
 

 

PROCEDURE MANUAL REPORT FORM 
 

 
 
JOB:   __________________________  
YEAR:   ________________ 
 
JOB DESCRIPTION:  
 
 
 
 
TIME LINE:   
 
 
 
BUDGET:  
Amount Budgeted by PTA:     
Amount Spent:  
Amount Made/Lost:   
 
SUGGESTIONS FOR NEXT YEAR (What worked well, what 
didn’t):  
 
 
 
 
 
Please remember to submit your receipts to the treasurer. 
 
Name:   
Phone:  
Email: 


