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Roosevelt PTO: Post-Event Recap Form

School Year:  2012-2013
Committee Name/Event: ________________________________________________________________

Co-Chair(s): ___________________________________________________________________________

Co-Chair(s) Phone Number(s): ____________________________________________________________

Co-Chair(s) E-Mail Addresses: ____________________________________________________________ 

Date of Event: _______________________________ Attendance/Tickets Sold: ____________________

Description of Event: ___________________________________________________________________

____________________________________________________________________________________

_____________________________________________________________________________________

How was committee organized and how were responsibilities shared/split? ______________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Budget (Please attach a detailed budget):
Total Expenses: ________________________
Total Revenues: ________________________________

Timeline – please describe the timeframe for planning this event through its execution: _____________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Vendors – which vendors were used and would you recommend them for future PTO activities?

Name of Vendor


Address/Phone #


Recommended?

__________________________________________________________________________________

__________________________________________________________________________________

___________________________________________________________________________________

Supplies – Please list what was purchased, where, quantity, cost, and whether this was a sufficient amount

Item

Where purchased

Quantity
Cost

Sufficient Amount?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Marketing the Event – How did you promote the event (PTO bulletin, NTI call, Fliers, Posters, etc.)

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Correspondence – please attach copies of letters, e-mails, flyers, etc. pertaining to your event

Recommendations for the future:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Please complete and return this form no later than 1 month after your event

THANK YOU!
