Sequoia Newsletter Request Form
*Please complete all information below, and e-mail this completed Word doc as an attachment to newsletter@sequoiaschool.net by Tuesday, 5pm of the week before you wish to have your content published in the school’s weekly newsletter. The principal will review and approve your content Wed-Thurs, and forward it to the Newsletter team by Friday, for publication to the newsletter and/or website by Monday. 

CONTENT: 

	Headline (suggested 6 words or less): 
	(please complete here)

	Sub-Header (optional)
	(please complete here)

	Body of Message (suggested 100 words or less. Are you looking to just share information or to request action on the part of the readers? Keep it brief and specific!)
	(please complete here)


ABOUT YOU: 

	Your Name (so people can contact you for details): 
	(please complete here)

	Your Phone # (recommended)
	(please complete here)

	Your E-mail Address (yourname@domain.com)
	(please complete here)

	2nd Name (optional): 
	(please complete here)

	2nd Phone # (optional)
	(please complete here)

	2nd E-mail Address (yourname@domain.com)
	(please complete here)


PUBLICATION INFO: 

	Requested Date (please list date of first publication, usually next Monday’s date): 
	(please complete here)

	How Many Weeks? (do you want this to appear in the newsletter? 1, 2, 3?)
	(please complete here)

	Appear in Newsletter?  (Yes / No)
	(please complete here)

	Appear in Website Home Page? (Yes / No): 
	(please complete here)

	Appear in Website Blog? (Yes / No)
	(please complete here)

	Appear in Website Google Calendar? (Yes / No)
	(please complete here)


*Thanks for completing this form. Please save this file and send it as an e-mail attachment to newsletter@sequoiaschool.net, with the Subject line = “Sequoia Newsletter Request” 
