(School Name) PT(S)A

YEAR-END REPORT

GUIDELINES

All officers and committee chairpersons are expected to complete a Year-End Report and submit two copies to the PTA President during the Transitional Board Meeting held in May.  If you are unable to attend this meeting, please submit your report prior to this meeting.  One copy of the report will be filed in the President’s Book for the PTA records and the second copy will go to the committee chairperson or officer for the coming school year.  If you plan to continue as the chairperson for the coming year, or will be serving a second officer term, it is necessary for you to submit only one copy of your report for the President’s Book.

A general Year-End Report form is attached.  You may utilize this form or create your own format.  If you create your own format, please include the information listed below at the very minimum.  Thank you for your volunteerism and your timeliness in this matter.

1. Name of Committee or Office

2. School Year (e.g., 2001-02)

3. Chairperson/Officer Name, Phone Number and Email address

4. Co-Chair/Co-Officer Name, Phone Number and Email address

5. Budget Amount (committee chairs only)

6. Budget Amount Spent (committee chairs only)

7. Funds Received, if a fundraising committee

8. Contacts Names and Phone Numbers (i.e., vendors, suppliers, etc.)

9. Volunteers Needed—number of volunteers and for what tasks

10. Supplies/Equipment Needed (include how many, if appropriate)

11. General Activities Involved with this committee/office

12. Specific Timeline of Activities (chronological listing of what you do and when)

13. Specific Instructions for day of event, function, etc. (committee chairs only)

14. What worked and what didn’t

15. Suggestions for the future

16. General Comments or Miscellaneous Information

17. Please include copies (originals preferred) or computer disk of all handouts, flyers, and other items of publicity and communication with this report.
18. Please forward to the PTA President any leftover supplies, collection boxes, or other items pertinent to your committee or office.
