
CLAS Events Budget Planning

EVENT NAME: HOSTED BY:

EVENT DATE: EVENT TIME:

EVENT LOCATION: CATERER:

EVENT EXPENSES
Item Total funds Host funds Amt from host Addtl Sponsor Sponsor amt Addtl Sponsor Sponsor amt Estimated Cost Actual Cost
FOOD AND BEVERAGE
Catering
Wine/Beer
Other
Subtotal 0 0 0

PRINTING AND POSTAGE
Print Invitation
Print Posters
Print Programs
Print Comment Cards
Postage for mailing
Subtotal 0 0 0

MISCELLANEOUS
Parking
Parking attendants
Advertising (radio/print)

ALCOHOL VENDOR:

CLAS EVENT BUDGET WORKSHEET



CLAS Events Budget Planning

Tables
Linens
Venue rental
A/V
Speaker honorarium
Speaker travel expense
Speaker lodging expense
Subtotal 0 0 0
TOTALS: 0 0 0
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