PRESIDENTIAL BRIEFING FORM
Please e-mail completed form to Anne Westfall (awestfal@usc.edu)

EVENT NAME:
TO:

FROM:

DATE:
SUBJECT:

DATE OF EVENT:
TIME:

ATTIRE:
LOCATION:

PHONE: (AT LOCATION)

DIRECTIONS:
(if off campus)

PURPOSE:

HONOREES:

ANTICIPATED ATTENDANCE
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PRESIDENT SAMPLE’'S REMARKS: . ________________________________________________________|
Provided by Public Relations

USC PRINCIPALS ATTENDING: ____________________________________________________________|

ATTENDEES OF INTEREST: N

UNIVERSITY STAFF CONTACT:
Name:
Title:
Office Phone:
Home Phone:
Cell Phone:

LOCATION CONTACT:
Name:
Title:
Office Phone:
Home Phone:
Cell Phone:
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EVENT T 1M E LI N E 15—

TIME SCHEDULED EVENT TO OCCUR
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HEAD TABLE DIAGRAM 1

I:l THE SEATING CHART BELOW IS CORRECT.
I:l THE SEATING CHART IS ATTACHED AND DIFFERENT FROM BELOW.

HEAD TABLE
SEATING DIAGRAM TABLE

NOTE: SEAT SBS/KAS TOGETHER FACING THE PODIUM.
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TABLE GUEST INFORM AT 1O N

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

Briefing details

SPOUSE:

SPOUSE:

SPOUSE:

SPOUSE:

SPOUSE:

Page 5 of 7



GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

GUEST:
BIOGRAPHICAL INFORMATION

Briefing details

SPOUSE:

SPOUSE:

SPOUSE:

SPOUSE:

SPOUSE:
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INTENDED ATTACHMENT LIS T 1

[] ADDITIONAL BIOS FOR TABLE GUESTS
[] ADDITIONAL BIOS FOR USC PRINCIPALS
[] ADDITIONAL HONOREES

[] TABLE SEATING LIST

[] viPLIST

[] STAFF FACULTY LIST

[] RSVP LIST

[[] DONOR REPORT

Briefing details Page 7 of 7



	Print this Form: 
	Email this Form: 
	txt_To: 
	txt_From: 
	txt_Date: 
	txt_Subject: 
	txt_Event: 
	txt_Time: 
	txt_Attire: 
	txt_Location: 
	txt_Phone: 
	txt_Directions: 
	txt_Purpose: 
	txt_Honorees: 
	txt_Attendance: 
	txt_EventName: 
	Text6: Please e-mail completed form to Anne Westfall (awestfal@usc.edu)
	txt_Time1: 
	txt_SCHTime1: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: 
	32: 
	33: 
	34: 
	35: 
	36: 
	37: 
	38: 
	39: 
	40: 
	41: 
	42: 
	43: 
	44: 
	45: 
	46: 
	47: 
	48: 
	49: 

	txt_Time2: 
	txt_Time3: 
	txt_Time4: 
	txt_Time5: 
	txt_Time6: 
	txt_Time7: 
	txt_Time8: 
	txt_Time9: 
	txt_Time10: 
	txt_Time11: 
	txt_Time12: 
	txt_Time13: 
	txt_Time14: 
	txt_Time15: 
	txt_Time16: 
	txt_Time17: 
	txt_Time18: 
	txt_Time19: 
	txt_Time20: 
	txt_Time21: 
	txt_Time22: 
	txt_Time23: 
	txt_Time24: 
	txt_Time25: 
	txt_Time26: 
	txt_Time27: 
	txt_Time28: 
	txt_Time29: 
	txt_Time30: 
	txt_Time31: 
	txt_Time32: 
	txt_Time33: 
	txt_Time34: 
	txt_Time35: 
	txt_Time36: 
	txt_Time37: 
	txt_Time38: 
	txt_Time39: 
	txt_Time40: 
	txt_Time41: 
	txt_Time42: 
	txt_Time43: 
	txt_Time44: 
	txt_Time45: 
	txt_Time46: 
	txt_Time47: 
	txt_Time48: 
	txt_Time49: 
	txt_Time50: 
	seatChartBelow: Off
	seatChartBelowNO: Off
	seatNO1: 
	seatNO10: 
	seatNO2: 
	seatNO9: 
	seatNO3: 
	tableNO: 
	seatNO8: 
	seatNO4: 
	seatNO7: 
	seatNO5: 
	seatNO6: 
	txt_BioGuest1: 
	GuestName1: 
	GuestNameS1: 
	txt_BioGuest2: 
	GuestName2: 
	GuestNameS2: 
	txt_BioGuest3: 
	GuestName3: 
	GuestNameS3: 
	txt_BioGuest4: 
	GuestName4: 
	GuestNameS5: 
	txt_BioGuest5: 
	GuestName6: 
	GuestNameS6: 
	txt_BioGuest6: 
	GuestName7: 
	GuestNameS7: 
	txt_BioGuest7: 
	GuestName8: 
	GuestNameS8: 
	txt_BioGuest8: 
	GuestName9: 
	GuestNameS9: 
	txt_BioGuest9: 
	GuestName10: 
	GuestNameS10: 
	txt_BioGuest10: 
	AddDoc1: 
	0: Off
	1: Off
	2: Off
	3: Off
	4: Off
	5: Off
	6: Off
	7: Off

	txt_Remarks: 
	txt_USCPriniciples: 
	txt_USCAttendeesofInt: 
	txt_USCStaff_name: 
	txt_USCStaff_title: 
	txt_USCStaff_Office: 
	txt_USCStaff_Home: 
	txt_USCStaff_Cell: 
	txt_USCLOC_name: 
	txt_USCLOC_title: 
	txt_USCLOC_Office: 
	txt_USCLOC_Home: 
	txt_USCLOC_Cell: 


