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Pre-Event Questionnaire

We would like to help ensure your event runs as smoothly as possible. Please help us by providing the following information. Some of the requested information may not be applicable to your event. Please indicate N/A (not applicable) in these sections. 
Once you’ve completed the form, save a copy for your files then email it to us at contact@warren-macdonald.com.]
Your Organization
Name of Organization: Putting on the event - no acronyms please
Contact Name: In charge of organizing event
Contact Title: Of event organizer
Address: Street, city, province/state, postal/zip code
Telephone:       
Ext:      
Email:      
Website:      
Additional Event Support Contact

Please provide the contact information for any additional individuals who will be working on/supporting your event that we may need to interact with:

Contact Name: Of individual supporting the event
Contact Title/Role: Of support person
Address: Street, city, province/state, postal/zip code
Telephone:       
Ext:      
Email:      
Contact Name: Of individual supporting the event
Contact Title/Role: Of support person
Address: Street, city, province/state, postal/zip code
Telephone:       
Ext:      
Email:      
Conference Call

We would like to arrange a telephone call between you and Warren prior to your conference to discuss his presentation. Warren will have questions for you that will help him customize his presentation to fit the unique needs of your group. Please advise the following so that we can arrange the telephone call:

Name and position of individual who will be speaking with Warren:      
Phone Number:      
Email Address:      
Name and contact of person who will set up the telephone call: If different to above
The Venue

Venue Name: Hotel or hall
Venue Street Address:      
City:      
Province/State:      
Postal/Zip Code:      
Country:      
Meeting Room: Warren will be speaking in
Phone Number: 
Who should Warren ask for when he arrives? Please include cell/phone number
Event Details

Speaking Time: hh/mm am/pm
Duration (45 – 60) minutes:      
Speaking Date: mm/dd/yyyy 
Event Title: What is the title of your event?
Event Theme: What is the theme for your event?
What is the type of event you are holding? e.g. annual conference, product launch etc.
Keynote/ Presentation title you wish Warren to give: If known
Number of Attendees:      
Please describe who your audience is: i.e. management team, staff, public, youth etc.
What is the male/female ratio of the audience? % Male / % Female
What is the age range of the audience?      
What is the energy level of the audience? i.e. excited, not so much, mixed
Appropriate Attire:      
Would you like Warren to join your group for any meals? If yes, please provide details
How did you decide to hire Warren (video, referral, saw him live)?      
Who spoke at this meeting last year?      
Will Warren’s presentation be videotaped? If yes, please contact us for details on our requirements
Audio Visual (AV)

If you have not already done so, please download Warren's AV requirements (http://www.warren-macdonald.com/index.php/meetingplanners) and forward a copy to your AV technician.
AV Check Time: Warren will need to meet with the AV technician at least 1 hour before the audience enters the room he will be presenting in
[Note: If the room is in use during this period; i.e. another session is in place or lunch is being served within the same room, please indicate an available 1 hour time slot whereby the AV check can be completed without giving audience members a “sneak preview.” For example, in a case where the room will be in use all day, including lunch, with attendees arriving at 8:00am for an 8.30am start, Warren will need to meet with the technician at 7.00am.]

AV Technician: Company or name of individual
Phone Number:      
Email Address:      
Travel
Nearest Airport: Please include approximate travel time to venue
For ground transportation please indicate if: 
You will arrange  FORMCHECKBOX 
 
Warren’s office to arrange  FORMCHECKBOX 

If you are arranging ground transport, please indicate the following: 

Name: Of individual or car service company
Confirmation Number: For reserved car service
Date:      
Time:      
Emergency Phone Number:      
Arrival and Departure: Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 


If no, please provide additional details:      
For accommodation please indicate if: 
You will arrange  FORMCHECKBOX 
 
Warren’s office to arrange  FORMCHECKBOX 

[Note: Under most circumstances in which Warren speaks, a hotel room from within the block of rooms you’ve reserved is supplied.]
Hotel Name: If different from venue otherwise indicate same as venue
Hotel Street Address:      
City:      
Province/State:      
Postal/Zip Code:      
Country:      
Telephone:      
Reservation Confirmation Number:      
Check In Date: mm/dd/yyyy
Check Out Date: mm/dd/yyyy
Pre-event Details

Tent Cards
Warren has tent cards he'd like distributed to attendees that contain a link, to the VIP page on his website, to download a series of free posters. In addition participants can submit the card into a draw for a copy of his award winning DVD and receive a coupon code to purchase Warren’s books and DVD’s for a 20% discount. If you’d like to promote the link in any of your materials it is: www.warren-macdonald.com/vip
Please provide shipping details (including telephone number) for the event so we can make sure Warren’s tent cards arrive in time: 

Ship to: Company/venue name
Name: Attention who?
Address: Street, city, province/state, postal/zip code
Telephone:       
Ext:      
Other: Any other details required for shipping
Attendee Gifts

Warren’s books and DVD’s make a great “take home” reminder of his message. Please contact us to discuss purchasing in advance as gifts for attendees. 
Post Event
Leveraging Warren’s message and continuing the buzz…

Another great way to leverage Warren’s message is to make use of articles he’s written. Company newsletters (print or email) and industry publications are just two potential uses. Articles are available for download at: www.warren-macdonald.com/meeting-planners.html. 

We can also arrange for a post presentation, personalized email to your attendees from Warren after your event. Contact us for details.
Thanks for helping us gather information about your event. For promotional materials, AV requirements, pictures, Warren’s bio and introduction, please visit Warren’s website at www.warren-macdonald.com/meeting-planners.html. Please also feel free to contact me with any questions you may have.

Cheers!
Lea Ortner- Manager of Speaker Services for Warren Macdonald

Phone: 250-248-5732 or 1-888-678-4428
Email: lea@warren-macdonald.com 
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