
SAMPLE
MARKETING/BUS DEV BUDGET - APPROVAL CHECKLIST

1.
Attorney Name:
2. Nature/Name of Expenditure/Event/Sponsorship:

(NOTE: IF THIS IS PRIMARILY A CLE or  PROFESSIONAL DEVELOPMENT 
ACTIVITY/EVENT, PLEASE DISREGARD THIS FORM)

3. Brief Description of Above:

4.
Total Amount Requested:
$_________ TOTAL



BREAKDOWN OF TOTAL ABOVE:



$_________ Travel/Lodging/Accommodations Costs



$_________  Meals & Entertainment Costs



$_________ Other Costs, Please Describe:

5.
Primary Client/Prospect/Target Association/Affiliation/In Attendance:

6.
Demographics of Attendees (by company type and decision-making role):

7.
Your Past Participation/Involvement/Attendance in same:

8.
Specific Results Obtained By Past Participation:

9.
Please Describe the Specific Business Development Objective/Purpose of the Above Proposed 
Expenditure/Activity?

· Marketing (I.e. community involvement, building awareness and/or name recognition – please describe): 

· Client development (I.e. getting more and/or other types of work from a SPECIFIC client(s)/prospect(s) –please describe):

· Client maintenance (I.e. building goodwill & increasing quality of SPECIFIC relationship(s) – please describe):

· Other (Please describe):

10.
FOLLOW-UP TO INSURE RESULTS -  How will You/We Know this Expenditure/Activity 
was Successful?


A.
What Will You Do to Insure that Success?


B.
When Will the Follow-Up Be Done? 


C.
Follow-Up Will Be Done By Whom? And When?


D.
What Additional Assistance/Resources Do You Need to Insure Follow-Up is 



Completed?

11.
Please Estimate/Approximate When Results Will Be Realized?  

12.
Alternative Methods/Ways to Accomplish the Objective Above and/or Reach Same Decision-
Makers:
Approved by: _______________________For Attorney: ________________________________
For Amount: _______________________ For Client/Prospect/Target Market: ______________

For Accounting: _________________________________________________________________
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