Pre-Program Questionnaire

Mellanie True Hills, The Health & Productivity RevitalizerSM

Thank you for taking the time to fill this out to help Mellanie custom tailor her presentation to ensure the best learning experience for your audience. Let us know if you prefer to do this by phone. Just skip questions that don't apply, or add additional information. If you have information that would be useful in tailoring this program (annual reports, past or current conference programs, etc.), please mail to PO Box 541, Greenwood, TX  76246-0541.
Contact 
Speaker's Main Contact:
Title:                                                                               Organization:
Phone:                                                                            E-mail:

Person Filling Out Form:                                                 Date completed: 
Program
Event Title:
Title of Mellanie's program in your materials:
Presentation date:                                         Start time:                                        End time:     
Location/Meeting Room:

Address: 
Telephone:                                                                        Fax:

This event is:
( Private
( Open to public
( Other

Who will introduce Mellanie?                                                        Title:                         
Appropriate attire: 

Program theme: 
Program purpose (annual event, awards banquet, etc.)?

What takes place immediately before and after Mellanie's presentation (lunch, another speaker, etc.)? If another speaker, please indicate who and what topic.
Other speakers during event: 
How do you want the audience to feel when they leave your event?

What are your specific objectives for this event?

What major points do you want Mellanie to emphasize?
Are there any issues or sensitive words to avoid? Please explain.
What results would you like my speech to achieve?

Do you plan to audio and/or video tape the presentation?           ( Audio    ( Video
(Please remember that you must receive written permission from us to do so).

What will the tapes be used for?
How do you wish for the audience to continue learning after the event?

  ( Purchase materials at a discount to distribute at the event

  ( Offer materials for audience purchase at the event

  ( Let the audience order products online after the event

  ( Provide teleseminars and follow-up programs for the audience

Who keynoted your last event?
What have speakers done that worked well in the past?

What have speakers done that you don't want repeated?

Audience

Expected number of attendees:                                         Spouses invited?
( Yes
 ( No

Percentage Male/Female:                                                  Average age/range:
Details of audience makeup (age, ethnicity, job roles, educational levels, income, experience, etc.): 

Who will be attending this event (executives, managers, employees, clients, community, etc.)?
Names and titles of top executives attending the program:
How do the attendees feel about Mellanie's topic?

How do the attendees feel about their jobs?

Is there a shared concern by the audience?
What is the greatest challenge the audience is facing?
Is there anything else Mellanie should know about the audience before addressing them?

What terms does the audience use to refer to customers (customer, client, patient, etc.)?

What terms does the audience use to refer to employees (employee, associate, staff, etc.)?
Organization

What is the mission of your organization?

What are the most significant events that have occurred in your industry, organization, or group in the past year?
Who are the target customers of your attendees or your organization?

Who are the major competitors of your attendees or your organization?
Please provide contact information on three important, experienced people in your organization to interview:
Name:                                                            Title:

Phone:  Day:                                                  Evening:                                                  Cell:

Name:                                                            Title:
Phone:  Day:                                                  Evening:                                                  Cell:
Name:                                                            Title:
Phone:  Day:                                                  Evening:                                                  Cell:
Logistics
Who is my contact person at the event?

Name:                                                                                  Title:


Phone:  Day:                                        Evening:                                        Cell:
Should I notify this person upon my arrival?

If there is an emergency during travel, who can we contact:

Name:                                                                                  Title:

Phone:  Day:                                        Evening:                                        Cell:
See Mellanie's audio/visual requests below. Have these been arranged?    ڤ Yes    ڤ No

Have hotel reservations been made for Mellanie?

Hotel Name:                                                                         Confirmation number: 
Address:
Phone:                                                   Fax:
Would you approve of products being sold at the program? ڤ Yes    ڤ No

If products are to be sold at the program, where and to whom should they be shipped?

Attention:

Address:
Phone:  Day:                                        Evening:                                        Cell:
Audio/Visual requirements:

Wireless lavaliere microphone (if over 25 people) 

LCD computer projector (at least 1000 Lumens preferred)

Table and electrical outlet in front of room

Screen (across front corner of the room)

AV support on site before and during the presentation

Two flip charts (for workshops of under 75 people)

No podium; Riser or platform if attendance is 75 or more 

Stool (for programs longer than 2 hours)












Mellanie True Hills

The Health & Productivity RevitalizerSM
Speaker – Author – Moderator – Facilitator – Consultant

940-466-9898, mellaniehills.com, mhills@mellaniehills.com

