
Agreement for Professional Services / Contracts Flowchart B: 

PTx-Initiated Events 

 

This flowchart is for contracts/professional services agreements for events initiated and funded by PTx 

groups. For events initiated and funded by the school site, please use Flowchart A instead.  

 

  

             

           

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

PTx wants to have a vendor come 

on campus for: an event, 

assembly, class, reward, training, 

etc. 

Is the vendor listed on 

current List of Site 

Vendors?   

YES NO 

Please tell the vendor 

that it saves time if 

they register to be on 

the list.  

https://www.pleasantvalleysd.org/site/handlers/filedownload.ashx?moduleinstanceid=11166&dataid=14580&FileName=Vendors%20for%20Sites%202019-20.pdf
https://www.pleasantvalleysd.org/site/handlers/filedownload.ashx?moduleinstanceid=11166&dataid=14580&FileName=Vendors%20for%20Sites%202019-20.pdf


 

 

 

 

 

 

 

 

 

 

 

 

           

 

 

 

 

 

 

 

 

 

 

 

 

         

     

 

 

Principal and PTx 

review PVSD Student 

Activities Guide and 

determine if Green, 

Yellow, or Red light 

activity 

Red light: stop 

and pick a 

different 

activity 

Yellow light: 1. 

school site 

contacts Risk 

Management 

 2. PTx and 

school site 

implement 

safety 

mitigation 

measures  

 

Green light: 

keep going 

PTx and Principal 

discuss possible event 

https://www.pleasantvalleysd.org/cms/lib/CA00000039/Centricity/Domain/3065/Activities%20Guide%202019-08-05.pdf
https://www.pleasantvalleysd.org/cms/lib/CA00000039/Centricity/Domain/3065/Activities%20Guide%202019-08-05.pdf


 

 

 

 

 

 

 

Notes about determining if this is a school event or not: 

Two specific types of events are not school events: 

1. PTx group meetings  

2. Pay-to-participate classes after school (like painting classes that charge a fee) 

The vast majority of events on school property are school events, see examples below. The events listed 

above are PTx events on school property. The events listed below are examples of school events funded 

by the PTx.  

1. Assemblies  

2. Carnivals 

3. Art classes (for all student – no fees)  

 

 

 

 

 

 

 

 

 

 

 

 

 

Determine whether 

this is a school event 

or a PTx event on 

school property 

School event 

funded by the 

PTx 

PTx event on 

school property 

Fill out a Facilities Use 

Request form to reserve the 

facilities for your event. The 

facilities department may 

request some additional 

details about vendors. Note: 

fees are waived for PTx 

groups. 

https://www.pleasantvalleysd.org/cms/lib/CA00000039/Centricity/Domain/3067/CommunityUse%20Requester%20Guide.pdf
https://www.pleasantvalleysd.org/cms/lib/CA00000039/Centricity/Domain/3067/CommunityUse%20Requester%20Guide.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students enjoy the event 

1. Get a written quote 

from the vendor 

2. Submit the quote to 

the SAA 

3. Make a donation to 

the school to cover 

the cost of the 

event 

1. SAA  follows the 

Flowchart A 

procedures to enter 

requisition  


