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Budget Planning Checklist

Since Events have so many parts to them, all of which tend to add up it is a good idea to itemize your budget
categories. This checklist will help you get started, and then you can tally a price for each category.

Facilities
0O Rental of the meeting or reception ro0M(S)....cccveuerireice e e
0 Overnight accommodations (___number of rooms X rate).....cccceceveveeeceeceennne
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Food Service
O Number of People to be Served....... e e
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Includes? Or Additional?

Coffee Breaks
Soda breaks
Luncheon
Dinner
Cocktail Hour
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Liquor (see recommended alcohol quantity guidelines attachment)
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o Wine (see recommended alcohol quantity guidelines attachment)
o Other Beverages
o Extra waiting staff
o Table linens
o Rented table service (flatware, dishes, etc.)
o Gratuities
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Décor
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O Other decorations (ribbons, ballooNs).......cceee e e
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Design and Printing
0 Fee for design content and PACKAgE.......ovevieveieire ettt e
O Advance announcements (Save the date).....e i e
O INTEIATIONS ettt e e e e r e e s eb e sae et et saeeer e sreesrbenae s
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O Name Badges and HOIAEIS.....c..ooeveieieeeee ettt s s sae s
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Postage and Shipping

O Postage for invitations and Reply ENVEIOPES.......ccccoveieverieveiec e e
O Bulk Mailing-Promotional [t@mMS........ccce e ettt s aes e e s
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Recognition Items

O Awards, Trophies & PIaQUES........cceeiieiieeeecese ettt st st stesneenens
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Transportation
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Entertainment
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Audiovisual Equipment
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Publicity
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Miscellaneous Expenses
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O Staff Overtime (or additional Staff).......ccceeveeciie e -
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