Springfield Public Schools

Request for Distribution of Non-School Material

(1) Complete this form and email it to the Community Relations Office (ehiggins@spsmail.org) three weeks prior to the date of your event along with a PDF file of the material to be distributed.  No exceptions.

(2) Your organization and materials must meet the approval criteria set forth below.

· You are a current Partner in Education

· Your event is school related.  Per Board Policy KFA, advertising materials of commercial, political or religious nature should not be displayed or distributed in the schools or on the school grounds.
(3) Organizations submitting information concerning activities with associated fees will be required to offer reduced costs or scholarship options for students eligible for free and/or reduced price lunch.

(4) Final approval is made by the site principal.

(5) Upon approval, your material will be posted to the district web site for distribution.

APPLICATION
	
Name of Organization
	
Business Phone #
	
Fax #

	
	
	

	
	
	

	
Mailing Address
	
City, State
	
Zip Code

	
	
	

	
	
	

	
Contact Name & Title
	
Email Address

	
	

	
	

	
Purpose & subject of material to be distributed.  Must include how material is school related.

	

	

	

	

	

	Current Partner in Education:   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No, but would like to be contacted.

	Desired recipients of material:   FORMDROPDOWN 


	Material indicates allowance for students on Free/Reduce Lunches:   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	


For Office Use Only
 FORMCHECKBOX 
  Approved for Posting (with final approval of each school’s principal).

 FORMCHECKBOX 
  Disapproved for Distribution.  
Comments:  ____________________________________________________________________________________________________________________________________________________________________________

_________________________________________           ________________________

                   Approval Signature



                Date

