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Meeting /or/ Interview preparation material 


Date, month, year
[Name of responsible]
UNICEF Denmark



Participation in meeting about … /or/ Interview with [x] about [topic]


Time, place and practicality 
· [Time and date]
· [Organisation, address]
· [Other relevant practical information]
Participants
· [name, organisation, position – short profile]
· [name, organisation, position – short profile]
· [name, organisation, position – short profile]

Main message
[What is the most important message for the receiver?]

Messages/talking points 
[Formulated in short, clear and concise sentences. If the organiser has asked questions or indicated topics to be discussed, they should be explicitly addressed]

Background information
· Examples: 
· The interview is based on a Ritzau telegram that was widely shared with several Danish media on Wednesday, about…
· In March, Ultra Nyt turns 10 years old. On the occasion of the birthday, actors from the children's field and the political level are invited to a talk about how we can ensure that in the next ten years, Denmark's children have an even better opportunity to access, understand and engage in the conversation.
· Have we, for example, previously met with the person in question, sent a letter, participated in an interview? Link to further information/reference to attached annex or similar.

Agenda/program
[Insert if relevant]
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