
[image: image1.jpg]Y a8 Y < Y | 3 ;

2036 East Catamaran Drive

Gilbert, AZ 85234
V:'480.23.7203 + F: 707.924.1802 + C: 303.520.2528
i e ;





PREPROGRAM QUESTIONNAIRE

You deserve the best presentation possible!  Please supply me with as much of the following standard company information as you can.  It will help me understand your company's culture and allow me to develop an insight into key terms and other elements of your organization’s frame of reference. (Please used this as a checklist and return it to me with other materials as quickly as possible to: Lon S. Safko, P.O. Box 292, Gilbert, AZ  85299-0292.

Thank You!

ORGANIZATION

Name of Organization: _______________________________________________________________

Email Address: ____________________________________
Website (URL): ___________________

Nature of Business: __________________________________________________________________

Address: ___________________________________________________________________________

Contact Person: ___________________________________
Phone: ___________________________

Title: ____________________________________________
Fax: _____________________________

After Hours or Emergency Phone: _____________________
Pager/Mobile Phone: ________________

PROGRAM
Topic: _____________________________________________________________________________

Time of Presentation: From: _____________
To: ____________ Date of Presentation: ______________

Meeting Location: ____________________________________________________________________

Address: ___________________________
City: ___________________
State: __________________

Number of Attendees: _________________
Male: __________________
Female: ________________

Personal Attire: Business: ____ Business Casual: ____ Casual: ____ Other: ______________________

Meeting Objective: ___________________________________________________________________

Are there current significant issues the speaker should keep in mind?
:

__________________________________________________________________________________

TRANSPORTATION

Airport closest to meeting location: _______________________________________

Travel From / To:
Miles/Minutes
Method of Transportation

Airport / Hotel: 
__________
_____________________________

Hotel / Meeting Site: 
__________
_____________________________

Meeting Site / Airport: 
__________
_____________________________

Hotel Reservations (guaranteed late arrival) for the night of: _____________________

Hotel Name: _________________________
Phone: __________________________

Confirmation # ________________________________________________________

Address: _______________________ City: __________________ State: __________

Name & Title of Introducer: ______________________________________________

Please provide the following materials:

· Literature on your organization's products and / or services. 

· Organizational chart, showing where participants reside, where possible.

· Past three issues of employee newsletters or ~communication campaigns directed at employees.

· Copy of any communication to employees announcing this training session or requesting / requiring their attendance, including a complete agenda for the event of which this session is a part.

· Result of any attitude surveys conducted formally or informally, published or unpublished.

· Any recent speeches or articles by principals (present CEO, division head, etc.) in your company.

· A list or summary of human relations training programs offered to this audience during the last year (hand written is acceptable).

· Any product or service announcement newsletter sent to clients / users / customers.

· The names of three people who are in a good position to provide our speaker input in advance of the presentation on items such as company style, needs, history, future goals, etc.

Thank you for taking the time to better meet your organization's needs! 

Your comments are welcome (please attach additional comments):
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