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EVENT:
[Insert Event Name] hosted by [Insert Company Name]
DATE:

[Insert Date and Time]
TIME


[Insert Time]
LOCATION:
[Insert Company Name]



[Insert Address]





I. PURPOSE:

Discuss issues important to the protection and growth of general aviation in the State of [Insert State] and across the nation. The group will discuss issues related to job growth and economic development fostered by aviation, workforce development issues related to aviation, as well as a number of other infrastructure and fiscal policy issues related to airports and growth of the business and general aviation. A variety of different perspectives will be presented including those who run and manage airports and their associated businesses (FBOs, maintenance shops, flight schools, etc.), individual pilots, local businesses that rely on aviation to conduct business, local economic development leaders that use the airport to attract businesses and other elected officials in the region.
II. BACKGROUND:
A recent economic impact study conducted by [Insert Name(s)] showed that airports across the State of [Insert State] support over [Insert Number] jobs and [Insert $] in economic activity annually. [Insert Company/Airport] alone supports nearly [Insert Number] jobs and over [Insert $] in annual economic activity. Most of the elected officials representing [Insert Name] airport and many other airports across the district at both the State and Federal level are new – thus, this event provides an excellent opportunity to become familiar with the economic impact of aviation within the district, what it means for [Insert Name] jobs and economic development, as well as the current State and Federal issues facing airports and general aviation users that are of concern.
III. PARTICIPANTS:

[Insert Attendee Name, Company and Title]

IV. PRESS/MEDIA PLAN:

[Insert Plan]
V. PLANNING DIAGRAM:

[Insert Diagram of Event Set-up]

VI. EVENT PROMOTION:
[Insert Promotional Information]

VII. SEQUENCE OF EVENTS/AGENDA: (Suggested details included - change as applicable)
· Setting: The event will be held in the [Insert Location] at [Insert Company Name] surrounded by several aircraft.  Seating will be at tables in a large open square, each attendee will have a table tent with name and company.  The hangar doors will either be open or closed depending on the weather. Microphones will be provided to enhance the discussion over potential background noise.

· Attendees: [Insert #]
· Attire: (ie., Business / Business Casual)
· Mix and mingle with guests from 8:00 – 8:30. Light breakfast: pastries, bagels, coffee and juice.
· Roundtable discussion at 8:30. 
· 8:30 – 8:35 – [Insert Host] welcome everyone to [Insert Company Name] and introduce [Insert Representative Name]
· 8:35 – 8:50 – Introductory remarks by [Insert Representative Name]
· 8:50 – 9:30 – Roundtable discussion led by [Insert Representative Name]
· 9:30 – 9:40 – Wrap-up with follow-up discussion

· 9:40 – 10:00 – Tour of [Insert Company Name]
· 10:00 - Depart
VIII. REMARKS/NOTES:
Introductory remarks
IX. GUESTS:

Attendee List
[Insert Name, Title and Company Name]
Hosts
[Insert Name, Title and Company Name]
Other Elected Officials
[Insert Name and Title]
Local Federal Officials
[Insert Name, Title and Company Name]
X. KEY AVIATION ISSUES (Call NATA to discuss applicable Legislative and Regulatory issues at (703) 845-9000.)
Current Issues
[Insert Current Issues]
Other Aviation Issues 

[Insert Aviation Issues]
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