
 Madden Elementary School PTO 

 Plan of Work 

 Posi�on  Fundraising Chair 
 Posi�on Type  Commi�ee Chair - Appointed 
 Role Overview  The Fundraising Chair is responsible for “small” fundraisers, solici�ng sponsors, and planning Spirit Nights. 
 Budget for Role Ac�vi�es  $0.00 

 Required Ac�vi�es  Start Date  Comple�on Date  Notes  Budget 
 Sponsor Solicita�on  July 1  ●  Visit local businesses to request sponsorship of the PTO 

 ○  Maintain Spreadsheet in Google Drive recording all sponsors, as well as those 
 businesses that decline, or would prefer to donate/par�cipate in some other 
 manner (within 1 week of contact) 

 ○  Sponsorship Goals for 2023-24 school year is a minimum of $20k 
 ●  Coordinate with Spirit Wear, Yearbook and School Administra�on (marquee) to 

 ensure all commitments to Sponsors are met in a �mely fashion 
 Sponsor Thank Yous  September 1  October 15  With input from the Board, purchase and deliver Sponsor Thank You gi�s (e.g. signs, 

 decals, le�ers, etc.) for all sponsors 
 Spirit Nights  July 1  June 30  ●  Organize and adver�se monthly Spirit Nights with local eateries and shopping venues 

 (ex. Kendra Sco�) 
 ○  Spirit Nights should be scheduled a MINIMUM of two months in advance, in 

 order to ensure they can be included in the monthly school calendar, and in the 
 Aliana publica�ons 

 ■  IDEALLY, all Spirit Nights will be scheduled by September 1 and 
 adver�sed as a Spirit Night Calendar 

 ○  Coordinate with Media Coordinator to adver�se Spirit Nights via the PTO 
 Facebook page, star�ng a week in advance 

 ○  Ideally, Spirit Nights will not conflict with PTO mee�ngs or other major events 
 “Small” Fundraisers  ●  Organize Fall and Spring “small” fundraisers, such as Penny Wars 
 “Large” Fundraiser 
 support 

 Support VP/Ways & Means in planning for “large” fundraisers 
 ●  ex - Sponsor solicita�on for Carnival booths and Raffle dona�ons 

 Sponsorship 
 Documenta�on 

 Within 1 week of 
 Sponsor Payment 

 ●  Ensure all Spreadsheet informa�on is complete for paid sponsors 
 ●  Ensure Logo folder is complete for all sponsors for use by Yearbook, Media, etc 
 ●  Ensure Sponsor Form is complete & delivered with checks to Treasurer 

 ●  Online Sponsors will be available to Treasurer through Square - Google Form Data 
 must be entered MANUALLY 

 Sponsor Receipts  Within 1 Week of 
 Sponsor Payment 

 Deliver Sponsor Donor Receipts from Treasurer to Donor (may be sent as email 
 a�achment) 



 Resources 


