[image: image1.png]





PLEASE SUBMIT 3 WEEKS IN ADVANCE OF THE PROPOSED EVENT

Note:  Submit as soon as possible – even if some requested information is missing

Email:
Melissa.S.Bruns@hud.gov OR Christina.M.Cue@hud.gov.
Date Submitted: 

Requested Date for Response:  

Staff Point of Contact: 

Name, phone number and email 

Also Include, Program Office and Principal

Staff Recommendation and Justification:  
 Accept 
 Decline   

Refer to: __________________________
Briefing: 

Name of staff/program office that will do the briefing materials for SOHUD

Note: OPA is responsible for Talking Points for every event 

Name of Event: 

Proposed Date and/or Time Frame: 

Location: city and state 
Type of event: see below for descriptions 
Attendees:
Expected Number of Participants/Attendees

Description of Audience 

Background and Justification: 

If this is an inter-agency request/effort please explain background/details 
Goals and Priorities of Event:

Mission/objectives as the event relates to program office 

Other Invited Guests/Speakers:
Administration, Members of Congress, State and Local officials, etc. 

Back-up Principal: 

If SOHUD is not able to participate, please recommend who should attend on his behalf
Event Types

· Town Halls:  An opportunity for the principal to discuss policy with those attending from the community.  A town hall is typically a seated crowd, centers on discourse and avoids the rally atmosphere.  A town hall may involve a limited-capacity audience and focus on a specific issue.

· Forum:  Similar in nature to a town hall.  The main difference is the prior outreach to the attendees.  Primarily this group consists of pre-identified stakeholder groups and is not an open to the general public meeting.

· Message Events: Otherwise known as a “speech,” a message event revolves around the Secretary giving prepared remarks about a specific subject or message.  The degree of formality and the number of stage participants for a message event varies from those involving a full dais and a large crowd to those involving a single speaker and an audience of mainly press.

· Press Conference (a.k.a “Presser”): A press conference is a media event in which OPA invite journalists to hear the Secretary to speak and, most often, ask questions.  A joint press conference instead is held between two or more talking sides.

· Gaggle (a.k.a. “Pull Aside”): Slang term.  An Informal, impromptu sometimes off-camera briefing given by the Secretary.

· Roundtables: Like a town hall, a roundtable focuses on discourse among a selected group of individuals.  Unlike a town hall, the discourse takes place on the stage and not between and among the attendees.  Roundtables do not necessarily involve a table but are largely defined by the intimacy of a conversation involving several individuals.

· Tours: In a factory, a hospital, a school, a warehouse or a bakery, a tour is just as it sounds.  A tour offers the Secretary the opportunity to interact with individuals where they live, study and work.  Tours are often combined with message events.

· Pre-organized functions: On many occasions, the Secretary will be a guest an event organized by another entity.  In such cases, the degree to which advance conducts its traditional roles will vary from that of light advisement to heavy production to merely delivering the principal to the front door.

· “Open,” “Closed,” or “Pooled” Press: A common primary description for all of the above is whether the event is open, closed or pooled press.  Just as not every event in which the principal partakes will involve public attendance, not every event will involve an open invitation to the media.  When considering the logistical efforts required for an event, the presence of press is a significant factor.
· Clutch: Slang term. A meet and greet or informal gathering attended by the Secretary.  This should never be more than 12 people and longer than 15 minutes.
· Mix and Mingle: Generic term for an informal, generally stand-up gathering.  Also the action of circulating through a crowd without barriers.
