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Smartsheet	Contributor	Joe	Weller	January	18,	2017	When	you	host	an	event,	there	are	a	lot	of	things	to	monitor.	Event	budgets	are	among	the	most	important	aspects	of	event	planning	and	management.	Whether	it's	a	large	concert	performance	or	a	small	fundraising	event,	there	are	a	wide	range	of	expenses	and	revenues	to	manage—and	without	a
centralized	place	to	track	them,	important	items	can	fall	through	the	cracks	and	push	you	over	budget.		Estimating	expenses	and	revenues	accurately	is	essential	for	managing	a	successful	event.	This	is	especially	true	for	events	that	will	be	held	on	a	recurring	basis,	such	as	annual	conferences,	seminars,	or	music	and	arts	festivals.	In	this	article,
you’ll	find	event	planning	budget	templates	to	help	keep	you	on	track.		An	event	budget	spreadsheet	or	worksheet	can	help	you	track	event	expenditures,	such	as	venue	rentals,	refreshments	for	attendees,	marketing	and	advertising	costs,	and	travel	fees.	You	can	also	use	it	to	track	incomes,	such	as	ticket	sales,	vendor	payments,	merchandise	sales,
and	advertising	revenue.	In	this	way,	these	free	event	budget	templates	can	help	you	check	planned	against	actual	costs,	and	verify	the	accuracy	of	profit	projections.	We've	also	provided	customizable	event	budget	templates	in	Smartsheet,	a	work	execution	platform	that	empowers	you	to	more	efficiently	manage	event	planning	efforts	with	real-time
collaboration	and	process	automation.	This	event	budget	template	for	Excel	can	be	used	for	any	type	of	event.	As	a	more	advanced	events	budget	template,	it	may	be	used	later	in	the	planning	process,	and/or	to	calculate	expenses	for	more	complex	events.	It	includes	a	range	of	expense	and	revenue	categories	that	can	be	customized	for	your	specific
needs,	including	venue	rental,	travel	costs,	public	relations	expenditures,	event	programming	fees,	vendor	expenses	and	incomes,	and	ticket	and	product	sales.	It	also	offers	charts	for	visualizing	actual	versus	projected	profit	and	loss,	so	you	can	track	the	accuracy	of	your	event	budget	forecast.	Download	Event	Budget	Template	Excel	|	Smartsheet
This	simple	event	budget	template	can	be	used	early	in	the	event	planning	process	to	jot	down	expense	estimates.	It	allows	you	to	estimate	costs	across	a	variety	of	categories,	including	staff	wages,	venue	rentals,	marketing	and	communications	expenditures,	and	attendee	services.	This	event	budget	worksheet	will	give	you	an	idea	of	how	much
revenue	is	needed	to	recoup	expenses,	what	price	to	charge	for	admission,	and	how	many	tickets	must	be	sold	to	make	a	profit.		Download	Event	Budget	Workbook	Excel	|	PDF	|	Smartsheet	This	event	planner	budget	template	can	be	used	to	plan	parties.	It	contains	a	variety	of	categories	related	to	party	planning,	such	as	invitation	and	RSVP	card
printing,	table	and	chair	rentals,	decorations,	and	refreshment	costs.	It	also	allows	you	to	plot	the	difference	between	your	event	planning	budget	and	your	actual	expenses,	and	displays	this	information	on	an	easy-to-read	chart.		Download	Party	Budget	Template	Excel	|	Smartsheet	This	template	for	event	planning	and	budgeting	is	used	to	calculate
costs	and	incomes	for	a	large	conference.	It	offers	a	sample	event	budget	for	a	multi-day	conference	event,	and	automatically	calculates	planned	and	actual	costs	for	venue	rentals,	audio-visual	equipment,	speaker	fees,	hotel	rooms,	food	and	beverages	for	each	day	of	the	conference,	printing	and	signage,	and	more.	Use	this	worksheet	to	manage	more
