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Appendix 3. Pre-Event Arrangements


Appendix 3. Preliminary Budget
Income Items

· Registration Fees

· Guest Tour Fees

· Sporting Event Fees (Golf Outings, Other)

· Tickets (Banquet, Dinner, Other)

· Exhibit Booth Sales

· Sponsorships

· Advertisement Sales

· Proceedings (Tapes, etc.)

· Interest earned

Expense Items

· Staffing Costs (Salaries, Benefits, Travel, Housing, Meals, Phone)

· Overhead (Rent, Office Supplies, Equipment)

· Legal Fees

· Insurance

· Site Selection Costs

· Space/Facility Rental

· Audio/Visual Services

· Speakers (Honoraria, Travel, Meals, Other)

· Food and beverage

· Program Committee (Volunteer) Costs

· Temporary Staffing

· Gratuities

· Design and Production of Print Material

· Printing, Photocopying

· Advertising Costs

· Shipping

· Equipment Rental (Computers, Copiers)

· Phone

· Bank Charges (Processing Credit Cards)

· Postage

· Registration Booths

· Production

· Photography

· Press Costs (Press Room, Press Conference)

· Decoration

· Signs

· Exhibit Expenses

· Awards

· Flowers

· Special Events

· Gifts, Amenities

· Guest Tours

· Sporting Events (Golf Outings, Other)

· Transportation

· Miscellaneous
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