Letters
Paper letters or letters sent as email attachments require
e Current school letterhead

e Principal signature.
Therefore, for any document that needs to go as a letter

e Write the file in Word

o Email the file to the Principal for checking, saving on letterhead as a PDF, and signing digitally,
to be returned for your digital signature.

¢ Receive the PDF, digitally sign the letter, provide it in hard copy to the relevant recipient, or
return to the Principal to be emailed to the relevant recipient

e Save the document on OneSchool.



