Pre-Event Questionnaire for

William O'Neal, Inspirational Speaker
www.WilliamONeal.com


(When complete please email to william@williamoneal.com)

General Company Information: 

Complete Official Company/Association Name: ________________________________________________________________ 

Other name or acronym the company/group is referred to: _________________________ 

Mailing Address: _________________________________________________________ 

Phone: ___________ 

Fax: ___________ Email: ____________ Website: ____________ 

Company Mission/Vision/Slogan statement(s): _________________________________________________________ 

Presentation/Program Specifics and Objectives: 
Conference/Program Theme _________________________________________________ 

Specific Presentation Title: __________________________________________________ 

Date: __________ Start Time: __________ End Time: __________ 

Length ___________ 

What is on the program just before and after William speaks? ______________________________________________________________________________________________________ 

What is the specific purpose of this meeting (awards banquet, annual meeting, employee training, etc.) ________________________________________________________________ 

Specific objectives for William’s presentation? ___________________________________________________________________________________________________________ 

How do you want your people to feel when they leave the speaker's presentation? ______________________________________________________________________________________________________________________________________________________________________________________________

ATTENDEE/AUDIENCE 

Number attending? ____________ % Male _________ % Female ___________ 

Age range ________ Avg. Age _________ 

Major job responsibilities of audience   _________________________________________________________________________________________________________________ 

Average length of employment/association with company/group ____________________ 

Dress code for attendees? _________________________ 

What other information might be helpful for William to know? ________________________________________________________________________________________________________________________________

Background: 

Who are the other speakers on the program? 

Speaker ________________________________ 

Topic __________________________ 

Speaker ________________________________ Topic __________________________ 

Who are the key executives that will be in William’s audience? 

 __________________________________________

 __________________________________________

DETAILS ABOUT YOUR ORGANIZATION 
What are your organization’s recent achievements? ________________________________________________________________

What are your organization’s problems/challenges? ________________________________________________________________

TRAVEL INFORMATION
What is the best airport to arrive at? ___________________________________________________ 

What hotel would you recommend? _________________________________________________ 

Address _____________________________________ Phone _____________________ 

What is your recommendation for transportation from the airport to the hotel? ______________________ 

Where will the meeting or event be held (if different from hotel) _________________________________________ 

Address ___________________________________ Phone _______________________ 

Emergency contacts: 

Name _______________________________ 

Title _______________ 

Business Phone ____________________ 

Home Phone ___________________________ 

Pager ____________________________ 

Mobile Phone __________________________ 

Thank you again for this opportunity to serve you. 

If you need additional information about William please call (404) 285-0114. 
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