BUDGET

GENERAL INFORMATION:
The purpose of a Budget is to estimate expenses and incomes.

The following guidelines and examples have been provided to assist in your efforts in budgeting for
all possible expenses you will encounter at your conference. This document is designed as a guide
to include the most important information in your budget.

The Conference Budget should ideally be estimated at the very beginning of the conference
planning process. Accomplishing this in a timely manner will help determine the price of
registration fees, as well as how much sponsorship you will need to balance the budget.

CONTACT INFORMATION:
Created by the Region Conference Task Force FY09
For specific questions please contact SWE HQ at hg@swe.org
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Budget Guidelines

The list below provides guidelines as to what you should include as a part of your Budget.

e Tables/Chairs

EXPENSES
Registration
e Badges/Nametags Lodging
e Credit Card Fees e Room Cost
e Tax/Fees
Facilities
¢ Room Rental Fees Publicity
e AV Equipment e Signs/Banners
e Conference Program
Meals e  Website
e Friday Dinner e Shipping/Postage
e Saturday Breakfast
e Saturday Lunch Accessories
e Saturday Dinner e T-Shirts
e Sunday Breakfast e Conference Bags
e Decorations
Workshops/Meeting Rooms
¢ Room Rental Fees Other Expenses
e Printing e Tours
e Speaker Fees e Transportation
e Speaker Gifts e Entertainment
e AV Equipment e Awards
e Speaker Ready Room e Volunteer Event/Recognition
e Thank You's to Sponsors
Career Fair e Contingency
e Boxed Lunches e Conference Seed Money (if applicable)

INCOMES
General Incomes e Advertisements
e Registration e T-Shirts
Corporate Sponsorships e Donations
e Conference Seed Money (if available)

[ ]
e (areer Fair Exhibitors
e Tours
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Examples
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