
CONVENTION BUDGET
The Convention Budget is an integral part of the annual District Budget and should be approved with the District Budget each year.  A successful convention depends on a planned budget reflecting anticipated income and proposed expenses.  

Your Convention should be self-supporting.   The District treasury should hold any funds remaining from the convention, or as set forth in your District Standing Rules and/or Policies and Procedures.   In the event any approved items are overspent, these shortages will be paid by District funds, and are not the responsibility of any club and/or Pilot.

Anticipated attendance will be the basis for estimating income and expenses.  

The budget should provide realistic costs for each function or activity.  The total expenses should not exceed the total estimated income.

Compliance with the convention budget is mandatory.

Copies of the approved convention budget are distributed to:

All convention attendees

Pilot International Headquarters

The final statement of convention income and expenses, including registration refunds, and participant names, is mailed by the Treasurer to:

a.
Current/Incoming DAC/DEC

b.
District Clubs

[image: image1.wmf]
c.
ECR

d.
Pilot International Headquarters

1.
Convention Budget includes:

a.
meals including gratuity and tax

b.
social activities (coffee breaks, reception, etc.)

1.  Convention Budget includes:  (continued)

c.
program participants (NOT Pilots) –

registration fee, if attending entire convention


meals not included in registration fee


hotel, single room if not complimented


meals for guests for special occasions

d.
badges

e.
folios or envelopes

f.
printing of programs and tickets

g.
decorations - should include all decorations; however, costs should be kept to a 

minimum.

h.
postage, stationery, telephone, fax

2.
Convention Budget includes the following ONLY if provided for in the District Standing Rules, with limiting amounts, established by the District for each approved item:

a.
paid entertainment

b.
favors

c.
paid speakers, honorariums

3.
The Convention Budget DOES NOT include the following in the registration fee:

a.
expenses of personal guests or family members of DAC/DEC/ECR
  

b.
gifts for district officers and ECR

c.
registration fee for any member of the convention host club(s) (if used).  (If a member of the host club is a district officer, that registration fee is to be included in the district budget.)
d.
local guests unless authorized and approved  by the DAC/DEC, or as referenced in 
District Standing Rules and/or Policies and Procedures.

4.
District Budget re Convention Expenses:  District budget is presented for approval to the convention body by the Treasurer, and includes the following convention expenses:

a.
Expenses for bulletins to clubs (not individual members) and duplicating convention minutes.


b.
For District Governor, Governor Elect, Lt. Governor(s), Treasurer and 




Secretary:


.
registration fee and receipted meal expenses not to exceed approved 



daily allowance 


.
hotel for 3 nights should be *complimentary; however, the district pays for 
hotel 
(one-half  double convention rate) for a district officer not in 
complimentary room.  If someone other than a district officer shares a 
complimentary room, that person reimburses the district the hotel rate for 
the space occupied.


.           Transportation to be reimbursed as dictated by Pilot International Bylaws 
and/or Pilot International Policies; or in the alternative as set forth in the 
District Standing Rules and/or Policies and Procedures.  District will also 
reimburse for parking and tolls.  If traveling by train, bus, or plane, use 
most economical fare available. If traveling by automobile, the mileage 
allowed will not exceed round trip coach air fare.  Cancelled ticket, stub or 
receipt should be attached to expense report.


c.
For Executive Committee Representative


.
registration fee and receipted meal expenses not to exceed approved 


daily allowance


.
hotel for 3 nights should be *complimentary; however, the district pays 
hotel charges if not in a complimentary room


.
Transportation expenses for ECR are paid by Pilot International.



Note:  *Complimentary rooms may not be applicable to those Districts outside 



   the United States of America.
SAMPLE DISTRICT BUDGET

Note:  District Convention Items

REVENUE




EXPENSE

INCOME
     TOTAL
Dues (___ members @ $____x 12)




___________

Interest Income







___________

Fall Council/Workshop

Registration Fees






___________

District Convention

       Registration Fees






___________


Saturday Luncheon (Partials)




___________


Saturday Banquet (Partials)





___________


Sunday Breakfast/Brunch





___________




TOTAL REVENUE








    __________

ESTIMATED EXPENSES

DAC Meetings


Governor (Travel & Meals)


___________


Governor Elect (Travel & Meals)

___________


Lt. Governor(s) (Travel & Meals)

___________


Treasurer (Travel & Meals)


___________


Secretary (Travel & Meals)


___________

Total DAC Meetings








      __________

Fall Council:


Governor (Travel, Hotel & Meals)

___________


Governor Elect (Travel, Hotel & Meals)

___________


Lt. Governor(s) (Travel, Hotel & Meals)

___________


Treasurer (Travel, Hotel & Meals)

___________


Secretary (Travel, Hotel & Meals)

___________


Minutes & Reports



___________
Total DAC Fall Council Expenses






      __________


Decorations & Flowers


___________


Registration  Supplies


___________


Entertainment for Banquet


___________


Room Rental



___________


Postage




___________


Telephone




___________


Programs




___________


Saturday Night Dinner


___________


Sunday Breakfast/Brunch


___________


Miscellaneous (Speakers, Honorariums,





         Presentations, etc.)

