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What is a budget?

An estimate of income and expenditure

Income = Registration, sponsorship, etc.

Expenditure = Venue, catering, etc.

Balance = income – expenditure



Event budgets
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Income

• Registration: Member/Non-member, full event/one day, 
cancellation fees, discounts etc.

• Event extras: Accommodation, dinners, w/shops, 
outings etc.

• Sponsorship: Sponsors, exhibitors, grants

• Other extras: Merchandise, proceedings etc.



Expenditure

• Venue: Room hire, AV, cleaning, security etc.
• Delegate costs: DDR, catering, accommodation, badges, 

bags, pens etc.
• Speaker costs: Travel, accommodation, DDR, honorarium
• Event costs: Marketing, printing, courier, insurance
• Technology: Registration, website, abstracts
• Other: CPD, prizes, staff costs, bank charges, VAT



Event budgets
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Fixed / Variable costs

Fixed = Constant: room hire, marketing, etc.

Variable = Changeable: per person (pp) costs 
such as catering, badge/bag, etc.



Delegate cost =

£115.00 +

(£2,900 / #dels)

Fixed / Variable costs



Fixed / Variable costs

£29.00 = £144.00

Delegate cost =

£115.00 +

(£2,900 / 100 = £29.00)



Fixed costs

All costs

Fixed / Variable costs
PP cost

Portion of fixed cost

+

Delegate cost

=

100 delegates
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Per person cost

• Catering: DDR, dinner, drinks reception etc.

• Meeting supplies: Badge (bag, pen, notebook etc.)

• Technology costs

• Bank charges

• Irrecoverable VAT

1.95% to 3.2% => 2.25% average

86% => 14% x 20% = 2.8%86% =>



Registration fees

Delegate cost = £115.00 + £29.00 = £144.00



Registration fees

Delegate cost = £115.00 + £29.00 = £144.00

Add irrecoverable VAT = £144.00 x 1.03 = £148.32



Registration fees

Delegate cost = £115.00 + £29.00 = £144.00

Add irrecoverable VAT = £144.00 x 1.03 = £148.32

Add bank charges = £148.32 x 1.0225 = £151.66



Registration fees

Delegate cost = £115.00 + £29.00 = £144.00

Add irrecoverable VAT = £144.00 x 1.03 = £148.32

Add bank charges = £148.32 x 1.0225 = £151.66

Round up to 5 = £155.00 =CEILING(B21,5)



Registration fees

Linked cells

Balance

Variable costs: £115



Registration fees

• Student: Variable cost, rounded up to nearest £5

• Members: TBC

• Non-members: Member + £100



Registration fees











Tips for managing costs
• Know your audience

• No-shows
• Unpaids

• Spend accordingly
• Catering (inc special diets)
• Accommodation
• Print



Tips for managing costs
• Potential items to change costs

• Catering 
• AV/production
• Print
• Entertainment
• Décor



Budgets
• Include as much as possible
• Know your numbers

• Past events
• Contracts

• Keep it up to date
• Adapt if necessary

Things will change



Thank you

@LorraineMReese
lorraine.reese@biochemistry.org
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