Planning the Convention Budget
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For a convention to be a financial success, it is important to accurately estimate the revenue and expenses to produce the event.   With a couple of helpful tracking tools and by using a previous convention budget as an initial guide, the process is not as daunting as it may initially seem.   Take the event step by step and be ready to make adjustments as you go. 

PRICING THE EVENT – How much should you charge for registration?

The registration fee may be determined through the budgeting process.  

1) Estimate your expenses.  Remember that there are FIXED Costs, which occur regardless of the number of attendees, and VARIABLE costs, which are in direct relation to each attendee participating.  Typical fixed expenses include speaker’s fees, room and equipment rentals.  Variable expenses will fluctuate based on the number of attendees and include food, beverage and registration materials. 

2) Estimate Revenue.  Revenue from a convention comes from more than just the registration fees paid by attendees.  Additional revenue sources from sponsorship, fundraising and program booklet ad sales may have a positive impact on the registration fee charged to attendees.  A convention priced too high may thwart attendance, but priced too low may spell a financial burden to the district.  

If your district is able to bring in some guaranteed revenue streams, it will help to cover the expenses that may come with providing a higher-quality event.  Also remember that there are speakers who are willing to come to your event for just the cost of travel, housing and meals.  Make sure you also know the attendee capacity that your chosen facility can accommodate.

3) Once you have determined the total expected expenses, you may simply divide it by the number of expected attendees for a base registration fee.  Be very cautious about your estimate of registered attendees; err on the side of underestimating attendance, or the registration fee may not be sufficient to cover the costs of the event.  It is highly recommended that this initial cost per attendee figure be the lowest level of discounted registration price offered, such as an “early bird” registration.  The additional revenue helps to cover the event fixed expenses up front, offset complimentary rooms and meals offered to various dignitaries and provide seed money needed for the next convention.
4) Determine what the typical fixed costs are each year.  Strive to achieve a net revenue from your convention every year to ensure that the fixed costs for the next convention are covered.
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