
Secondary School Annual Itinerary
Secondary schools have the option of adding an annual itinerary in calendar form to their school pages.  This itinerary covers the period from July 1 until July 31 in the following year.
If you choose to add this itinerary, please use the following MS Excel file:
· HS_Cal.xls
Make sure you’re in the sheet tabbed “Data”.  Type your information in the information fields behind the applicable date.  For your convenience the day of the week is indicated in the following column.   Do not enter data in the monthly sheets as this will make the template useless.
Do not change the font of the layout of this field.  The field has been designed to allow all your copy to fit into the calendar box of the itinerary.
After completing the itinerary, convert the monthly sheets to pdf’s.  Safe the file and indicate school name and city/state.
Some tips: 
· If you have multiple entries on one day, separate them with a slash (“/”) or a dash (“-“), surrounded by spaces.
· A multi-day entry can be entered by indicating first and last day (e.g. Christmas Holidays begin), or by repeating the entry for every day affected).
· Be concise.  Leave out details that can be posted: “Volleyball tournament at St. Mary’s” can be “Volleyball tournament”.

