Southington Public Schools

Southington, Connecticut

DISTRIBUTION OF COMMUNITY ANNOUNCEMENTS APPLICATION FORM

DISTRIBUTION PROCESS:

1. Submit this form 2-weeks in advance of the distribution date along with a copy of the information.  Without 2-week notice, we cannot guarantee the distribution will occur in selected schools.
2. Any flyer must be emailed in PDF format to kseltzer@southingtonschools.org
3. Approval will be determined by the superintendent or his/her designee.  All community advertisements and announcements must be aligned with BOE policies and regulations.

4. Once approved, central office will notify the contact person via email, as well as the schools.

Website Notification / Elementary School Newsletter/Eblast:
· Approved flyers will be posted on our district website if requested.  Once approved, they’ll be posted within one week.  
Eblast Notification:

· Approved flyers will be sent via ParentSquare within one week.  
Contact Information:
	Date:
	     
	Name of Organization:
	     

	Contact Person:
	     
	Phone #:
	     

	Email:
	     
	Date of Distribution:
	     

	Purpose of Distribution (Advertisement, Informational, Fundraiser…):
	     


Type of Organization Requesting Distribution:
	· Fundraising    FORMCHECKBOX 


	· SPS Event (sporting/club/activity/etc.)   FORMCHECKBOX 


	· Non-Profit Organization 

	Educational   FORMCHECKBOX 

	Service Organization   FORMCHECKBOX 

	Community Agency   FORMCHECKBOX 

	Other  FORMCHECKBOX 

	     

	· Non-Profit ~ 501(c)(3) Documentation Attached    
	 FORMCHECKBOX 

	If not, explain:
	     


Distribution Plan:
Please distribute to:  Parent/Guardian (via ParentSquare)   FORMCHECKBOX 

Teachers   FORMCHECKBOX 

Form of Notification Being Requested:  Website   FORMCHECKBOX 

Eblast (via ParentSquare)   FORMCHECKBOX 


	Date(s) to post the flyer (provide start and end dates) ______________________________________

	Electronic Distribution to the following school(s):


Elementary





Middle School


High School 
Derynoski

Oshana
 FORMCHECKBOX 

DePaolo
 FORMCHECKBOX 


Southington High   FORMCHECKBOX 

Flanders
 FORMCHECKBOX 

South End
 FORMCHECKBOX 

Kennedy
 FORMCHECKBOX 

Karen Smith Acad.
  FORMCHECKBOX 

Hatton
 FORMCHECKBOX 

Strong
 FORMCHECKBOX 




Kelley
 FORMCHECKBOX 

Thalberg
 FORMCHECKBOX 




(Signature of Contact Person)
















Approved  FORMCHECKBOX 


Denied  FORMCHECKBOX 

District Signature




Date

Assistant Superintendent’s Office * Southington Public Schools * 200 North Main Street * Southington, CT 06489

Ph: (860) 628-3204   Fx: (860) 628-3205  Email: kseltzer@southingtonschools.org  

Community Relations 
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