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Project Officer Worksheet

Event Date
Project Officer
Preferred Actual
Schedule approval -Video request -3 mos
-Domestic travel -1 mos
-Mtg w/ Head of State -1 mos
-Mtg. In DC -1 wk
-Photo Ops in Oval -1 wk
-Mtg in WH -4 days
-Phone calls at WH -4 days
Request to Speechwriting -Address -? days
-Speech  -? days
-Talk Pts -? days
Venue reserved
Info to Secret Service -? Days
Info to Communications -3 days
Venue/participant info to D. Bethel -3 days
Press info to Press/Media Affairs -3 days
Briefing papers to Staff Secy -2 days
Info to POTUS aide -1 day
If applicable -Social Secy office (tent cards) -2 days
-Photo office -1 day
-Military office -1 day
-Visitor’s office -1 day
-Usher’s office -1 day
EVENT Date

Follow-up info to Staff Secy +1 day



Info to Diarist +5 days

Speechwriting

Preferred Actual
Add Sp T.Pt.
Request, w/ policy memo 21 -12 -8
First draft to Mike -11 -7 -6
Draft to Karen/Condi 9 5 5
Staff out 7 -4 -4

Comments, final paper, and
acknowledgements due -6 -3 -3

Final to POTUS -5 -2 -2

EVENT
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