




















DATE WHAT VENDOR WHERE WHEN UNIT 
PRICE

# OF 
ITEMS

BUDGET ACTUAL

Transportation

Hotel Rooms

Deposits

Taxes

Gratuities

Breakfast

Lunch

Dinner

Attraction Tickets

Guest Gifts

Parking

Activity 1

Activity 2

Activity 3

Activity 4

Printing

Postage

Maps

Rentals (tables, 
linens)

Entertainment

Photographer

Videographer

Memory Book

Awards

TOTAL

In Kind Donations

Cash Donations

Guest Fees

Sponsors

TOTAL









14. KEEPSAKE PRODUCTION WORKSHEET

PRE-PRODUCTION COST
Catalog cost per piece x number ordered
Cost of artwork

 
$ 

$

PRODUCTION COST
Set-up 
Additional colors 
Customization charges 
Taxes 

$
$
$
$

TOTAL PRODUCTION COST 
To determine individual costs, divide total production cost by 
the number of pieces. Your cost per piece =  
total production cost ÷ number of orders + shipping cost.

$

SHIPPING COST 
Packaging materials  
Postage

$
 

$

TOTAL $





•  Post Cards 0.20 per piece

•  Plastic Bags 0.25 per piece

•  Visitors Guides 1.00 per piece











ACTIVITY LOCATION TIME NEEDED COST

TOTAL COST $

ACTIVITY LOCATION TIME NEEDED COST

TOTAL COST $ 

ACTIVITY LOCATION TIME NEEDED COST

TOTAL COST $

ACTIVITY LOCATION TIME NEEDED COST

TOTAL COST $



ACTIVITY TIME ALLOTTED PERSON RESPONSIBLE

Greetings and Special Words of thanks

Declaration of family crest (values and beliefs)

Special reading or poem

Musical selection

Blessing of the family

Special remembrances for those who passed away this year

Special prayers or verse

Recognition of new family members, elder birthdays etc.

Conclusion

Presentation of family Tree

Group photo

Other activities






