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STEP 1: CREATE INFO FLYER  
  

Use simple language and an easy to read format (lots of white space) that will copy clearly in 
black and white (avoid shading and blurry graphics).  See “Guidelines” for more tips. 

 
Remember to be short and highlight fun stuff (i.e. food, raffle, prizes).   

Avoid jargon language and expressions – this will make it easier  
for our non-native English speakers to understand and translate for families.   

 
STEP 2: TRANSLATE  

 
Once you have completed the flyer, send it to Maria Rucks (mjrucks@hotmail.com) who will 

ensure that it is translated.   Send it 7 days in advance is ideal!  
 

STEP 3: DISTRIBUTE - See below for ideas 
 

Ask ESOL team 
to help outreach 

Contact: 
Aloha_E_Keylor
@mcpsmd.org 

 

Include in 
Newsletter and 
PTA Updates 

Contact : 
wendimaloney@

aol.com 
 

 
Hang Posters on 
School Doors in 
both English and 

Spanish 
 

Post on PTA 
Website  
Contact: 

Ajonas@gvpt.um
d.edu as a PDF 

file 

Use CONNECT 
ED or Phone 

Tree 
Contact Room 

Parents or  
Ms. Dardarian   

Post on PTA 
Bulletin Board  
Across from the 

Main Office 

Promote Event 
at PTA Meeting.

Contact: Diane 
Jordan at 

Diane_K_Jordan
@mcpsmd.org  

Post on HVES 
List Serve  

Note: Message 
will reach 1/3 of 

parents 

Include in 
Thursday 
Folders  

Deadline is 
Wednesday  
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