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Welcome!

• Today we are going to go over Plans of Work

– What is it and why are they needed?

– When do we start working on them?

– How do we determine the goals for our position or event?

– How do I fill them out?

– My plan is done, now what?

– Once the event/fundraiser is done what happens to the plan of work?

– Questions  



What is a Plan of Work? 
• It is a document that helps everyone communicate more clearly about the project.

• It defines goals and lays out the action steps needed to complete a project

– These should include a calendar of activities and the budget. 

• The plan of work should be based on the needs of the school and/community’s children as 
identified by the members. 

– The goals give guidance for the projects, programs, meetings and other activities. 

– It makes clear what the desired outcome is and lays out the activities needed to accomplish 
that outcome. It also highlights needed resources, participation/volunteers and budget 
needs.

• The budget for each POW should allow for its necessary expenses and can be changed as 
needed.

• All Committee members involved should review and provide input to the plan before the project 
begins. This process ensures you’ll have a clear roadmap that everyone supports when it’s ready.

– Not only are these plans accomplished for fundraisers and events, but every PTA position 
should also have its own detailed list of all goals to achieve during their term of office.



Why do we need a Plan of Work?

• The responsibilities and goals of the committee (standing, special or task 
forces) must be clearly defined. 

• The committee members should know if funds have been allocated for the committee’s use

• What records or resources are available to them. 

• A timeline must be established for scheduled meetings, the completion of specific tasks, and 
the presentation of the final report to the president and executive board.

• Committees make recommendations, not decisions;

• All projects and activities must have the approval of the executive board and the 
association in advance; and

• All money raised or derived from the activities of a committee is deposited in the PTA/PTSA 
bank account and shall not be expended by any chairperson or committee without the 
approval of the executive board and association.

• These reports will become a record of your year for the board, incoming 
leaders as well as the public.  



When do we START working on 
them?

• Your President will schedule a planning meeting for the 
executive board (typically scheduled over the summer months) 

– Your executive board includes all officers (president, vice president(s), 
secretary, and treasurer), the principal, parliamentarian, standing 
committee chairs (if applicable), special committee chairs, and additional 
positions such as historian, and student representatives (if PTSA). 

– This is where you should determine goals for the year, which will guide the 
Plans of Work that need to be completed. 

– Plans of Work are not only for your fundraising events but also for your 
programs as well as your individual positions.

– Plans of Work are also accomplished throughout the year as required 



How do we determine what the 
goals are for our Position?

Review your current bylaws and standing rules with the entire executive board.

– The bylaws contain many job responsibilities and timelines/due dates. 

– Reviewing them together gets everyone on the same page with the same 
expectations. 

– Goal setting provides direction and allows a means to measure 
accomplishments. 

– Goal setting allows people to become more efficient and effective, prevents 
crises, provides confidence, builds public esteem for the association, lends 
credibility to efforts, and makes the membership proud of its participation. 

– Goals should be SMART - specific, measurable, attainable, results-oriented, and 
time-bound. 

– Ensure that goals are in written form and reviewed at each meeting (as 
appropriate).

– Each executive board member must complete a Plan of Work (for his or her 
position) before the first executive board meeting. 

– What do you want to accomplish in your new role?



How do I fill out 
the Plan of Work?

This is just an example of a 
Plan of Work 

There are other examples on 
the HCCPTAPTSA.org website 
as well as on the 
Floridapta.org website



How to fill out a Plan of Work for an 
Event/Fundraiser

List the goal(s) you want to 
accomplish during this event

Why are we doing it?



How to fill out a Plan of Work for an 
Event/Fundraiser

List Action Steps
• List the action steps you need to 

complete to attain the stated 
goal.  These steps should include 
specific actions detailing how 
you will achieve the stated goal.

• All action steps should have a 
projected start and stop date to 
achieve the goal. 



How to fill out a Plan of Work for an 
Event/Fundraiser

Budget

Include: 

• Estimated fundraising income if 

applicable 

• Total estimated program expenses 

(could be postage, supplies, etc.) 

• A review of the projected budget will 

need to be monitored and any changes 

will need to be addressed to the 

treasurer and the board



How to fill out a Plan of Work for an 
Event/Fundraiser
Resources
• Use this space to list resources expected to be 

required and include a brief explanation.

Evaluation Process
• How will the program’s success be evaluated 

(comment cards collected at event, online 
poll/survey, attendance levels, etc.)

Committee Members
• Who on the board has volunteered to assist with 

the event/Fundraiser?

Notes  
• Provide any information that might benefit 

future committee Leadership Teams (dropping a 
program that wasn’t working, etc.).  

Remember that this report will be available to the 
public.



Examples of Completed Plans of 
Work



My Plan of Work is done….now what?

Chairpersons present plans of work to the board for approval prior to 
starting committee activities.

• The chair of each standing and special committee as well as task 
forces shall present a plan of work to the executive board for 
approval. 

– If the plan of work is approved, the standing/special committee can begin their 
planning (following the steps outlined in the plan of work)

– If the plan of work is disapproved, the board will recommend changes to either 
the timeline or budget for the standing/special committee to modify

• No committee work shall be undertaken without the consent of the 
executive board



Once the event/
fundraiser is done 
what happens to 
the plan of work?

To make it easier for the next year’s board 
and to report back to the current board 
on how the event went, you will want to 
complete an After Action Report. This is a 
summary of how the event did.
• Were we on budget
• What worked well
• What should we done differently if we 

decide to do this event again. 

Event/Committee Boo Hoo/Yahoo Breakfast

School Year 2022-2023

Budget $150.00

Income (Description) Estimated Amount Actual Amount

Total $0.00 $0.00

Expenses (Description) Estimated Amount Actual Amount

Donuts and coffee $150.00 $131.26

Total $150.00 $131.26

Net Income (Income - Expenses) -$150.00 -$131.26

Below, please capture all items that went well/needed improvements, as well as any specific information 
related to this event (need more volunteers, etc)

NOTES:

Purchased 7 dozen boxes of donuts and 3 boxes of coffee.

Event advertised on Facebook the night before

Set up was done outside the KG wing from 0710-0800

Could have gotten away with 7 boxes of donuts.  Perfect amount of coffee (make sure 

we have enough cups and stirrers.  5% discount using dunkin on Big Bend mention 

for teachers.

Number of Volunteers used - 6

Number of people participating in this event - 120 



Recap

• We discussed what a Plan of Work is and why we do them

• We discussed when you should start working on them and how to 
determine the goals for the event or fundraiser as well as your board 

position

• We discussed how to fill out a plan of work and where you can find them

• What you do when you are done with them

• Lastly, what happens when the event is over (capturing what worked and 
what didn’t, not enough money or people to pull off the event, etc..)



Questions?
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