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Sample Event Budget

	VENUE

	Expense Items
	Minimal Price
	Moderate Price
	Maximum Price
	Tips and Notes

	
Meeting Room Rental
	
$0—look for a free event venue through your or your partner’s organization.
	
$100-$300 for a Community Center or Parks and Recs facility
	
$500-$1,300 for a hotel for a meeting room 
	
Ask the facility if they participate in “joint use” policies or offer discounted fees for local government agencies/community organizations. Ask if there is a day or time that is not likely to be sold and request a discount for taking that spot.


	
Food and Beverage*
	
$50-$100 for coffee and water only
	
$100-$250 for coffee, water, and light snacks (think savory and sweet like granola bars, small bags of nuts, cookies, brownies)
	
$300-$500 for coffee, water, and snacks at a hotel. You are not allowed to bring your own food and beverages
	
*Seek a sponsor to fund this line item as county commissions may be prohibited from purchasing with public money (check with your legal counsel for policies).


	
Audio-Visual Rental
	
$0—look for a facility that has adequate audio-visual equipment, such as a screen, projector, and microphones
	
$100-$200 if you rent the facility’s equipment
	
$900-$1,800 if you rent from the hotel or hire an outside company to supply audio-visual
	
If you must rent, ask colleagues and partners if they have recommendations or connections with audio-visual companies, or if they have a projector you can borrow to eliminate some costs.

	EVENT-DAY STAFF

	Expense Items
	Minimal Price
	Moderate Price
	Maximum Price
	Tips and Notes

	
Security
	
$0—typically for events with 50 people or by negotiating with the facility manager
	
$200 (two guards at $25/hour with four-hour minimum)
	
$200 (two guards at $25/hour with four-hour minimum)
	
Work with the facility manager to waive security requirements as the event is a public meeting with no alcohol.


	
Photographer
	
$0—if you designate a staff member or two to take photos during the meeting
	
$350 for one outside photographer to deliver digital files
	
$350 for one outside photographer to deliver digital files
	

	
Interpreter
	
$0—county governments may offer free interpretation services for your meeting

	
$650 for one interpreter
	
$1,300 for two interpreters
	
Assess potential or known interpretation needs, such as ASL, Spanish, or other language speakers, depending on your audience. For a 90-minute event, consider hiring two interpreters to tag team. They’re more likely to be accurate and complete if they can each take turns interpreting the content.


	
Child care for event guests
	
$100 (two staff to care for 6 children for two hours ($25 per hour)
	
$200 (four staff to care for 12 children for two hours ($25 per hour)
	
$400 (eight staff to care for 24 children for two hours ($25 per hour)
	




	MATERIALS

	Expense Items
	Minimal Price
	Moderate Price
	Maximum Price
	Tips and Notes

	
Agenda (60 copies) (double sided with agenda on front and biographies on the back)
	
$0—in-house using existing county commission budget and available office supplies


	
Black and white: $12
($0.10 per copy per side at copy store)
	
Full color: $42 ($0.35 per copy per side for color copies on regular paper)
	
Look for online coupons for your local copy store.
Review your materials and determine which materials are crucial to be printed in color, and which can be printed in black and white.

	
First 5 Pledge Card (policymaker) (10 copies, single-sided, half-page/trimmed on card stock)
	
$0—in-house using available office supplies

	
Black and white: 
$2.50 ($0.25 per copy at copy store)
	
Full color: $5 ($0.50 per page for color copies on cardstock)
	
Review your materials and determine which materials are crucial to be printed in color, and which can be printed in black and white.

	
First 5 Pledge Card (guests) (60 copies, single-sided, half-page/trimmed on card stock)
	
$0—in-house using available office supplies

	
Black and white: 
$15 ($0.25 a copy at copy store)
	
Full color: $30 ($0.50 per page for color copies on cardstock)
	
Review your materials and determine which materials are crucial to be printed in color, and which can be printed in black and white.

	
Sign-in sheet to capture contact information for follow up (5 copies, one-sided)
	
$0—in-house using available office supplies

	
Black and white: $0.50 ($0.10 per copy at copy store)
	
Full color: $1.75 ($0.35 per copy per side for color copies on regular paper)
	
We recommend black and white printing, as this is only an internal document.

