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	 Event Title
	

	 Date Updated
	

	 Prepared by
	  


	 Event Date & Time
	

	 Event Location/Platform
	  

	 Event Link
	


Purpose of Event
Program/ Timeline – include a separate copy of the program if applicable
Event Audience
Key Attendees including Executive Leadership 
Executive Member’s Role: Speaker or Attendee Only?
Please include speaking notes below if they are being requested to speak:
Time you would like the Executive member to arrive to event: ________


Time the Executive member will speak: _______


Key points the Executive member should touch on in their speech:

List all other speakers:
Event Set-up (Room layout, A/V, Photographer/Videographer, etc – if in person)
Other Information
Communications and Marketing Strategy
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