Event Budget Planning


Many people have a hard time figuring out how much they will need for their events.  So here are a few hints and tips for planning your budget.  It is important that you figure your budget as closely as possible to insure that we make the best use of the resources God gives our church.  Take your time, DO NOT do this in a hurry.  Try to think things all the way through.  The form below is a rough way for you to plan a budget and we do not need you to break everything down.  For example instead of listing sodas, snacks, and dinner, all as separate items, you can simply put them in one line under Food.  Then in the notes column enter those categories.   If you plan to advertise in 3 different papers, you do not need to list them separately, just use one line for advertising, and again in the notes, list what papers.  ALSO, only use this form to show us the things that you wish to purchase out of the church budget.  If your ministry is going to buy the prizes and food out of the budget you already have, do not include those things below.  This form is only for things you want the church to buy for your event.  Now here are some tips for making a budget.

1. Pray about this before you do anything else.

2. Be realistic.  It is great to set big goals for your event, but when doing a budget you need to be realistic when it comes to the number of people who will attend and how much money you are requesting.  2000 people are probably not going to show up to hear your cousin give a testimony.  Also you are not going to get $50,000 from the church for a men’s camp out.  Be realistic!

3. Call around and get prices.  If you are doing food, make a meal plan and go to the store and see how much it will cost to feed one person that meal.  If you are advertising, call the paper and get prices etc.  Don’t just guess!

4. Consider doing a sign up or pre-registration.  This helps you gauge your numbers much better.  

5. Try to keep your expenses as low as possible without compromising the event or vision God has given you.  

6. Have an open mind.  Chances are you won’t get everything you request on your first try at the budget.  Don’t get mad or upset, pray about, and work with, what you have.

7. If you are charging for the event, consider how much people are willing to pay for what they are getting.  Once again, people are not going to pay $100 per person to hear your cousin give a testimony, unless your cousin is Tim Duncan or something.  Make the cost a GREAT VALUE to your target audience.  Also, if you are charging $20 per person, how many people do you KNOW will come? If you know 100 will come or do pre-registration, then you know you have $2000 to start with.  Then put everything in order by priority.  If your speaker is #1 and will cost $500, then go to #2 and then #3 etc., until you are out of money.  Then ask yourself if you really need whatever is left on the list. 

8. Look at previous events like yours and see what they did and how much it cost.  This will really help you get a good idea about the cost of your event. 

9. Always plan and think like this is your money.  It is easy to spend other peoples money.  So ask yourself, if this was my money, or if I was paying for it would I really do this?  Would I really spend that much on_________?  If you would not do it personally out of your bank account don’t do it out of God’s.

10. Finally, if you have questions ask!

Name of Event:______________________________  Date of Event:______________

	Item(s)
	$ Amount Needed 
	Reason
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total Budget Requested:$______________(Please add up your total)

Total Budget Approved:$_______________ (Office use only)
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Mailing: P.O. Box 68, Pleasanton, TX 78064 ~ Physical: 561 FM 3350, Jourdanton, TX 78026
Phone: 830-769-3733 ~ Fax: 830-769-4206

www.cowboyfellowship.org
Ministry Event Request Form
Important ~ Please Note The Following Information:
· ALL of the following information (both sides) MUST be complete and submitted to the church office before a date will be placed on the church calendar.  Please remember, a submission of this form does not automatically place your event on the church calendar. You will receive notification of approval, or any necessary changes. 
· Each ministry is responsible for their own set-up and clean-up.
· All chairs must be returned before 4 P.M. on Saturdays unless otherwise approved. 
· If you need more room to explain please feel free to type it up and attach it to the back of this form.
PLEASE PRINT ALL ANSWERS
Event Name:_______________________________________________________________________________________

Date Of Event:________________  Start Time:________       A.M. or        P.M.            End Time:        A.M. or        P.M.           

Purpose Of Event:__________________________________________________________________________________________________

Explain how event will relate to the purpose of the church:__________________________________________________________________

                  _________________________________________________________________________________________________________________
(Please Check All That Apply)


       Ministry                              Missions                                 Maturity                                  Magnification                                     Membership  
Ministry Sponsoring Activity:___________________________________  


Leader in Charge:______________________________  Phone:___________________ Email:_____________________________________
(Supervising set-up, clean-up, etc.)


Frequency of Event:              One Time

  Ongoing

               Specify:___________________________________

Budget: Are you requesting funds from the church budget?              Yes                          No      

If yes: are you requesting the church to pay for the whole event or just a part of the event? ________________________________________


Will you charge for this event?                  Yes                                No

Please list how much and for what you will be charging for: ________________________________________________________________

________________________________________________________________________________________________________________

________________________________________________________________________________________________________________

If requesting funds from the church budget please fill out the budget form for this event in detail.

Number of people expected to reach:_________________

Location of Event: _______________________________________________________________________________________________

Room(s) Requested:              Worship Center
            Nursery
             Kitchen
         Upstairs
             Arena

                                               


                             Portable Buildings                         Other













Event Needs:                         Paper Goods, Specify:_____________________________________________________________________

                                               TV/VCR                   Sound Equipment                             Chairs, #______                Long Table, #_________

                                               Short Table, #_______                                                 Church to print flyers, bulletins, commitment cards, etc

                        
                                              Other, Specify:___________________________________________________________________________

	Publication/Venue
	“X”
	# of Weeks
	Start/Stop Dates
	Maximum Duration
	Submission Deadline

	Bulletin
	
	
	
	3 Weeks
	Tuesday prior to publication

	Power Point
	
	
	
	3 Weeks
	Tuesday prior to publication

	Ministry Sign Up Table
	
	
	
	4 Weeks
	Tuesday prior to publication

	Bulletin Board
	
	
	
	4 Weeks
	Tuesday prior to publication

	Newsletter
	
	
	
	1 Month
	3rd Tuesday of month

	Verbal Announcement
	
	
	
	2 – 3 Weeks
	Tuesday prior to publication

	Newspaper Article
	
	
	
	None
	Contact the office

	Newspaper Ad
	
	
	
	None
	830-769-3733


              


Publicity Needs:
Bulletin:  All information should be submitted to the church office (COPY READY) by the Tuesday prior to the Sunday publication.

Newsletter:  All information should be emailed to the church office (sue@cowboyfellowship.org) by the 3rd Tuesday of the month.

Publicity:  Approval must be obtained from the church office prior to posting.

Verbal Announcement:  These are reserved for church events only. Include text: 

____________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________

Publicity is on a first-come, first-served basis and content is subject to editing. Please work with your ministry leader for all publicity.

Offsite Events:

Drivers for church-sponsored events MUST be at least 21, CDL licensed with passenger endorsement and insured. Seat belts should be used by every       passenger.

Name of Driver(s): 



_____________________________________________________

Time of Departure from church:

_____________________________________________________

Time of Arrival at the Activity:


_____________________________________________________

Time of Departure from Activity:

_____________________________________________________

Time of Arrival back at church:

_____________________________________________________

Trip Leader:



_____________________________________________________

Address & Phone # of Destination:

_____________________________________________________

Your Name:__________________________________________________
Your Email:__________________________________________________

Date:
  __________________


        Activity has been placed on the church calendar as requested.

 

        Activity has been placed on the church calendar with the following adjustments:

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________





FOR OFFICE USE ONLY
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