Proposed and Final Budget Report Forms for NIRSA Endorsed Workshops/Conferences

Submit this page and the following Expense and Revenue Sheets to the appropriate Regional Vice President/Regional Representative.

Name of Workshop



Dates of Workshop
 


Site of Workshop



Hosting Institution (if different than above)

______________________________________________________________________________

Workshop Coordinator:
Name

 


Email 




Address




Phone

 


Fax



Before completing the following Expense and Revenue Sheets, please read information regarding the contingency fund and fee setting policy, and review the sample budget calculations in the Workshop Host Manual.

Expense Sheet

Complete projected expenses through Box A before completing the Revenue Sheet.

	EXPENSES
	Projected Expense 
	Actual Expense



	Advertising 
	Printing
	$
	$

	Postage
	$
	$

	Publicity
	$
	$

	Phone
	$
	$

	Other (please list)
	$
	$

	Subtotal Advertising
	$
	$

	Food & Beverage 
	Socials
	$
	$

	Meals
	$
	$

	Tax
	$
	$

	Service Charge/Gratuity
	$
	$

	Other (please list)
	$
	$

	Subtotal Food & Beverage
	$
	$

	Miscellaneous 
	Audiovisual Equipment
	$
	$

	Facility Rental
	$
	$

	Registration Materials
	$
	$

	Reimbursement of Advance from Regional Contingency Fund
	$
	$

	Other: (please list)
	$
	$

	
	$
	$

	
	$
	$

	
	$
	$

	Subtotal Miscellaneous
	$
	$

	Subtotal Expenses
	A 

$
	F

$

	
	D Profit
$
	H*

$

	Total Expenses
	E

$
	$


*At the conclusion of your event, if the value of the Actual Total Revenue (Box G on the Revenue Sheet) minus the Actual Subtotal Expenses (Box F on the Expense Sheet), is positive, it is considered profit and should be recorded in Box H on the Expense Sheet, and deposited to the appropriate regional contingency fund. The final report and budget should be sent to the Regional Vice President/Regional Representative and the NNC.  Events held in states/provinces with NIRSA state/provincial associations remit 25% of the profit to their regional contingency fund and the remaining 75% to their state/provincial association fund. IF the value in Box H is negative, and the event is NIRSA endorsed, see information in the Workshop Host Manual on obtaining assistance from the appropriate regional contingency fund. If the event is not NIRSA endorsed, the hosting institution may be required to cover the deficit.
Revenue Sheet
Complete after completing the Expense Sheet through Box A.

	Source
	Fee 

$
	Projected Number of Attendees
	Projected Revenue


	Actual Number of 

Attendees
	Actual Revenue



	Student/Professional Member from Member Institution (Base Fee) 
	$
Base Fee
	
	$
	
	$

	Student/Professional Member from nonmember institution

(20% increase from Base Fee)
	$
	
	$
	
	$

	Student nonmember from Member Institution 
(25% increase from Base Fee)
	$
	
	$
	
	$

	Professional nonmember from Member Institution 
(35% increase from Base Fee)
	$
	
	$
	
	$

	Student nonmember from nonmember institution

(30% increase from Base Fee)
	$
	
	$
	
	$

	Professional nonmember from nonmember institution

(50% increase from Base Fee)
	$
	
	$
	
	$

	Late Registration Fee
	$
	
	$
	
	$

	Exhibitor Fees
	
	
	$
	
	$

	Funds Advanced from Regional Contingency Fund (To be repaid)
	
	
	$
	
	$

	Corporate Sponsorship**


	
	
	$
	
	$

	Total
	N/A
	B

# 
	C

$
	#
	G
$


Submitted by: __________________________________ Date: ____________________

Note:  This report also acts as an attendance report for your event, and is helpful when projecting costs/income for future events.

