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  United States Department of Energy




  Washington, D.C. 20585

    EVENT MEMORANDUM

To:


​(Appropriate Senior DOE Official)
From:


(Director)
 

Office:


Office of Science
 
Phone Number:
202-586-xxxx


Other Contact #:   

Type of Event:
(Tour/briefing/other)  
Official’s Role:  Tour 

Location:
(Facility location, example: X facility, city, state)
Date:


(Xxxday, Xxxx xx, 200x)
Time:  (from - to)
Name of Group:
(Specify individual/organization)
Contact Name:
(Name of on-site senior person) 
Phone Number:
(Business and Cell)
Requested by:   
(Xxxxx Xxxx, Director, Field Element or XYZ Laboratory)
Timeline of Event: 
Provide detailed listing of times for the event including arrival, event, and conclusion of event.
Background: 
Describe the event and include pertinent details and background to ensure the Senior DOE official has complete understanding of expectations and anticipated outcomes. 
Audience:
Describe the audience and participants, especially any important stakeholders and indicate if press will attend.  Include an attachment to note any issues or special interests on the part of attendees. If press will attend include as an attachment anticipated questions and if necessary, suggested answers to questions.
Lead & Attending Staff:

(Xxxxxxxx)
Other DOE Staff Attending:
(List as appropriate)
Briefing Material:

[     ]  None

[    ]  Attached 

Press:



[     ]  Yes   

[    ]  No

_____________________________________________________________
Additional Relevant Material:
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