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Event Planning final
This budget is prepared in relation to the XYZ Company Annual Meeting, which is a five-day corporate gathering to be held in Savannah, Georgia, between 1 and 5, March 2027. The event will accommodate 100 guests, a welcome cocktail, breakfast, and coffee breaks throughout the day, an optional out-of-site classroom (golf outing and sightseeing), and a final dinner served in a plated form accompanied by an audio-visual presentation. [image: ]
Justification of Budget
Transportation (since surpassed cost): Round-trip transfers will cost 85.00 per attendee to facilitate smooth arrival and departure logistics of all 100 attendees. Golf outing transportation is calculated to take six hours and costs $95.00 an hour, inclusive of the shuttle service in and out of the course.
Food and Beverage ($37451.93)
The menu preferences offer a variety of food in the five-day program. To create a series of shareable experiences related to a festive and hors d'oeuvres, the Southwest Collection was chosen as a welcome-reception item on Monday. Breakfast menu changes daily, Portland Express, Willamette Valley, and Rose City, to avoid a menu strike. The different break options (Chips and Soda, Candy Bar, Energy, Jungle, Mediterranean) were offered at varying prices to strike a balance between cost and satisfaction of the attendees. The farewell dinner will include Grilled Chicken and Pacific Salmon Combination Plate, a high-end yet sensible plated dish accompanied by a two-hour Beer and Wine package that is suitable for a classic dinner service. Any F&B price incorporates 22% service fee and 7% sales tax charged in Georgia, which are levied in sequence as per common hospitality accounting standards.
Audio Visual ($841.98)
The LCD Projector Package will also offer projection as well as a screen option to display the presentation, and the Shure SM-58 Handheld Microphone will be able to take up speeches and toasts at the farewell banquet. These are the lowest AV needs as shown in the event brief.
Decor ($550.00)
Tenth floral arrangements with a price of 55.00 (inclusive) would make the banquet event more festive without going overboard with extravagant annual meeting decor.
Additional Farketeers ($8,750.00)
 The golfing event and the tour of the city give an opportunity for networking to 70 of the 100 people present. Pricing is per person friendly and has value-added features that warrant the travel of the attendants to the events at a reasonable per capita cost of the events.
Conclusion
As this detailed budget shows, it is possible to implement the XYZ Company Annual Meeting in a financially sustainable context. The budget is based on the actual reference menus and AV documents. The diversity of the menu is given priority to positively influence the attendee experience, and optional activities give alternatives to interaction. With relevant attendance checks and collection of sponsor fees, this event is standing to meet its break-even point and also provide the XYZ Company with a professional and memorable annual meeting.
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INCOME

Item Description Calculation Qty Unit Cost Total Notes

Sponsorship Revenue 100 $15,000.00 $15,000.00Sponsorship goal

TOTAL INCOME $15,000.00

EXPENSES

TRANSPORTATION

Item Description Calculation Qty Unit Cost Total Notes

Roundtrip Airport Transfers 100 attendees × $85.00 inclusive 100 $85.00 $8,500.00Inclusive per assignment

Golf Outing Transportation 6 hours × $95.00/hr inclusive 1 $570.00 $570.00Inclusive per assignment

Transportation Subtotal $9,070.00

FOOD & BEVERAGE

Item Description Calculation Qty Unit Cost Total Notes

MONDAY, MARCH 1 - Welcome Reception (100 attendees, 3 hrs)

Southwest Collection Hors d'Oeuvres 100 × $24.95++ 100 $24.95 $3,256.97++ item

Call Brands Open Bar (3 hrs) 100 × ($15.00 + $6.00 + $6.00)++ 100 $27.00 $3,524.58++ item

TUESDAY, MARCH 2 - Continental Breakfast & Breaks (100 attendees)

Portland Express Continental Breakfast 100 × $17.50 100 $17.50 $2,284.45F&B - SC & Tax apply

Chips and Soda Morning Break 100 × $18.50 100 $18.50 $2,414.99F&B - SC & Tax apply

Candy Bar Afternoon Break 100 × $17.50 100 $17.50 $2,284.45F&B - SC & Tax apply

WEDNESDAY, MARCH 3 - Golf Outing Box Lunch (40 participants)

Golf Outing Box Lunch 40 × $25.00++ 40 $25.00 $1,305.40++ item

THURSDAY, MARCH 4 - Continental Breakfast, Breaks & Farewell Dinner (100 attendees)

Willamette Valley Continental Breakfast 100 × $22.75 100 $22.75 $2,969.79F&B - SC & Tax apply

Energy Morning Break 100 × $20.50 100 $20.50 $2,676.07F&B - SC & Tax apply

Jungle Afternoon Break 100 × $19.50 100 $19.50 $2,545.53F&B - SC & Tax apply

Grilled Chicken & Pacific Salmon Plate 100 × $39.95++ 100 $39.95 $5,215.07++ item

Beer & Wine Open Bar (2 hrs) 100 × ($12.00 + $5.00)++ 100 $17.00 $2,219.18++ item

FRIDAY, MARCH 5 - Breakfast Buffet & Break (100 attendees)

Rose City Breakfast Buffet 100 × $26.75 100 $26.75 $3,491.95F&B - SC & Tax apply

Mediterranean Morning Break 100 × $25.00 100 $25.00 $3,263.50F&B - SC & Tax apply

Food & Beverage Subtotal $37,451.93

AUDIO VISUAL

Item Description Calculation Qty Unit Cost Total Notes

LCD Projector Package Includes projector, VGA, cart, screen 1 $600.00 $783.24AV - SC & Tax apply

Shure SM-58 Handheld Microphone Handheld mic for speeches 1 $45.00 $58.74AV - SC & Tax apply

Audio Visual Subtotal $841.98

DÉCOR

Item Description Calculation Qty Unit Cost Total Notes

Floral Centerpieces 10 tables × $55.00 inclusive 10 $55.00 $550.00Inclusive per assignment

Décor Subtotal $550.00

OPTIONAL ACTIVITIES

Item Description Calculation Qty Unit Cost Total Notes

Golf Outing 40 participants × $125.00 inclusive 40 $125.00 $5,000.00Inclusive per assignment

City Tour 30 participants × $125.00 inclusive 30 $125.00 $3,750.00Inclusive per assignment

Optional Activities Subtotal $8,750.00

BUDGET SUMMARY

Total Income (Sponsorship) $15,000.00

Total Expenses $56,663.91

Net Cost to Cover (Expenses - Income) $41,663.91

Required Registration Fee Per Person (÷ 100 attendees) $416.64

March 1-5, 2027  |  Savannah, Georgia  |  100 Attendees  |  Tax: 7%  |  Service Charge: 22%

CALCULATION METHOD: Base Cost + 22% Service Charge = Subtotal | Subtotal + 7% Tax = Inclusive Total

XYZ COMPANY ANNUAL MEETING - EVENT BUDGET

Example: $26.00 × 1.22 = $31.72 | $31.72 × 1.07 = $33.94 (inclusive)

All ++ items and non-inclusive F&B/AV received 22% SC then 7% Tax. Items marked 'inclusive' in assignment directions were not taxed.


