
MARKETING & PUBLIC RELATIONS
CATERING BUDGET & EXPENSE TEMPLATE

EVEN T N AM E / CAM PAIGN

DATE OF EVEN T

PR / M ARKETIN G OBJECTIVE

TARGET GUEST COUN T

EVEN T COORDIN ATOR

CATERIN G VEN DOR

TOTAL BUDGET

TOTAL ESTIM ATED COST

TOTAL ACTUAL COST

TOTAL VARIANCE

1. FOOD & BEVERAGE

ITEM  DESCRIPTION QTY /
HEADCOUN T

UN IT COST EST. TOTAL ACTUAL TOTAL VARIAN CE

Subtotal Food & Beverage

2. STAFFING & SERVICE

STAFF ROLE / SERVICE HOURS /
QTY

RATE EST. TOTAL ACTUAL TOTAL VARIAN CE



Subtotal Staffing

STAFF ROLE / SERVICE HOURS /
QTY

RATE EST. TOTAL ACTUAL TOTAL VARIAN CE

3. RENTALS, EQUIPMENT & LOGISTICS

REN TAL / FEE DESCRIPTION QTY UN IT COST EST. TOTAL ACTUAL TOTAL VARIAN CE

Subtotal Rentals & Logistics

4. TAXES, GRATUITIES & FEES

FEE DESCRIPTION RATE %  /
FIXED

BASE AM OUN T EST. TOTAL ACTUAL TOTAL VARIAN CE

Subtotal Fees

PREPARED B Y (MARKETING /PR CO O RDINATO R)

APPRO VED B Y (B U DG ET O W NER / DEPARTMENT HEAD)
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