Please email to debra@debrabenton.com  or fax to 970-224-9026

Pre-Program Questionnaire for ________________________ (Client’s Name)

Please note all of this information is kept in complete confidence.

Your answers to the following questions ensure a tailored presentation to meet your needs.  Feel free to add information, provide the organization's printed materials, and anything else that will increase the value of this program.

(We can also go over this on the phone if you’d prefer.)

Your name: ____________________________ Title: ____________________

Company/Organization: ___________________________________________

Address: _______________________________________________________

Phone:  ________________________  Mobile:_________________________

Website: ______________________   Email: __________________________

Best time for Debra Benton or Mary Harrison to reach you: ________________

The Program

1. What is your program THEME? (What does the theme mean to your group?)

2. What topic are you interested in?

3. What is Debra’s role in the program? What are the specific objectives for Debra’s presentation?

4. Why did you chose Debra for your event?

5. Would you like information on Debra’s book availability and signings?

6. What kind of meeting is it?

7. Whose meeting is this? Name: ___________________ Title: _____________

8. The entire event begins on __________ (date) and ends on _________(date).

9. Exact time of Debra Benton’s presentation? Start _______  End _______

Please email program agenda to mary@debrabenton.com

10. What takes place immediately before and after Debra’s presentation (another speaker, meal function, break, etc.) Please include speaker’s name and subject matter.  Before ________________________ After ______________________

11. Who are the other professional speakers on this program?

Speaker: ______________________   Topic ________________Day________

Speaker: ______________________   Topic ________________Day________

Speaker: ______________________   Topic ________________Day________

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

Speaker: ________________________________ Year _____________

Speaker: ________________________________ Year _____________

Speaker: ________________________________ Year _____________

Liked best about them:

Disliked about them:

The Logistics

1. What is the nearest major airport to the meeting site?

2 .Distance to meeting site: Miles: _____________ Time: _____________

3. For transportation from the airport to the meeting site will you have Debra met at the airport: ____________ Where ___________By whom/Phone _________

4. Exactly where is the meeting?

Hotel/Building: ___________________________________________________

Address: _______________________________________________________

Phone: ____________________________ Fax ________________________

5. Confirmation number for Debra Benton’s room reservation: ______________

(Please request non-smoking.)

6. Will there be a video crew on site? If so, what is the company name, contact person, and phone:_______________________________________________

7. If Debra Benton has any problems/emergencies on her way to the program, whom should she contact? (Please include work, cell, and home phone number.)

Audience Analysis

Number attending: ______________Are spouses invited _______________

Percentage of males/females: ____________ Average age _____________

Job titles: _____________________________________________________

Which group should Debra primarily direct her presentation to:

Who are the people within your organization:

President/Managing Director: ______________________ 
Email __________________________________________

VP of Finance: ___________________________________ 
Email __________________________________________

VP of Human Resources ___________________________ 
Email __________________________________________

General Background Information

1. What three main things should Debra Benton know about your group/organization?

2. Is there any jargon she should be familiar with (acronyms)? Is there are company/organization/team slogan?

3. What is the primary product/service that you sell?

4. Who are your major competitors?

5. What target markets/industries does your organization primarily focus on?

6. Who is your typical customer?

7. Who does Debra Benton’s audience need to influence the most; deal with most frequently?

8. What issues keep your CEO awake at night?

9. What are the audience members' biggest fears, frustrations, challenges?

10. Any additional comments or information that would be helpful in tailoring this presentation for your group?

Thank you!

Please email to debra@debrabenton.com  or fax to 970-224-9026

