Quicknotes  Publication Guidelines
Vision and Mission: CHS PTSA Quicknotes is a free, opt-in, subscription-only electronic newsletter for parents, students, teachers and staff of Centennial High School in Ellicott City, Maryland. The e-newsletter is solely funded by the Parent Teachers Student Association (PTSA) of Centennial High School, a non-profit, non-partisan volunteer organization. The newsletter’s Editor is a PTSA parent volunteer.

As an information resource about school events, student and staff  opportunities and achievements, Quicknotes serves a vital role in the PTSA’s mission of “. . . bring(ing) into closer relationship the home and the school, that parents and teachers may cooperate intelligently in the education of children and youth . . . “. 

Quicknotes is regularly published every Monday and Wednesday during the academic year, with issues as needed during summer months. The deadline for submissions is 9 AM the day of publication. Quicknotes accepts only emailed news items submitted to chsquicknotes@yahoo.com. 

Submission Guidelines (Content, priority and page placement): Quicknotes seeks to serve its readership by limiting content to: announcements about and for the Centennial High School community; pertinent items of interest from government educational organizations; student scholarship, contest and post-secondary education planning opportunities; and promotion of those events and organizations which directly support or relate to the school and/or its PTSA. Quicknotes does not publish items about events or accomplishments which do not support, or are not supported by, the school or its PTSA. 
Because Quicknotes seeks to reflect the caliber of Centennial High School, all items submitted to Quicknotes for publication are subject to editing for appropriate newsletter style as the Editor deems necessary so that the e-newsletter may reflect these qualities and values to the public.  Whenever possible, the Editor will communicate with the submitter regarding, and will provide for review, suggested editorial clarifications and additional details. Due to space limitations and/or priority circumstances, the number of times a news item will be repeated in its entirety is at the Editor’s discretion. The Editor welcomes all opportunities to work with submitters to help plan a communications strategy.

Subscribe/Unsubscribe to Quicknotes: To subscribe to Quicknotes, send a blank email to quicknotes@aweber.com. In response to your blank email, an email containing an activation link to confirm your subscription will be sent to your email Inbox. Click on the activation link and you’ll receive the next issue of Quicknotes.

To stop receiving Quicknotes, please use the “Unsubscribe” feature found at the bottom of every Quicknotes e-newsletter.

Quicknotes welcomes appropriate news items, questions, comments, suggestions and corrections. Please email these to the Editor at chsquicknotes@yahoo.com.

(Centennial High School PTSA Executive Board, approved 10.13.10)
