These are the largest centers within the FLC network. They are:
0 CaixaForum Barcelona
0 CaixaForum Madrid
0 CosmoCaixa
e Medium-sized centers: These are centers within the FLC network of medium size.
They are:
0 CaixaForum Zaragoza
0 CaixaForum Valencia
0 CaixaForum Seville
0 CaixaForum Palm
e Territorial or small centers: These are the smaller centers within the FLC network.
They are:
0 CaixaForum Girona
0 CaixaForum Lleida
0 CaixaForum Tarragona
e Conditioning factor: any factor that directly influences the planning of an
exhibition.
e Large Room (SG): Within the different centers, the largest room where exhibitions
are held. Not all centers have a large hall.
e Small Room (SP): within the different centers, the smallest room where exhibitions
are held

Room layout in the centers

The following table shows the distribution of rooms across the different centers:

Center SG SP
CosmoCaixa Large Room
CaixaForum Barcelona Room 3 Room 4
CaixaForum Madrid Room 1 Room 2
CaixaForum Seville Room 1 Room 2
CaixaForum Valencia Room 1 Room 2
CaixaForum Zaragoza Room 2 Room 1
CaixaForum Palma 1stfloorand | Anglada Room
ground floor
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CaixaForum Girona Basement and
ground floor

CaixaForum Tarragona 404 m2

CaixaForum Lleida 300 m2

Exhibition planning
In order to plan the exhibitions, there are two factors that must be taken into account:

e Programming blocks: refers to the way in which the exhibitions move between the
different touring points.
e Conditions of the exhibition itself or of the center.

Each of the factors is detailed below.
Programming blocks
Four major programming blocks are defined

e Block 1: This block refers to the exhibitions programmed in the large galleries of
major centers. They have two touring locations, and the programming method is as
follows:

Large room - large centers (CG-SG) -> large room - large center (CG-SG)

(CG-SG) (CG-SG)
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e Block 2: This block refers to exhibitions programmed in the smaller galleries of
larger centers. These must be moved to the larger galleries of medium-sized
centers.

Small room - large center (SP-CG) -> Large room — medium center (SG — CM)

(SP-CG) (SG-CM) (SG-CM)
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e Block 3: This block refers to exhibitions programmed in the smaller galleries of
medium-sized centers. These must be moved to the galleries of the smaller
centers.

Small room — medium center (SP-CM) -> Small room — small center (SP-CP)

(SP-CM) (SP-CP) (SP-CP)
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e Block4: This block refers to science exhibitions. They all begin at CosmoCaixa
and can follow different paths:
0 Block4.1:Inthis block, the exhibitions move from CosmoCaixa to the large
rooms of the medium-sized centers and, in some cases, to CaixaForum
Madrid.
CosmoCaixa -> large room — medium center (SG-CM)

CosmoCaixa (SG-CM) (SG-CM)
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0 Block4.2:Inthis block, the exhibitions move from CosmoCaixa to the large
rooms of the medium-sized centers and, in some cases, to CaixaForum
Madrid.

CosmoCaixa -> large room — medium center (SG-CM)

0 Block4.3:Inthis block, the exhibitions move from CosmoCaixa to the small
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room of the medium-sized centers or to the small centers.

CosmoCaixa -> small room — medium center (SP-CM) / small center (CP)
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e Block 4.4 : Some exhibitions that start at CosmoCaixa also travel to Portugal, with
two itinerary points in that territory.
0 Coimbra : exhibitions that move to Coimbra will do so for a period of one
year.
0 Lisbon: this itinerary point does not occur as frequently but should also be
taken into account.

Conditions

Two types of planning-level constraints can be distinguished that always affect farms;

e Mandatory conditions: These are conditions that must be met without exception.
Examples of these conditions include:
0 The opening date cannot be during Holy Week
0 The opening date cannot be in August
0}
e Center conditions: These are the conditions that define each center for the
exhibitions held there. Three types are distinguished:
0 Essential: These are those that absolutely must be fulfilled
0 Desirable: These are those that, as far as possible, must be fulfilled
0 Dispensable: these are those that, if not fulfilled, nothing happens.

