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EVENT SYNOPSIS
Senior Management briefing

UNIVERSITY EVENTS PROTOCOLS 
(excluding installations and graduations)
	TO BE COMPLETED BY EVENT OWNER    

(event synopsis to be submitted in Word only)
Boxes will expand where needed	Email completed form to: events.pr@une.edu.au


	Name of proposed event:
	

	Nature and purpose of event:
	

	Proposed timing:
	Date:

	Day:


	
	Time:

	Duration:


	Proposed venue:
Please mark with an X
		
	Lazenby Hall

	
	Oorala Centre

	
	Booloominbah

	
	Booloominbah Lawns

	
	Arts Theatre, please specify:

	
	Courtyard

	
	Library


 
	Other, please specify:


	Event Owner

Name and position:

	

	Event Owner contact numbers:

	Work:

	Mobile:

	Email:


	Organiser / Host:
Faculty, School or Directorate
	

	Recommended University host:
Please mark with an X









Please note: all faculty, School, directorate, etc. Events must be approved by the relevant head of that area (e.g. Dean, head of School, director).
		
	Chancellor 

	
	Vice Chancellor

	
	Deputy Vice Chancellor

	
	Deputy Vice Chancellor (Research)

	
	PVC (A) or PVC/Dean (Please specify)

	
	CDO

	
	COO

	
	HOS (please specify)

	
	Other (please specify)







(If you are unsure who the University host should be, please consult  www.une.edu.au/mpa/events/  for the UNE events protocol guidelines or contact events.pr@une.edu.au )
	
	This event has been approved by the relevant Dean/HOS/Director






	Please note, if the Chancellor or Vice Chancellor (or nominated representative) is attending an event, they will normally expect to speak, and mandatory speaking notes including:
· event overview (including nature and purpose)
· date and venue
· exact time they should arrive and exact time of speech
· order of proceedings
· attendees
· apologies
· recognitions and speaking points, where relevant
· any special arrangements
are to be provided at least 5 working days prior to the event to chancellor@une.edu.au, vc@une.edu.au and events.pr@une.edu.au 


	Is the Chancellor or Vice Chancellor requested to attend, and in what capacity?

An official invitation MUST still be sent to the Chancellor or Vice Chancellor and partner

	Indicate who:

		
	Yes

	
	No



	In what capacity:
	
	Speaker

	
	Guest

	
	Other (please specify)




	What time is the Chancellor or Vice Chancellor requested to:
	Arrival time:
	Speaking time:

	Master of Ceremonies 
Who will introduce the Chancellor or Vice Chancellor?

	

	Proposed mode of conduct of the event and/or order of proceedings:
	

	Proposed guest / invitation list:
Please list any VIPs and identify general categories of guests. Or where available, provide a full guest list as an attachment.
	VIPs – refer to the definition UNE’s event protocols
Please list:


	Indicative categories. Mark with an X

	
	UNE Council members

	
	Alumni

	
	Donors

	
	Students

	
	General Public

	
	Senior Management

	
	Heads of School

	
	Directors

	
	Academic Staff

	
	General Staff

	
	Media

	
	Other – please specify:




	
	Other / comments:

	In whose name will the invitations be issued?
Event Owners are responsible for issuing their own invitations 
(please refer to the last page for mandatory copy approval and brand approval processes)

	

	Anticipated attendance figures:
	
	
	
	Proposed seating plan attached (if applicable)




	Publicity plans or requirements 
(if any):

It is the Event Owner’s responsibility to arrange publicity with the appropriate people in MPA.
 
	

	Do you wish the event to be listed on the UNE Event Calendar?

		
	Yes

	
	No



	Please state the name and contact details of the person to be listed:

	Other special arrangements:
	

	Attachments:
	

	If you cancel the event, the Event Owner MUST notify chancellor@une.edu.au, vc@une.edu.au and events.pr@une.edu.au immediately.





