West Maple PTA Chairperson Information Sheet
Name of Event/ Committee:___________________________________

When did you start planning your event/ program?_________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________
How many volunteers do you need for your event/program to be successful?____________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

What steps did you take to prepare for your event/program?_________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

If applicable, can you briefly describe how your event was run on the day of?_______________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

__________________________________________________________________________________________________________________________

If your committee is ongoing/yearlong, briefly describe how you ran your program-__________________________________________________________________________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

__________________________________________________________________________________________________________________________

If applicable, names of vendors/contacts for your committee-_________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

If applicable, was your budget for your event/committee sufficient? Did you receive donations or use your personal funds for anything? Also please indicate if you needed petty cash for your event, and if so, how much?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do you have any suggestions/changes you would make for the following year?________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

Any additional comments:_______________________________________

_____________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________

If fliers, letters, or other documents were created or needed, please attach a copy of each and save all documents as a word or excel document to a writeable disc and turn them in with this sheet.

 

Thank You from The West Maple PTA

