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EVENT BRIEF SHEET
 Event Details

	Name of the event:  

	Start date:  
	End date: 

	Commences at :    
	Ends at:       

	Proposed Venue: 

	Budget Unit (Department/Office paying for the event): 

	Estimated budget for event:     
	No of expected guests:  


Event Purpose 

	Strategic objectives / expected outcomes:



	Details of the event:



	*Categories of expected guests:  

	Names of  expected external VIPs, if any:

	Master of Ceremony


	Executive required for this event:

Chancellor:

Vice-Chancellor:

DVC (specify): 

Exec other (specify):
	Proposed role of Executive: NB: VC speech max length 10 mins

	Date and time executive will be required (e.g. 21/12/2009, 5pm – 6.30pm)


	Proposed speech points will be provided for the Executive:

	Is the Executive required to sign any documents during the event? If yes, provide details:  



	Other speakers:  

	Are media invited / expected?  

	Is any AV required (please specify): 

	Will there be catering (please specify): 


* VIPs/ Government/ Industry / MQ Senior Management/ Community/ Students etc

Coordination:

	Name of  event owner:  
	Division/Department: 



	Telephone:
	Mobile: 
	Email:

	Office Use Only
	Name of Marketing Unit Event Officer:



	Protocol Officer (if required):
	Level of agreed service:


