YOO Procedures
· Any and all letters, flyers & information of any kind for YOO must be received NO LATER than 9am on Wednesday morning and labeled appropriately (YOO and date).   If you are not able to meet this deadline, you are responsible for getting your information out in YOO or distributing separately (unless you have prior arrangements with Lily Parker or Michelle Sims).
· A copy of the printing request form that is “sent out” must be placed in white YOO folder in office workroom.  This folder is on the left hand side of office on counter – very visible.  
· All printing done “in-house” must be completed and put under teacher’s mail slots on the shelf marked PTA YOO.
·  Please have all printing, cutting, etc. completed before turning into YOO.
· PLEASE DO NOT put anything in the general workroom that is to go in YOO - unless you have prior permission by Lily Parker or Michelle Sims.  

Thank you for understanding and working with YOO! (
Lily Parker – LEPARKER1@verizon.net
Cell - 972-948-2245

Home – 972-517-1522

Michelle Sims – michellesims@verizon.net
Cell - 214-418-9504

Home – 972-517-0324

