Alan J. Parisse
Speaker/Trainer

Pre-Program Questionnaire

Client: ______________________________________________

Presentation Date: _____________________________________

Please help Alan do his best at your meeting by:
· Sending selected internal publications, memos, and newspaper or magazine articles that you feel may be of help.

· Completing this questionnaire.  Feel free to skip any questions that do not apply.  

· Sending the agenda for the meeting.







Thank you,







The Parisse Group, Inc.

303-444-8080 (V)    801-382-6308 (F) - email: nan@parisse.com
Please fax or email the questionnaire to Nan Spires at the address above.
Q U E S T I O N A I R E

ADMINISTRATIVE INFORMATION

1.
Contact #1                                                                Phone (       )                                           


Fax (   )                                                            Email ______________________                                                           
 
Contact #2                                                                 Phone (       )                                          

Fax (   )                                                            Email  ____________________

Company Address: _______________________________________________


City _____________________  State _____________  Zip _______________


Phone Number: ____________________  Fax Number: ___________________                                                         

Night before meeting (for emergency use only) Contact                                  Phone (   )                    
2.
Name of person completing form  _________________________                                                                                  
3.
Person responsible for room set-up and logistics                                        Phone (   )                       


4.
Alan needs 30-45 minutes to check the room set-up.  When and where?                        /____________________          










Time
    Place

5.
Meeting starts:
                                                             at                  


         Day 

  
Date 

  Time  _______ 
________________
6.
Meeting ends:
                                                             at                  


         Day 

  
Date 

   Time  _______
________________
7.
Alan's speech:
                                                             at                                                       
 

         Day 

  
Date 

   Time  ______    Length of Speech ________
(We rely on the above in planning travel and scheduling other engagements.  Please be as accurate as possible.)
8.
Topic of speech                                                                                                                      

9.
Location of meeting                                                      Alan's hotel                                          

10.
Hotel phone  (       )                                        Will you make hotel reservation?     Yes        No







              (Please request non-smoking and quiet)
11.
Closest airport                                              Distance to meeting site                                           

12.
Who will be introducing Alan?                                                                                                   

13.
Dress:  How should Alan dress?  Please check all that are appropriate.


  Business Suit

  Dark Blazer & Tie

  Blazer & Open Shirt


  Business Casual  
  Very Casual


  Other                                      

14.
If a program is not available, please complete this section.

                                         
                                                 
______________________________

Speaker before Alan


Topic





Background 

                                         
                                                 
______________________________ 
Speaker after Alan


Topic





Background
                                         
                                                 
______________________________                          
Other keynote



Topic





Background
15.
Is this a periodic meeting?      Yes      No

 
Speaker in Alan's slot last time?                                        Topic                                                  


How well received was it?                                                                                                         


To what do you attribute the level of success?                                                                                

OBJECTIVES

16.
What is the theme of your meeting?                                                                                             

17.
What are your objectives for this meeting?                                                                                    

18.
What do you want Alan to achieve?  (Please be as specific as possible)                                               

 AUDIENCE

19.
Number of people expected                         to                       .

20.
Please list key officers or other prominent audience members in the audience.

21.
Who is in the audience (approximate percentages)? 









            %
Executive & senior managers

            %
Customers


            %
Middle managers


            %
Exhibitors


            %
Frontline managers 


            %
General public


            %
Sales managers



            %
Press


            %
Sales reps



            %
Spouses


            %
Professional/technical staff

            %
Volunteers


            %
Customer service personnel

            %
Other                    

            %
Production personnel


            %
Other                    

            %
Support staff

22.
Age range                                to                               Median age                                
23.
Gender mix?                      % female                      % male

24.
Is there anyone expected who has physical challenges (e.g., deaf, blind, etc.)?  Explain                              

25.
What percentage of the audience does not speak English as a first language?                             %

26.
Approximate annual income level:


Range $                             to  $                               Median                                        
27.
Alan's audiences typically come from a wide variety of educational and social backgrounds.  Is there anything unusual about your group (e.g., geographical roots, ethnic background, interests, concerns, etc.)? 

28.
On a scale of one to ten with ten being the best, please indicate the following:



a.
Recent Success



b.
Current attitude and spirit


______
Of the industry/activity


______
Of the industry/activity



______
Of the firm or organization


______
Of the firm or organization



______
Of the typical member of the


______
Of the typical member of the





audience





audience


ATTITUDES AND ISSUES

29.
What business issues are on the audiences' minds? 

30.
List recent changes in your industry or organization that the audience will recognize if Alan refers to them in passing (e.g., "I know you have just installed a new computer system, had a reorganization, new product line, new competition, new leadership, etc.).

a.                                                                                                                                        

b.                                                                                                                                        

c.                                                                                                                                        
31.
The Industrial Age moved to the Information Age, prop planes to jet planes, selling products to creating value-added relationships.  Please identify similar shifts in your organization or industry.


a.                                                                to                                                                      

b.                                                                to                                                                      
 
c.                                                                to                                                                      
32.
If a small group of the audience were in a casual setting, what business-related things might they:


brag about (or be proud of)                                                                                                        


complain about                                                                                                                       


be afraid of (concerned about)                                                                                                   


be excited or enthused about                                                                                                      

33.
Are there any issues peculiar to your firm, industry or activity about which Alan should be especially sensitive?                                                                                                                                           

34.
List the keys to success that you see for the typical member of the audience:


a.                                                                                                                                        

 
b.                                                                                                                                        


c.                                                                                                                                        

35.
Please indicate important industry or company jargon Alan should know. 

36.
Please note anything else Alan should know about the audience. 

DESCRIPTION OF FIRM OR ORGANIZATION
37.
Primary business or organizational purpose                                                                                    

38.
Years in existence                                    39.  Number of employees ________              

40.
What were your organization's major accomplishments in the last year?


a.                                                                                                                                       


b.                                                                                                                                        


c.                                                                                                                                        
41.
What are your organization's most important goals or "initiatives" for the next 12 months?


a.                                                                                                                                        

b.                                                                                                                                        

c.                                                                                                                                        
Questions 42-46 are for Business Organizations only.
42.
What are your primary product lines?                                                                                           

43.
What are your major markets?                                                                                                    

44.
Customers:  Who are they and what are their needs? 

45.
Competition:  Please describe your major competitors' advantages/disadvantages.


Competitor #1:                                                                                                                       


Competitor #2:                                                                                                                       


Other Competitors:                                                                                                                  

46.
Are you a subsidiary of another organization?  If so, please name it.

Questions 47-50 are for Associations only.
47.
Number of members.                 
48.
Make up of your membership?                                                                                                   

49.
Membership's primary activities?                                                                     

50.
Major services association provides?                                                                                            

Your Name:                                                                                 
Title:  ___________________________________                                                                                                                     

Date Prepared: _______________                                                                                                                     
