Subject: 
yearbook ordering through advisory

Date: 
Mon, 26 Sep 2011 12:51:51 -0500

Advisory teachers,

I will be putting yearbook order forms in your boxes this afternoon. They need to be distributed, filled out by your advisory students and returned to you in advisory tomorrow, Sept. 27. This activity has been approved by the advisory committee, but it hasn't been on the calendar because we weren't sure exactly what day we were doing this until very recently. There is another activity scheduled for tomorrow, but filling out the yearbook order forms should only take 5-10 minutes at the most - leaving enough time to do the other activity as well.

The reason we decided to use the advisory period for this is that it should free up some instructional time in English classes, which is where we have filled out these forms in the past.

I am including a sample form filled out correctly in all of your boxes. I'm also including 2-3 icon sheets that students can share to decide which - if any - extra things they want printed on their cover. Most students - the juniors and seniors who were here last year - have filled these forms out for a couple of years and know just what to do. New students and sophomores might need a little help.

No one is paying anything at this point, all we want is for EVERYONE to fill out a form saying Yes, I want to order a yearbook or No, I don't want a yearbook. We will take these forms and bill the students through the mail. They will have until February to pay, and even if they say Yes, they can still change their minds and not buy one.

The forms need to be filled out in pen - not pencil please - and we need their NAME, ADDRESS, and they should mark if they want their NAME PRINTED ON THE COVER or SOMETHING EXTRA LIKE AN AUTOGRAPH SECTION. You might point out that this year - for the first time ever - we are offering a SPRING INSERT. In it we are going to cover the Spring sports in detail, Spring Break, prom, graduation, etc. It should be 16-20 pages and will arrive in mid-May. We will mail it to any senior who orders one.

I will send my yearbook class around during 4th hour tomorrow to pick up the forms. If you need more forms, please let me know. If someone is absent, you can have them fill out the form the next time you see them and then put it in my box. I think my e-mail sounds more complicated than it really is. These forms are easy and self-explanatory.

Let me know if you have any questions or problems. 

Thanks a lot!
Stephen Teague
FHS Yearbook adviser
