Confidential Briefing

DONOR/EVENT NAME



Confidential Briefing


(Date)

Meeting with (DONOR/EVENT NAME)

ATTENDING:
Carol Christ, Chancellor


(OTHER CAMPUS REP, TITLE)

DONOR/EVENT NAME (UCB degrees)
DATE:
(DAY/DATE/YEAR)
TIME:

LOCATION:

PHONE:

CONTACT 

WITH 

QUESTIONS:
(EVENT ORGANIZER)

PREPARED BY: 

Purpose:  
Name of Donor/Guest of Honor (UCB degrees) [give condensed bio]

Current Campus Involvement

Selected Recent Contacts — Reverse Chronology

· DATE — [Describe contact]
Suggested Talking Points

· [Exactly what you would like to hear, not a general topic or issue that you would like her to address]
· [Background or sub-point]
Attached

· [research summary, relevant background documents]
cc:
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