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creativity in business

Questionnaire for Keynotes/Workshops
Client name:

Client web site:

Contact person:


Contact information

*
Phone:

*
Fax:

*
Email:

ABOUT THE MEETING/CONFERENCE

1.
What are the overall purpose and objectives of your meeting/conference? Describe its theme.

2.
What is the specific agenda for the meeting/conference? 
ABOUT THE AUDIENCE

1.
Audience background information 

*
Number of participants: 

*
Age range: 

*
Educational background(s):

*
Job level(s):

*
% Female:
% Male:

*
Is their attendance at your meeting mandatory? 

2.
Please list the names and titles of the most senior people and guests who will be attending Ginger’s presentation. 

3.
What are your top three goals for the participants (i.e., what do you want them to learn and be able to do differently afterwards)?

4.
What key information does Ginger need to know about the participants before addressing them? Please include internal and external issues and challenges.
ABOUT THE PRESENTATION

1.
Date & time frame for Ginger’s presentation 

Date: _______________ From: _________ am/pm To: _________ am/pm

2.
Occasionally, meetings get off schedule. If this happens before Ginger’s presentation, would you prefer that she (please select one) 

*
Speak for the allotted time

*
Finish at the appointed time, to get the meeting back on track

3.
Who will be introducing Ginger (name, title)? Please include the person’s contact information. 

4.
What are your top three objectives for Ginger's presentation? 
5.
What specific topics or issues need to be addressed during the presentation?

6.
How would you like the participants to feel after they hear Ginger’s presentation?

7.
What are the (sensitive) issues that Ginger needs to avoid?  Or to attack?

ABOUT THE ORGANIZATION/INDUSTRY

1.
What are the most interesting or significant events that have occurred in your industry and/or organization over the past year? 

2.
Please list some company and industry-specific terms, phrases, jargon, or acronyms that Ginger needs to be aware of and/or incorporate into her presentation.

3.
Please send Ginger print material (e.g., newsletters, brochures, white papers, annual reports, etc.) and web site addresses specific to the meeting topic and on your organization or your industry.

EXPERIENCES WITH OUTSIDE SPEAKERS

1.
What professional speakers have you used in the past? 

2.
What did you like/dislike about their performance? (List what you remember the most and if you’d like to have this deleted or repeated for your audience.) 

3.
What are your greatest concerns in using an outside speaker?

Speaker Site: www.mythsamongus.org


