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Event Budget Checklist

[ Site Selection Visit

O Airfare

[ Baggage

[ Transportation/Mileage
O Hotel

[ Per Diem (M&IE, Lodging)
[ Car Rental

O Meeting space rental
[ Food & beverage/catering
[ICoffee
0 AM/PM Breaks,
[ Breakfast, Lunches, Dinners
[ Receptions
[ Sleeping Rooms
[ Staging/Décor
[ Meeting space items (podiums, tables, chairs, stage, stations, easels)
[ Attendee Wi-Fi

[0 Website/landing page
[ Registration software
[ Transaction fees
[ Event mobile app (if different from registration software)
[ Networking features
[ Exhibitor pages and lead retrieval
[ Merchant fees
[ On-site
L] Equipment — printers, tablets, scanners
[J Registration Items - badges/holders/lanyards

O Virtual/Hybrid Event
[0 Streaming software/platform
[ Video editing
[ ASL interpreters/captioners
[ Post-captioning/transcription
[ Audio
[ Video and presentation
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[ Lighting and staging
O Internet (hardline)
[ Webcast equipment
[ Cameras and risers

[ Graphic Design — branding, marketing assets
[ Advertising — print, social media, digital ads
[ Signage

[ On-site branding fee (if applicable)

O Printing

[1 Meeting materials (notebooks, pens)

[ Swag and giveaways

[ Gifts or awards

[ Room rentals
[ Food and beverage
[ Event rentals (e.g., tables, chairs)
[ Audiovisual rentals
] Music license/musicians
[ Dock fees
[ Bartender fee
[ Site Visits/Tours
[ Admission
[ Meals
[ Transportation

[ Photography & videography
[J ADA - Interpretation Services, CART, Closed-captioning, Mobility assistance
O Equipment or furniture rentals (decorations, props, staging)
[ Temporary staff
[ Shipping
[ Inbound to venue
[ Storage fees
[ Outbound (after the event)
[ Packing supplies
[J Speaker Fees/Honorarium
[] Attendee Transportation/Bus rentals/Airport transfers
[ Attendee flights
[ Catering for planned activities



