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Hello Everyone, 

Below and on the Elementary Report Card Blog are the complete details for spring report cards, but the short
version is:

JUNE 16: Teachers deliver printed report cards to the office (2 sets in 2 stacks, one for cum files
and one for families)
JUNE 17: Classified staff stuff report card envelopes (please stop by the office to see how you
can help)
JUNE 18: District couriers pick-up report cards from schools
JUNE 21: Report cards sent to EDMS for delivery to families. 

The * is an option on the report card for students where there is no basis for a grade. 

Also, some report card fields have been pre-populated with a Y. 

https://blogs.4j.lane.edu/elemreportcard/

Let me know if you have any questions. 

Allan

Allan Chinn
Principal, Holt Elementary School
Eugene School District 4J
chinn@4j.lane.edu, (541) 790-6100
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Cc: "Tammy Christensen" <christensen@4j.lane.edu>, "Garry McCready" <mccready@4j.lane.edu>
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Hello Elementary Leaders
 
The elementary report card blog - linked here https://blogs.4j.lane.edu/elemreportcard/  has been 
updated. I am hoping the email below has all the information needed for report cards to be mailed out by 
the district. Please share with your staff - thanks for all you do!!
 
 
The Elementary Report Card envelope to be mailed home, by the school district, should include:

https://blogs.4j.lane.edu/elemreportcard/
https://blogs.4j.lane.edu/elemreportcard/
https://www.facebook.com/4jberthaholt/
https://www.instagram.com/4jberthaholt/
https://holt.4j.lane.edu/
https://blogs.4j.lane.edu/elemreportcard/


Elementary report card (one page front and back)
ELL report card (if needed)
Sped progress report, if needed (four pages and under). If Sped progress report is larger, it will be 
mailed separately

**All other reports or materials should be placed in the folder or envelope sent home with the students 
(ie. Title, PE, Music, etc.)
 
Classroom teachers:

Print two copies of your completed report cards, have them in two different stacks (one for the 
envelope to be mailed home & one for the student cum folder)
Walk your two stacks down to the front office and hand-off by June 16 
If there is a glitch in the printing, please communicate with the building principal, who can facilitate 
the printing of the report cards

 
Building Administrators:

Collaborate with front office staff and other building support staff to label and stuff report card 
envelope
Please fold the report cards and put them in the envelopes
Envelopes should be placed in a box if possible, facing the same way
FYI - 4 to 5 sheets of regular paper will be within one ounce
No need to sort your report card envelopes by zip code, EDMS will do that
If you use envelopes with the self adhesive strip, you need to seal them yourselves. EDMS will not 
seal those.
EDMS can run the envelopes through a machine to seal the gummed flaps. It is also okay if you 
want to seal the gummed envelopes yourself if that is your preference. Please indicate that they 
are already sealed so EDMS can easily identify them. A post-it is fine for this
No need to fill out a postage slip with account number. The district is covering postage and we will 
fill out one slip for the mailing.
Please have your envelopes ready for the 4J courier to pick up on Friday, June 18. Some will be 
picked up in the morning so please have them ready
Address the box to: EDMS Report Cards
EDMS will send a courier to pick up the report cards from the Ed Center on the afternoon of 
Monday, June 21.

If you have any questions, please consult with your building administrator.
 
Thank you for your patience and support as we work through this process. 

-- 
Brooke Wagner D.Ed.
Director of Elementary Education 
Eugene 4J School District
200 North Monroe
Eugene, OR 97402
541-790-7562
wagner_b@4j.lane.edu
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