How to Make ABE PTA Flyers

Build your flyer and give it/e-mail it to your designated VP.   

Advise your VP as to whether you will pick it up at Office Depot or would like to 
have it delivered to the school (for free).  Keep in mind delivery can take a few extra days.    

Your VP will need to proofread it and have it approved by the principal. Our rate for black and white ink on white paper is .02/copy rate. Account number 69839314, Store Purchasing number 80122474344). You may be asked to show this card/image of our account: 
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If you would like to pick it up at Office Depot, your VP will proofread it, approve it, and either upload it to Office Depot for you to pick up later or provide you a code to take to Office Depot to have the copies made. If you pay for copies, fill out a reimbursement form from the Treasurer’s file in the PTA drawer of the teacher workroom.

Helpful Hints:
Half-sheet flyers usually say all you need to say and cost half as much!  
Colored paper gets noticed more than white but also costs more. Remember the cost comes out of your budget.  No flyers will be printed in colored ink. 
Teachers usually check their boxes at lunch so if you don’t have the flyers in the boxes by about 10:30, they may not all go home that day.

If you are having flyers cut or given to you by someone else, it helps to have them collated in groups of 20; it makes separating them into number of students per class easier.  The number on the dot on the teacher’s mailbox indicates the number of students in the class.

[image: image2.jpg]Atlantic Beach Elementary

PR

everychild.onevoice.’

www.AtlanticBeachPTA.org





[image: image2.jpg]