Budgeting Worksheet 

There are a lot of ways to spend your trade show budget.  The following worksheet lists them – so you can get it down on paper and avoid nasty surprises if you forget something and then your budget comes up short.  

Budget Item

    Itemized
Pre-Show   Actual 
        Invoice

Notes




     Budget
 Estimate    Cost
        Paid Date

Booth Space






 Space (current year)
$_______
$_______
$_______
_______
_______



 Space (last year)
$_______
$_______
$_______
_______
_______


 Deposit (next year)
$_______
$_______
$_______
_______
_______

Sub-total
$_______
$_______
$_______
_______
_______





Exhibit Structure






 Design 
$_______
$_______
$_______
________
_______






 Building/refurbishment
$_______
$_______
$_______
________
_______

  Exhibit make-ready
$_______
$________
$_______
________
_______






  Gang box supplies
$_______
$_______
$_______
________
_______






  Graphics design/ 
$_______
$_______
$_______
________
_______

   production






  Drayage outbound
$_______
$_______
$_______
________
_______






  Drayage inbound
$_______
$_______
$_______
________
_______






  Tax on materials
$_______
$_______
$_______
________
_______





  Storage (prorated)
$_______
$_______
$_______
________
_______






  Insurance (prorated)
$_______
$_______
$_______
________
_______





Sub-total  
$_______
$_______
$_______
________
_______





Shipping






  Ground Transportation
   $_______    $_______      $_______
        ________
          _______

   To Show






  Ground Transportation
   $_______    $_______      $_______
        ________
          _______ 

   From Show


  Air/Sea to Show
$_______
$_______
$_______
________
_______






  Air/Sea from Show
$_______
$_______
$_______
________
_______






Sub-total
$_______
$_______
$_______
________
_______





On-Site Services






  Audio Visual
$_______
$_______
$_______
_______
_______







  Bottled Water
$_______
$_______
$_______
_______
_______






  Carpet Rental
$_______
$_______
$_______
_______
_______






  Cleaning/Porter
$_______
$_______
$_______
_______
_______





  Computer Rental
$_______
$_______
$_______
_______
_______





  Custom Signage
$_______
$_______
$_______
_______
_______





  Drayage
$_______
$_______
$_______
_______
_______





  Electrical
$_______
$_______
$_______
_______
_______





  Exhibitor Badges
$_______
$_______
$_______
_______
_______





  Floral/ Plant 
$_______
$_______
$_______
_______
_______





  Furniture Rental 
$_______
$_______
$_______
_______
_______





  Labor (I&D)
$_______
$_______
$_______
_______
_______





  Lead Retriever
$_______
$_______
$_______
_______
_______





  Parking Space

   $_______    $_______       $_______
        _______
          _______ 

   Rental




  

Photography
$_______
$_______
$_______
_______
_______






  Plumbing 
$_______
$_______
$_______
_______
_______





  Riggers
$_______
$_______
$_______
_______
_______





Safety Container 
   $_______    $_______      $_______
        _______
          _______

   Rental






  Security Guard
$_______
$_______
$_______
_______
_______






  Telephone Rental
$_______
$_______
$_______
_______
_______





  Temporary

   $_______    $_______      $_______
        _______
          _______ 

    Personnel






Sub-total
$_______
$_______
$_______
_______
_______






Personnel Expenses






  Salaries
$_______
$_______
$_______
_______
_______






  Sales Training
$_______
$_______
$_______
_______
_______





  Pre-show dinner
$_______
$_______
$_______
_______
_______





  Staff attire
$_______
$_______
$_______
_______
_______





  Transportation
$_______
$_______
$_______
_______
_______





  Hotel
$_______
$_______
$_______
_______
_______





  Food & Entertainment
$_______
$_______
$_______
_______
_______





Sub-total
$_______
$_______
$_______
_______
_______
Promotion






  Advertising
$_______
$_______
$_______
_______
_______






  Customer 

   $_______    $_______      $_______
        _______
          _______

    Hospitality






  Direct Mail
$_______
$_______
$_______
_______
_______





  Kiosk Space
$_______
$_______
$_______
_______
_______






  Incentives / 

   $_______    $_______      $_______
        _______
          _______

   Premiums






Literature
$_______
$_______
$_______
_______
_______






  Mailing list

   $_______    $_______      $_______
        _______
          _______

    Rental




  

Presentation

   $_______    $_______       $_______
        _______
          _______ 

    Script-Writing




 

Presenter/Talent
$_______
$_______
$_______
_______
_______






  Press Kits
$_______
$_______
$_______
_______
_______





  Press Conference
$_______
$_______
$_______
_______
_______





  Sponsorships
$_______
$_______
$_______
_______
_______





  Printing
$_______
$_______
$_______
_______
_______





Sub-total
$_______
$_______
$_______
_______
_______





Lead Gathering/

   Fulfillment






  Lead form printing
$_______
$_______
$_______
_______
_______





  Cover letter printing
$_______
$_______
$_______
_______
_______





  On-site equipment
   $_______    $_______      $_______
        _______
          _______

   Rental




 

  Postage
$_______
$_______
$_______
_______
_______





  Labor
$_______
$_______
$_______
_______
_______





Sub-total
$_______
$_______
$_______
_______
_______





Contingency (10%)
$_______
$_______
$_______
_______
_______

Grand Total 
$_______
$_______
$_______
_______
_______


