Communication Guidelines

Any item that is communication to Lester families must approved by Mrs. Novak, cnovak@dg58.org or Mr. Sisul, jsisul@dg58.org.

All forms, flyers, etc. should include the following information top and center:

· Name and date(s) of Event of Activity

· The phrase “Sponsored by Lester PTA” or name the appropriate group

· Basic description of Event of Activity

· Contact person or people, phone number(s)/email address(es)

Weekly Newsletter & PTA Website  
The PTA newsletter is sent electronically each week on Monday.  If there is no school on Monday, the newsletter will be sent on Tuesday.  To be included in the newsletter, you will need to provide Vicky Casey, communications@lesterpta.com a brief paragraph; be sure to include contact information with chair email addresses or phone numbers.  The deadline to be included in the Monday newsletter is the Friday before.  If you have an (approved) flyer that you would like to link to your article, please provide the file in pdf or MS Word format.  All approved flyers should be sent to Vicky for Web posting (even if you do not have a newsletter article).  Please email an attachment in pdf or MS Word format.  She will post the flyer on the Lester PTA Website, www.lesterpta.com on the ‘PTA Flyers’ page. 
Longfellow Center
The copy center at Longfellow is a great resource to make copies needed for an event.  Copy center hours are school days from 8 am-4:30 pm.  Longfellow is located at 1435 Prairie Ave.  Phone: (630) 719-5867.  Unless you bring your own colored paper, the copies will be made on white paper which is supplied to Longfellow from each PTA in the district.  Please allow 2 school days for your copies to be made.  This is a free service to the PTA, so please be considerate of this when requesting copies.  Paper cutters and Ellison Die Cuts are also available.  

If you need to send out hard copies, please have 355 copies made at Longfellow Center.  This amount will cover the youngest/only children for each family at Lester.  We have 510 students at Lester, but each student does not need a copy, just each family.  The counts for each classroom are on the next page.  Please make a few extra copies for the school office and the Parent Information Center in the main hallway of the school.  If you would like each Lester staff member to receive a copy, please email Tammy Mochel at tmochel@dg58.org and she will send it electronically.  If you are not sending out hard copies to families, please still provide a few copies for the school office and Parent Information Center.
Distribution
Once your copies are made, bring them to the school office.  If distributing to the youngest/only children,  the counts for each classroom are listed on the next page.  Please place copies for each classroom in the teacher’s mailbox which is located in the school office.  Totals for each class are listed on the next page.
Please give Tammy Mochel extra copies for the school office.  Please put extra copies in the Parent Information Center slots outside of the school office.  Don’t forget to email your approved flyer to Vicky Casey, communications@lesterpta.com so we can post it on our Lester PTA Website, www.lesterpta.com on the ‘PTA Flyers’ page.  Please send your file in pdf or MS Word format.
Lester Life/Publicity 
If you want your approved event or activity write-up included in our monthly school newsletter, Lester Life, please send to the editor: lesterlife@lesterpta.com  before making copies. If you want your approved event or activity write-up included in the local newspapers, please make that request when contacting the Lester Life editor.  Lester Life will also be housed on the PTA website.
