Event Organizer
sends event request to
the president’s office

5 businessdays

PRESIDENT NOT AVAILABLE

The president has a
schedule conflict and may
propose a university
delegate to attend instead.

Event Coordinator

confirms if the president
will attend

TENTATIVE

The organizer and
coordinator will discuss
alternative dates that
could work with the
president’s schedule.

NOT ABLE TO MAKE DATES WORK

Event Protocol Timeline
Office of the President

Event Organizer sends a completed event
brief at least 35

— CONFIRMED AVAILABLE TO ATTEND EVENT

NOTE: This timeline ensures sufficient lead time to coordinate all materials for a successful event.

Updated April 2019

Event Coordinator
reviews the event brief
and requests further
information if needed

Event Coordinator sends
the completed event brief
to the Writer

Writer drafts speaking
notes based on the event|
brief

At the end of the 15 business days

Writer sends the
speaking notes to the
Event Coordinator for

the second review

10 businessdays

Event Coordinator

sends the event package «g 5 business days prior

to the Executive
Director for the final
review

to event

- Withinthe 15 businessdays p»

>

Writer sends the
speaking notes to the
Event Organizer for
review

Event Coordinator
submits the final event
package to the president
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