BROOKDALE COMMUNITY COLLEGE
President’s Attendance Request Form

THANK YOU for contacting the President’s Office to schedule Dr. William M. Toms to attend or speak at your event – on or off campus.
PLEASE COMPLETE this form and return to the Office of the President with any supporting information for your event, such as a copy of a brochure, relevant articles, etc.  Also advise if anyone from our Board or any Freeholders or governmental officials are scheduled to attend.  The President’s attendance is not confirmed until you receive an email confirmation.
QUESTIONS?  Contact Barbara Brennan at 732-2247-2204 or email at bbrennan@brookdalecc.edu
Name:							Title:
Department:
Event:
Date & time:						Location:
Purpose:
Check one:	
___	Attendance for entire event		___ 	Speech
___	Welcome one (10 to 15 minutes)		___	Other (please explain)

Complete the following:
What time will the President give his remarks?
What is the focus of his remarks?
Will there be other speakers? _____ If yes, please identify them and outline their role in the event:
Estimated number of people attending:
Comments/Questions:

If there is an Agenda, please attach.  If one is completed at a later time, please provide.
