Sample Schedule Proposal for the President

(Exec Sec will date and print on OS letterhead.)

MEMORANDUM FOR: 
(Current Name)

Assistant to the President and

Director for Agency Liaison

(Executive Secretariat will format for Vice President as appropriate)

FROM: 


(Current Name)

Chief of Staff

SUBJECT: 


Scheduling Proposal for the President (or Vice President)

Attached is a request for the President to participate in ....

Attachment

Sample (Use plain paper)

Schedule Proposal for the President (or Vice President)

______________________________________________________________________________

_______Accept 


_______Regret


 _______Pending

______________________________________________________________________________

TO: 





(Current Name)

Deputy Assistant to the President

  and Director of Scheduling

Through: 




(Current Name)

Deputy Assistant to the President

  and Director of Advance

FROM:




 (Current Secretary’s Name)

REQUEST: 




Meeting, briefing, speech, reception, drop-by, etc.

PURPOSE: 




Reasons why President should honor the request.

What is the desired outcome?

BACKGROUND: 



Additional pertinent information.

PREVIOUS PARTICIPATION: 

The President’s previous participation with the

organization or individual.

DATE AND TIME: 



Specific date(s) or open, no given date.

DURATION: 




Length of time the President is committed.

LOCATION: 




Identify the preferred location and back-up plans.

PARTICIPANTS: 



Attach a list if more than five.

OUTLINE OF EVENTS: 


Include description of President’s participation.

REMARKS REQUIRED: 


Indicate whether major speech, talking points, brief

remarks, etc., will be used. Who will prepare the

remarks and/or briefing?

MEDIA COVERAGE:


Type of media, photo coverage, etc.

PROPOSED ATTENDANCE:

(  ) President

(  ) Vice President

(  ) First Lady

(  ) Second Lady

RECOMMENDED BY:

CONTACT: 




Host committee, contact name, organization, and

telephone number if working with an outside group.
