
Holiday Party & Corporate Event Expense Sheet
Expense Template for Company Parties and Holiday Meals
EVEN T TITLE 
EVEN T DATE 
COORDIN ATOR 
VEN UE/LOCATION  

TOTAL BUDGET

TOTAL PROJECTED

ACTUAL TOTAL SPEND

1. Venue & Catering

EXPENSE
ITEM /
DESCRIPTION

PROJECTED COST ACTUAL COST VARIANCE NOTES / PAYMENT STATUS

Venue Rental Fee

Food Service / Catering

Bar & Beverages

Staff Gratuity & Service Fees

Subtotal -
Venue &
Catering

2. Entertainment & Activities

EXPENSE ITEM /
DESCRIPTION PROJECTED COST ACTUAL COST VARIANCE NOTES / PAYMENT STATUS

DJ / Live Music / Band

Photobooth Rental

Guest Speaker / Performer



Subtotal -
Entertainment

EXPENSE ITEM /
DESCRIPTION PROJECTED COST ACTUAL COST VARIANCE NOTES / PAYMENT STATUS

3. Decor, Prizes & Favors

EXPENSE
ITEM /
DESCRIPTION

PROJECTED COST ACTUAL COST VARIANCE NOTES / PAYMENT STATUS

Table Centerpieces & Florals

Balloons, Banners & Signage

Raffle Prizes / Employee Gifts

Party Favors / Swag Bags

Subtotal -
Decor &
Gifts

4. Logistics & Miscellaneous

EXPENSE
ITEM /
DESCRIPTION

PROJECTED COST ACTUAL COST VARIANCE NOTES / PAYMENT STATUS

Invitations & Print Materials

Event Insurance

Transportation / Shuttle Service

AV Equipment Rental

Subtotal -
Logistics
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