Planning proposal

In order to make a planning proposal, the following attributes must be defined for each of
the exhibitions:

e Exhibition name

e Number of roaming points

e Duration of roaming

e Programming block to which it belongs

In order to make a planning proposal, the two previous sections must be taken into
account:

e Programming blocks
e Conditions

System needs
The following details the system-level requirements for making the planning proposal.
o Definition of exhibits : The system must provide information about the different

fields that make up each exhibit. Furthermore, users will have the ability to modify
the information, as well as add or remove tasks as needed.
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e Permissions and roles: different functions must be possible depending on the
assigned role.

e Integration with third-party systems : the system must allow the option of making
calls to third-party APIs , as well as having its own API that can be called by other
systems.

e Alerts and notifications system: the system must allow the definition of alerts and
notifications for different events that occur, e.g. , changes in the dates of a roaming
trip.

e Calendar versioning: the system must allow different versions of the calendar to
be created, allowing you to specify which one to work with at any given time and to
switch from a preliminary version to a final version.
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Budget forecasting and monitoring

To ensure the efficiency and proper execution of the exhibitions, itis necessary to carry out
the most accurate budget forecasting and monitoring possible.

General concepts

To ensure the efficiency and proper execution of exhibitions, it is necessary to create and
monitor the budget as accurately as possible. The following details the concepts that are
important for understanding how to calculate an exhibition's budget forecast:

Touring points : each of the centers where an exhibition is held.

Production Project : economic project that encompasses the tasks related to the
exhibition as a whole and not to a specific venue.

Operating Project : an economic project that encompasses the activities related
to a specific venue. These activities can be carried out during the period the
exhibition is open to the public, that is, between the opening and closing (operating
period), or during the assembly or dismantling of the exhibition at each venue, that
is, before it opens to the public or after it closes to the public.

e Production pool: a set of lines with a budget managed from the production
area for the definition and execution of the exhibitions.

e Title fund : set of lines with budget managed from the content area for the
definition and execution of the exhibitions.

e Center fund : set of lines with budget managed from each CaixaForum or
CosmocCaixa center for the operation of the exhibitions.

e Otherfunds:budget managed from other areas or departments outside the
exhibitions area (for example, Marketing).

e Lines: a grouping of tasks of the same nature within a project. Each line
depends on a pool.

e Tasks: the set of jobs necessary to carry out an exhibition. These tasks are
grouped into lines which, in turn, depend on the different funds.

Categorization: for each of the lines to be developed, a category is assigned
through which a cost is assigned to that task.

Payment due date: For each line, this is the timeframe in which the corresponding
tasks must be paid to the relevant partner. The payment due date is calculated using
the opening date of the corresponding touring point as a reference.

Categorization of complexity

For each of the lines, whether production or operation, associated with an exhibition,
different categories have been defined that serve to make a forecast of the cost that said
line may have for a specific exhibition and/or operation.
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The categorization depends on different factors, which will vary depending on the product
line and its specific conditions. Some of these may include:

Room dimensions

Complexity of transport, museography, or assembly
Number of planned venues

Operating time

Presence of emails

Value of insurance for the works

Each category within a product line is assigned a cost. The table below shows an example
(the data is not real).

Line TO B C
Loan expenses €2,000 €4,000 €6,000
Content production €3,000 €5,000 €7,000

The categorization of a product line for an exhibition is done manually by the person
responsible for each bag. Automation of this categorization is not required.

