Guide for Labeling Reflections Entries
	FOR THIS FORM,
	LABEL LIKE THIS:
	NOTES

	Student 
Entry 
Form
	Label the original signed Student Entry Form in lower case letters, in the lower right corner (handwritten neatly) exactly as follows: 

state abbreviation.arts category.grade level.entry.student last name. student first name.pdf

Example: md.vis art.mid.entry.smith.mary.pdf


	Use the following abbreviations for the arts categories when labeling:
dance

film

literature

music

photography

vis art

Use the following abbreviations for the grade levels when labeling:

pri
int 

mid
senior


	Artist’s Statement Sheet 
(use separate sheet if artist’s statement does not fit in the space on the student entry form)
	Label the Artist Statement in lower case letters, in the lower right corner exactly as follows:

state abbreviation.arts category.grade level.statement.student last name.student first name.doc 

Example: md.music.mid.statement.smith.mary.doc

	

	Consent Form
	Label each Consent Form in lower case letters, in the lower right corner exactly as follows:

state abbreviation.arts category.grade level.consent.student last name.student first name.pdf

Example: md.vis art.mid.consent.smith.mary.pdf


	

	Manila Envelope


	Label the outside of the clasp side of the envelope as follows:

state abbreviation.arts category.grade level.student last name.student first name
Example: md.photography.mid.smith.mary


	Do not glue the envelope shut, as it needs to be able to be opened and closed through various stages of judging. The envelope should be at least 8.5 x 11 inches, as the forms inside should not be folded. 


	DVD and DVD Case for 
Film Production and 
Dance Entry
	Place the DVD into a plastic or cardboard container and label both the DVD and the container in lower case letters exactly in this order: 

state abbreviation.arts category.grade level.student last name.student first 
name: flv
Example: md.dance.mid.smith.mary.flv  OR  md.film.mid.smith.mary.flv


	File should be saved as an .flv file. For information about how to create an .flv file please go to the video tutorial available on www.pta.org under the Reflections Tab, Instructional Videos for Reflections Program.

	CD and CD Case for 
Music Composition Entry
	Place the CD into a plastic or cardboard container and label both the CD and the container in lower case letters exactly in this order: 

state abbreviation.arts category.grade level.student last name.student first name.mp3
Example: md.music.mid.smith.mary.mp3


	Save each Music Composition entry on a CD as an .mp3 file. For information about how to create a .mp3 file please go to the video tutorial available on www.pta.org under the Reflections Tab, Instructional Videos for Reflections Program.

	Literature Entry

	Label each page of the original literature entry. In the bottom right corner, write the following student label in the lower case letters as follows:

state abbreviation.arts category.grade level.student last name .student first name.

Example: md.literature.mid.smith.mary.pdf

	Literature Entries should be put in clear plastic sheet protectors (not report covers) to protect the work. Submit original and two additional copies.

	Photography and 

Visual Arts Entry
	Label each Photography and Visual Art entry on the back of the art work. DO NOT label the front of the work. In the bottom right corner, write the following student label in the lower case letters as follows: 

state abbreviation.arts category.grade level.student last name.student first name

Example: md.photography.mid.smith.mary  OR md.vis art.mid.smith.mary


	Photography and Visual Art students should tape the manila envelope to the back of their entry with the label showing.

	Local Participation Form
	Label each Participation Form in the bottom right corner with the following label in lower case letters exactly in this order: 

state abbreviation.participation.level. full PTA name

Example: md.participation.local.perryville elementary school PTA

	USE THE FULL LEGAL NAME OF THE PTA. Local Reflections Chairs should email an electronic copy to the National PTA at Reflections@pta.org and send a hard copy with their winning entries advancing to the next level of judging.



	Local PTA Master 

Entrants Form
	Label each Master Entrants Form in the bottom right corner with the following label in lower case letters exactly in this order: 

state abbreviation.entrants.level. full PTA name

Example: md.entrants.local.perryville elementary school PTA.
	USE THE FULL LEGAL NAME OF THE PTA.Local Reflections Chairs should send this form to the next level of judging.


