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Productive Leaders

Preprogram Questionnaire

I am excited to present to your group! To make this program a success, I will need your help. I would like to specifically meet your needs with my presentation.  Would you take a few moments to provide me with the insight we need to the following questions?

When you are finished, please email the completed questionnaire back to us. If you have any questions, call 443-995-8663. Thank you in advance!

Mary Kelly
Mary Kelly, PhD

CEO

Productive Leaders 

www.ProductiveLeaders.com
Email: Mary@ProductiveLeaders.com
443.995.8663 (Home/Office)

972.233.7896 Fax

443.995.8663 Cell
THE PROGRAM

	When is your program scheduled?

	Exact Date:
	     
	Time:
	From       to      

	Name of your organization:

	     

	What is your program theme?

	     

	What does the theme mean to your group?

	     

	Who is responsible for calling this meeting (HR, Sales, Marketing)?

	Name:
	     

	Address:
	     

	City:
	     
	State/Province:
	    
	Zip/Postal:
	     
	Country:
	     

	Phone:
	     
	Fax:
	     
	Email:
	     

	

	What is the name and title of Mary’s introducer?

	     

	Exact times of Mary's presentation(s)?

	     

	What is the best time for Mary to do her A/V and Room Check?

	     

	

	How should Mary dress for her presentation?

	     

	What is Mary’s role in the program (opening or closing keynote, luncheon speaker)?

	     

	Which company executives, if any, will be speaking before Mary?

	     

	(Please forward transcripts, or ppts, of their speeches to Mary to read and use to tailor her speech)

	Who are the other professional speakers on this program?

	Speaker #1
Name:
	     

	
Topic:
	     

	
Day:
	     


	Speaker #2
Name:
	     

	
Topic:
	     

	
Day:
	     

	Speaker #3
Name:
	     

	
Topic:
	     

	
Day:
	     

	


	What professional speakers have you used in the past?

	     

	What did you like about their performance(s)?

	     


LOGISTICAL INFORMATION:

	What is the nearest major airport to the meeting site?

	     

	In case of emergency or flight delays who and where do we call?

	     

	For transportation to and from the airport to the meeting site, you would prefer:

	 FORMCHECKBOX 
To meet Mary at airport.
 FORMCHECKBOX 
To have Mary take a cab.

	Exactly where is the meeting?

	Name of the Venue:
	     

	Address:
	     

	City:
	     
	State/Province:
	     
	Zip/Postal:
	     
	Country:
	     

	Phone:
	     
	Fax:
	     

	

	Hotel where Mary will be staying:

	 FORMCHECKBOX 
 Same as the meeting venue above.

 FORMCHECKBOX 
 Different from the meeting venue above. (please fill in the hotel information below)

Name of the Hotel:

     
Address:

     
City:

     
State/Province:

     
Zip/Postal:

     
Phone:

     
Fax:

     
Distance from Meeting Location:

     


	Will you be using a Translator?

	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

	Will a video crew be on site?

	 FORMCHECKBOX 
Yes (If “Yes” please provide the information that follows)
Company:

     
Contact:

     
Phone:

     
Email:

     
 FORMCHECKBOX 
No


	Key members in your organization:

	President/Executive Director

Name:

     
Exact Title:

     
Email Address:

     
Address if different:

     
V.P. of Sales/Marketing/Human Resources

Name:

     
Exact Title:

     
Email Address:

     
Address if different:

     
Sales Training Manager

Name:

     
Exact Title:

     
Email Address:

     
Address if different:

     



AUDIENCE ANALYSIS:

	Number of attendees

	Total number:      
	Percentage male:      %
	Percentage female:      %

	1. Do you have three key points you want stressed in Mary’s talk?

	1.
     
2.
     
3.
     

	2. What are the most important changes happening in your company and industry?

	     

	3. What keeps senior management awake at night?

	     

	4. What are the concerns of Mary’s audience members?

	     

	5. What are your victories as a company/association/team?

	     

	6. What would you like to accomplish by Mary speaking for your group?

	     

	7. What does Mary need to do to make her talk worthwhile to you?

	     

	8. What percentage entertainment vs. high content techniques and strategies?

	Entertainment:      % / High content:      %


	9. Is there a slogan or philosophy that is commonly used in your association/company?

	     

	10. Composition of the audience (Sales, customer service, suppliers, spouses, etc.)

	     

	11. Should the message be targeted more to one group than another? If yes, which?

	 FORMCHECKBOX 
 Yes  ( Which group? :      
 FORMCHECKBOX 
 No

	12. What is the daily schedule of the audience? (In office, field, long hours, deployment, etc.)

	     

	13. What are the frustrations they have in their lives, company, or industry?

	     

	14. What are the sensitive issues? (topics/subjects not to be mentioned)

	     

	15. Anything humorous Mary should know about?

	     

	16. Any industry jargon Mary should be aware of?

	     


	17. Three people valuable for Mary to interview

	#1:

Name:

     
Title:

     
Phone:

     
Fax:

     
Email:

     
#2:

Name:

     
Title:

     
Phone:

     
Fax:

     
Email:

     
#3:

Name:

     
Title:

     
Phone:

     
Fax:

     
Email:

     



As soon as they are available please send us:

A.
The agenda of the conference/meeting.

B.
Past conference/meeting brochures.

C.
Information about the company/organization (corporate report, history of organization, publications and newsletters, etc.)

We find the program more successful if….

1. The size of the room is appropriate to the size of the audience. It is better to have the squeezed in tight than have a ballroom that is too big. (Hotels typically do not set chairs close enough to build rapport. Chevron style setup is preferable.)

2. The room is well lit, the sound system works and the audience is close to the speaker.

3. There is a riser so Mary can be seen by your audience.

Would you like to link our website to your online information about your meeting?

http://www.productiveleaders.com
Mary’s official bio and photo that can be used are at:

http://productiveleaders.com/meeting-planner/
(If the above links do not work, please copy and paste the URL in your web browser’s address bar.)

