Tuesday Folder Flyer Submission
Tuesday Folders are sent home every Tuesday.  If you have a PTA flyer that you need included in the Tuesday folder, a final proofed, pta-approved copy must be in the PTA school office on  Wednesdays by 3pm for the following Tuesday distribution. 
Steps to have a flyer copied and included in the Tuesday folders:

1. An original copy that has been proofed and approved by your vice president should be left in the yellow folder on the PTA door in the school office. Reminder!  All flyers should be proofed, spell-checked, include a PTA contact name and email or phone number and be approved by the PTA co-Presidents (the copy committee does not proof or verify the information in the flyer).
2. A blue “copy instructions” form should be filled out and attached so the Copy Committee knows when and how it should be distributed. You may list more than one Tuesday on the form for distribution and do not have to put a new original in the folder each time. **Note:  many weeks we will do one stapled set of flyers so they may not always be separate or on colored paper.

3. There are 2 folders in the Yellow Copy folder hanging on the PTA door.  Flyers that need to be approved by the Principal should be put in the “unsigned folder.”  The copy committee will get the flyers approved so we know what we have to copy!!  DO NOT LEAVE YOUR FLYER WITH THE OFFICE STAFF! PLEASE PUT IT IN THE YELLOW FOLDER.
A copy of the current week’s flyers will be posted in the PTA binder by the PTA inboxes.
Thanks!