___________





Total Remaining Fall Council Cost






      __________

District Convention



EXPENSE

INCOME
          TOTAL

Governor & Governor Elect







(Hotel comp, Meal Fees, Travel & Other Meals)
__________


Lt. Governor(s) (Hotel, Meal Fees, travel 








& Other Meals) 

__________

Treasurer (Hotel, Meal Fees, Travel &








Other Meals) 

__________

Secretary (Hotel, Meal Fees, Travel &








Other Meals) 

__________

ECR (Hotel, Meal Fees)


__________
Total DAC & ECR Expenses for District Conv.





        _________


Decorations & Arrangements

__________


Programs




__________


Room rental



__________


Registration Supplies


__________


Banquet Entertainment


__________


Memorial Service



__________


Telephone & Postage


__________


DAC Reception



__________


Installation




__________


Saturday Luncheon


__________


Saturday Banquet



__________


Sunday Breakfast/Brunch


__________


Miscellaneous



__________

Total Remaining Cost of District Convention





      __________

International Convention

Incoming Governor – PI pays authorized exp.
____________

Incoming Governor Elect, Lt. Governor(s)




(Travel, Hotel, Registration Fee, & Other Meals)
_________

Secretary & Treasurer


_________

District Convention Or 
District Wide Anchor Meeting

Governor &/or District Youth Coordinator
_________



Other Expenses

District Officers Postage & Supplies
____________


Governor’s Bulletins(Printing & Postage)
____________


Bond for District Treasurer


____________


Telephone expense


____________


District Audit Expense


____________


Division Coordinators (Postage, Supplies, Prt)
____________


District Roster (Printing)


____________


District Growth Team


____________


PIF Rep. (Printing, Postage, etc.)

____________


Nominating Committee


____________


Awards Jury (Postage, Telephone, etc.)

____________


Chaplain’s Expense (Cards, Postage, etc.)
____________


Past Governor’s Pin


____________


Gifts or Honorariums


____________


Miscellaneous



____________

   Total Other Expenses








__________

TOTAL ESTIMATED EXPENSES (Should not exceed revenues)

      __________


Budget Planner
 Your meeting budget is an estimate of anticipated income and expense for your meeting and provides financial control and accountability.  It’s important to document how and why you arrived at all figures, so keep track of calculations used to arrive at each budgeted item.  Allow contingencies for the unexpected.  Reviewing last year’s budget will give you a good basis for preparing this year’s.  And analyzing the difference between budgeted and actual costs will get you closer to actual expenses the next time.

Below are some expense and revenue items.  Remember to add room tax, sales tax and gratuities where appropriate as this can add up to a sizeable amount.  You may wish to assign a series of account numbers to various expense and revenue categories to help keep similar items grouped together.
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Name of meeting: ___________________________________________________________ Dates:______________
Budget prepared by: _________________________________________________________ Dates:______________

No. participants:  ________  No. days:  _________   Estimated cost per person:  $ _______________
Budget: $_________________________________________  Actual expenses: $ ______________________________

Acct.#
Expense Item


Projected

Actual
Variance 


100

Sleeping Rooms


 $

        $


  $

200

Transportation
201

Air transportation
202

Ground transportation


300

Food & Beverages (include tax & grat.)
301

Breakfast
302

Lunch

303

Breaks – AM and PM
304

Dinner
305

Receptions (include bartenders)

306

Hospitality (include bartenders)

400

Audio/Visual
401

Equipment Rental
402

Labor

403

Material production (slides, video, etc.)
500

Printed materials
501

Name badges

502

Programs



503

Signage
504

Stationery and envelopes

505

Flyers



                                                                                                                                                                                  
Budget Planner

Acct.#
Expense Item


Projected

Actual
Variance 


600

Administration


 $

        $


  $
601

Telephone
602

Shipping
603

Clerical wages
604

Postage
605

Extra gratuities
606

Meeting room charges
700

Recreation
701

Tours
702

Guides and admission fees

703

Cancellation Insurance

800

Speaker fees and expenses

900

Miscellaneous





Total expenses

                                                                                                                                                                                  
Acct.#
Revenue Item


Projected

Actual
Variance 


0100

Registration Fees


 $

        $


  $
0101

Full registration
0102

Partial registration
0103

Student registration

0200

Exhibitor fees
0201

Earlybird
0202

Regular fee
0203

Sponsorships



Total revenues


Less total expense


Total anticipated profit
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