complex,	offsite	events	that	span	multiple	days,	and	that	involve	speakers	and	guests	from	a	variety	of	locations.		Download	Conference	Planning	Worksheet	Excel	|	Smartsheet	The	best	marketing	teams	know	the	importance	of	effective	campaign	management,	consistent	creative	operations,	and	powerful	event	logistics	--	and	Smartsheet	helps	you
deliver	on	all	three	so	you	can	be	more	effective	and	achieve	more.		The	Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated
workflows	built	to	keep	your	team	connected	and	informed.	When	teams	have	clarity	into	the	work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for	free,	today.	Try	Smartsheet	for	Free	Get	a	Free	Smartsheet	Demo	This	happened	to	me	when	I	changed	my	computer's	default
language	from	English	to	French.	In	French,	commas	(,)	are	used	instead	of	decimal	points	(.)	in	numbers,	and	vice	versa.	In	Excel	I	was	still	writing	numbers	in	the	English	format	(3.42)	when	it	was	expecting	a	French	format	(3,42).	I	fixed	it	by	finding	'Change	the	date,	time	or	number	format'	in	the	Start	search	box,	clicking	on	Additional	Settings,
then	changing	the	symbol	for	a	decimal	point	to	(.)	instead	of	(,).	Copyright	©	2021	K5	Learning	See	also:	Properties	of	Polygons	Area	is	a	measure	of	how	much	space	there	is	inside	a	shape.		Calculating	the	area	of	a	shape	or	surface	can	be	useful	in	everyday	life	–	for	example	you	may	need	to	know	how	much	paint	to	buy	to	cover	a	wall	or	how
much	grass	seed	you	need	to	sow	a	lawn.	This	page	covers	the	essentials	you	need	to	know	in	order	to	understand	and	calculate	the	areas	of	common	shapes	including	squares	and	rectangles,	triangles	and	circles.	Calculating	Area	Using	the	Grid	Method	When	a	shape	is	drawn	on	a	scaled	grid	you	can	find	the	area	by	counting	the	number	of	grid
squares	inside	the	shape.	In	this	example	there	are	10	grid	squares	inside	the	rectangle.	In	order	to	find	an	area	value	using	the	grid	method,	we	need	to	know	the	size	that	a	grid	square	represents.	This	example	uses	centimetres,	but	the	same	method	applies	for	any	unit	of	length	or	distance.	You	could,	for	example	be	using	inches,	metres,	miles,
feet	etc.	In	this	example	each	grid	square	has	a	width	of	1cm	and	a	height	of	1cm.	In	other	words	each	grid	square	is	one	'square	centimetre'.	Count	the	grid	squares	inside	the	large	square	to	find	its	area..	There	are	16	small	squares	so	the	area	of	the	large	square	is	16	square	centimetres.	In	mathematics	we	abbreviate	'square	centimetres'	to	cm2.	
The	2	means	‘squared’.		Each	grid	square	is	1cm2.	The	area	of	the	large	square	is	16cm2.	Counting	squares	on	a	grid	to	find	the	area	works	for	all	shapes	–	as	long	as	the	grid	sizes	are	known.	However,	this	method	becomes	more	challenging	when	shapes	do	not	fit	the	grid	exactly	or	when	you	need	to	count	fractions	of	grid	squares.	In	this	example
the	square	does	not	fit	exactly	onto	the	grid.		We	can	still	calculate	the	area	by	counting	grid	squares.	There	are	25	full	grid	squares	(shaded	in	blue).	10	half	grid	squares	(shaded	in	yellow)	–	10	half	squares	is	the	same	as	5	full	squares.	There	is	also	1	quarter	square	(shaded	in	green)	–	(¼	or	0.25	of	a	whole	square).	Add	the	whole	squares	and
fractions	together:	25	+	5	+	0.25	=	30.25.	The	area	of	this	square	is	therefore	30.25cm2	.	You	can	also	write	this	as	30¼cm2.	Although	using	a	grid	and	counting	squares	within	a	shape	is	a	very	simple	way	of	learning	the	concepts	of	area	it	is	less	useful	for	finding	exact	areas	with	more	complex	shapes,	when	there	may	be	many	fractions	of	grid
