Oak Street Parent Teacher Organization, Inc.
70 West Oak Street

Basking Ridge, NJ 07920

Committee Status Report
Please complete the form below within one week of your event.  Include the form in your PTO Committee Folder, which should be provided to your PTO Board contact.  Complete the grey fields using the mouse or the tab key to move to the next form field.  Thank you.
Date:
     
PTO Board Contact:
     

PTO Committee:
     
Chairperson(s):
     

Phone(s):
     
Email(s):
     
I.
Event Information

Event Date:
     
Event Hours:
     
Event Location:
     
Room Setup:
     
Date Planning
Facilities Use Form
Began:
     
Required and Completed?
     

(for after school hours’ use of café, gym, etc.)

Notices or Flyers Distributed?
     
If yes, when?
     
Tickets Required?
     
If yes, provide cost per ticket:
     
II.
Financials

Budget:
$     
Recommended Budget Next Year:
$     
Expenses:
$     
Donations:
$     
Income:
$     


Start-up Funds Required?
     
If yes, indicate denominations:      

III.
Supplies

List the items purchased, the supplier/store, quantity, and cost below:

	Item
	Where Purchased
	Quantity
	Total Cost
	Quantity Needed Next Year

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Were there any leftover supplies?
     

If yes, indicate their location (e.g., PTO Closet, School Basement):
     
IV.
Donations

List any information on donations received:

	Donor Company
	Item
	$ or Quantity
	Contact
	Phone No.

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


V.
Contacts

List people (Oak Street and others) who helped with the project:
	Contact
	Phone
	Oak Street Parent?

(Yes or No)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


VI.
Miscellaneous

Would you or the other chairs like to chair this committee next year?
     

· If yes, provide name and phone:
     
· If no, do you know anyone who would be interested?
     
· If yes, provide name and phone:
     
How many volunteers does this event require (break down by area if needed)?
     

VII.
Additional Information
If necessary, please include any additional details not provided above:
     

Thank you for chairing this event and for donating your time to Oak Street!
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