UNCLASSIFIED/FOUO
CMC-36 SCENE SETTER
EVENT, DATE, TIME, LOCATION
PURPOSE:  Orient, inform, discuss, present, decide, give guidance…etc on a particular topic. Clarify the desired outcome and why it is significant. Describe who the meeting is with and indicate, if known, when the last time he visited/met with this person and what was discussed.

[bookmark: _GoBack]KEY POINTS:  These are the essential take-aways and ideas.  They appear first but recommend writing them last.

1.  Ex: By the end of the meeting you will be familiar with X

2.  Ex: This is important to future USMC X

3.  Ex:  

ATTENDEES:   Indicate if this is a 1v1 or list attendees.  If this is involves new people briefing, SMEs, persons to be recognized, etc, biographies are required.

TIMELINE:  If applicable, give a brief overview of the sequence of events. This is best for events involving travel or separate module events (i.e., office call followed by a parade or meet and greet, etc.)

DISCUSSION:  Orientation to the issue and key considerations. If you are referencing an attachment, conduct the discussion in the sequence they are organized/attached. Orderly and ordinal is best.  Draw his eye to the issue, discuss any key considerations, identify any lateral/horizontal connections with other staffs or forces.  Refer to any previous or similar events to shape a thread of continuity.

· First bullet
· First sub-bullet. 
· First sub-sub-bullet
· First sub-sub-sub-bullet

TALKING POINTS:  Provide any ideas or themes that should be discussed. 
	
· First bullet
· First sub-bullet
· First sub-sub-bullet
· First sub-sub-sub-bullet

ATTACHMENT(S):  Put them in the order they are referenced in this paper.

1.  If you have meeting minutes, record of decision, or transcript from a previous meeting, those are always a useful attachment.

2.  Briefs, information papers, graphics, schedules, seating charts, convoy positions, etc..

3.  All biographies should be compiled in a single document to form a single attachment. The rules of thumb for bios are: a) all persons 0-6 and above; b) briefers; c) SMEs; d) persons to be recognized.

ADDITIONAL BACKGROUND:  This section is optional.  Starting on a separate page after the list of attachments, provide any encyclopedic or additional information. If the issues are covered in the attachments, this is not a necessary section. If you have done additional research and would like to add something, this is a good page to correspond and expand on the issues. This section can be added in lieu of attachments if none are applicable when additional preparation is helpful.

· First bullet
· First sub-bullet. 
· First sub-sub-bullet
· First sub-sub-sub-bullet

Prepared by: Grade, Name, Office Code, Phone Number
Coordinated with: Grade, Name, Office Code, Phone Number or “NONE”   
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