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BUDGET PLANNING TEMPLATE 

KNOW YOUR BUDGET

ALLOCATED:  If your Ministry falls under the Church’s Operating Budget, your budget for the year is allocated and expenditures are expected to be at or below the allocated budget amount. Ministries with allocated budgets do not carry over monies from one year to the next. 

SELF-SUPPORTED: If your Ministry has a Self-Supported Budget, your budget for the year is whatever is in your account. Treasury amounts for Ministries with self-supporting budgets will be carried over from year to year.

All Ministry Leaders are expected to monitor their budgets and be fiscally responsible while ensuring quality services are provided efficiently and effectively.

BUDGET PLANNING TIPS/CONSIDERATIONS

When planning your activity/event here are some things to take into account that will assist your Ministry/Auxiliary in identifying your cost upfront and successfully planning your activity/event.
	POTENTIAL ACTIVITY/EVENT COSTS
	POTENTIAL CONVENTION, SEMINAR, CLASS COSTS

	· Contractual Guarantees 	
· Entertainment
· Decorations
· Gifts/Raffles
· Food
· Media
· Program Printing
· Rental Deposit/Cost
· Speaker Fees/Honorarium
· Ticket Printing
· Security

	· Class Fees
· Food
· Hotel Accommodations
· Material/Supply Cost
· Registration Fees
· Travel/Transportation





· If you are using an outside facility, make sure the Trustees have reviewed/approved the agreement before signing anything that will obligate the Church 

· Make sure you are clear on all things included in your cost; be clear on what is being donated at no cost and things others are doing and the cost

· If you are using the Church and require media support, make sure you have completed the Special Event Media Request


BUDGET TEMPLATE

	DESCRIPTION
	ESTIMATED COST
	LEAD RESPONSIBILITY
	COMMITMENT DATE

	FOOD, REFRESHMENTS, CONDIMENTS, ETC.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	MATERIALS, SUPPLIES, PRINTING, DECORATIONS, ETC.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	SPEAKERS, HONORARIUMS, GIFTS, FEES, ETC. 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	FACILITY RENTAL, EQUIPMENT RENTAL, ETC.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	OTHER (Specify)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	BUDGET TOTAL
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