Guidelines for Event Flyer Approvals
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[bookmark: _GoBack]To submit a flyer for approval:  Organizations or companies wishing to submit information to be posted in the LSC Electronic Backpack must do so by reading the Event Flyer Guidelines below.  Upon reading the guidelines, the requesting party should send the required information and a digital PDF of the requested posting.  Postings are for informational purposes only.  Approval of a posting does not imply that the Corporation endorses the event.  Suitability and approval of event postings will be at the discretion and approval of LSC administration per board policy.
Event Flyer Guidelines: 
· Those wishing to submit event information to be posted in the LSC Electronic Backpack site must do so by emailing the required information and digital flyer (PDF) to the Associate Superintendent.  Email address:  jlayton@lsc.k12.in.us  (Include in the subject line of the email the words ELECTRONIC BACKPACK)
· If digital access is unavailable to the requesting organize, the event flyer may be presented at the Administrative Office (2300 Cason).  The document will be scanned and sent to the email address above.
· Each event posting will be reviewed in accordance with the LSC board policy regulating the distribution of materials in the school.  Approval is at the discretion of the LSC administration.  Approval or disapproval will be communicated to the requesting party via the contact information outlined below. 
· Required information includes: 
· Name of Organization
· First and last name of immediate contact
· Email address of immediate contact
· Telephone number of immediate contact
· Flyer title
· Posting timeline (desired date of posting and date of the event)
· Postings will be updated on the 15th and 30th of each month.  (If these dates fall on the weekend or a holiday, postings will be completed on the last business day prior to the 15th or 30th.)
· Requests for event posting needs to be made 10 days prior to the posting dates of the 15th and 30th.
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