[bookmark: _GoBack](Event brief - example)
Name of the event, proposed venue,
The University of Manchester, Oxford Road M13 9PL
(Day, month year) 31 October 2016
(Time)

Event objectives 
To officially open the new premises of xxxxx at The University of Manchester, a partnership between The University of Manchester and XXXXX. YYY Institute was the second to be established in the UK formally launching in October 20xx. 

This event will mark the first of a series of events to commemorate the anniversary of XXX at The University of Manchester. 

Target Audience
Professor YYYY, title here,  The University of Manchester will officially welcome Madam name, [title here] and host a formal lunch for the [xxx] , Head of School XXXX; YYYInstitute senior staff including xxxxx. 

· [include here who you plan to invite and hope will] 
· What is the message you want people to take away? Is it a celebration, profile raising exercise, the launch of new research, do you want to raise money, show new partners or collaborators what we do, what do you want people to take away or remember after the end of it? 

Format
This will be a closed/open event with participation of select xx Institute staff and students. 
Following formal introductions and a few sentences of welcome on the front steps by the [title], Professor [name here], there will be a short ceremony where the VIP/full title here will unveil a plaque and cut a ribbon to officially open the new premises. 

Institute staff will give a brief tour of the two storey building, highlighting the ground floor resource area with an interactive display; a first floor teaching room and board room, and a seminar room on the top floor. Details of speeches and timings for this event are attached. 

Once seated in the seminar room, [name of Director, Director of the xxx Institute] at The University of Manchester will give a 20 minute presentation on XXX, followed by tea in the [room name]. VIP guests will then attend a formal lunch with [title], in the President’s private dining room at 12.40 for seating at 12.45pm.  

Travel arrangements
Delegates will be travelling from XXX and will need to be escorted to Waterloo Place. 
Could you please fill in details here of who meets attendees, where they will park, who will ring XX to let them know that they are en route and estimated time of arrival etc. Consider construction, road works and diversions.

Handover It would helpful to have details of where the guests will go after the lunch ends at 2pm. Who will escort them to their cars, next meeting on campus, do you need to call taxis –who will escort them and who will meet them?
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