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EVENT TITLE
Presidential Briefing  
Division Name (Organizer)

Summary
Event Date:		 

Location: 		 

Arrival/Departure:	Arrival time; Departure time	
	 
Role:			E.g.: The President will deliver a brief welcome and introduce keynote speaker

Dress Code: 		E.g.: Business Casual

Meal: 			[If relevant – please include list of names and seating arrangement at President’s table]

Event Timeline: 		Please include an estimate
	 
Key Participants:	Program participants and any Trustees/Regents - include Bios on next pages 

Audience:  		General Audience: e.g., approximately 25 faculty and staff

Staffed by:		Include Cell
  
Objective/Purpose:	In a sentence, summarize the purpose of the event.

Space Set Up:		Will there be a podium/mic? What is the audience seating style? 
Anything else we should know?		

Editor’s Note:		Include whatever information might be helpful: 
· Who’s introducing the president
· Three main points he needs to convey
· Amount of time he should speak, etc.

Appendices:		Talking Points, Bios, RSVP List, Event Diagram, Seating Arrangements, Menu, etc. 
[Include as many as relevant]




Talking Points 	
· Include 3-5 main points you want the president to convey with supporting data/background 
· If there are people to acknowledge in speech, please include names and pronunciations 
· If the president is introducing anyone, please provide a vetted bio
· If relevant, include talking points for other speaker, so we can prevent redundancies
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