
EVENT CATERING EXPENSE TRACKER
MARKETING & PUBLIC RELATIONS

EVEN T TITLE

DATE OF EVEN T

TARGET AUDIEN CE / CAM PAIGN

CATERIN G COORDIN ATOR

EXPEN SE ITEM  / DESCRIPTION VEN DOR / SUPPLIER PROJECTED COST ACTUAL COST PAYM EN T STATUS

VIP & Press Catering

General Attendee Catering

Staff & Crew Meals

Bar Services, Logistics & Staffing

Permits, Gratuity & Miscellaneous



TOTAL BUDGETED

TOTAL ACTUAL EXPEN SE

REM AIN IN G BALAN CE / VARIAN CE

Notes: All caterin g  in vo ices mu st be attach ed  to  th is fo rm w ith  match in g  p rocu remen t referen ces fo r marketin g  expen se recon ciliation .
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