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 Confidential briefing Paper:
Event Title (example: Timeless Awards)

Prepared for:

Title, Name

Location (Example: The Four Seasons Hotel)

Address

Phone Number
Donor Address/Location 

(If picking up & dropping off)
Date (Example: Friday, May 4, 2012)

Time
	Important Cell Phone Numbers

	Donor/Volunteer Name
	(206) xxx-xxxx

	Bob Stacey
	(206) xxx-xxxx

	Tracy Ostrem
	(206) xxx-xxxx

	*include all CAS Dean’s Office attendees
	Number

	Name
	Number


Attendees:

Name
Name

Name
Event Schedule
	Time
	Reception begins

	Time
	

	Time
	

	Time
	

	Time
	

	Time
	Event concludes


Your Role                                                                                                                                        Describe their role at this event. Example:  As a representative of Arts & Sciences, you are a key member of the stewardship team at this event. This event is a recognition tribute to our donors.  
Event Details and Background

Describe the event details and background. Include any extra information: special guests, performances, award recipients etc.
Timing: Arrive at

Parking:

Attire: Business casual
Speaking Points


Include any speaking points for the Dean or Associate Dean of Advancement if he/she may need to speak in front of the audience.

Name

UW Affiliation: Alumnus or Friend, Board Affiliations, Faculty , Former Staff etc. (Example. BA 1973 College of Arts & Sciences (Major: History), Henry Suzzallo Society, UW Foundation Board Member)

UW Giving History: Capacity (Example: E - $5M-$9.9M)


Top Giving Areas: (Example- can pull this information in ReportWriter using “Capture”)

UW Medicine
$Amount


Intercollegiate Athletics
$Amount

Foster School of Business
$Amount


Total UW Giving: $Amount
Endowments: 

Relationship Manager: 
Open Ask: (Current Proposal Asks)
Include a bio about the donor which can be found within Prospect Notes in Advance but further research may be necessary. This area describes the donor’s background, career information, interests and involvement in the UW and community. 

List any endowments and related information, such as; the description, name of the scholar who holds the position, their term start and end dates, along with their area of research. 
**Convert the final version into a PDF. There may be extra information to also convert into a PDF and attached to the final briefing PDF document: driving directions, parking information and event invitations etc.
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*Include driving directions and a map
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