CommitteeCommittee Plan of Action

The Committee Action Plan is a vital tool to help committees/subcommittees organize and manage their activities effectively. This document outlines clear goals, tasks, and timelines for events or programs, ensuring that all responsibilities are assigned, deadlines are set, and necessary resources are identified. By using the action plan, committees can stay on track, monitor progress, and make adjustments as needed, promoting clear communication and alignment with the PTA's overall objectives.
 
	Name of committee:
	



	Chairperson name: 
	
	☐ New 
	☐ Returning



	Chair email/phone:
	



	Name of program or event: 
	
	Date of program or event:
	



	Committee meeting dates:
	



List committee members: 
	
	
	

	
	
	

	
	
	



When the membership approves the PTA budget, it is authorizing the board of directors to  spend PTA funds. This is not an authorization for a committee to spend funds. Each committee  is responsible to formulate a plan and budget, and present these to the board of directors prior  to raising or spending any funds. 
	Budgeted Income 
	Budgeted Expense 
	Net Program/Event Budget (+/-)

	
	
	



Description of event/program/fundraiser: 
	




If the committee will have expenditures, explain how the budget will be spent: 
	




If the committee has income, explain how the income will be raised, including all donations  (in-kind and cash):
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No committee chair or committee member may obligate the PTA to a program, project, activity,  fundraiser, or any obligation financial or otherwise, without the approval of the board of  directors. Contracts may only be signed by elected officers. 
The following contracts or agreements are required for this program (include facility  requests): 
	




For Board Use: 
This committee plan of action is (check one): 
☐ Approved ☐ Not approved 
Board recommendations and comments:
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