
DMCS PTO Event Planning Form 
 

Committee: ______________________ 
 

Person in Charge: _____________________
 Phone: ___________________ 
 

Name of Event: 
________________________________________________ 
 

Date: _______________ Time: ____________________ 
 

Location: 
_______________________________________________ 
 

Brief Description of Event: 

________________________________________________ 

________________________________________________

______________ 

List the specific steps to bring this project 

to a successful completion. 

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________ 

________________________________________________ 



What specific materials, supplies, and 

resources will be required? 

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________ 

Number of volunteers needed and your plan 

to recruit them. 

________________________________________________

________________________________________________

________________________________________________

__________________________________________ 

Possible recruitment ideas: 
• Email a description of your volunteer needs to The 

DMCS PTO Secretary or Volunteer Coordinator for 
posting in the Dragonfly Digest, on the PTO website 
and to send to the DMCS PTO MEMBERS AT LARGE. 
 

• Ask committee members to recruit other parents. 
 

Getting the word out – how do you plan to 

advertise the event? 

________________________________________________

________________________________________________

____________________________ 



There are several ways to get the word out about your 
event: 

• Flyers and posters 
• Email an event description to The DMCS Secretary to 

promote your event in the Dragonfly Digest and on 
the PTO website. 

• Place copies of your flyer or poster on the bulletin 
board in the DMCS Office. 

• If you would like your event posted on the school 
sign (the sign outside in front of the school), contact the 
DMCS Office for approval. 

• Showcases/Bulletin Boards: contact the DMCS Office 
to request and reserve a space. 

 

Printing Materials 
• Copy Machine Etiquette – The PTO can use 

the copy machine in the DMCS Office. 
Always yield to teachers and staff. You 
will need to bring your own paper (both 
white and colored). 

 

Proposed budget indicating all anticipated 

expenses (attach additional page, if necessary). 

Item Cost Notes 

   

   

   

   

   

Total Anticipated 

Expenses: 

$  

 


