DISTRICT CONVENTION BUDGET FORM
(sample)
Date: ______________

Version: _____
	Item
	 Detail of estimate
	Amount

	Fixed costs:
	
	

	Venue hire
	
	

	Meeting room hire
	
	

	Audio equipment
	
	

	Entertainment costs
	
	

	Translation equipment
	
	

	Translator fee
	
	

	Accommodation – Governor
	
	

	Accommodation –

Int. Counsellors 
	
	

	Other meals for Int. Counsellor
	
	

	Governor’s thank you
	
	

	Name badges
	
	

	Convention banner patches
	
	

	Printing & Stationery
	
	

	Key note speaker
	
	

	Communication costs
	
	

	Promotion
	
	

	Partners Programme
	
	

	Translation equipment rental
	
	

	Other admin costs
	
	

	
	T
	

	
	oal   Total Fixed costs
	$

	
	
	

	Variable costs:
	
	

	
	
	

	First night function
	 Per registrant cost
	

	Second night function
	 Per registrant cost
	

	Lunch & teas
	 Per registrant cost
	

	Convention levy
	 At NZ$1.00 per registration (full or partial)
	

	
	
	

	
	 Total Variable costs per registrant 
	$

	
	
	


	
	@160 registrations
	@180 registrations
	@200 registrations

	Fixed costs
	
	
	

	Variable costs
	
	
	

	Per Registration
	
	
	

	Registration fee proposed
	
	
	


