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[bookmark: _GoBack]MEETING/EVENT TITLE

DATE:		MMM DD, YYYY
TIME:		HH:MM-HH:MM AM/PM EDT
LOCATION:	Meeting/Event location (Building/Office Number)
FROM:		Preparer’s Name (Office, Phone number) 

PURPOSE
Purpose of meeting/desired outcome for us/desired outcome for them

THREE THINGS YOU MUST KNOW
· [bookmark: h.gjdgxs]Brief, crisp synopsis of issue for this event/conversation (previous actions/issues should go in background)
· Key points/relationships to consider
· Actions that must occur and timeframe

BACKGROUND
Relevant context
Brief history

RED FLAGS
Topics to avoid
Sensitivities around subject
Sensitive relationships

PARTICIPANTS
List all relevant players, indicate whether attending or not.

MEDIA
List any news outlets that will attend or cover

ATTACHMENTS
	MUST READ:	(1) Talking Points 
(2) Biographies of meeting participants
(3) Etc.
	OPTIONAL: 	(4) Additional background materials
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