squares	to	add	together.	Area	can	be	calculated	using	simple	formulae,	depending	on	the	type	of	shape	you	are	working	with.	The	remainder	of	this	page	explains	and	gives	examples	of	how	to	calculate	the	area	of	a	shape	without	using	the	grid	system.	Areas	of	Simple	Quadrilaterals:	Squares	and	Rectangles	and	Parallelograms	The	simplest	(and
most	commonly	used)	area	calculations	are	for	squares	and	rectangles.	To	find	the	area	of	a	rectangle,	multiply	its	height	by	its	width.	Area	of	a	rectangle	=	height	×	width	For	a	square	you	only	need	to	find	the	length	of	one	of	the	sides	(as	each	side	is	the	same	length)	and	then	multiply	this	by	itself	to	find	the	area.	This	is	the	same	as	saying	length2
or	length	squared.	It	is	good	practice	to	check	that	a	shape	is	actually	a	square	by	measuring	two	sides.		For	example,	the	wall	of	a	room	may	look	like	a	square	but	when	you	measure	it	you	find	it	is	actually	a	rectangle.	Often,	in	real	life,	shapes	can	be	more	complex.	For	example,	imagine	you	want	to	find	the	area	of	a	floor,	so	that	you	can	order	the
right	amount	of	carpet.	A	typical	floor-plan	of	a	room	may	not	consist	of	a	simple	rectangle	or	square:	In	this	example,	and	other	examples	like	it,	the	trick	is	to	split	the	shape	into	several	rectangles	(or	squares).	It	doesn’t	matter	how	you	split	the	shape	-	any	of	the	three	solutions	will	result	in	the	same	answer.	Solution	1	and	2	require	that	you	make
two	shapes	and	add	their	areas	together	to	find	the	total	area.	For	solution	3	you	make	a	larger	shape	(A)	and	subtract	the	smaller	shape	(B)	from	it	to	find	the	area.	Another	common	problem	is	to	the	find	the	area	of	a	border	–	a	shape	within	another	shape.	This	example	shows	a	path	around	a	field	–	the	path	is	2m	wide.	Again,	there	are	several	ways
to	work	out	the	area	of	the	path	in	this	example.	You	could	view	the	path	as	four	separate	rectangles,	calculate	their	dimensions	and	then	their	area	and	finally	add	the	areas	together	to	give	a	total.	A	faster	way	would	be	to	work	out	the	area	of	the	whole	shape	and	the	area	of	the	internal	rectangle.	Subtract	the	internal	rectangle	area	from	the	whole
leaving	the	area	of	the	path.	The	area	of	the	whole	shape	is	16m	×	10m	=	160m2.	We	can	work	out	the	dimensions	of	the	middle	section	because	we	know	the	path	around	the	edge	is	2m	wide.	The	width	of	the	whole	shape	is	16m	and	the	width	of	the	path	across	the	whole	shape	is	4m	(2m	on	the	left	of	the	shape	and	2m	on	the	right).	16m	-	4m	=
12m	We	can	do	the	same	for	the	height:	10m	-	2m	-	2m	=	6m	So	we	have	calculated	that	the	middle	rectangle	is	12m	×	6m.	The	area	of	the	middle	rectangle	is	therefore:	12m	×	6m	=	72m2.	Finally	we	take	the	area	of	the	middle	rectangle	away	from	the	area	of	the	whole	shape.	160	-	72	=	88m2.	The	area	of	the	path	is	88m2.	A	parallelogram	is	a
four-sided	shape	with	two	pairs	of	sides	with	equal	length	–	by	definition	a	rectangle	is	a	type	of	parallelogram.	However,	most	people	tend	to	think	of	parallelograms	as	four-sided	shapes	with	angled	lines,	as	illustrated	here.	The	area	of	a	parallelogram	is	calculated	in	the	same	way	as	for	a	rectangle	(height	×	width)	but	it	is	important	to	understand
that	height	does	not	mean	the	length	of	the	vertical	(or	off	vertical)	sides	but	the	distance	between	the	sides.	From	the	diagram	you	can	see	that	the	height	is	the	distance	between	the	top	and	bottom	sides	of	the	shape	-	not	the	length	of	the	side.	Think	of	an	imaginary	line,	at	right	angles,	between	the	top	and	bottom	sides.	This	is	the	height.
