Newcastle Elementary PTOA

Parent Teacher Student Association

Kidmail Flyer Submission Procedure 2011-2012

Overview: Flyers are an excellent way to draw attention to a program or event. Flyers do need to be approved by
the school before being sent home in Thursday’s kidmail.

Deadline: Flyers must be submitted to the EC member your position reports to by Monday at noon the week of
distribution.

Process: Email flyer to EC member by the Monday deadline.
EC member will review, edit if necessary, and forward to Co-Presidents for approval.
Once Co-Presidents approve the flyer, they will forward to Marla for approval.
Once Marla approves the flyer, Co-Presidents will notify EC member, then EC member will notify Chair.
Chair will then make appropriate number of copies and deliver these copies to the school by 2 pm
Wednesday, the week of distribution.
Flyers will be distributed in Thursday’s kidmail.

Summary:

Monday Tuesday Wednesday Thursday Friday

Flyer sent to EC
member for review.
EC member forwards
to Co-Presidents for
approval.

Co-Presidents forward
to Marla for approval.

Marla reviews,
modifies if necessary
and sends approval
to Co-Presidents,
then to EC member.
(NOTE: This is not a
set deadline for
Marla’s approval.)

Once approval is
received, EC member
will notify chair.

Chair delivers copies
to school by 2 pm.

Flyers distributed in
kidmail.

Contact Information:

Co-President

Edana Peacock

edanatish@aol.com

Co-President

Kim Plowman

Co-VP/Ways & Means

Meri Hartman

merimelissa@yahoo.com

Co-VP/Ways & Means

Cindy Buono

cindy_buono@hotmail.com

Co-VP Program Enrichment

Rachel Handsman

jeffreywdiana@aol.com

Co-VP Program Enrichment

Georgia Forchuk

gforchuk@msn.com

VP/Volunteers

Lani Pedersen

beaubrooke261@msn.com

VP/Outreach

Allison Flash

eaflash@comcast.net

Co-Treasurer

Sarah Herr

sarah.herr@comcast.net

Co-Treasurer

Taneka Ogden

ogdenfamily4@msn.com

Secretary

Molly Hegenderfer

mhegenderfer@hotmail.com

kplowman@premieremarket.com




