Instructions: **Flease delete this instruction section once vou ve filled ont template %
# [tems in blue font are nstructions . .. ltems in red font are for vou to fill-in-the-blank
# Critical items must be highlighted in the document in vellow

Event Name
[Day of the Week], [Maonth] mli!:;:.;l _I |Beginning Time|-|Ending Time]
on
|Event Breakdown| feg., 50min Preso / [imin Q&A)

Event Overview:

«  (ne sentence description of event...
o Basic details re event... Sponsor, theme, key speakers, company’s overall participation,
efc.
« Purposeofevent...
o Event planner’s objectives / company’s objectives
* Principal’s participation in the event...
o Hisher role / Whether participated before / Who will meet and introduce himher / etc.
Agenda:
= Please provide a separate copy of the fitll agenda
= Fill in partis) of evens relevant to principal in baxes below .. ighlight in vellow his specific portions
XXX xm Activity / People involved feg., " You speak /deliver dema, ™ “Jae intraduces vou ™)
XXX xm Activity ! People involved
XXX xm Activity ! People involved
Attendees:
= Af 15 arfewer attendess. . List names below, and fill ont picture / bio hriefing doc
= [ 15+ anendees._. We need an attendee list with companies £ mames / titles
= Additianally, if’ there i someane you 'd like him ta meet ar be specifically aware af ... please call this out
and fill aut the hio farm
= Attendee overview... [#] total atendees
o Titles / job fimctions breakdown
g, 3 VPx 25 HR, 30 8Ex, 20CA, efc.
o Theater breakdown
e, 3 UK 200 fndia, 50% China ... anly for large andiences
*  [Organization name| attendees...
o List here... names / titles / pronunciation i f necessary
*  Company attendees...
o List here... names / titles / pronunciation if necessary
*  Press [will / will not] be attending...
o If ves please list names / publications
-

[Financial / Industry] anabysts [will / will not] be attending...
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