CES PTA EVENT REPORT PLEASE RETURN TO YOUR COMMITTEE CHAIR ASAP!

Committee / Event Description 

Updated: __/__/____

Committee/Event:
	Description/Title of Event:

	Date:


Time Commitment: check the box

	Year-long


	
	Summer only


	

	One Time Event


	
	First Day Folder


	


Event Chair (s):

	

	


Reports to (CES PTA Team – Volunteers, Communications, Ways & Means, Treasurer):

	


Program Overview:
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Timing: When did the event take place this year, did you have to prepare in advance, what are the key deadlines?

	What happened


	Due Date


	Lead Time Required



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Contact People: Who did you have to talk to about the event or book elements of the event and what was their role.

	Name


	Phone Number


	Email


	Role
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Summary Budget: What was the income? What expenses were incurred? Include those expenses for which you did not ask for reimbursement. Please make sure this information matches what was submitted to the CES PTA Treasurer and the Assistant Treasurer.

Income:

	Description of Income


	Amount



	
	$

	
	$

	
	$

	
	$

	
	$

	Total
	$


Expenses:

	Description of Expense


	Expense Submitted for Reimbursement Y or N


	Amount



	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	Total
	
	$
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Additional Budget Notes:

	

	

	


Volunteers: How many volunteers did you need? Did you require a special skill set (i.e. artistic, computer savvy, etc) How long were volunteer shifts?

	Category of Volunteer (Parent, PTA assistance)


	Skills Required?


	Length of Shift


	Number of Volunteers per shift



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Supplies: What did you need for this committee/event – please be certain to include quantities and whether you purchased items or had them donated.

	Items Purchased


	Supplied by


	Quantity
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Donated Items

	Items Donated


	Supplied by


	Quantity



	
	
	

	
	
	

	
	
	

	
	
	


Publicity: How did you publicize the event? Did it work?

	

	

	


Recommendations: Knowing what you know, what would you recommend as improvements to the committee/event?
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Additional Documentation: Please list the additional documentation (excel spreadsheets, pdf graphic files, form letters, scanned contracts etc) that are critical to the running of this committee/event.

	

	

	

	

	


Thank you for your leadership in running this CES PTA Event.....and for filling out this form! Your work will help next year’s Chair.

THANKS!
