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VISITORS TO THE COLLEGE OF ARCHITECTURE
TEXAS A&M UNIVERSITY

Visitor

Complete Form

Departmental Staff

Notifies his/her
Students

Contact
Phillip Rollfing

Makes travel 
arrangements

Emily Staples

Hotel reservations

Kiosk

Reserves room

Room set-up

Press release

Request bio & 
photo from guest

Arrange for
a/v & photographer

Event
Catering

Parking (space
 reserved)

Notifies 
Trish Pannell

Phillip Rollfing
Dept. Staff

Inside Track


