
TO: Evening Adult Education Program Instructors

FROM: Mr. John Lyons
Director of Community Services

DATE: October 6, 2009

RE: Biographical Information Sheet

We are in the process of producing our Winter/Spring Adult Education Brochure.  This brochure
will be distributed to the general public during the Christmas break.  With that in mind, it will be
necessary to complete and edit all data for the brochure by Tuesday, November 10, 2009.

Attached you will find a biographical information sheet.  This information will help us in
preparing the brochure. We will not release your address and telephone number to the general
public.  Return this form to our office NO LATER THAN TUESDAY, NOVEMBER 10, 2009.

Please keep in mind that any informational flyers, pamphlets, and/or other promotional material
that you distribute to potential students must be approved by this office beforehand.

Thank you in advance for your cooperation. We look forward to working with you again this year.

JL/mar


