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EVENT EXPENSE REPORT 

             

EVENT: 
 

 EVENT ESTIMATED 
EXPENSES:  

 

EVENT ORGANIZERS: 
 

 EVENT ACTUAL 
EXPENSES:  

 

EVENT PURPOSE: 
 

 
COST DIFFERENCE:  

 

EVENT DATE: 
 

       

       

             

ITEMIZED EXPENSES 
             

V E N U E  R E F R E S H M E N T 

  
ESTIMATED 

COST: ACTUAL COST: 
   ESTIMATED COST: ACTUAL COST: 

VENUE:   
 

FOOD:   
 

VENUE STAFF:   
 

DRINKS:   
 

EQUIPMENT:   
 REFRESH.MENT

TOTAL: 
  

 

 

https://clockify.me/


 

TABLES AND 
CHAIRS:   

       

       

VENUE TOTAL:   
       

       

    

 
 
   

      

D E C O R A T I O N  L O D G I N G S 

  
ESTIMATED 

COST: ACTUAL COST: 
   ESTIMATED COST: ACTUAL COST: 

FLOWERS:   
 

HOTEL:   
 

CANDLES:   
 

TRANSPORT:   
 

BALLONS:   
 

OTHER:   
 

LIGHTING:   
 LODGINGS 

TOTAL: 
  

 

OTHER:   
       

       

DECORATION 
TOTAL: 

  
       

       

      

 
 
 
 
       

 



 

E N T E R T A I N M E N T  P R I Z E S 

  
ESTIMATED 

COST: ACTUAL COST: 
   ESTIMATED COST: ACTUAL COST: 

PERFORMERS:   
 

RIBBONS:   
 

PRESENTERS:   
 

TROPHIES:   
 

SPEAKERS:   
 

GIFTS:   
 

ENTERTAINMENT 
TOTAL: 

  
 

PRIZES TOTAL:   
 

 
​ I have attached all the necessary receipts to this expense report 

 