Budget forecast calculation

The following details the minimum information that a task must have in order to calculate
the budget forecast:

Line name
Line type, depending on whether it belongs to a Production/Exploitation project
Responsible for the Exchange: Production/Owner/Center/Other...
Category of complexity
One-time payment: Yes/No
0 Single payment months
Payment distributed: Yes/No
0 Startdate
0 Enddate
0 Totaldays: calculated by subtracting the start date from the end date.
0 Percentage distribution at each time milestone
Locations:
0 1stheadquarters
0 Otherlocations
0 Alllocations

For the calculation of the budget forecast, itisimportant to keep in mind that payments can
be made in two ways:

One-time payment: the cost associated with a task is paid at a single time.
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e Distributed payment: the cost of a task is spread over x days, resulting in a cost of
€/day. For this type of task, the total cost is the sum of the daily cost multiplied by
the number of days. Payment for these tasks is made monthly.

For those lines that are a single payment, a payment date will be marked, the calculation of
which will be carried out as follows:

“Payment Date” = “Opening Date” +- “x months single payment “

For lines that are paid in installments, a start date and an end date will be specified. The
number of days between these two dates will be used to calculate the installment payment.

To find out the cost of a line and when payment would have to be made, there are different
options:

e Single payment line:
0 Task 1st location: this line is performed only once and to determine the
payment date the following calculation must be performed:

Payment date = “Date of 1st tour” — “months single payment”

0 Other locations: this line is used for each of the itineraries other than the
first one, and to determine the payment time, the following calculation must
be performed:

Payment date = “Opening date x roving” — “months single payment”
where x corresponds to the itineraries other than the 1st

0 Alllocations: This line is used at all locations and to determine the payment
date, the following calculation must be performed:

Payment date = “Opening and tour date” - “single payment months”

wherey is any roaming

The cost of the task, regardless of the locations to which it applies, will be that which
corresponds to the category assigned to it.

e Distributed payment task: This is taken into account across all locations, and the
calculation is performed daily. The total cost of the task will be:

Total cost = Total days * category
The budget for an exhibition can be divided into:

e Total cost
e Annual cost

In addition to the total cost and the annual cost, it will also be necessary to be able to
provide the daily cost per operation.

Annual cost calculation

To calculate the cost of an exhibition for a specific year, you need to add up the following:
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e Allthose single payment lines whose payment date is within the year for which the
calculation is to be performed

e The daily cost of all distributed payment lines that are implemented within the year
for which the calculation is being performed. If a distributed payment line spans two
years, only the days that fall within the year being calculated will be considered for
the annual cost.

Total cost calculation

To calculate the total cost of an exhibition, you have to add up all the annual costs.

Calculation of daily operating costs

To calculate the daily cost per operation, you have to add up all the costs associated with
an operation and divide it by the total number of days obtained by calculating the days
between the start date and end date of the operation.

Example

The attached Excel file shows an example of how a budget forecast calculation should be
performed.

—

:

Calculo%20previsio
n%20coste%20expo:

Budget monitoring

Once an exhibition is underway, the project's financial performance must be monitored. To
do this, it is necessary to be able to retrieve the financial information for the different
exhibitions from the budget management system.

A comparison should be made between the budget that would have been planned with the
calculation explained above and the actual consumption of the exhibition, both on an
annual level and in terms of total cost.

System requirements

The following details the system-level requirements for performing the budget forecast
calculation.

e Task definition : The system must allow the definition of the tasks necessary to
perform the calculations, as well as provide information about the different fields
that make up each task. Furthermore, users will be able to modify the information,
as well as add or delete tasks as needed.

o Defining categories by task : the system must allow for easy modification of the
categories and the cost of each one for the different tasks.

e For each of the exhibits , the system must be able to:

0 Assign a category to the tasks
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0 Opening date of each of the itinerant points
Budget calculation : the system must be able to perform the budget calculation as
explained in the previous section
Budget tracking : the system must allow integration with other systems in order to
bring information from the FLC budget management system and offer the user a
joint view of budget forecast and actual budget consumed.
Permissions and roles
0 Each line of spending can only be touched by the responsible person.
=  Production
e Holder
e Production
0 Operation: economic management of the center
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