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COMMITTEE CHAIR PLAN OF WORK CHECKLIST
Program/Event: _____________________________________________________________________
Chairperson(s): _____________________________________________________________________
Date:  _____________________
Time:  ______________   Location: _______________________

Check your mailbox in the workroom regularly.  Mailbox is sorted by committee name.
Items to Complete Immediately:

(  Create budget for approval (Due 8/17/11)
(  Touch base with PTA Board Liaison


(  Pick a date & get approved by Board Liaison & Jennie Stemm (see Calendar posting form)
(  Form a Committee




(  Accept PayPal for payments (if applicable)?



Items to Complete at least 90 Days in Advance:

(  Meet with Mr. Bursi re: program 


(  Vendor/Plan approval from Board Liaison

(  Complete Facility Use Form & secure janitorial (if applicable)

(  Provide draft event flyer to Kathy Wise if you want graphics added (if applicable)
(  Obtain donations (if applicable)
Items to Complete at least 60 Days in Advance:

(  Submit On-Line Set Up Form to Ashesh Troester to set up SignUp Genius to obtain volunteers
· Once the SignUp Genius site is set up, promote/publish the link through the various sources listed below

(  Promote Program!

· Bulletin Board - will need at the beginning of month, 1 month prior to program

· Website - submit flyer/information to your Board Liaison/Martha Kaiser

· Facebook – submit flyer/volunteer sign-up link/information to Board Liaison
· Monday Mail - must have 600 PTA approved copies to Jennie Stemm no later than 4 p.m. the prior Thursday

· Mr. Bursi’s newsletter - must have content to Jennie Stemm no later than 4 p.m. the prior Thursday

· Phone call - must have PTA approved script to Jennie Stemm at least 3 days prior to call going out

· Announcements - must have PTA approved script to Jennie Stemm at least 3 days prior

· PTA Newsletter - submit flyer/information to your Board Liaison/Debby Tutrone

· Posters - give Kathi Mogalian at least 24 hours notice to process and specify what color paper and/or ink, and if the poster will be laminated
· Copy Procedure - get PTA paper from Jennie Stemm or Kathi Mogalian, and return any unused PTA copy paper to front office – no copier code required
Items to Complete at least 30 Days in Advance:

(  Determine petty cash needs (if applicable) and submit Request for Petty Cash to Michele Westfall
(  Make Collection Box and put in Lobby (if applicable) - you must empty box every night, complete Cash Receipts
     Deposit Form and turn into Michele Westfall
(  Determine Vendor Checks you will need and submit Request for Funds to your Board Liaison
(  Coordinate with Jennie Stemm to obtain keys/access to building (if applicable)
Items to Complete after Program:

(  Complete appropriate Deposit Forms (if applicable) and submit all monies, including petty cash to Michele

     Westfall
(  Send thank you notes to committee members.  Submit thank you article to Debby Tutrone for newsletter
      listing all volunteers who helped with the event.
(  Put away remaining items in PTA workroom (if applicable)
(  Recap program and give all documentation to your Board Liaison
