CONFIDENTIAL

Briefing for Advancement Events Staff 
Event: 


Event Name or Type of 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. *Note: if Vendor arrival information is known at the time of briefing please incorporate that into the program timeline. 
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?  
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?  

Attire:



Requested attire listed here.
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. Room setup, menu information, leadership/VIPs attending. Diagrams or important collateral should be attached to briefing. If regional event please provide travel/hotel information. 
Roles/Responsibilities:
If more than the AEO Manager and Event Owner will be in attendance please provide details here about what the additional staff are expected to do during the event. 

Contact Information:
Please include the cell phone numbers of the AEO, Event Owner, Vendor (i.e. Caterer, Brutus, DJ), Facility contacts, etc.
Briefing prepared by:  
 






Date: 
