Department of Public Safety




Event Briefing Information
Event:



(event name or description)
Day/Date:  



Event Start Time:
(Note not only the start time, but time of expected arrival)
Actual speaking time:

Attire:
  








Location:
(name of location and address ALSO include map/directions)
DPS Staff Contact:
(name and number)
Event staff contact: 
(name and number)
# People Attending:


Audience Make Up: 
Emergency Management partners, first responders
Elected Officials / VIPs

Confirmed to Attend:

Media:


Yes or No (please circle)
Role:
(Example: Give brief remarks (5-7 minutes) or hand out certificates, etc.)
Speaking Topic:

Additional Background

Information:

Event set-up:
(Example: Event will be held in an auditorium.  Guest speakers will be seated in front row.  Speakers will deliver remarks from a podium on the stage.) 
Event Program:
(Attach or list speaking line-up)
Speaker Introduced by:

Meal Information:

Please attach this additional information on the event:

· Include any other pertinent information about the event that the speaker might need to know that is not included elsewhere on the form or reference other attachments

· Include information about the sponsoring organization and bios if appropriate

· Include recent news articles related to group or geographical location of event if appropriate.
· Please use this section to list what attachments are included.
Once completed, do the following:
______ Insert this document, talking points, directions and any other materials in a blue folder and submit to appropriate executive assistant with a tracking slip. (Ex. If for Secretary Perry provide to Betse Hamilton)

______ Provide soft copies via e-mail to Communications Director, Deputy Communications Director and appropriate executive assistant
______ Save talking points in Sharepoint
2


    
       Prepared by TBD

