
CATERING EXPENSE LEDGER
PR & MARKETING EVENT TEMPLATE

EVENT NAME

DATE OF EVENT

CAMPAIGN / PROJECT

COST CENTER / CODE

EVENT COORDINATOR

NO. OF GUESTS (EST.)

TOTAL CATERIN G BUDGET

TOTAL ACTUAL EXPEN SES

VARIAN CE (+ / -)

COST PER HEAD (ACTUAL)

DATE VEN DOR N AM E ITEM  / SERVICE DESCRIPTION CATEGORY QTY UN IT COST TOTAL
COST

PAYM EN T
M ETHOD



Total catering expenditure

DATE VEN DOR N AM E ITEM  / SERVICE DESCRIPTION CATEGORY QTY UN IT COST TOTAL
COST

PAYM EN T
M ETHOD

PREPARED BY (SIGN ATURE) DATE

APPROVED BY (SIGN ATURE) DATE
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