Pre-Program Client Questionnaire
Keynote & After Dinner Programs
I’m excited to be working with you on your upcoming meeting.  My goal is to make sure everything is perfect and that my part of the program exceeds expectations.
In order to do this please fill out this attached form with information specific to this meeting.   I would like to have the form back in our office no later than four weeks prior to your event.  You can mail or email it back to our office or the agency or speaker bureau that provided it to you.
Your input will help provide me with the information I need to ensure that I maintain a consistent message in my show with regards to your corporate mission.  It will also help me customize my program with your meeting theme, which makes for a more interesting show.
If you have any questions as you fill it out feel free to call me at any time.
Paul Gertner’s Cell 412-523-3724
Thanks,

Paul Gertner
Event Information

Note:  All information received is classified as confidential and will not be reproduced in any form.

Company or Organization:


Main contact name:


Address:

Address:

City, State & Zip code:


Office phone:



Mobile phone:



Assistant’s phone:


Email:




Fax:




Additional contact:   


Name:
     





Title: 

Phone:       

Email:        

Hotel for Speaker:

Hotel Address:

Hotel Address:

City, State Zip:

Hotel Phone #:




Event title:             

           

Date:


         


 Time:


     



(If the event is not at the same Hotel the speaker is staying at)

Event location:  
     

Address:


Address:


City, State & Zip Code:
Hotel Phone:
General Audience Information-Tell me about the audience
1. Audience

Total number of attendees expected:


     

Room Set-Up Theater Style/Classroom/ Rounds of ?    
     

Will the attendees have tables?
Male____________ to Female____________ Ratio?

Age Range:

Will spouses be in attendance?

Will any children be in attendance?

2. Introduction*

Who will be the person introducing me at this event?

Name:

     

Phone contact:
     

Email contact:
     

*A written introduction will be provided prior to the event. 

Meeting Background Information

1. What is main purpose of this meeting?

2. Do you have a theme or slogan for the meeting?
3. Are there some specific challenges the speaker could address?
     ​
4. What is the most important objective of YOUR portion of this meeting?

5. What is the most important objective for Paul Gertner to accomplish in the event?
6. Can you tell me they type of customers your audience normally deals with?

7. Are there any unspoken concerns (news stories etc.) the speaker should be aware of?

8. What would be a 6-12 month objective you would like the attendees to address?

9. What hurdles do you face in accomplishing these objectives?

10. Are there any competitors that there are generally disliked by the attendees? Perhaps someone they go head to head with often.
11. Are there any “running jokes” in the industry that everyone can identify with?

Thank you for taking the time to fill this out. It is very helpful to me.  If you think there is additional information that would help me prepare for your event please send it along. 
