Indian Prairie Elementary School PTO End of Event Checklist
Thank you for being a volunteer!!  Please take a moment to fill out this form.  Please keep a copy of this report in your committee files and send a copy to the PTO Secretary no later than two weeks after the date of your event.  Thank you.
Committee/Event:






Year:





Chairperson:







Contact No:




Co-Chair:







Contact No:




	Date of Event:
	

	Time of Event:
	

	Attendance:
	

	Volunteers:
	# of Volunteers at Event:

Was that adequate:

Describe any issues:



	Contacts, Committee Members, Vendors used, and contact info:
	

	Would you recommend doing this event in the future:
	

	Were there any ideas you tried that created problems or were successful:
	

	Planning issues that were encountered:
	

	Suggestions/Advice for next year’s chairperson:
	

	Budget Information:
	Is the budget adequate:

Budget:

Total revenue collected:

Total expenses:

Net Income/(Loss):



	Enclosed are the following:
	(  Copy of all flyers—hard copy and computer files
(  Photographs

(  Diagrams/Drawing of Setup


	Products Purchased and Used:

	Product:
	Amount:
	Where from:
	Amount Leftover & Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


