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Pre-Program Questionnaire (PPQ) for:

Speaker: Dr. Tasha Eurich
Client Organization:

Website:

Event Date:

This PPQ will help your speaker tailor the presentation to your specific needs.  Please answer all questions as completely as possible and feel free to skip any that may not apply.  Or if you’d prefer, you can discuss this information during a pre-event conference call with your speaker.  Please also send whatever printed information may be available, that you feel would help the speaker better understand your organization’s personnel, products, services, and industry. 
You can email the information to sara@speakersoffice.com  Thank you, we appreciate you taking the time to provide us with this valuable information!
______________________________________________________________________________________


The Program
What is the purpose of this event? Is there a theme?

Which topic(s) / presentation title(s) are you most interested in?  
What ideas/skills do you want your group to retain from the speaker’s presentation?

What are your key objectives for the presentation?

Who will introduce the speaker and what is their role/position?  

What will be happening before and after the speaker’s presentation?
What is the speaking time?

What is the format of the presentation? 

Audience
How many people will be attending the speaker’s presentation? 
What are the job titles/responsibilities of the audience members? 
What is the approx. male vs. female break-down? 
Approx. what percent of your audience are managers/supervisors?

What are the names and titles of your top executives who will be attending?
Background/Company Information

Please provide a brief description of your company/organization.
What industry does your organization belong to and who are your major competitors?

What are the biggest challenges in your industry or organization?

What three main things should the speaker know about your group? 

What are three values you would say dominate the culture?

Is there any jargon that the speaker should be familiar with to better relate to the audience?

Are there any sensitive issues or language that should be avoided? 
On a scale from 1 (not at all) to 10 (very), how conservative/traditional is your audience?
Guests

With your permission, would the speaker be allowed to invite a colleague/guest to sit in the back of the room during the presentation and depart immediately afterwards?  
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