Program Template: Use this document to draft your program.

[INSERT EVENT NAME]

[DATE(S)]

[LOCATION OR PLATFORM & URL]
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If applicable
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Welcome

Use this space to place a letter/statement welcoming everyone to the event and outlining the focus and desired
outcome of the event.Try to have the letter/statement signed by a high-ranking member of the host organization.

Add Signature Image Here




Location:

Date(s):

Time:

PURPOSE & OBJECTIVES

List/bullet the event's purpose, objectives, and desired takeaways here.

SESSION NAME/TITLE
START TIME - END TIME

Session Name/Title Start
Time —End Time

AGENDA ITEM DESCRIPTION

Registration

EMCEE/MODERATOR/
FACILITATOR

N/A

LOCATION OR
PLATFORM & URL

LOCATION OR PLATFORM &
URL
Location OR platform & URL

Session Name/Title Start
Time — End Time

Welcome and introductions

[Include name(s) and
role(s)]

LOCATION OR PLATFORM &
URL
Location OR platform & URL

Session Name/Title Start
Time — End Time

Keynote speaker: Include title of
presentation, speaker's name,
title, and organization.

[Include name(s) and
role(s)]

LOCATION OR PLATFORM &
URL
Location OR platform & URL

LOCATION OR PLATFORM &
URL
Location OR platform & URL

Speaker/panel #1: Include title
and description of presentation,
speaker name(s), title(s), and
organization(s).

[Include name(s) and
role(s)]

LOCATION OR PLATFORM &
URL
Location OR platform & URL




SESSION NAME/TITLE
START TIME - END TIME

LOCATION OR PLATFORM &
URL
Location OR platform & URL

AGENDA ITEM DESCRIPTION

Break

EMCEE/MODERATOR/
FACILITATOR

N/A

LOCATION OR
PLATFORM & URL

N/A

LOCATION OR PLATFORM &
URL
Location OR platform & URL

Speaker/panel #3: Include title and
description of presentation, speaker

name(s), title(s), and organization(s).

[Include name(s) and
role(s)]

LOCATION OR PLATFORM &
URL
Location OR platform & URL

LOCATION OR PLATFORM &

Speaker/panel #3: Include title and

[Include name(s) and

LOCATION OR PLATFORM &

URL description of presentation, speaker role(s)] URL

Location OR platform & URL name(s), title(s), and organization(s). Location OR platform & URL

LOCATION OR PLATFORM & Lunch N/A N/A

URL

Location OR platform & URL

LOCATION OR PLATFORM & | Speaker/panel #4/breakout: Include | [include name(s) and LOCATION OR PLATFORM &

URL title and description of role(s)] URL

. presentation/breakout session, .

Location OR platform & URL speaker/facilitators name(s), title(s), Location OR platform & URL
and organization(s).

LOCATION OR PLATFORM & | Speaker/panel #5/breakout: Include | [include name(s) and LOCATION OR PLATFORM &

URL title and description of role(s)] URL

Location OR platform & URL presentatnon_/_breakout session, Location OR platform & URL
speaker/facilitators name(s), title(s),
and organization(s).

LOCATION OR PLATFORM & | Speaker/panel #6/breakout: Include | [Include name(s) and LOCATION OR PLATFORM &

URL title and description of role(s)] URL

Location OR platform & URL presentatloq{breakout sesston, Location OR platform & URL
speaker/facilitators name(s), title(s),
and organization(s).

LOCATION OR PLATFORM & Break N/A N/A

URL

Location OR platform & URL

LOCATION OR PLATFORM &
URL
Location OR platform & URL

Questions/report out

[Include name(s) and role(s)]

LOCATION OR PLATFORM &
URL
Location OR platform & URL

LOCATION OR PLATFORM &
URL
Location OR platform & URL

Adjourn

[Include name(s) and
role(s)]

LOCATION OR PLATFORM &
URL
Location OR platform & URL




Headshot

Headshot

Headshot

Speakers’ Bios

FIRST NAME, LAST NAME, TITLE, ORGANIZATION

Speaker Bio

FIRST NAME, LAST NAME, TITLE, ORGANIZATION

Speaker Bio

FIRST NAME, LAST NAME, TITLE, ORGANIZATION

Speaker Bio




Thank You to Our Sponsors

[SPONSOR COMPANY INFORMATION]
List information about your sponsoring organizations here.

Logo

SPONSOR CONTACT: FIRST AND LAST NAME
Title

Organization

Phone Number

Email Address

[SPONSOR COMPANY INFORMATION]
List information about your sponsoring organizations here.

Logo

SPONSOR CONTACT: FIRST AND LAST NAME
Title

Organization

Phone Number

Email Address

[SPONSOR COMPANY INFORMATION]
List information about your sponsoring organizations here.

Logo

SPONSOR CONTACT: FIRST AND LAST NAME
Title

Organization

Phone Number

Email Address




Future events

Next Presentation/Title/Topic]
[Date/Time]
[Presentation Details/Platform/How
to Access]

[How/Where to Access Program
Information and Materials Online]
[website URL/Link]

Contact information

Next Presentation/Title/Topic]
[Date/Time]
[Presentation Details/Platform/How
to Access]

[How/Where to Access Program
Information and Materials Online]
[website URL/Link]

More Free Financial Wellness Tools Can Be
Downloaded at nast.org/financialwellness
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