Budget Template Definitions

	A.REVENUE

	 1.OAME Loan

· See bylaw 21 for process

	 2. OAME membership fees

· Use $12 000.00 when estimating for budget

	 3.Registration Fees

· Includes projected costs (less exhibitors fees, donations), OAME delegate PD fee

· See Appendix FIN-2 on page 48 in Conference Guide for formula

· Also includes cancellation fees. See page 5 of Conference Guide. 

	 4.Exhibitor Fees

· Fees collected per table for exhibitor display. See page 31 in Conference Guide

	 5.Donations/Sponsors

· Eg: sponsoring of “wine & cheese” events, delegate bags, name tags, etc

· Charitable donations (OAME can provide tax receipts if requested- OAME is a registered charity). Contact Executive Directors for process

	 6. Advertising

· Eg: fees collected to advertise in Program booklet

	 7.Special Hospitality Events

· Fees collected for events not included in registration fee

· Eg: Equity Brunch, Past President’s Lunch, Banquet, Delegate Evening Social event, box lunches

	 8.Bank Interest

	 9.Other (Please specify)

· List other key sources of revenue

	

	B.EXPENSES

	 1.OAME Loan

· Must be repaid within 30 days after conference

	 2.OAME Membership Fees

· EDs will confirm amount after receiving list of memberships

· Use $12 000.00 when estimating for budget

	 3.OAME Delegate Fee 

· $35 per delegate, prorated for partial attendance (Fri/Sat or Thurs/Sat: $17.50, Sat only: $7.00)

	 4.Registration Costs

· delegate bags, name tags, receipts, etc

· website fees, including MCIS administrator honorarium (suggest $500)

· computer costs

	 5.Exhibits

· eg: curtains, skirting,  electricity, tables/chairs, carpeting, security

	 6.Special Hospitality Events

· Eg: Equity Brunch, Past President’s Lunch, Banquet, Delegate Evening Social event, box lunches

	 7.Promotions, Publicity

· Eg: flyers, promotional items used in the two years before the conference, etc

	 8.Program Booklets

· Design, print, distribute (address labels, envelopes, postage)

	 9.Organizing Committee Expenses

· Eg: Travel, meeting costs, supply teachers, accommodation, job-shadowing, T-shirts

	10.Parking, Buses

· To take delegates to social events

· May not be required / delegates pay their own

	11.Refreshments, Catering

· Eg: coffee breaks, exhibitor refreshments, wine and cheese events, etc

· Taxes and gratuity

	12.Facility Costs

· Fees for all facilities used (workshops, exhibitor display, auditoriums, etc)

· signs

· Accommodation for OAME President

	13.Equipment Rentals

· AV (eg: overheads and screens, TVs, sound systems)

· Walkie-talkies

	14.Supplies, Office Costs, Postage

· Does not include costs for program booklet above

· Phone/fax

· Office supplies (eg: tape, pens, pencils, paper)

	15.Bank and Credit Card Charges

· IATS charges 2.45% plus $0.46 (+ GST) per transaction for Visa and Mastercard plus $16 (+ GST) per month. Contact EDS for information on how to set up an account with them. Be sure to include an address( eg conf treasurer’s home address) on conference cheques as IATS requires an address on cheques to set-up an account with them.

	16.Gifts, Workshop Speaker Expenses

· Gifts for workshop speakers

	17.Keynote Speakers

· Honorariums, fees

· gifts

· Accommodation, travel expenses 

	18.Student Helpers

· T-shirts

· Lunch if supplied

	19.Other (Please specify)

	


