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· 3rd, 4th, and 5th grade APP mailing procedures:

1. Any APP not signed at parent/teacher conferences will be mailed (NOT sent certified) from the site.

2. The instructional coach is responsible for collecting and mailing the APPs using a site envelope or a Mid-Del Schools envelope.  Check with your site secretary to determine the mailing procedure for postage. 

3. Each mailing should include the APP and supporting documents plus the attached cover letter.  You will have to add the principal’s name and school information for your site in the cover letter.  The principal must sign the cover letter.

4. Complete the attached form to verify the date the APPs were mailed and to whom they were sent.  This form is due to Lacey Brown after each conference date.







Dear Parent or Guardian,

Please review the documents included in this packet and return to your child’s teacher.  If you have any questions, please contact the school.

Respectfully,




Michael Becker, Principal
Townsend Elementary
405-671-8680












Site:_________________			Date:__________				
Total number of APPs mailed:_________

	Name of Student
	Name of Parent and Address 
	Date Mailed
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