[Name of event here]
[bookmark: _GoBack]Timings schedule for Professor xx [name here] : Thursday, XX September 2016

Sample Visit Schedule

	Running order
	Time
	Venue
	Meeting with
	Arrangements
	Comments

	1
	12.30pm
	Arthur Lewis Building- (rm #? ) 
 
	Three named students: 
	? to meet [name here] and accompany to Lunch
	[name here]  arrives. Welcome 

	2
	12.35–1.50pm
	Restaurant (to be confirmed)
	Who confirms reservation?
Who will accompany in taxi?
	[name here]  accompanies [name here]  to restaurant and back to venue
	Take [name here]  for lunch
Advise [name here] from  team at venue when on way back from lunch/station etc.

	3
	2:00-3.00pm
	[Building and room/Venue]
	Staff [names here]  senior people, media/comms
-names of students giving talks/presentations 
	Everyone is waiting in venue to receive [name here]
	1 minute speeches x 6 
Posters + supplies
Is there a plaque to unveil/ribbon to cut? 
Screens with video on a loop? Research marketing materials, publications on hand.
Ribbon cutting ceremony. Refreshments served 

	4
	2:10-2.40pm
	[Building and room/Venue]
	[name here]  arrives
[name here]  and VIPs?
	??? to greet [name here]  and bring to [name here]/VIP
	VIP [name here] arrives – needs to know exactly when to arrive leave (liaise w/?)

	5
	2.50pm
	[Building and room/Venue]
	[name here] (which members) 
	Judges arrive at what time? lobby??
[name here]  to introduce [name here]  and other judges and explain what they will do
	Make way to venue
Any signage required/branded materials – PPT holding slide?

	6
	3.00-4.15pm
	[Building and room/Venue]
	8-10 staff/ students, [names here]
	[name here]  to Chair 
Voting and refreshments 

	5 presentations. 
State timing eg. Three minute presentations (+ 2 mins questions)

	7
	4.15-5.00pm
	
	
	[name here]  thanks audience, announces winners/next speakers and accompanies [name here] to meeting room for Board meeting
	Refreshments? Announcements? 
Photo opportunity thru central media team? 
Social media opps.
Any posters, photos for this space? 

	8
	5.00-6.30pm
	Eg Meeting room and 2nd floor
	[names here]
	Any AV requirements?
	Business meeting with Directors

	9
	18.45
	Leave for drinks

	[name here] confirms reservation 
[name here] will accompany in taxi
	[name here] to accompany [name here]  to taxi(s)
	

	10
	19.20
	Leave for dinner
	
	
	

	11
	19.30
	Name of restaurant
	Who will attend dinner – name all confirmed guests:
	
	



Name all the Staff and students involved in meetings:

Senior Alumni Office? 
Business Engagement 
policy@manchester 
News and Media Relations Officer
Social Media Coordinator

Additional Humanities Senior Management Team invited to attend? http://www.humanities.manchester.ac.uk/humnet/about-us/whos-who/ 
Keith Brown (Vice-President and Dean, Humanities), Colette Fagan (Deputy Dean and Vice-Dean for Research), Associate Dean, Postgraduate Research, Vice-Dean, Teaching & Learning and Students), (Vice-Dean Social Responsibility), (Associate Dean Internationalisation), Head of Marketing & Comms etc. 

[This document would be updated regularly as speakers and facilitators confirm attendance, and copies given to everyone involved with the event on the morning of the event.
A personalised version of this document would be given to Chairs, speakers and event facilitators so that they are briefed on where they would be expected to be throughout the day.]
