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MEETINGS IN MINUTES
We are developing a new tool for our Discount Group leaders—Meetings in Minutes, a library of monthly meeting topics with downloadable and printable speaking outlines, handouts, and other tools for the exclusive use of our Discount Group leaders. Please take a brief survey to help us tailor this to your group’s needs! https://www.surveymonkey.com/s/KP2VNTR 

SHARE YOUR TOPICS
If you have meeting topics that have been well received, won’t you help us to share them with other leaders? We’ll edit for you as needed and acknowledge you and your group.  

SUBMISSION GUIDELINES

1. The preferred format is a Word document, in 10-14 point Times New Roman or Arial font. Handouts may be in PDF format but must then be print-ready and no attribution can be added. Fonts should be embedded as needed, and documents should be printable and downloadable.
2. Topic outline should include title, description, and a general script or outline for a leader to follow. Include your name and the name of your group (with web URL, if desired), plus your email address and phone number for our office to contact you with any questions or clarification.

3. Please include a handout to be distributed to the group, preferably 1-2 pages in gray-scale or black and white. (If it is in color, it should be suitable for printing in black and white without loss of information.) This could be an outline to distribute, a list of suggested resources, inspirational piece related to the topic, or any other helpful take-away item.

4. You should be the original author of any material or credit any material that is quoted. If the quote is more than what would be considered Fair Use, you should have written permission to use. (See www.homeschoolcopyright.com for more information on copyright and fair use.)

5. Submission of your topic or supplemental material constitutes permission for HSLDA to utilize it in this project and to edit as needed. You will receive a link to preview your material before it “goes live” with your name on it. 
6. Submission of a topic does not guarantee its inclusion. If several participants submit similar material, we reserve the right to use only one or to combine and give joint credit. Material that is heavily edited or revised may also be attributed to HSLDA as well as to the submitting leader.
7. Submit materials for consideration to Meetings@hslda.org. For more information, contact Vicki Bentley at 540-338-5600.
NOTE: If you have only one component (topic suggestion, outline, handout, resource list, inspirational piece, etc.), please consider sending anyway. It may be just the item we need to complete another Meeting in Minutes selection!

