
Expense Tracking Consultation Agreement 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

Thank you for considering our services for your upcoming event. We are excited to assist you in 

tracking and managing expenses to ensure a financially successful event. 

Scope of Consultation 

Our consultation will cover the following aspects: 

• Budget preparation and allocation 

• Expense tracking methodologies 

• Utilization of tools and software for monitoring expenses 

• Reporting and analysis of expenditures 

Consultation Details 

Duration: [Insert Duration] 

Location: [Insert Location or specify if virtual] 

Rate: [Insert Rate] 

Next Steps 

Please confirm your interest by [Insert Confirmation Date] so we can finalize our consultation 

sessions. Should you have any questions, feel free to reach out. 

Looking forward to collaborating with you! 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


