
Dear Event Planner: Please take a few minutes to fill this out and email it to me prior our telephone conversation. Thanks! Candy@candycampbell.com

Event Planner Pre-Program Questionnaire

Event Planner Info:

First Name:
Last Name:
Company / Association Name:
Address:
City:
State/Province:
Zip/Postal Code:
Country:
Area Code:
Phone:
Fax:
Email Address:
Web Site:
Meeting Date:

Length of speech/workshop:
Meeting Type (Educational conference, Convention, Sales, Etc.)
THE PROGRAM 

Program theme? 

What does the theme mean to your group?

The person ultimately responsible for this gathering? 

Title :


Name:
Address:
City:                                                           State/Province:                   Zipcode:
Country:
Area Code:                Phone:                                                FAX:
Email Address:

The Event
What is the name and title of Candy Campbell's introducer? 

Exact times of Ms. Campbell's presentation(s)? 

What is the best time for Ms.Campbell to do her a/v and room check?

How should Ms. Campbell dress for her presentation? 

What is Ms.Campbell's role in the program? (opening or closing keynote, luncheon speaker, etc.)

Which company executives, if any, will be speaking before Ms. Campbell? 

Please forward transcripts of their speeches to Ms. Campbell to read and use to tailor her speech.

Who are the other professional speakers on this program? 

	
	Speaker name
	Topic

	Day #1
	
	

	Day #2
	
	

	Day #3
	
	


Please name a few professional speakers you have hired in the past? 

What did you like about past speaker performances? 

LOGISTICS:

Exactly where is the meeting? 

What is the nearest major airport to the meeting site? 

Would you prefer: 

To meet Ms. Campbell at airport or

To have Ms. Campbell take a taxi?
Hotel where Ms.Campbell will be housed (if not the same as meeting)?  

If offsite,  how far away is it from meeting location? 

·  In case of emergency and/ or flight delays--- who and where do we call?
Will you be using image magnification (IMAG)?  Yes / No

Will a camera crew be on site? Yes / No

If yes: 

Production Company:

Contact:

Phone:

Email:

Who (within your organization) is primarily responsible for the event :

President/Executive Director
Name:

Exact Title:

Email Address:

Assistant contact: 

V.P. of ___________________
Name:

Exact Title:

Email Address:

Assistant contact: 

CNO
Name:

Exact title:

Email Address:

Assistant contact: 

Information about Candy’s Learning Materials which reinforce her ideas after the presentation. (She will be happy to do an autograph session.)
You may be interested in purchasing any of Candy's products for the attendees:

Micropremature Babies: How Low Can You Go? (DVD)

My Mom Is A Nurse (softcover)
Good Things Come In Small Packages (I Was A Preemie) (softcover)

A Primer for Parents of Preemies

Mine UR Mind Creative System

Effective Communication for Healthcare Leaders

Would you be interested in follow-up learning materials designed for your group? (handbooks, CDs, DVDs)




Would you be interested in learning about web-based training from Candy? (Who makes this decision? )

AUDIENCE ANALYSIS: 
Number of attendees_____ Percent male____  Percentage female_____

A. Do you have three key points you want stressed in her talk?

B. What are the most important changes happening in your company and industry?

C. What keeps senior management awake at night?

D. What are the challenges of your audience members?

E. What are their concerns?

F. What are their fears? (Please be honest, this is confidential information)

G. What are your victories as a company/association/team?

H. What would you like to accomplish by having Candy speak for your group? 

I. What does she need to do to make her talk worthwhile to you?

J. What percentage entertainment vs. content (information, techniques and strategies)?

K. Is there a slogan, or philosophy that is commonly used in your association/company?

L. The meeting:

· Who will be attending? (staff, management, suppliers, educators, etc.)
· Approximately what percentage of each category of attendees will attend?
· Should the message be targeted more to one group than another? If yes, which?
·  What is the basic daily routine of the audience? (ie, in hospital, clinic, office, long hours, etc.)
· Describe common frustrations employees face in their workplace or industry?
· What are the sensitive issues? Topics/Subjects not to be mentioned?
·  Anything humorous happen lately or in past Candy should know about?
Any industry jargon  (other than healthcare) Candy should be aware of?

Please supply the names of three people Candy should to interview :

	Name + title
	Phone
	Email

	1
	
	

	2
	
	

	3
	
	


 

 

As soon as they are available please send us:

·  The agenda of the conference/meeting
·  Past conference/meeting brochures.
·  Information about the company/organization (corporate report, history of organization, publications and newsletters, etc.) which are not posted on the company website
Why not link our website to your online information about your meeting? 

http:// www.candycampbell.com
We guarantee Candy Campbell's performance if….
1. The audience is not inebriated or exhausted. 

2. The size of the room is appropriate to the size of the audience, i.e., better to be squeezed in tight than scattered about in a room that is too big. (Set chairs close enough to build rapport-chevron setup is preferable.)

3. The room is well lit, the sound system works well, and the audience is close to the speaker.

4. There is a riser so Candy can be seen by your audience.

Thanks so much~ I look forward to speaking with you!

Candy


