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Committee Chair Event Planning
Committee chairs can plan events by back solving, determining when to start each task by figuring out how many days or weeks the task will take and counting back from the due date. If your event requires a permit from the city, be sure to allow time to submit the permit and receive the approved version. On your permit, write the actual start and end time of the event; the custodians will add time set-up and clean-up time. When food is involved, contact the PTO Wellness Committee chair and PTO co-presidents for guidelines. If Cabot goods can be sold at your event, contact the Cabot Goods committee. If you’re planning something outside, check with Newton’s Parks and Recreation department.

Every event committee chair needs to hold two kickoff meetings: one with the PTO co-presidents (and possibly the principal) to align goals and review requirements (for example, permits); and one with the team that will manage aspects of the event so work can be organized and planned. Both meetings should occur well in advance of the event date to ensure a schedule with enough time for each part of the event.

As you work, keep the co-presidents and principal informed at a high level. Because they have an overview of all events and issues involving the school, they can help make sure that the event succeeds and that important information is exchanged beyond the event team.

Sample timeline

Date of event _________________

	Main tasks for event
	Task leader
	Start date 
	Due date

	Kick-off meeting with PTO co-presidents, principal, and relevant others
	
	September
	

	Kick-off meeting with team
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	










