PTO Event Guideline Checklist

1. What is event?______________________________________________________________
2. Does your  event need to be cleared with Principal?            Date:__________________
3. How often is event?   monthly     quarterly      twice yearly      yearly       other_____________
4. Date? _____________________________
a. Has parish office been contacted to check school/parish calendars for conflicts? __________
b. Is it clear of possible known conflicts with other local schools’/organizations’ events? ______
5. Venue? ____________________________________
a. Onsite? ________________________
i. Check with Maintenance for setup/clean up requirements? _________________
b. Offsite? ________________________
i. Contract? ______________________
6. Is this event :  fundraiser  	 breakeven event    	full  cost sponsorship by PTO	other_________
a. Estimated cost? __________________
b. Estimated charge? _________________
c. Estimated attendance? ______________
i. Attended by?   Staff   Moms 	Dads	Children        Parish     Others_________
7. Are deposits/early funds/pre-event costs required? ______________
a. Note: amounts >$250 need to be vote approved at PTO meeting
b. If  funds needed, PTO treasurer contacted/check requests made? ______________        
 funds received? ______________________
8. Does your event need volunteers other than committee leads? ______________
a. If so, number of volunteers needed_________________
b. All volunteers contacted and provided meeting dates/delegated roles? ______________
9. If a fundraiser, goal amount? __________________
a. Is there a donor list/contact list?
i. Use of SFA bulletin for parish contributions  - notify parish office for deadline info or insert requirements; use of PTO newsletter or weekly folder  for school family contributions – contact PTO/school office staff for deadline info
10. Food/Beverage needed for event?  _____________________
a. Off-site 
i. venue to provide? ____________________
ii. If  not, food provider choices? __________________________
iii. Estimate costs?___________________________	
b. OnSite	
i. Food provider choices?	
ii. Request for volunteer bakers?
iii. Estimate costs?________________





