SAINT MARY SCHOOL

Home and School Event Summary Description


	
	
	
	
	
	

	EVENT NAME:
	
	LOCATION:
	
	EVENT DATE:
	


	Description of Event:
	 

	


	

	

	Who Was Invited (number of guests):
	 

	Number of Volunteers:
	

	List of Supplies and/or goods needed for event (include paper, gifts, raffle tickets, tape, food, beverages, tableware…):  

	

	

	

	

	What type of Publicity is necessary for this event (newspaper, photography, brochure, flyers, bulletin notices, posters…).  Attach copies of all materials sent.

	

	

	

	

	Financial Summary:
	 FORMCHECKBOX 
 Fundraiser
	 FORMCHECKBOX 
  HSA Funded Event

	

	Budgeted:
	
	

	Total Income:
	
	

	Total Expenses:
	
	

	Profit/Loss:
	
	

	

	Please provide any additional comments related to this Event (recommended changes or ideas, or success of event.):  

	

	

	

	


	
	
	

	Chairperson Name(s)
	
	Date


	HSA Officer Comments:

	

	

	

	

	
	
	

	HSA Officer Signature
	
	Date


