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Budget for an SI Sponsored In-person Event (also Final Reporting Form)
Date and Location:
Facilitator One Name & Address:
Facilitator Two Name & Address:
	INCOME
	PROJECTED
	ACTUAL

	(#)      Participants x $
	
	

	(#)      Participants x $
	
	

	(#)      Participants x $
	
	

	
	
	

	
	
	

	
	
	

	TOTAL INCOME
	
	

	
	
	

	EXPENSES
	PROJECTED
	ACTUAL

	Facility Rental
	
	

	Meals and/or Snacks
	
	

	Supplies
	
	

	Printing for Handouts
	
	

	PayPal/Partner Charges for Online Registration (EdCoord will provide this expense.)
	
	

	
	
	

	
	
	

	
	
	

	Facilitator One:  (Travel) Air Fare
	
	

	(Travel)  # miles      x  .27
	
	

	Lodging
	
	

	Meals
	
	

	Honorarium
	
	

	EXPENSES
	PROJECTED
	ACTUAL

	Facilitator Two:  (Travel) Air Fare
	
	

	(Travel)  # miles      x  .27
	
	

	Lodging
	
	

	Meals
	
	

	Honorarium
	
	

	
	
	

	
	
	

	SI Contribution: (Consult EducCoord.)
	
	

	TOTAL  EXPENSES
	
	



1) Avoid renting expensive places that include large non-refundable deposits.  More affordable options might include senior centers, housing facilities, community centers, churches, etc.  Review budget including rental fee with the EducCoord.

2) The EducCoord pre-approves and signs facility contracts binding SI for deposit monies and/or liability insurance.

3) Read the Check List for Coordinating Events and the Discount and Refund Policies.

4) If your event has unique circumstances, call the EduCoord to discuss.                                                                                                            
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