Calculating	the	Area	of	Triangles	It	can	be	useful	to	think	of	a	triangle	as	half	of	a	square	or	parallelogram.	Assuming	you	know	(or	can	measure)	the	dimensions	of	a	triangle	then	you	can	quickly	work	out	its	area	by	using	this	formula:	Area	of	a	triangle	=	(height	×	width)	÷	2.	In	other	words	you	can	work	out	the	area	of	a	triangle	in	the	same	way	as
the	area	for	a	square	or	parallelogram,	then	just	divide	your	answer	by	2.	The	height	of	a	triangle	is	measured	as	a	right-angled	line	from	the	bottom	line	(base)	to	the	‘apex’	(top	point)	of	the	triangle.	Here	are	some	examples:	The	area	of	the	three	triangles	in	the	diagram	above	is	the	same.	Each	triangle	has	a	width	and	height	of	3cm.	The	area	is
calculated:	(height	×	width)	÷	2	3	×	3	=	9	9	÷	2	=	4.5	The	area	of	each	triangle	is	4.5cm2.	In	real-life	situations	you	may	be	faced	with	a	problem	that	requires	you	to	find	the	area	of	a	triangle,	such	as:	You	want	to	paint	the	gable	end	of	a	barn.	You	only	want	to	visit	the	decorating	store	once	to	get	the	right	amount	of	paint.	You	know	that	a	litre	of
paint	will	cover	10m2	of	wall.	How	much	paint	do	you	need	to	cover	the	gable	end?	You	need	three	measurements:	A	-	The	total	height	to	the	apex	of	the	roof.	B	-	The	height	of	the	vertical	walls.	C	-	The	width	of	the	building.	In	this	example	the	measurements	are:	A	-	12.4m	B	-	6.6m	C	-	11.6m	The	next	stage	requires	some	additional	calculations.
Think	about	the	building	as	two	shapes,	a	rectangle	and	a	triangle.	From	the	measurements	you	have	you	can	calculate	the	additional	measurement	needed	to	work	out	the	area	of	the	gable	end.	Measurement	D	=	12.4	–	6.6	D	=	5.8m	You	can	now	work	out	the	area	of	the	two	parts	of	the	wall:	Area	of	the	rectangular	part	of	the	wall:	6.6	×	11.6	=
76.56m2	Area	of	the	triangular	part	of	the	wall:	(5.8	×	11.6)	÷	2	=	33.64m2	Add	these	two	areas	together	to	find	the	total	area:	76.56	+	33.64	=	110.2m2	As	you	know	that	one	litre	of	paint	covers	10m2	of	wall	so	we	can	work	out	how	many	litres	we	need	to	buy:	110.2	÷	10	=	11.02	litres.	In	reality	you	may	find	that	paint	is	only	sold	in	5	litre	or	1
litre	cans,	the	result	is	just	over	11	litres.	You	may	be	tempted	to	round	down	to	11	litres	but,	assuming	we	don’t	water	down	the	paint,	that	won’t	be	quite	enough.	So	you	will	probably	round	up	to	the	next	whole	litre	and	buy	two	5	litre	cans	and	two	1	litre	cans	making	a	total	of	12	litres	of	paint.	This	will	allow	for	any	wastage	and	leave	most	of	a
litre	left	over	for	touching	up	at	a	later	date.	And	don’t	forget,	if	you	need	to	apply	more	than	one	coat	of	paint,	you	must	multiply	the	quantity	of	paint	for	one	coat	by	the	number	of	coats	required!	Areas	of	Circles	In	order	to	calculate	the	area	of	a	circle	you	need	to	know	its	diameter	or	radius.	The	diameter	of	a	circle	is	the	length	of	a	straight	line
from	one	side	of	the	circle	to	the	other	that	passes	through	the	central	point	of	the	circle.	The	diameter	is	twice	the	length	of	the	radius	(diameter	=	radius	×	2)	The	radius	of	a	circle	is	the	length	of	a	straight	line	from	the	central	point	of	the	circle	to	its	edge.		The	radius	is	half	of	the	diameter.	(radius	=	diameter	÷	2)	You	can	measure	the	diameter	or