Submitted by:
	

	
	
	
	
	
	

	Name
	
	Title
	
	Faculty / School / Directorate
	Date



	


TO BE COMPLETED BY MARKETING AND PUBLIC AFFAIRS


	Proposed timing:
Review and advice regarding optimum timing for effectiveness of event

	Following timing issues reviewed:

	
	
	
	UNE Events Calendar

	
	School and Public Holidays

	
	UNE Principal Dates



	Comments on timing:

	Comments:
Such as on nature or proposed form of event

	

	Event synopsis copied to:





		
	Deputy Vice Chancellor

	
	Deputy Vice Chancellor (Research)

	
	PVC (A) or PVC/Dean (please specify)

	
	CDO

	
	COO




	Event synopsis emailed to Council Services Unit:

		
	Yes           Date emailed:

	
	No








Reviewed in Marketing and Public Affairs by:
	
	
	
	
	

	Name
	
	Title
	
	Date




TO BE REVIEWED BY THE COUNCIL SERVICES UNIT AND FORWARDED TO THE VICE CHANCELLOR’S OFFICE

	Review to proceed with event: Approval is subject to the event being implemented in compliance with University Event Protocols
		
	Yes

	
	No




	
	Comments:


	Will the Chancellor be ATTENDING?


		
	Yes

	
	No



	If no, will a representative be sent? Who? 


(please contact and inform the representative of all proceedings)


	Will the Chancellor be SPEAKING?


		
	Yes

	
	No



	If no, will a representative be sent? Who? 


(please contact and inform the representative of all proceedings)


	Comments:
Regarding proposal and requests for modification or action where desired

	

	Further information requested:
Event Owner to advise


		
	Yes          Please indicate what information:

	
	No




	Event synopsis emailed to Vice Chancellor’s Office:

		
	Yes          Date emailed:

	
	No






Reviewed in the Council Services Unit by:
	

	
	
	
	

	Name
	
	Title
	
	Date





TO BE COMPLETED AND APPROVED BY THE VICE CHANCELLOR’S OFFICE

	Review to proceed with event: Approval is subject to the event being implemented in compliance with University Event Protocols
		
	Yes

	
	No




	
	Comments:


	Will the Vice Chancellor be ATTENDING?

		
	Yes

	
	No



	If no, will a representative be sent? Who? 


(please contact and inform the representative of all proceedings)


	Will the Vice Chancellor be SPEAKING?

		
	Yes

	
	No



	If no, will a representative be sent? Who? 


(please contact and inform the representative of all proceedings)


	Comments:
Regarding proposal and requests for modification or action where desired

	

	Further information requested:
Event Owner to advise

		
	Yes          Please indicate what information:

	
	No




	Event synopsis emailed to PR Events, MPA:


		
	Yes          Date emailed:

	
	No






Reviewed in the Vice Chancellor’s Office by:
	

	
	
	
	

	Name
	
	Title
	
	Date





FURTHER INFORMATION OR ADVICE
· Refer to UNE’s Events Protocols www.une.edu.au/mpa/events/ For advice on UNE’s Events Protocols please email events.pr@une.edu.au or phone 6773 2960.
· For advice on event coordination please email events.pr@une.edu.au 
· For advice on print and layout services for the preparation of invitations, and other printed materials such as an order of proceedings, please contact Bev Mulligan, Production Services and Publications Manager, Marketing and Public Affairs at bmulliga@une.edu.au or phone 6773 2819.



MANDATORY COPY APPROVAL AND BRAND APPROVAL PROCESSES
· Production Services, Marketing and Public Affairs, provide a nil cost service to prepare invitations. There are 2 invitation styles – formal and informal. The style depends on the nature of the event and whether Senior Management staff are attending.
· Invitations MUST conform to UNE Brand and Visual Identity Guidelines.
· All material carrying the UNE logo MUST go through the copy approval process, which includes brand approval. Do not download low resolution logos for print material.
· Please contact Bev Mulligan, Production Services and Publications Manager, Marketing and Public Affairs at bmulliga@une.edu.au or phone 6773 2819, for submission of materials and if you have any queries. Please email brand@une.edu.au for brand approval.
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