
Event Budget Request Form
This event budget request form sample streamlines the process of planning and allocating funds for events,
ensuring all expenses are properly documented. It includes a detailed approval section to facilitate quick review and
authorization by management. Using this form helps maintain financial control and transparency throughout the event
planning process.

Event Details

Event Name: Date:

Event Organizer: Department:

Location:

Purpose / Description:

Estimated Budget Details

Expense Item Description Estimated Cost ($) Notes

Total Estimated Budget:

Approval Section

Requested by: Date:

Reviewed by (Dept. Head): Date:

Approved by (Finance): Date:

Remarks:
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