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All of your correspondence to the parents and/or students of East Side must have the proper approval before it can be copied and distributed. If you have any questions/concerns regarding PTA policy and procedures, please ask your PTA Oversight Officer.  If you have questions/concerns about school policy and procedures, please ask Pat Mabry in the front office.

If your correspondence will be directed to an entire grade level or to the school, it must be approved by your Oversight Officer, a PTA Co-President and East Side Administration. To obtain approval: 

· Create your original document (e.g.,flyer, letter)

· Complete a PTA Copy & Distribution form and attach it to the document

· Approval can be obtained by physically placing these papers in your Oversight Officer’s box. S/he will then pass on as needed





Or

· Committee chair emails oversight officer who reviews and forwards to PTA co-presidents. Subject lines on emails to read “PTA Approval for Distribution” and any necessary documents are attached for review.  Co-president then forwards to principal(s) and/or Pat Mabry.  Chairperson must receive email approval from one PTA Exec officer and one school representative before proceeding. Final Email approvals are printed out and stapled to PTA Copy & Distribution form, then taken to printer. 

In light of the situation at Cobb County schools with copier machines, it is preferred to make all copies at the The UPS Store in the Parkaire Kroger Shopping Center.  The PTA has an account with them and they bill us monthly for the copies that we make. Store number is 770-578-6499

If you are at school and need copies right away, there is a limited supply of paper available in the PTA bins. Please take some for your use and return what you don’t use. The copier code is ________. 

Endless Possibilities
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