Cr eat e Budget

The Principal shoul d create the budget withinput fromthe pl anning conmttee. Re-
nener that al | of the costs for the event are borne by t he school , withthe exception of
groundbreaki ng events. See “Qui del i nes Joeci fi c toa Goundbreaki ng.” Try to keep costs
to a mni nrum The budget nay i ncl ude:

. Rinting

. Decorat i ons = s

. Nane t ags ®\ /,qiﬁ\iﬁ (ﬂ%?\‘? 2 g//

. Equi pnent rent al é\y Q\_)) &7 U %

. Post age = e
. Ref r eshnent s

. Hovwersor plants

. Phot ogr aphy (fi | mpr ocessi ng)
. Rossi bl e charges for pol i ce servi ces

An event does not have t o be expensi ve t o be successful and nenorabl e. The budget
shoul d be specific. Toget an accurate i dea of what the costs nay be, price everything
bef or e you devel op your budget and tal k t o ot hers who have al ready wal ked t he pat h you
are about tofollow Nanes of school s that recently have hosted events are avai | abl e
fromt he GCommuni ty Rel ati ons Departnent. Conmunity Rel ations can al so of fer gui d-
ance and assi st ance t hr oughout t he pl anni ng pr ocess.

Quest s Li st and RSVPs

Bainstormalist of potentia invitees. Your invitationlist shoudincludetheDstrict’s
guest list, whichis availablethroughthe Gomunity Rel ations Departnent. It incl udes
t he nanes of t he Board Menfbers, Superintendent, Senior Managenent and key DO stri ct
staff. Inadditiontothislist, youw!l want toinviterepresentatives of those groups
represent ed on your pl anni ng conmttee. Youw !l al sovant toinvite:

. AeaOficestaff
. Gtydfidds

. Local | awenf or cenent

. H re Depart nent

. Represent ati ves of your Parks and Recreati on Depart nent s
. Represent ati ves of your After-School Care Program

. Busi ness Leaders

. Dstrict staff, suchas nenoers of the Facilities and I nstructi onal
Departnent s (i nvol ved i ncreating the newschool or facility)

. Forner Principal s/ Administrators (i f your school is arepl acenent)

. Frincipal s wthinyour | nnovat i on Zone

. School Vol unt eer s/ PTAor PTO Advi sory



