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Event Cost Estimating

The following lists are designed as a prompt when estimating the myriad services and equipment that may be required to host an AGM Event.  Later, it is this information that will be further refined for inclusion in the AGM Event budget.
1. NATIONAL ADMINISTRATION
· NAO staff-wages

· NAO staff-travel

· NAO staff-accommodation

· NAO staff-other expenses

· Computer Hire (NAO Agreement)

· Locating Us software (NAO Agreement)

· ID Choice Software (NAO Agreement)

· NatCom & Ex-Officio travel

· NatCom & Ex-Officio accommodation

· NatCom & Ex-Officio other expenses

2. EVENT REGISTRATION
· Event Bags

· Swipecards – (NAO)
· Wristbands – (NAO)
· Vehicle ID Stickers – (NAO)

· Lanyards

3. VENUES
· Hire-Main Site

· Hire-Event Check-in Site

· Hire-Extended NatCom & AGM Venue

· Hire-Grand Parade assembly area

· Hire-Grand Parade termination area

· Hire-Site infrastructure (eg. On-site buildings, PA systems etc.)


· Upgrades & improvements to permanent site infrastructure


4. EQUIPMENT & CONSUMABLES
· Hire-Tent City

· Hire-Toilets-Check-in area

· Hire-Toilets & Showers-Campground

· Hire-Toilets & showers-Trader area(s)

· Hire-Toilets-Main Marquee/Hoecker/Social area(s)

· Hire-Other plumbing infrastructure (Pumps, Grey-water shuttles etc.)


· Hire-Electrical infrastructure (Generators, light towers etc.)


· Hire-Refrigeration infrastructure (Reefers, mobile cold-rooms etc.)


· Hire-Forklift

· Hire-Knuckle boom or Scissor-lift

· Hire-Temporary fencing & crowd control barriers

· Hire-Temporary buildings

· Hire-Temporary soft structure(s)-(Main Marquee/Hoecker and/or large marquees)


· Hire-Stage(s)

· Hire-Dance floor(s)

· Hire-PA System(s)

· Hire-Sound System(s)

· Hire-Lighting System(s)

· Hire-Tables(All areas)

· Hire-Chairs(All areas)

· Hire-Trade show partitions

· Hire-Office machines (Computers, printers, photocopier etc.)


· Hire-Shade shelters

· Hire-Specific other equipment (eg. VMS boards &Traffic barriers for Grand Parade)
· Consumables for ablutions

· Stores items (Marking paint, tape, star-pickets etc.)


· Fuel

5. SERVICES & UTILITIES
· Services-Plumbing

· Services-Electrical & Data

· Services-Professional Security

· Services-Ambulance & First Aid

· Services-Entertainers

· Services-Bar

· Services-Cleaning & restocking toilets & showers

· Services-Cleaning other areas

· Services-Rubbish removal

· Services-Ablution block pump-out

· Services-Reinstatement/repair of grounds

· Services-Transport-On-site shuttles

· Services-Transport-Off-site shuttles

· Services-Transport-Dinner Buses

· Services-Specific other services(eg. Writing a compliant Traffic Management Plan)
· Utilities-Electricity consumption

· Utilities-Water consumption

· Utilities-Telephone & internet use

· Donations-Services performed by community organisations


6. LICENSING & REGULATORY
· Alcohol license

· APRA (Australasian Performing Right Association) license
(NAO)
· Fire compliance permits

· Building compliance permits (Temporary structures)

· Other event permit(s) - Health compliance, permission to hold an event, Victoria – P.O.P.E. (Place of Public Entertainment) permit etc.


· Traffic management permits (Grand Parade)

· Road closure permits

7. CATERING & DINING
· Catering for Extended NatCom Meeting(Friday)

· Catering for Annual General Meeting(Saturday)

· Catering for Volunteers BBQ

· Water for Volunteers

· Coffee, tea, milk, sugar & water for various areas

· Decorations

8. EVENT ADMINISTRATION & PROMOTION
· Guarantees & bond charges

· Postage & freight charges

· Printing charges

· Airfare & accommodation charges

· Bank transactions & fees

· Stationery Items

· Trophies(Event)

· Trophies(Show & Shine)

· AGM Badges

· Volunteer Badges

· Event programme

· Maps, brochures and member information

· Menus and placemats

· Signage & banners

9. EXPENSES THAT MAY BE ABLE TO BE OFFSET BY INCOME
· Commemorative merchandise

· Alcohol & drinks

· Catered meals

