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	Presidential briefing form


	Event Information
	


	Name of Event: 
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	Date of Event: 
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	Location of Event

(If the event is off campus, provide clear directions to the event): 
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	Location of Event Parking

(If event is not on the main campus, secure a reserved parking space from Parking Services): 
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	Event start time: 
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	Event end time: 
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	Timeframe/duration of the President’s attendance: 
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	Is this time flexible? 
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	Dress Code:
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	Purpose of Event 

(Describe the major goals of the event): 
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	History of Event and Sponsoring Organization: 
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	How will the President’s attendance contribute to the success of your event? 
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	contact Information
	


University Staff Contact:

	Name: 
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	Title: 
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	Office Phone: 
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	Home Phone: 
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	E-mail Address: 
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Location Contact:

	Name: 
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	Title: 
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	Office Phone: 
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	Home Phone: 
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	Cell Phone: 
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	E-mail Address: 
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	Where will the President meet the Location Contact?

 (Provide the specific location in the building or area) 
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	participation
	


	President’s role: 
	[image: image36.wmf]Guest     [image: image37.wmf]Speaker

	Is the President free to leave after his remarks? 
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	Is the President’s spouse to be included in the invitation for this event? 
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	Type of Remarks (select all that apply):

Note: For other than brief remarks, advance notification and detailed talking points will be required.
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[image: image46.wmf]Keynote address (20+ minutes)
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	Main Message you want the audience to take away from this event: 
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	Suggested Topic of Remarks: 
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	Suggested Talking Points (Identify any specific facts or points you’d like the President to reference during his remarks): 
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	Identify the types of Audio/Visual equipment that will be available for the President’s remarks: 
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	Identify any other speakers who will attend this event (include speakers’ names, positions, and a brief biography): 
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	Identify the Speaking Order for this event (be sure to send a copy of the program to the President’s office no later than one week prior to the event): 
	[image: image57.wmf]





	Describe the room set up and size: 
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	Name and Title of person introducing the President: 
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	Is a biography of the President needed? 
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	audience
	


Identify the audience for this event (select all that apply):
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	Number of Guests Expected to Attend: 
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	Brief description of the audience: 
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	Identify any Dignitaries in the audience (include dignitaries’ names, positions, and a brief biography of each):
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	Identify any notable VSU Alumni who will be present at this event (include the names of the alumni, positions, and a brief biography for each):
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	Identify any Attendees of Interest who will be present at this event (include names, positions, and a brief biography for each):
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	Identify any Media Organizations that will be present at this event:
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	Will food be available? 
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Additional notes or comments:
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	head table diagram
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NOTE: Seat the President facing the podium

	table guest information
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 
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	Biographical Information: 

[image: image115.wmf]
























HEAD TABLE SEATING DIAGRAM TABLE ______


















































Briefing Details

                                                                                                          Page 4 of 8

