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An example for a one day conference:
Activity							Estimate	  Actual
Print/Promotion
1. Design and print of invitation and reply card		----------	-----------
1. Design and print of letterhead			-----------	-----------
1. Mailing of invitation (postage)				-----------	-----------
1. Mailing of confirmation/joining instructions		-----------	-----------
1. Labour for mailing					-----------	-----------
1. Delegate badges					-----------	-----------
1. Conference pack material - guest lists etc		-----------	-----------
1. Delegate packs/bags 					-----------	-----------
1. PowerPoint/slide design and programming for 
all speakers						-----------	-----------
1. Post conference report – transcript			-----------	-----------
1. Design and print of conference report		-----------	-----------
1. Sub-total	-----------	-----------
Speakers
1. Fees							-----------	-----------
1. Expenses – travel and accommodation		-----------	-----------
2. Sub-total	-----------	-----------
Venue
1. Main lecture room					-----------	-----------
1. Reception/lunch area					-----------	-----------
1. Breakout rooms					-----------	-----------
1. Speaker/quiet room					-----------	-----------
1. Flowers/décor						-----------	-----------
1. On site expenses (telephone/copying)		----------	-----------
3. Sub-total	----------	-----------
Accommodation
1. Hotel for staff 						-----------	-----------
4. Sub-total	-----------	-----------
Staging audio visual (some of these may come with your venue/hire costs)	
1. Design of stage/back drop				-----------	-----------
1. Put up of stage/backdrop				-----------	-----------
1. Video/data projection					-----------	-----------
1. Lighting						-----------	-----------
1. Sound equipment					-----------	-----------
1. Transport and crew					-----------	-----------
1. On site technicians					-----------	-----------
5. Sub-total	-----------	-----------
Exhibition
1. Display stands, pop ups and banners			-----------	-----------
6. Sub-total	-----------	-----------
Conference firm costs
1. Overall management or fee per delegate		-----------	-----------
1. Database management				-----------	-----------
1. Administration costs (telephone/postage)		-----------	-----------
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Variable cost per delegate
1. Venue day delegate rate (includes coffee, tea etc)	-----------	-----------
Or:
1. Coffee at registration 					-----------	-----------
1. Coffee at am break and pm break			-----------	-----------
1. Break biscuits, cakes etc 				-----------	-----------
1. Lunch							-----------	-----------
1. Soft drinks for lunch					-----------	-----------
1. Evening drinks reception				-----------	-----------
1. Reception canapés					-----------	-----------
8. Sub-total	-----------	-----------
Miscellaneous
1. Insurance						-----------	-----------
1. PR adverts						-----------	-----------
1. Photographer						----------	-----------
1. Directional signs					-----------	-----------
1. Delivery and return of materials			----------	-----------
9. Sub-total 	-----------	-----------
Summary
1. Print/Promotion						-----------	-----------
2. Speakers							-----------	-----------
3. Venue							-----------	-----------
4. Accommodation						-----------	-----------
5. Staging audio visual						-----------	-----------
6. Exhibition							-----------	-----------
7. Conference firm costs					-----------	-----------
8. Variable cost per delegate					----------	-----------
9. Miscellaneous						-----------	-----------
Total								-----------	-----------
Less sponsorship						-----------	-----------
Total expenditure										

