Keith Wyche
Pre-Event Questionnaire 

GENERAL INFORMATION 

Date of Presentation: MACROBUTTON NoMacro [Enter Date of Presentation]
Name/Title: MACROBUTTON NoMacro [Enter Name and Title]



Organization: MACROBUTTON NoMacro [Enter Organization]
Office Phone: MACROBUTTON NoMacro [Enter Phone],   Cell Phone: MACROBUTTON NoMacro [Enter Cell Phone]


Email: MACROBUTTON NoMacro [Enter Email]



Number of Attendees: MACROBUTTON NoMacro [Enter Number of Attendees]


What is the event website? MACROBUTTON NoMacro [Enter Website]
Presentation Format Information:

· Is there a required PowerPoint template? MACROBUTTON NoMacro [Enter Yes/No]  
· Required Format for the PowerPoint? MACROBUTTON NoMacro [Enter Slide Format]
What social media accounts do you have set up for this event (i.e. – Facebook, Twitter, etc.)? MACROBUTTON NoMacro [Enter Social Media information]
What is the theme of the meeting? MACROBUTTON NoMacro [Enter Theme]


What is the reason or purpose for holding this event? MACROBUTTON NoMacro [Enter Reason/Purpose]


What are the primary objectives of Keith’s presentation? MACROBUTTON NoMacro [Enter Primary Objectives]


What are the key messages you would like this group to take away: MACROBUTTON NoMacro [Enter Key Message]
What are the most important topics or issues associated with this event? MACROBUTTON NoMacro [Enter Important Topics/Issues]
Describe any industry/company/departmental “hot topics” or issues that Keith should be aware/avoid? MACROBUTTON NoMacro [Enter Hot Topics/Issues to avoid]
Are there any websites that provide pertinent information about this group or your industry? MACROBUTTON NoMacro [Enter Websites]
Describe the audience, i.e., age, sex, job title/occupation, etc.: MACROBUTTON NoMacro [Enter Audience Description]


Are there any acronyms, buzzwords or jargon that would be universally recognizable to this group? MACROBUTTON NoMacro [Enter Acronyms, Buzzwords, et]
Please tell Keith anything else you think is important in his preparation for the presentation: MACROBUTTON NoMacro [Enter Other Important Information]


Seating Arrangement: MACROBUTTON NoMacro [Enter Seating Arrangement]


Time of Keith’s presentation: MACROBUTTON NoMacro [Enter Time]


Duration of presentation: MACROBUTTON NoMacro [Enter Duration]


Meeting/Conference Attire: MACROBUTTON NoMacro [Enter Meeting Attire]


Meeting Site Information 

Conference Location:  MACROBUTTON NoMacro [Enter Location Name, Address, Phone]
Conference Room Name: MACROBUTTON NoMacro [Enter Room Name]
Best Airport to fly into: MACROBUTTON NoMacro [Enter Airport Information]




Accommodation Information
Limo service/other to pick up Keith at airport:  MACROBUTTON  AcceptAllChangesShown [Enter Pickup Service] 

Hotel Room Reserved for Keith? MACROBUTTON NoMacro [Yes/No]  If yes, Confirmation #:  ASK  "Enter #" 

 MACROBUTTON  AcceptAllChangesInDoc "[Enter #]" 
If YES  Hotel Name: MACROBUTTON NoMacro [Enter Hotel Name]


Hotel Phone: MACROBUTTON NoMacro [Enter Hotel Phone]
Hotel Address: MACROBUTTON NoMacro [Enter Hotel Address]


Reservation Dates: MACROBUTTON NoMacro [Enter Reservation Dates]


Who should Keith contact upon arrival at the hotel if different from meeting contact? MACROBUTTON NoMacro [Enter Name and Cell Phone]


Email: MACROBUTTON NoMacro [Enter Email]


For questions about this form contact Michele Lucia at 214-543-0844.  No later than 30 days prior to your event, please complete and return this form via email to jamie@adlspeakers.com 
