GuardianU Event Questionnaire


You CAN Create the Event You Want!

Start by Answering These Questions for Dave 

and He’ll Get Right on It!

Being relevant and relatable to your group is critical to creating a spectacular event! To do that, we need your help. 
Please answer the following questions and E-MAIL (dave@guardianu.com) or FAX (866-556-1876) this questionnaire at least three weeks prior to the event. 
Meeting Planner Contact Info

All different ways to get in touch with you!

Name:  ___________________________________________________

Title:  _____________________________________________________

Company/Organization: ______________________________________

Street Address: _____________________________________________

City: _________________ State: ____________ ZIP: _____________

Website:  _______________________________

Phone: (_____)____________

Fax:   (_____)_____________

E-mail: _____________________________

What are 2 good dates/times over the next 2 weeks for Dave to follow-up with you? Please include your time zone!

1.

2.

Event Info

Let's get the basics right about your event from the start!

Event Name:  ________________________________

Event Location (including address):  _______________________________________________
_____________________________________________________________________________

Date of Presentation: ____________

Time of Presentation: from __________ to _________

Title of Presentation:  ____________________________________________________

Are there any other activities before, after, or at the same time of the presentation?  
Please describe.

Is there an event theme?  What is it and why was it chosen?

What is the specific purpose for this event?

Who is ultimately responsible for the success of this event (for example, Steve Harris, Senior VP of Human Resources)?

Name: __________________  

Title:  ___________________

Phone #:  ________________

E-mail:  __________________

What are 3 things you’d like people to remember when Dave’s presentation is completed?

1.

2.

3.

Are handouts ____ required, _____ preferred, or  _____optional?  (please select one)
Audience Info 

Really knowing who Dave is addressing will help tremendously.

About How Many People Will Be Attending the Presentation: ______________

% of Women:  _____________  % of Men:  _______________

% Breakdown by Age: Under 30: ______ 31 – 40 ______ 41 – 50 ______ 51+ ______

Average Education Level (please select one):

___ High School Graduates

___ Associate's Degree

___ Bachelor's Degree

___ Master's Degree

___ Doctorate Degree

Majority of Attendees are (choose top 2 groups):

___ Student

___ Faculty/ Staff
___ Individual Contributors

___ Middle Management

___ Senior Management 

___ Business Owners/Entrepreneurs

___ Other: ________________________

What are the 3 important things (for example, concerns, desires, or attitudes) about the group?

1.

2.

3.

What did the group like or dislike about previous speakers?

Who are 3 key attendees?

1. Name: __________________  

    Title:  ___________________

    Phone:  _________________

2. Name: __________________  

    Title:  ___________________

    Phone:  _________________

3. Name: __________________  

    Title:  ___________________

    Phone:  _________________

Company/Organization Info 

Connecting Dave's presentation to the bigger picture of what's currently happening in the organization is vital. Otherwise, impact is lost.

What is the company or organization's mission statement, vision, motto, or slogan? 
What is the organization's major strength or uniqueness (for example, market position, corporate culture, innovative products/services)?

What is the greatest challenge facing the organization today?

How can this presentation help the organization meet this challenge?

What Else?

Thanks again for taking the time. Now, sit back and imagine one more time the day of the event. Then consider...

Is there anything else that Dave needs to know or any issues that Dave should avoid?

A Big Thank You!

Please E-MAIL (dave@guardianu.com) or FAX (866-556-1876) this questionnaire 
at least three weeks prior to the event.
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