CONFIDENTIAL

Briefing for President
Event: 


Type of event (dinner, luncheon, reception, meeting) and name of person or group of people to be at this event

Date:



Day of week, month, day, year  (Tuesday, January 22, 2018)

Time:



When will the event or appointment begin and end?  Briefings for events that include a program must include a detailed timeline of the program including the time that each speaker or element of the program begins in this section. 

Place:



Where will this event take place?  Include complete address, including zip code.  Include parking instructions here if there are special arrangements for event guests or the president. Also include an event contact name, and contact number for that person at the event (cell phone # preferred)

Purpose:


What is the purpose of this meeting or event?  
Dr. Drake’s Role:

What will be the president’s role at this event or meeting?  This needs to be more than just “meeting participant” or “event host”. Please think about this question: Why does the president need to be there?  If this is an event, will he be hosting the event or is he attending an event that is hosted by someone else?  Will he be making formal remarks as part of this event?  If this is a meeting, what is his role at the meeting?  
Audience:


What groups of people are attending this event, i.e. students, faculty, deans and other university leadership, donors and/or alumni,, members of the University Board of Trustees, etc.?  What is the expected number of people attending this event?  You will need to include a list of individuals who will be attending as an attachment.  For meetings, please list all meeting attendees other than President Drake along with their titles/affiliations.  Briefing must include addresses for all attendees for event follow-up correspondence.
Topic/Talking Points:
For events where the president will make formal remarks, please indicate what his message should be to the group and the expected length of his remarks (ex: 3 – 5 minutes, 10 – 15 minutes, etc.).  For one-on-one meetings, please indicate what some of the president’s key talking points should be during the meeting.

Notes/Background:

Please provide any other information that provides additional information about this event or meeting, such as brief background and history on the  topic or people involved, history of event if an annually re-occurring event, etc.

Briefing prepared by:  your name here
 



Date:





       
      

