[image: image1.jpg]Suite 110, 38 Pearson St.

St. John's, NL, ATA 3R1
¢ adven’rures phone: 709-749-7385
fax: 709-738-8840
email: info@livemoreadventures.com
web:  www.livemoreadventures.cornr





PRE-PROGRAM QUESTIONNAIRE

General Event Information

1. ORGANIZATION PROFILE: 

a) Organization Name:

b) Organization Nick Name:

c) Contact Person:

d) Title:

e)  Email Address:

d) Telephone:                                    Fax:

2. MEETING LOCATION: 

a) Address:

b) Telephone Number:

c) Your Contact:

d) Meeting Room:

e) Direction to Meeting:

3. EVENT INFORMATION:

a) Meeting Date/Time:

b) Time of Presentation:

c) Meeting Purpose (annual conference, monthly meeting, training, etc):

d) Meeting Theme:

e) Meeting Objective:

f) Will there be other speakers at your meeting? ______If so, please list their names and topics:

g) Who will be speaking before and after?

h) Previous speakers used and topics:

4. AUDIENCE / ATTENDEES’ PROFILE:

a) Number of Attendees:

b) Average Education:

Male (%):

            Female (%):

c) Average Age Range:

Male (Yrs):

Female (Yrs):

d) Average Income: $

e) General Job Titles / Descriptions for Attendees:

       f)   Type of Firms Represented by Attendees:

       g)   Dress Code:

h) Will alcohol be served? _____ If so, how much and for how long?    _____________

       e)   Will spouses be attending?

5. Introducer’s Name & Position:

6. What takes place prior to the presentation / workshop?

7. What takes place after the presentation / workshop?

8. Will organizational business be conducted?

9. What three things would you like the attendees to learn in this session?

a.

b.

c.

10. What specific topic areas would you like Shawn to address in his presentation / workshop?

11. What is the mission statement of the organization or applicable mission statement for the program?

12. In general, what your audience like about the presenters:

13. In general, what your audience dislike about the speakers:

14. What part of their job or occupation do you think most attendees love?

15. What goals should attendees be accomplishing?

16. What do the audience members need to understand to be successful?

17. What perceptions do participants currently have that are impacting on their success, productivity and satisfaction in life?

18. What are the common challenges or problems that your meeting attendees face:

a.

b.

c.

19. What major opportunities that your meeting attendees face?

a.

b.

c.

20. What do audience members believe are their three major stressors?

      a.

      b.

      c.

21. How is a balanced lifestyle encouraged?

22. What changes are people having trouble coping with?

23. Do audience members have any fears about the present or future? (a specific industry, job security, health, family pressures, finances, etc.)

24. What is that one thing which all participants will take away from this presentation that will insure your satisfaction?

25. How well do the audience members know each other?

26. What kind of humor would attendees find funny?

27. What kind of humor should be avoided?

28. Are there any “inside” stories we could use for a laugh?

29. Are there any specific words or phrases important to your meeting that I should or shouldn’t use?

30. Should anything else be avoided?

31. How do you plan to reinforce the material covered in the presentation / workshop?

32. What ACTION STEPS would you like the attendees to take as a result of this session?

33. Please send me any or all of the following:

· Last six months newsletters

· Association brochures

· Last three industry magazines

· Any recent surveys or news articles that impact this group or meeting

· Meeting program

· Company orientation manual or brochure

· Annual Report

· Articles about the company or industry

· Meeting announcements or agendas

· Recent press releases

· Sample publications

34. How will the room be set up? 

Classroom /Theater/Conference/ Other (please specify)________________________


35. Is there a sound system available?

36. Is there an event scheduled in an adjoining room that might interrupt my presentation?
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