MDUSD Education Services 
Calendar Input Form

This form will be used to input information into the Web-based Education Services Calendar.

Instructions:
1. Save a copy of this form on your computer.

2. Complete the information items on the form.

3. Attach a copy of the form to an email to Cindy Barnett (barnettc@mdusd.k12.ca.us), or print a copy and send it to Cindy via the Pony.

Important Note:  Only the Contact Person for a calendar item will be able to change or remove it, once it has been placed on the calendar.  Anyone other than the contact person must contact the contact person directly, and ask her/him to make any changes.

	Meeting Date(s)
	

	Start time
	

	End time
	

	Meeting Title (as it will appear on Web)
	

	Location
	

	Category (Ed Services, C&I, Wing D, etc.)
	

	Speaker
	

	Contact Person
	

	Contact Person email
	

	Additional details
	


Notes:  
· The fields will automatically expand if you continue typing in them.  This should only be required for “Additional details/description”
· You may use a single form for recurring meetings if they are scheduled at the same place and time by entering multiple dates in “Meeting Date.”
