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	CHECKLIST: Budget


	ANTICIPATED EXPENSES


	ANTICIPATED INCOME



	Facility & Venue
	$________
	 Admission Fees      
	$________

	Rentals
	$________
	 Co-Sponsors (please list below)

	Audio & Video Equipment           
	$________
	

	Food Service                               
	$________
	

	Design & Décor                           
	$________
	 Anticipated Grants Income              
	$________

	Printed Materials                         
	$________
	 Name
	Amount Requested   
	Amount Awarded

	Publicity & Advertising                 
	$________
	 ________________
	$________
	$________

	Parking & Transportation
	$________
	 ________________
	$________
	$________

	Postage & Shipping
	$________
	 ________________
	$________
	$________

	Security & Safety
	$________
	 ________________
	$________
	$________

	Supplies & Miscellaneous
	$________
	 ________________
	$________
	$________

	Other
	$________
	 Other
	$________

	TOTAL                             $_______________
	 TOTAL                               $_______________


FACILITIES & VENUE

· Rentals
· Overnight accommodations
· Set-up / clean-up charges

· Staff

· Custodians

· Lawn restoration

RENTALS
· Tables / chairs
· Registration tables
· Flooring / carpeting
· Tents / canopies
· Portable restrooms
· Booths
· Heat / fans
· Easels / sign standards
· Coat racks / hangers
· Mirrors
· Lighting
· Sound
· Fencing
· Stanchions / ropes

AUDIO & VIDEO EQUIPMENT
· Television monitor
· VCRs / DVD players
· Cameras
· Projectors & carts
· Slide & film
· Screens
· Microphones
· Sound system
· Walkie-talkies
· Pointers & marking pens
· Flip charts / Blackboards / whiteboards
· Printed photos
· Extension cords
· Teleprompter
FOOD SERVICE
· Number of people to be served  #___________

· Food          Food 1 : 

      
            Food 2 : 

            
Food 3 :

· Beverage
· Kitchen setup
· Table setup
· Bar setup
· Bartender fees
· Supplies : Utensils, China
· Rented tables & chairs
DESIGN & DÉCOR
· Stage décor / backdrop
· Table décor
· Flowers / plants
· Candles
· Ribbon
· Balloons
· Specialty linen
· Paper supplies
ENTERTAINMENT
· Music
· Fees : speakers / performance
· Instrumental rental
· Hospitality and green room

PRINTED MATERIALS

· Invitations
· Confirmation cards
· Programs brochures
· Tickets
· Posters
· Flyers
· Letterhead / envelopes
· Maps
· Table assignments
· Registration packets
· Names tags
· Business cards
· Awards
· Certificates
· Thank you cards

PUBLICITY & ADVERTISING

· Website design
· Newspaper
· Magazines
· Radio
· TV
· Show signs
· Street signs
· Directional signs

PARKING & TRANSPORTATION

· Parking permits
· Attendants
· Valet
· Shuttles
· Mileage reimbursement
· Transportation for speakers

POSTAGE & SHIPPING

· Postage for mailing printed materials

· Bulk mail of promotional materials

· Mailing house charges

· Shipping and handling

SECURITY & SAFETY

· Security company
· Fire marshal
· On-site nurse or paramedic

SUPPLIES & MISCELLANEOUS

· Additional staff (temps, students)
· Data processing
· Telephones and toll charges
· Duplicating
· Supplies (pens, pads, folders, nametags)
· Committee materials
· Cue book / briefing binder materials
· Hospitality for committee members & volunteers
· Complimentary tickets
· Staff or VIP travel and expenses
· Gifts / mementos
