SAMPLE TEMPLATE FOR PLN LIAISONS (Please adapt for your own district’s use)

To: District teachers and administrators 
Re: The Penn Literacy Network online registration process


How do I register for the PLN credit-bearing course that we are offering in our district?

· Go to the PLN homepage at www.gse.upenn.edu/pln and click the registration button on the right side of the screen. Follow the instructions to complete the form (see attached for more complete directions).  You will receive an email confirmation that your registration has been submitted within a few weeks. 

· Please send an email to me at (LIAISONS: PLEASE ADD YOUR EMAIL ADDRESS) indicating that you are interested in taking the course and that you have registered online or that you plan to do so by the deadline: ______________

· Once I receive your email indicating that you plan to take the course, I will forward a list of all participants to Iris Sanchez (PLN’s Administrator).  She will use our district’s list as a cross reference when she goes into the registration queue. She is the recipient of the online registration form that you filled out and submitted. 

Liaisons: 

When sending course information to your teachers and administrators, please include:

· The course descriptor(s) from the PLN web site: www.gse.upenn.edu/pln. Go to the Services section and you will find seminar descriptors with a drop down option for a full description of each course when you click the title.  Please cut and paste the course title and description. 
· The dates, times and locations for your district’s projected PLN course(s)

