Pre-Program Questionnaire for Booking Stephen Fairley

Today's Leadership Coaching, Inc. 47 West Polk Street—121, Chicago, IL 60605 

1-888-588-5891 or 1-630-588-0500 ( Fax 1-630-588-0766

www.StephenFairley.com

Customization Survey & 

Pre-Program Questionnaire
This questionnaire will enable Stephen Fairley to customize his presentation for the exact needs of your group. Please answer as completely as possible, skipping any areas that are not relevant to your particular group or program.

In addition to this questionnaire, please provide any written/printed material or website URLs that will help familiarize Stephen with your organization. This might include such items as: brochures or other marketing material, annual reports, newsletters, magazines, organization chart, informative or recent industry articles, etc. 

	Your Name:      
	Phone:      

	Title:      
	Fax:      

	Company:      
	Web site:      

	Best time for Stephen Fairley or Representative to reach you:      


Your Program

What is the theme of your program?      
What are you trying to accomplish with this meeting?      
What are you hoping to accomplish with my particular program?        
When your people leave the program, what three concepts/skills/ideas would you like them to have? 
     
What is the mission / philosophy statement for your organization or association?      
Why do you think Stephen will be an asset to the meeting?        
What is most important to you in the working relationship with Stephen?      


What themes/threads (other than the primary topic of Stephen's program) would you like to see woven into your program?      
The Audience


Expected number in the audience:      
Are spouses invited?      

Average age of group members:                     
Range of ages from:          to:      

Educational background:      
Approximate annual income: $     
	Audience make up

	Percent
	Approximate percentage in each group (adds up to 100)

	Male
	Female
	Senior Executive.
	Middle Mgmt.
	Board Members
	Company Officers
	Sales Reps
	Support Clerical
	Entre-preneurs
	Other

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


How will most of the audience be dressed?      



How will the executives/group leaders be dressed?      


How should Stephen be dressed? (suit and tie, sport coat and open collar shirt, slacks and shirt, other)
     

In addition to this information, Stephen would like to talk with some individuals within your organization to get a sense of the culture and environment and challenges within your industry. May he do so?      
If yes, please list their Names, Email Addresses, and Phone numbers below.

	Name
	Email
	Phone Number

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     


The Presentation

What is the exact date of Stephen's presentation?      
Start Time:                                                        End Time:        

* Please send us a copy of the meeting program and agenda so he can see how his program fits in. 

What takes place immediately before and after Stephen's program (speaker, meal, break, etc.)?

     
Will there be any other professional speakers at your meeting?      
Name:      
Date and Time of their presentation:      
Topic:      
Who will be introducing Stephen to your group? 

	Name
	Email
	Phone Number

	     
	     
	     


What is most important to you concerning the content of Stephen's program? 
(i.e. use of examples, small group exercises, handouts, etc.)      



How will you know if Stephen's presentation has been a success?      
How can Stephen go the extra mile for you in this presentation? What types of information or focus would make this really valuable for you?      
background

What are the most significant events that have occurred, and that have affected, your industry, organization, or group during the past year? (i.e. mergers, downsizing, increased competition, etc.)
     
What is the primary product or service that you offer?      


What are the two most important benefits you offer to your customers? 

     


     
 


What are some of the biggest challenges your organization and your people/members face on a day to day basis?      
What business issues keep your leaders up at night and drive your people crazy during the day?             

     

What are 2 or 3 achievements of which your organization is most proud? 
     
     
     
What separates your high-achievers from the others?      


Are there any problems, competition, resentment or peer pressures that Stephen should know about?

     
Are there sensitive issues or terms Stephen should avoid?      
Please list some industry-specific terms, phrases, jargon, or acronyms that Stephen can incorporate into his presentation:      
What professional speakers have you used in the past and what have they talked about?

     
Do you have any specific suggestions to help Stephen make this program successful?

     
learning tools

Stephen has found that audience members usually want to take something home with them to continue the learning process. How do you want to handle post-program learning?

 FORMCHECKBOX 
 Purchase at quantity discount to distribute to participants at the event 
 FORMCHECKBOX 
 Customized workbook
 FORMCHECKBOX 
 Autographed book 
 FORMCHECKBOX 
 We prefer no materials to be sold at this event

 FORMCHECKBOX 
 Let people order the materials directly from Stephen Fairley after the presentation
 FORMCHECKBOX 
 Order form placed at each seat

 FORMCHECKBOX 
 Materials can be sold at the back-of-room

 FORMCHECKBOX 
 Other: 


Logistics

Hotel Name:      
Hotel Address:      


Hotel Phone:      
 
Name of your meeting room:      

Into what airport should we schedule Stephen's flight?      

What is the travel time from the airport to the hotel?      

How should Stephen travel to the hotel? (take cab, rent car, driver will pick up, etc.)?      

Would you like Stephen to notify someone after he arrives at the hotel?       
If so, whom shall he contact? 

	Name
	Office Phone
	Cell Phone

	     
	     
	     

	     
	     
	     


Who is Stephen's primary contact at the meeting site:

Name:      
Title:      
Phone:      
On site arrival date:      


Are there any pre-meeting engagements (i.e. breakfast or lunch)?      
If so, would you like Stephen to attend?      
If yes, where and when are they scheduled?      
If any problems / emergencies arise on Stephen's way to program, who should he contact?

	Name
	Office Phone
	Cell Phone
	Home Phone

	     
	     
	     
	     

	     
	     
	     
	     


Thank you for taking the time to provide this information. Stephen will use it to prepare an outstanding presentation for your organization!  Please return the completed questionnaire either by email to Stephen@StephenFairley.com or by fax to 1-630-588-0766.  If you have any questions about survey, please call Stephen's office at 1-888-588-5891 or 630-588-0500. 

When returning this questionnaire, please also send Stephen any printed material (newsletters, brochures, and annual reports) on your group or your industry. You can either email them or send to: 



Today's Leadership Coaching, Inc.




Attn: Stephen Fairley 



47 West Polk Street—121



Chicago, IL 60605

