E-messages - Format and Policy
· E-messages should be short (and to the point,) ideally no more than 

15 – 20 lines.

· They should be readable.  Bullets and judicious use of bold can be very helpful.

· Information that is detailed should be posted on the website (or in Dateline,) and referred to with a link in the e-message.

· The final font used will be Times New Roman, 14 pt for titles and 

12 pt for text.

· The committee chair is responsible for drafting the e-message and for all content.  Please check (and double check) that dates, days and times match up to your scheduled program / event.

· All e-messages must be approved by Sue Rogers, PTSA Co-President.

· If edits occur during the approval process, the chair is responsible for making the changes and sending the final copy for final approval.

· After final approval, the chair is responsible for sending a final, approved draft in its entirety to emessages@dodgenptsa.org 

Contacts:

Sue Rogers – PTSA Co-President (co-president@dodgenptsa.org)

Kate Maloney – PTSA Committee Chair E-Messages (emessages@dodgenptsa.org )

