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[Day Date MOnth 2024] EVENT BRIEF
[Name of event]
	Prepared for
	Genevieve Bell, Vice-Chancellor and President
The Hon Julie Bishop, Chancellor

	Start time
	e.g. 6pm (This is the time the Vice-Chancellor will arrive at the event, not the start time of the event itself).
	End time
	e.g. 7pm (This is the time the Vice-Chancellor will depart at the event, not the end time of the event itself)
	Location
	Please add room/venue and address or virtual details
	Attire
	Is there a dress code? If you are unsure, ‘business’ is appropriate for most University events.


	Executive participation
	What will the Vice-Chancellor be doing? This is a short and sharp description for the VC to quickly determine her role at the event. 
E.g. Welcoming students to ANU; greeting a VIP; hosting a meeting with external stakeholders.

	Purpose
	Why is the Vice-Chancellor attending? What will the event achieve?

	Expected outcomes
	Why did you hold this event/meeting and what do you hope to achieve? Is there any follow-up after the event?

Key persons involved
Genevieve Bell, Vice-Chancellor and President
The Hon Julie Bishop, Chancellor
List any or other speakers at the event.
List any other senior leaders involved in the organisation of the event. 
Contacts
	Amanda Diaz
	Executive Communications Advisor, ANU Communications & Engagement
	0436 809 941

	Name



Name                                
	Position/role at event who can respond to last minute changes. The event coordinator. 
This is the primary event contact who OVC/Comms will phone if there is a change or last-minute question about the event.

Position/role of person who will meet Executive at venue (if not the same as the event coordinator)
	Mobile contact
Office contact



Mobile contact
Office contact


Run order
	Time	What is happening in the runsheet? Please include the event start time if it is prior to the Vice-Chancellor’s arrival. This provides context about her role in the event and what may have occurred prior to her arrival.

	e.g. 6pm Time is recorded as AM/PM. Please note ANU style; 6pm; 6-7pm; 7.15pm. This time should match the top of the brief

	Vice-Chancellor arrives at the venue and is met by XYZ.

	
	Add more rows as required for the runsheet.
	e.g. 7pm. This time should match the top of the brief.	Vice-Chancellor departs the event. 

	


Staging Specifics         

	Add any additional information for the runsheet, such as a VIP speaking. This provides context for the event and the role the Vice-Chancellor is playing.

Who is going to handover the awards? Are they posing for a picture?


Where there is a formal speaking section to your event, you will need to include an acknowledgement or welcome to country. As part of a welcome, the Vice-Chancellor should be introduced by a senior representative (e.g. School Director, Dean, Head of the Centre etc). If the Vice-Chancellor is providing the vote of thanks, the welcome at the start of the event should include reference to her role at the end of the event.
Guests
	Estimate:
	Please provide a rough estimate of the event attendee registrations or expected guests.
	Description:
VIP guest list:
	What is the breakdown of your audience? Alumni, academic staff, students etc.
List any VIPs in attendance (add pronunciation of names where relevant).



Background
Please include detail on the following (can be in dot points or paragraphs):
Strategic information:
· Why is the event taking place? What are we aiming to achieve and how are we aiming to achieve it?
· If the event has been held in the past, what is its history? Please note any prominent past speakers, stakeholders and attendees. 
Venue admin:
· In the case of formal dinners, please provide a seating chart.
· For other events, please note whether there will be reserved seating. 
· Please share details of AV set up and staging for event: eg, what kind of microphone is available? 
· Note any other relevant information 

Speaking notes
Summarise the key points of the speech here…

Let me begin by acknowledging and celebrating the First Australians on whose traditional lands we meet – the Ngunnawal and Ngambri people. I pay my respect to their elders past, and present and extend that respect to all Aboriginal and Torres Strait Islander people here today.
Please include key talking points or a speech for the Vice-Chancellor. These will be reviewed by the Office of the Vice-Chancellor. Talking points are used for short and informal speaking roles; whereas a speech is used for a formal speaking commitment. 
The talking points or speech provided should cover the length of the required speaking role and should be able to be read verbatim. A good way to test this is to read the talking points or speaking notes aloud prior to submitting the final brief.  
A shorter speech will always be more engaging for an audience.
Be clear about the key message that needs to be conveyed.
If requesting personal insights, please be specific on what you are looking for, rather than suggesting broad topics. Explain the 'why' of it for the audience. Eg instead of 'VC to reflect on career challenges', try 'VC to reflect on challenges related to [insert issue] experienced during [insert time period]' in order to inspire audience.' 
The talking points/speech should also include VIP guests who need to be acknowledged. 
The talking points/speech can be provided in dot points as in this example, or in full paragraphs. 
If the Vice-Chancellor is introducing someone, it can be a nice touch to include a couple of extra details to make the introduction personable. [E.g It’s now my pleasure to welcome Jane Doe to say a few words. Jane spoke to us about the importance of lunch breaks at this conference via Zoom two years ago, and we’re so pleased she’s been able to join us in person this time.]
Please add staging notes for the Vice-Chancellor to follow (as required). This should be displayed as below:

7pm [Vice-Chancellor moves to podium to announce the recipients and present the award certificates]
7.15pm [Vice-Chancellor presents certificate to recipient. Both pose for photo. Recipient departs the podium. Vice-Chancellor presents the next award]

**Thank you for taking the time to complete this brief and ensure that our Executive team are well prepared and well informed.
Please send through the finished document to the Executive Communications Advisor (either directly or at events@anu.edu.au) no later than 10 days before the event. 
If this information has not been provided by this deadline, the participating Executive may be withdrawn from the event. ** 
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