Request for Posting on Social Media/Message Board
	Date of Request:
	

	Requesting Department:
	

	Please specify:
	____Message Board   ____BRTC Website  ____Facebook

	Person Requesting:
	

	
	Event Start Date/Time:  _______________  @ ____________ am/pm
Event End Date/Time:   _______________  @ ____________ am/pm

Name of Event: __________________________________________

Address of Event:_________________________________________

Organizer of Event: _______________________________________

Organizer of Event Contact Information:  

       Phone:______________________

       Email:_______________________

Cost of Event:____________________



	VP Signature Approval:
	

	To be completed by Jessica Bailey:

	Date Posted:
	

	Date Notified of Posting Completed:
	


Please return form to:

Jessica Bailey
Projects Coordinator
Office of Development

Ext: 4189