radius	at	any	point	around	the	circle	–	the	important	thing	is	to	measure	using	a	straight	line	that	passes	through	(diameter)	or	ends	at	(radius)	the	centre	of	the	circle.	In	practice,	when	measuring	circles	it	is	often	easier	to	measure	the	diameter,	then	divide	by	2	to	find	the	radius.	You	need	the	radius	to	work	out	the	area	of	a	circle,	the	formula	is:
Area	of	a	circle	=	πR2.	This	means:	π	=	Pi	is	a	constant	that	equals	3.142.	R	=	is	the	radius	of	the	circle.	R2	(radius	squared)	means	radius	×	radius.	Therefore	a	circle	with	a	radius	of	5cm	has	an	area	of:	3.142	×	5	×	5	=	78.55cm2.	A	circle	with	a	diameter	of	3m	has	an	area:	First,	we	work	out	the	radius	(3m	÷	2	=	1.5m)	Then	apply	the	formula:	πR2
3.142	×	1.5	×	1.5	=	7.0695.	The	area	of	a	circle	with	a	diameter	of	3m	is	7.0695m2.	Final	Example	This	example	pulls	on	much	of	the	content	of	this	page	for	solving	simple	area	problems.	This	is	the	Ruben	M.	Benjamin	House	in	Bloomington	Illinois,	listed	on	The	United	States	National	Register	of	Historic	Places	(Record	Number:	376599).	This
example	involves	finding	the	area	of	the	front	of	the	house,	the	wooden	slatted	part	–	excluding	the	door	and	windows.		The	measurements	you	need	are:	A	–	9.7m	B	–	7.6m	C	–	8.8m	D	–	4.5m	E	–	2.3m	F	–	2.7m	G	–	1.2m	H	–	1.0m	Notes:	All	measurements	are	approximate.		There	is	no	need	to	worry	about	the	border	around	the	house	–	this	has	not
been	included	in	the	measurements.	We	assume	all	rectangular	windows	are	the	same	size.	The	round	window	measurement	is	the	diameter	of	the	window.	The	measurement	for	the	door	includes	the	steps.	What	is	the	area	of	the	wooden	slatted	part	of	the	house?	Workings	and	answers	below:	Answers	to	above	example	First,	work	out	the	area	of	the
main	shape	of	the	house	–	that	is	the	rectangle	and	triangle	that	make	up	the	shape.	The	main	rectangle	(B	×	C)	7.6	×	8.8	=	66.88m2.	The	height	of	the	triangle	is	(A	–	B)	9.7	–	7.6	=	2.1.	The	area	of	the	triangle	is	therefore	(2.1	×	C)	÷	2.	2.1	×	8.8	=	18.48.	18.48	÷	2	=	9.24m2.	The	combined	full	area	of	the	front	of	the	house	is	the	sum	of	the	areas	of
the	rectangle	and	triangle:	66.88	+	9.24	=	76.12m2.	Next,	work	out	the	areas	of	the	windows	and	doors,	so	they	can	be	subtracted	from	the	full	area.	The	area	of	the	door	and	steps	is	(D	×	E)	4.5	×	2.3	=	10.35m2.	The	area	of	one	rectangular	window	is	(G	×	F)	1.2	×	2.7	=	3.24m2.	There	are	five	rectangular	windows.	Multiply	the	area	of	one	window
by	5.	3.24	×	5	=	16.2m2.	(the	total	area	of	the	rectangular	windows).	The	round	window	has	a	diameter	of	1m	its	radius	is	therefore	0.5m.	Using	πR2,	work	out	the	area	of	the	round	window:	3.142	×	0.5	×	0.5	=.	0.7855m2.	Next	add	up	the	areas	of	the	door	and	windows.	(door	area)	10.35	+	(rectangle	windows	area)	16.2	+	(round	window	area)
0.7855	=	27.3355	Finally,	subtract	the	total	area	for	the	windows	and	doors	from	the	full	area.	76.12	–	27.3355	=	48.7845	The	area	of	the	wooden	slatted	front	of	the	house,	and	the	answer	to	the	problem	is:	48.7845m2.	You	may	want	to	round	the	answer	up	to	48.8m2	or	49m2.	See	our	page	on	Estimation,	Approximation	and	Rounding.
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