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Pre-Program Questionnaire

Cindy Kubica customizes her programs to fit your group’s needs.  The following questions will help her in designing a dynamic program perfect for your event. 

Note: Use tab key to advance through questionnaire. Answer area will expand as you type.

	Company Information

	Company Name: Click here to enter text 

	Main Contact:  Enter contact 
	Title: Enter job title

	Email:  Enter email

	Phone:  Enter phone
	Mobile:  Mobile

	Alternate Contact:  Alt contact
	Email:  Alt email 

	Phone:  Alt phone
	Mobile:  Alt mobile

	Website:   Enter website 

	Do you have a company newsletter?  |_| Yes  |_| No    
If yes, what is the name: Newsletter name
Please forward current copy to Cindy.




Please answer all questions that apply to your event.
Write N/A if question does not apply.

	About the Event

	Event Date:  Click here to enter a date

	Event Location:  Enter location

	Directions:  Enter directions
[bookmark: Check14]|_| Map attached            

	Time Cindy will be speaking: Enter time          
Length of program:  Program length

	Is this a multi-day event?  

	[bookmark: Check1][bookmark: Check2]|_| Yes  |_| No                         If yes, how many days?  Number of days

	What is the purpose or goal of the meeting?  

	Meeting purpose

	Do you have a theme?  

	|_| Yes  |_| No           If so what?  Meeting theme

	How often do you have meetings/conventions?

	[bookmark: Check3][bookmark: Check4]How often?                  |_| National               |_| Regional

	Are there other speakers doing programs?  

	|_| Yes  |_| No           If yes, please email brochure or agenda.

	What speakers/entertainers have been on the program in the past? 

	Speaker: Speaker name
Topic:  Topic

Speaker:  Speaker name
Topic:  Topic

Speaker: Speaker name
Topic:  Topic

Speaker:  Speaker name
Topic:  Topic

	How many people do you expect?   Number of attendees

	Spouses/significant others invited?   |_| Yes  |_| No

	What is the group’s primary language?

	[bookmark: Check13]|_| English    Other: Enter language(s)



	About Cindy’s Program

	What is your specific objective for Cindy’s session? 

	Enter program objective

	What balance of content vs. entertainment/humor would you like?

	[bookmark: Check6][bookmark: Check7][bookmark: Check8][bookmark: Check9][bookmark: Check10]|_| 50/50    |_| 60/40    |_| 40/60    |_| High content   |_| Fun & interactive 

Other: Enter other

	Are there any other particular issues/topics that you would like Cindy to address during the program? 

	Issues/topics

	What 3 specific outcomes do you want participants to leave with regards to attitudes, knowledge and skills?

	1. Specific outcomes
2. Specific outcomes
3. Specific outcomes

	Many clients change the name of Cindy’s program to fit their theme, what are you calling her presentation?

	Program name

	Cindy has books and audio programs to reinforce her message. Can she sell her products in the back of the room after the event? 

	|_| Yes  |_| No           If yes, please have a table available. 

	Is it ok if Cindy brings someone to help with sales?       |_| Yes  |_| No

	Is there anything else you would like Cindy to know or do?

	Anything else

	Cindy will need a LCD projector for her program.

	Will one be available?  |_| Yes  |_| No 
Can she use her own computer?  |_| Yes  |_| No
[bookmark: Check11][bookmark: Check12]If no, specify:  |_| thumb drive   |_| CD           Other: other



	Company/Group Insight

	What does your company do?

	Anything else

	Who are your major competitors in your industry? 

	Company competitors

	What is the make-up of the audience: dignitaries, titles/positions, age range, background, gender, length of service, etc?

	Audience make-up

	List two to four people nearly everyone in the crowd would know, their title, and something unique about them, i.e. loves to fly planes, enjoys gambling, good natured about being bald, etc.

	People audience knows

	List some recent achievements of which the audience is proud? 

	Recent achievements

	What frequently used buzzwords are particular to your company and/or industry? 

	Buzzwords

	What frequently used acronyms are particular to your company and/or industry? 

	Acronyms

	List a few daily and/or routine activities the audience will perform at work? 

	Routine activities

	List some specific products and/or services your organization provides. 

	Specific products/Services

	What bothersome issues and/or people does the audience have to deal with, i.e. highway patrolmen, government regulations, bad checks, etc.? 

	Bothersome issues

	What friendly company rivalries exist: i.e. accounting vs. salespeople, headquarters vs. branch offices, drivers vs. dispatchers, etc.? 

	Friendly rivalries

	Are there any subjects or events that should not be mentioned? 

	Should not be mentioned

	Is there anything else Cindy needs to know about your company?

	Anything you would like to add




 Along with this form, please email a copy of the meeting agenda, brochure, etc.


I look forward to meeting you and your group.
Cindy
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