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MEMORANDUM 

To:
Joseph Aoun

CC:
Diane MacGillivray

Susie Guszcza

From: 


Date: 


Name of Event: 


Date of Event:


Time of Event:


Location:


Attendees:
ex. - 149 donor prospects invited both by Accounting and Nursing


ex. - Approx. 30 attending from the Boston Club membership roster


ex. –Northeastern Law faculty and 100 members of the Boston Judges Society

Attire:
ex. Business Attire

Attachments:
Staff Contacts

(vary per event)
Timeline


Menu


Annotated Guest List


Seating Chart


Talking Points

Staff Contacts

Those managing various aspects of event and/or those overseeing major prospects

TIMELINE

ANNOTATED GUEST LIST

Sample Briefing Bio:

Prospect, Mr. Robert “Bob” (BS Accounting ‘80) and Mrs. Betsy (BS Education ’81) 
Mr. Prospect is a partner in the CPA firm of Prospect , Donor and Givens with offices in Boston and Hong Kong. Mrs. Prospect  is currently a homemaker and active volunteer at St. Benedict School (attended by all five of the couple’s children.) The Prospects have given over $27,000 to Northeastern, primarily to Athletics (Hockey.)  Mr. Prospect is past president of the Northeastern Hockey Boosters Society. He is considering endowing a hockey scholarship. The Prospects’ daughter Bonnie (BA Psychology 2006) is an alumna and their son Bob Jr. in applying for Fall. The Prospects live in Boston and summer at Mrs. Prospect’s family home in East Hampton.

Bios are arranged by categories, such as:

Guest of Honor

Speaker/Presenter

Attendees of Note

Other Attendees

Senior Administration (one-line bios for these)

Faculty (one-line bios for these)

Staff (one-line bios for these)

Development Staff (one-line bios for these)
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