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         VICE-CHANCELLOR’S REQUIREMENTS

	REQUIRED DOCUMENTS AND STANDARDS
	FORWARD THIS INFORMATION TO
	DEADLINES

	Completed Event Brief, with the formal email or invitation 

	Emma Norton
Events Manager, Marketing Unit
emma.norton@pru. mq.edu.au

	6-8 weeks before the event

	Copy the invitation email to Kristy Kolc, Executive Assistant to the Vice-Chancellor
	kristy.kolc@vc.mq.edu.au

	6-8 weeks before the event

	Invitation cards/letters that will be sent to guests – requires the Vice-Chancellor’s  approval


	Senior Event Officer (Protocol)

lo.kelei@pru.mq.edu.au

	4-6 weeks before event date or as soon as your event is being planned

	Proposed guest list for approval

(See required format below)


	Senior Event Officer (Protocol)

lo.kelei@pru.mq.edu.au

	4-6 weeks before event date or as soon as your event is being planned

	Audio Visual must be booked with a supplier that is approved by the Marketing Unit. The Vice-Chancellor requires a lapel microphone. For larger events, an AV technician is required on-site.
	Simone McKenna

Events Officer

simone.mckenna@pru.mq.edu.au 
	4-6 weeks before event date or as soon as your event is being planned

	Information for VC’s brief, submitted in the required format with :

1. Background on the event;
2. Speech notes on issues you’d like  the Vice-Chancellor to highlight in his speech (Note: the VC may choose to speak on a different angle from what you initially provide, based on something he may feel is also relevant to your topic)

3. Order of Proceedings/program


	Senior Event Officer (Protocol)

lo.kelei@pru.mq.edu.au

	3-4 weeks before the event

	Final RSVP list 


	Senior Event Officer (Protocol)

lo.kelei@pru.mq.edu.au
	2-3 days before the event

	Final amendments to the Order of Proceedings (only when necessary) or new information relevant to the role of the Vice-Chancellor


	Senior Event Officer (Protocol)

lo.kelei@pru.mq.edu.au

	3- 4 days before the event

	Documents (if any) are to be signed by the Vice-Chancellor during the Event- (this document is to go through Legal first before submission to the VC)
	Kristy Kolc, VC’s EA

kristy.kolc@vc.mq.edu.au or

Senior Event Officer (Protocol)

lo.kelei@pru.mq.edu.au

	3-4 days before the event


	Category
	Name
	Title
	Company
	Address  1
	Address 2
	State
	Postcode

	MQU Executive
	Professor Steven Schwartz
	Vice-Chancellor
	Macquarie University 
	Building E11A, Rm 256
	 
	 
	 

	VIP
	 
	 
	 
	 
	 
	 
	 

	Industry partner
	 
	 
	 
	
	 
	 
	 

	Academic
	 
	 
	 
	 
	 
	 
	 

	Staff
	 
	 
	 
	 
	 
	 
	 


GUEST LIST FORMAT ON  EXCEL

Sample :

NOTE: AUDIO VISUAL 

1. Lapel mike

2. An AV technician is required to be present at the event when the Vice-Chancellor is officiating. The technician has to be provided by an accredited company that has the prior approval of the Events Manager in the Marketing Unit.
