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How To Run A PTO Event
How Do I Set A Date For My Event?
1. Select a date and then confirm it with the PTO Board Member who is coordinating your event with you.  
2. Check for overlaps with the Middle School to prevent space and parking conflicts. The administrative assistant at Wood Hill is Andrea Chase, Achase@aps1.net, 978-623-8925.
3. Booking of events during school hours are made with Mara Shanahan 
4. Booking of after hour events are made with Lisa Campbell (Facilities Dept).
I Have A Contract That Needs To Be Signed, Who Can Sign It?
1. The event volunteer can sign the contract.
2. Please send a copy to Rona Beetham via backpack in an envelope marked Rona Beetham, PTO Treasurer. 
3. Please keep a copy until your event is over, in case we need to refer to it.
How Do I Promote My Event?
Email Blasts are the best way to promote an event.  They are sent every Monday. 
1. Please write up a brief description of your event.
2.  Email a copy to Heather Hart, hphart@comcast.net, for review.
3. Once approved email it to webmaster@highplainpto.org
4. The deadline for Email Blasts is:   By the end of school on Friday 
Paper Flyer /Backpack Distribution 
1. Create Flyer – email a copy to Heather Hart hphart@comcast.net  and Mara Shanahan, mshanahan@aps1.net for review.
2. Plan to distribute at least two weeks prior to event date.
3. Paper located in the file cabinet in the mail room.
4.  Choose your paper color and use the photocopier that is designated for 100+ copies.  Please be sure to ask for help from the office if you don’t know how to use the machines.
5.  Posted on the wall next to the teacher’s mailboxes is a chart that gives the total number of copies needed and the number needed per classroom.
6. Sort copies by classroom and place in each teacher’s mailbox. The teachers will then distribute them to the children’s backpacks
7. Please give 20 extra copies to Mara Shanahan in the office.


Can I Send Out A Reminder For An Event?
	Reminders can be sent out via email blast. Contact webmaster@highplainpto.org.
How Do I Handle RSVP’s For An Event?
1. Make the official deadline date one full week before the real deadline; there are always many late replies.
2. Set up a box in the mailroom, labeled with the event’s name for RSVP’s or label a level on the black PTO Tray in the mailroom.
3. Check mailbox or have your child go down and collect them to bring them home.
4. Check weekly at a minimum. 
What Do I Do With The Money I Have Collected For An Event?
1. Once all of the money has been collected or as necessary, it can be placed in an envelope marked with the events name, in the safe in the office.  Mara Shanahan will assist you.
2. Contact Rona Beetham, PTO Treasurer, rbeetham@comcast.net,  informing her that there is money in the safe and she will deposit it.
A Cash Box And Change Is Needed For My Event. How Do I Get One?
	Contact Rona Beetham, PTO Treasurer, rbeetham@comcast.net,  for the cash box and change.
How Can I Get A Check To Pay For A Performer or DJ For An Event?
1. Contact Rona Beetham, PTO Treasurer via email rbeetham@comcast.net or submit a request via backpack in an envelope labeled: Rona Beetham, PTO Treasurer, or place it in her mailbox in the mailroom at school.
2. Please provide ample time for your request to be processed.
3. Provide Information needed to cut a check: Amount due, check payable to, date of the event etc.
4.  Provide Receipt.
5. A check will be placed in the safe at school for you to pick up when needed.
How Do I Get Reimbursed For Expenses I Incurred For An Event? 
1. Print an Expense Reimbursement Form from the PTO Website, complete.
2. Please provide all receipts.
3. Submit report to Rona Beetham via backpack in an envelope labeled Rona Beetham, PTO Treasurer.
4. A check will be sent to you via your child’s backpack or mail.


My Event Is To Take Place After School Hours, What Do I Need To Do?
1. Reserve the school space.  Call Lisa Campbell, Facilities Department, by phone – 978-623-0845 – or via email lcampbell@andoverma.gov  to determine if the space is available and to reserve it
2. Custodians are required to attend evening events.  Custodians are automatically arranged when you book the school space with Lisa Campbell. 

How Do I Set Up For My Event?
1. Contact Danny Dowd with your needs (chairs, tables) and your area of set up (cafeteria, stage) and the custodial staff will assist you.
2. If your setup is complicated you may want to provide a diagram
When Can I Set Up for My Event?
In general, you should not plan to set up for an event during school hours.   There are exceptions and Mara Shanahan can assist you in scheduling set-up for your event. 
Clean Up
1.  Custodians will take care of tables, chairs, trash, floors and bathrooms but volunteers should remove anything brought into school for the event, ie: take down decorations, remove leftover food etc.  
Leftover paper goods or decorations that could be used again should be stored in the clear bins in the PTO closet.
I Need Supplies For My Event, Can I Buy Them?
1. Before you buy any supplies, napkins, plastic ware, cups or prizes, please check the PTO closet.  It is full of a variety of things that may be useful for your event.  The PTO Board Member who is helping you with your event, can give you access to the closet. 
2. The supply closet is located behind the stage.  Mara Shanahan, in the office, has the key.
My Event Involves Food, Are There Any Special Requirements?
1. Food plans need to be discussed with Pam Wright, School Nurse.
2. Set up a labeled cart in the mailroom for parents to drop off donations the day of the event.
3. PTO owns large cooler jugs to dispense drinks into cups.  Using these or gallons of water preferred to buying individual water bottles or juice boxes.



Can I Solicit Donations For My Event?
Please speak with the PTO Board before soliciting donations for an event.  Local businesses have always been very generous but we do not want to take advantage of their generosity.
If a donation is received, the PTO would be happy to advertise a local donors business on the website for no charge as thanks for their support.



































Event Outline
1. Determine Date and details (cost etc.) for Event
2. Reserve Space for the Event
3. Determine RSVP Deadline for Event
4. Create Promotional Material For The Event
5. Submit Promotional Material for Approval to Office and PTO President
6. Check PTO Closet for Supplies 
7. Purchase Supplies, if needed
8. Submit contracts, receipts, money to PTO Treasurer
9. Follow-up with PTO Board Member regarding event’s success.







