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Pre-Program Questionnaire

It’s important that we receive as much information as possible prior to your meeting or event. This pre-program questionnaire is to assist Darin Green Productions in preparation of Darin’s presentation to your group. Darin’s objective is to meet your specific needs. In order to do that, we need your help. Please complete this form to the best of your ability and return it to our office as soon as possible. Feel free to provide additional support and any information that will assist us in this effort (ie. corporate reports, news articles, publications, etc.). You can send this by method of your choice: fax (512-369-3830) or email – Darin@DarinGreen.com. If you have any questions, please call 1-800-996-3505.

Thank you!

1.    Darin’s contact prior to meeting:

· Name:
· Title:
· Phone (work):
· Phone (cell):
· Fax:
· Email:
2.    Darin’s contact at meeting: 

· Name:
· Title:
· Phone (work):
· Phone (cell):
· Fax:
· Email:
· What time / date will contact arrive on site?
· What hotel will contact stay at for this event?
· Room number / on-site office:
THE EVENT:

3.    What is your event/ program theme?


 What does this theme mean to your group?

4.    Type of meeting? (annual meeting, awards banquet, etc.) 

5.    Exact time of speaker’s presentation?


 Start time:
6.    What takes place immediately before your speaker’s program?

7.    What takes place immediately following your speaker’s program?

8.    Speaker’s role in program (opening or closing keynote, luncheon speaker, etc.)?

9.    Any other functions (meals, etc.) speaker is required or invited to attend?

10.   Name and Title of the Introducer:

11.   Appropriate attire for speaker:

12. Are there any concerns about Darin’s A/V requirements? 
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13.   Who is in charge of providing audio/visual requirements and room set up?

· Name:
· Title:
· Phone (work):
· Phone (cell):
· Fax:
· Email:
14.   What time will room be available for equipment check or rehearsal?

15.   What speakers have you used in the past who covered topics related to the material Darin    

        will be presenting to you?



Speaker:



Topic:



Speaker:



Topic:



Speaker:



Topic:



What did you like and/or dislike about these presentations?

Without their names, if you prefer, please comment on their program and delivery:

16.   Who else is speaking at this event?


 What are their topics?
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LOGISTICAL INFORMATION:

17.   Meeting facility, location, room:

· Venue:
· Room Name:
· Address:
· Phone:
· Fax:
18.   Hotel Accommodations for Speaker

· Hotel:
· Address:
· Phone:
· Fax:
· Speaker’s Hotel Confirmation #

19.   Closest airport to hotel:


  Distance from airport:

20.   Ground Transportation:


  Speaker will be transported from airport to meeting site via:
· Will be met at the airport by a limo service ____
· Take a taxi____
 Rent a car____
· Will be met at the airport by a member of your organization____
If speaker will be met at the aiport:
· Name of limo service:
· Limo service telephone #:
· Ground Transformation Confirmation #:
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· Where will driver meet speaker:
· Will driver be holding a sign with speaker’s name?  YES____  NO____:
If speaker is based in local area:

Speaker is to: 
Take a taxi____
Rent a car____
Rent a limo____




Drive own car & bill mileage____

AUDIENCE & ATTENDEE PROFILE:

21.  Audience Demographics:

Number attending Darin’s program:

What % are men?

What % are women?

What is the average age?

Spouses attending?

Job titles:

Average annual income:

Income range:

Average educational background:

Major responsibilities of audience:

Average length of employment/association with company or group:

Circle one: Are attendees there voluntarily or is it mandatory?

If mandatory, how receptive are the attendees to this program?


   Will the attendees have to pay individually or is it company sponsored?

Dress code for attendees:

Usual dress code:

Other relevant information:
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22.  Audience Details:


 Recent Achievements?


 Problems/Challenges?


 Breakthroughs?


 What separates your high-performance people from others?

23.   Names and titles of any Executives or VPs with whom Darin should be familiar:

ORGANIZATION’S BACKGROUND:

24.   Please provide a brief description/ profile of your organization:

25.   What is your organization’s website address?

26.   Who are your biggest competitors?

27.   Jargon the speaker should be familiar with?

28.   Are there any significant events (mergers, relocations, awards, etc.)?

SPEAKER’S PROGRAM:

29.   What speech title have you selected?

30.   Major objectives of this meeting:

31.   Are there any sensitive topics that should be avoided?
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32.   Specific objectives for your speaker’s session?

33.   Why did you choose Darin for your event?

34.   Is there anything further your organization requires from Darin?

VIDEOTAPING AND LEARNING MATERIALS:

35.   Will the presentation be taped?   Y / N
     Audio?___________  Video?____________

 (Please remember that we will need to give permission to tape Darin’s presentation.)

36.   If you wish, Darin will make his educational materials available to your audience so that 


  they may continue the learning process after the presentation. There are three ways this 


  can be arranged. Please check the one that is the most appropriate for your group.


___ 1. Group purchase in advance for each attendee, at wholesale price.


___ 2. Materials made available at the back of the room after the presentation.

      ___ 3. Brochures to order.


If you chose #2, please make sure that:

·  Nothing will be scheduled immediately following Darin’s presentation for at least twenty minutes.

·  A table will be made available for Darin to place materials by the exit door or just outside the room.

· Someone from your group will be available to assist with sales. 
Please fill out and email (info@daringreen.com) or fax this form back to us at 
512-369-3830.
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Darin Green Productions

www.daringreen.com
email: info@daringreen.com

Phone: 1-800-996-3505
Fax: 512-369-3830
