SCHEDULE OF DATES

MARCH &APRIL
Send out SPRING CLEANING Communication 1
MAY 


Reserve small gym






1.  Night before event 6-9 pm for set up






2.  Event Day  7:00 am to 5:00 pm

MAY


Communicate Bazaar Set up & Event dates

To PTO President for registration and planning

AUGUST


Sign up volunteers at Registration 






Work with PTO President

SEPT (1st wk)

Pick up, Complete and Return 

FACILITY REQUEST FORM






Pick up and return form to Metcalf Office


SEPT (1ST wk)
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Check with PTO President






Work with office if necessary


SEPT   


Review Current Stock of Materials






Compare current stock to Required Items List


SEPT (last wk)

Prepare All Communications






Send out Communication 2 - FALL PREP


OCT
OBER

Purchase Necessary Materials


NOV/DEC

Prepare & Sort All Gifts – VERIFY VOLUNTEERS


DECEMBER

SET UP


DEC
EMBER

EVENT


DECEMBER

CLEAN UP


JANUARY

NEXT YEAR PREP & BINDER REVIEW


JANUARY

TURN IN REIMBURSEMENT FORM
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