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D E S C R I P T I O N N O ' S U N I T T O T A L

M a r k e t i n g / P r e s s  M a t e r i a l s  ( e s t i m a t e d  i n t e r n a l  c o s t s )
M a r k e t i n g  m a t e r i a l ,  s t a t i o n e r y  a n d  i n v i t a t i o n s  5 , 0 0 0 . 0 0          
W e b  b a s e d  r e g i s t r a t i o n  s i t e  -  f o r m  d e s i g n  &  m a i n t e n a n c e  8 , 0 0 0 . 0 0          

M i s c e l l a n e o u s
V o l u n t e e r  c a t e r i n g 5 0 4 0 . 0 0      2 , 0 0 0 . 0 0          
V o l u n t e e r  s h i r t s 5 0 1 0 . 0 0      5 0 0 . 0 0             
P r e - e v e n t  r e g i s t r a t i o n  m a n a g e m e n t 5 0 0 1 0 . 5 0      5 , 2 5 0 . 0 0          
W e l c o m e  r e c e p t i o n  &  c o n f e r e n c e  n a m e  t a g s  a n d  o n s i t e  r e g i s t r a t i o n  
m a n a g e m e n t 3 5 0 1 0 . 0 0      3 , 5 0 0 . 0 0          
C o n f e r e n c e  t e l e p h o n e  p h o n e  l i n e   2 , 3 0 0 . 0 0          
B u s  t r a n s p o r t a t i o n  -  w e l c o m e  r e c e p t i o n ,  c o n f e r e n c e  &  g a l a  9 , 5 0 0 . 0 0          
R e n t a l  c a r s 7 5 0 . 0 0             
B r a n d e d  r e g i s t r a t i o n  d e s k s  a t  h o s t  h o t e l 2 3 0 0 . 0 0             
H o t e l  p o r t e r  g r a t u i t i e s 4 0 0 . 0 0             
G o l f  c a r t s 1 5 0 . 0 0             

S t a f f i n g  a n d  p r o d u c t i o n  c o s t s  f o r  a l l  e v e n t s  
S h i p p i n g -  r o u n d - t r i p  t r u c k i n g  o f  d é c o r  f o r  e v e n t -  i n c l u d e s  d r i v e r  t r a v e l  
c o s t s ,  a n d  t r a v e l  e x p e n s e s  i n c l u d i n g  f u e l  a n d  t o l l s 9 , 1 0 0 . 0 0          
A i r f a r e  f o r  t e c h n i c a l  c r e w -  E S T I M A T E -  r o u n d  t r i p  f r o m  F t .  L a u d e r d a l e  
t o  D u r h a m ,  N C 1 5 4 5 5 . 0 0    6 , 8 2 5 . 0 0          
P e r  d i e m  f o r  ( 1 5 )  c r e w  @  $ 2 5  p e r  p e r s o n  p e r  d a y  b a s e d  u p o n  ( 5 )  d a y s  
-  e x c l u d e s  o n s i t e  c a t e r i n g  7 5 3 2 . 5 0      2 , 4 3 7 . 5 0          
L o c a l  t r u c k i n g -  r e n t a l  o f  l o c a l  t r a n s p o r t a t i o n  f o r  c r e w  a n d  d é c o r 1 , 6 0 0 . 0 0          
O n s i t e  c r e w  c a t e r i n g / s u b s i s t e n c e  f o r  3 7  c r e w  @  $ 4 0  p e r  d a y  b a s e d  
u p o n  ( 5 )  d a y s 1 8 5       4 0 . 0 0            7 , 4 0 0 . 0 0  
C r e w  a c c o m m o d a t i o n  1 4  r o o m s  x  ( 5 )  n i g h t s  @  $ 1 2 0  p e r  n i g h t 7 0 1 2 0 . 0 0    8 , 4 0 0 . 0 0          

L i a b i l i t y  
R i s k  A s s e s s m e n t  D o c u m e n t  -  D u k e  R i s k  A s s e s s m e n t  O f f i c e  E s t i m a t e d  1 , 5 0 0 . 0 0          
E v e n t  I n s u r a n c e  -  ( D u k e  p r e m i u m ) E s t i m a t e d 1 , 5 0 0 . 0 0          

S u b t o t a l $ 7 6 , 4 1 2 . 5 0

A d m i n i s t r a t i o n  f e e  @  5 % $ 3 , 8 2 0 . 6 3

T o t a l  c o s t $ 8 0 , 2 3 3 . 1 3

G E N E R A L  C O S T S  
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Judging process

• Pre judging over 3 days by Special Event 
Magazine Advisory Board

• Second round judging by Advisory Board 
at The Special Event Show.













• Submit in plain, standard size 
notebooks……….

• However, it doesn’t have to be boring…..



CASE Circle of Excellence Awards 

recognize outstanding efforts in institutional 
advancement. This international awards 
program is open to all CASE members 

worldwide and provides an opportunity to 
showcase your most innovative, exciting, and 

effective programs and projects. With more than 
35 categories—from fundraising efforts and 
alumni relations projects to publication/Web 
design and advancement services programs



2008 Circle of Excellence
entry information available online

January 14th.  
www.case.org

Submission Deadline:
March 1, 2008



Most relevant categories for event producers 

Advancement Services 
&

Alumni Relations Programs 
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� Ensure that entry is in the right category

� Keep word counts to correct amount

� Include a budget if required

� For ESPRITS, do not include your company name…. 
instant disqualification!

� Lots of glorious photographs

� Make sure binders will stay together

� Include referral letter and client contact details

� DVD/Videos should be submitted in NTSC not PAL
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