SAMPLE SPECIAL EVENT BUDGET


Attendance Goal = ______
 (minimum to maximum)
Financial Goal = _______
INCOME

1. Auction Items

2. Corporate Sponsors

3. Donations in Kind

4. Ticket Sales
5. Book sales
EXPENSES

1. A/V SOUND & LIGHT

2. ADVERTISING/ Press Plan
3. BAR (liquor, beverages, glassware, napkins)

4. CATERING

5. COAT CHECK

6. FLORAL/DECOR

7. MUSIC/ENTERTAINMENT

8. PARKING

9. PHOTOGRAPHER

10. POSTAGE/MESSENGER SERVICE

11. PRESENTATION GIFTS

12. PRINTING/GRAPHIC DESIGN

· Save the Date Cards

· Invitations

· Flyers or posters
· Program printed
· Name tags

· Stationery

· Business cards

· Menu cards

· Signage
13. RENTALS (tables, chairs, plants, linens, stage, glassware)

14. SECURITY

15. VENUE (tent, heat, power, red carpet) 
Note:  Timeline, committee structure and areas of responsibility need to be determined at the onset.
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