
Committee Plan of Work[footnoteRef:0] [0:  No committee chair or committee member can obligate the PTA to a program, project, activity, fundraiser or any obligation financial or otherwise, without the approval of the board of directors. Contracts can only be signed by elected officers. This includes building use applications/forms.
] 


	Event/Program/Fundraiser Name:
	Date:

	Time:
	Location:

	Chairperson:
	Phone:
Email:

	Chairperson:
	Phone:
Email:

	Events/Programs Goal(s):




	Appointed Committee Members

	Name
	Contact Information
	Role

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Are all committee members PTSA members? Yes        No 



	Specific Action Steps

	Name
	Start Date
	End Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Special Contacts (Vendors, Providers, Community Partners, etc.)

	Name
	Contact Information

	
	

	
	

	
	

	
	



	Equipment and Audiovisual Requirements

	
	

	
	

	
	



	Facilities Use (stage, gym, field, classroom, etc.)

	
	

	
	

	
	

	
	



Check when completed
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· Event approved by PTA membership
· Funds approved and allocated in budget
· Event/Activity OK with PTA insurance
· Spending Plan approved by PTA Board
· Contracts signed by 2 elected officers
· Marketing approved by PTA Board
· Go-home flyers approved by Principal & PTA Board.
· Received school administration input 
· OK with school calendar
· Building Use Form Completed and signed by President.
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