	
Town Hall Evaluation Sheet (60 copies, double-sided)
	
$0—in-house using available office supplies

	
Black and white: 
$12 ($0.10 per copy per side at copy store)

	
Full color: $42 ($0.35 per copy per side for color copies on regular paper)
	
We recommend black and white printing, as this is only a basic document.

	
First 5 Issue Papers (3 different fact sheets, 60 copies each, double-sided in color)
	
$0—in-house using available office supplies

	
Black and white:                $36  ($0.10 per copy per side at copy store)

	
Full color: $126 ($0.35 per copy per side for color copies on regular paper)
	
We recommend using color on these materials if possible, as these will be a main focal point/take-away from the event.

	
Background banner
(One, 3’ x 5’ full-color banner)
	
$0—for no banner
	
$50-$100 for printing     if designed in-house
	
$300 for printing and using an outside graphic designer
	
This is a “nice to have” way to recognize First 5 partners/sponsors and can be reused at future events. Before ordering, check with venue to determine where/how to hang it. 
You also can choose to have several vertical banners on either side of the stage, which will run $400 each for both graphic design and production. 

	
Podium Sign
(One, 18”x12” full-color poster on coreboard and laminated)
	
$0—for no sign
	
$25 if designed and printed in-house
	
$225 for printing and using an outside graphic designer
	
This is a “nice to have” way to highlight First 5.

	
Posters/Signage (to identify the meeting room) (One, 18”x24” full-color poster on coreboard and laminated)
	
$0—for no sign (venue may already place directional signage to help guests find the room)
	
$35 if designed and printed in-house
	
$235 for printing and using an outside graphic designer
	

	
Name tags for staff and participants
	
$5 for peel and stick and print them in house
	
$25 to purchase name badges (plastic with paper inserted) from office supply and print them in house
	
$25 to purchase name badges (plastic with paper inserted) from office supply and print them in house
	

	
Day of event supplies (pens, masking tape to hang signage)
	
$0—if you have supplies already on hand
	
$10-$25 to purchase 
	
$50 if you really need to restock
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	PROMOTION

	Expense Items
	Minimal Price
	Moderate Price
	Maximum Price
	Tips & Notes

	
Online advertising on Facebook and the Google Display Network 
	
[bookmark: _GoBack]$0—this is a “nice to have.” There are plenty of opportunities to promote through media outreach and other avenues.
	
$200 direct costs (designed in-house) to run ads on Facebook for two weeks
	
$400 direct costs plus $200 for graphic design to run ads on Facebook and the Google display network for four weeks

	

	
Print advertising in local newspapers
	
$0—this is a “nice to have.” There are plenty of opportunities to promote through media outreach and other avenues.

	
$250 direct costs (designed in-house) to run a quarter-page ad in a small community paper
	
$500 direct costs plus $200 for graphic design to run a half-page ad in local paper
	
Ads could be both in print and online. Focus on community papers, daily and weekly.

	
Radio advertising

	
$0—this is a “nice to have.” There are plenty of opportunities to promote through media outreach and other avenues.
	
$750 in direct costs to run ads for one week on one to two stations
	
$1,250 in direct costs plus $200 for graphic design to run ads for one week (with higher frequency and adding online ads on station websites)

	
Run 15- and 30-second ads for two to three weeks leading up to the town hall.

	
Local blogs
	
$0—this is a “nice to have.” There are plenty of opportunities to promote through media outreach and other avenues.

	
$0—outreach only, assuming internal staff to do outreach
	
$100 to run ads on one-two blogs
	
Outreach to local blogs geared toward families, policy, First 5 issue areas, and community events.

	
Local retail outreach/community centers
	
$0—this is a “nice to have.” There are plenty of opportunities to promote through media outreach and other avenues.

	
$300 direct costs to print 10 posters (full-color, 18 x 24”) (design in house)
	
$600 direct costs plus $200 for graphic design for 20 posters (full-color, 18 x 24”)
	
Produce and place posters in windows of grocery stores, libraries, family activity centers (YMCA, kids gyms), and other community gathering places.

	
TOTALS
	
LOW-RANGE TOTAL:
$205

	
MID-RANGE TOTAL:
$3,938
	
MAX-RANGE TOTAL: $10,581.75
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