MONTCLAIR ELEMENTARY SCHOOL 
GREEN FOLDER EMAIL/SNAIL MAIL PROCESS
VENDOR AND PARENT INSTRUCTIONS – 2011-12
Montclair Elementary School’s Weekly Green Folder now includes an emailed version of most of the folder contents for parents. A Green Folder will still be physically sent home with each child each week, however some families have opted to receive most documents through the weekly school email. 
Critical school communications as well as important school event information needing parent involvement will still be sent by hard copy (as well as by email).

GREEN FOLDER SUBMISSION REQUIREMENTS

Any outside organization or parent wishing to include something in the Montclair’s Weekly Green Folder must now do the following:

· Supply an electronic file of the document (preferably in PDF) to the following addresses – janemccrea@yahoo.com and  
pta-correspondingsecretary@montclairelementaryschool.org
· If no electronic file is available, please submit a hard copy that the school’s Green Team will scan for you. (Must be submitted by 2:45 on Monday for inclusion that week.)
· Supply reduced number of student copies – total of 130 – that are bundled according to the Copies Needed sheet (hanging in the copy room) and have the teacher’s name on top of each set. 

(If your item is considered a critical school communication or is a school event needing parent involvement, please make enough copies for each student to receive a hard copy – total of    -- bundled with the appropriate number for each class.)
