PTO Communication Request Form
Please fill out the following form and email it to info@respto.com.
This form may be used for Website, ROCK, eBlast and/or Marquee requests.
	Requestor Information
	

	Submission Date:
	

	Chair Name:
	

	Email Address:
	

	Committee:
	

	

	Website Request
	

	Put article on existing web page of main menu (circle one)
	Home * About Us * Fundraising * Outreach * Forms * Yearbook 

	Approve new web page for my article; does not fit current web page names.
	Proposed New Page Name: 

	Article Expiration Date
	<insert date>

	

	Rock/eBlast Request
	

	ROCK - Please publish bi-weekly until:
	<insert date>

	Email Blast – Publish Date
	<insert date>

	

	Marquee Request
	

	Posting Dates
	<insert date> - <insert date>

	

	ARTICLE TITLE
(Marquee/Web/ROCK/eBlast requests)

Short, concise, catchy! May be modified due to space constraints.

	

	ARTICLE CONTENT
(Web/ROCK/eBlast requests)

Helpful Tips:
1. Hyperlinks (word/phrase linked to another website) - Underline link name in content. Put web address in brackets following it.

2. May be edited due to space constraints.

3. Please check spelling and grammar prior to submission. 

4. Use bullet points to keep content short and concise.

5. All content will be published in black and font in newsletter.
6. Include any document (fliers, order forms, etc) in your submission that needs to be linked to your content.

	

	FILE ATTACHED
(attach document or image in DOC, PDF or JPG format, if needed)
	□ Yes  □ No

	


