20__ - 20__ Committee Summary

_________________ PTA
Please fill out this questionnaire with as much detail as possible. This information will help provide next year's chair with important information for their event. 
	Committee:
	
	
	Chairman Name:
	

	Are you returning next year?
	
	
	May next year’s Chairman contact you?
	

	Your Phone # 
	
	
	Your Email Address:
	


Who were the members of your committee?
	Name
	Email
	Phone
	Returning

Yes or no
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Did you give your volunteers/committee members any notebook or guidelines? (use an X)
	YES
	
	NO
	
	If so, please include samples with committee notebook.


Check all that was used for preparing for your event/committee: 
	
	Held committee meetings   
	
	
	Created & Sent Home Flyers  

	
	Wrote newsletter article(s)
	
	
	Prepared a program/agenda for event

	
	Other
	
	
	(Please attach samples of anything that was sent home)


	What was your budget for the year?
	
	
	Was it enough?  
	yes
	
	no
	


Itemized account of budget used

	Item description
	cost
	
	Item description
	cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total Spent:
	


Number of Hours spent on this event or committee:___________________________________
Did you feel like you received adequate support from the Executive Committee for your event/committee?    

	YES
	
	NO
	


explain:

Summary of your event or Committee:
	


What was one success of your event/committee this year?

	


What was something that needs improvement on?

	


Is there any feedback about your event/committee that will help next year's chair?
	


Please attach or put in notebook: a timeline, any other notes and samples of any documents that you think would help next year’s chair, if applicable.  Thank you for your help!  

