
WHEN/WHERE
Date:____________ Time:____________ Place: _______________________________________________

WHO
Recipient: _______________________________ Title: ________________________________________

Years with the company: ________ Promotions: ______________________________________________

Valued personal trait(s): ________________________________________________________________

Other speaker(s) (Optional)

Name(s): ________________________, ________________________, __________________________

Relationship to Recipient: ____________________________, __________________________________

Before the presentation, spend a few minutes with other speakers and 

use the space below to outline anticipated comments.

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

WHY
Reason for award: ____________________________________________________________________

Demonstrated behavior(s) supporting the organization:

_____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

How it (they) supported the mission, vision, goals or other key events in  

the organization’s history:

_____________________________________________________________________________________

_____________________________________________________________________________________

WHAT
Award: _____________________ Symbolic value: _____________________________________________

Ties to professional characteristics and hobbies: _____________________________________________

____________________________________________________________________________________

Use this page to help ensure that your upcoming presentation is effective and memorable.

Presentation Notes


