Pre-Event Questionnaire for Dr. Eve Meceda
This questionnaire is designed to provide Dr. Meceda with a thorough understanding the nature and goals of your meeting so that she can tailor her approach and help ensure a truly outstanding session.

Please return the completed questionnaire at least two weeks in advance of the session date.  Thank you!
Client Name:

Name of Your Organization: 

Website Address: 


Logistical Information for Dr. Meceda’s session

1. Venue name (e.g., “Grand Hyatt Hotel San Francisco”):
 
2. Complete venue street address:

3. Specific location for Dr. Meceda’s session (e.g., “Founder’s Ballroom on Level 3”):

4. Date and specific start time and end time of Dr. Meceda’s session:
Date:



Start Time: 


End Time: 

5. Contact name of person meeting Dr. Meceda upon her arrival at session:

6. Cell phone number of contact person: 


About the Event
7. What is the title of your overall event or retreat?


8. Is there a theme or focus? If so, please elaborate:



9. What will take place immediately before Dr. Meceda’s presentation? 


10. What will take place immediately after Dr. Meceda’s presentation? 


11. What are your three most important goals for Dr. Meceda’s session?

  1. 

  2. 

  3.

12. Are there any sensitive issues or topics that should be avoided?




13. What have you most enjoyed about speakers you have had in the past? 




14. What have you least enjoyed about speakers you have had in the past?




15. What will be the attire or dress code for your organization’s attendees at this event? 


About the Audience


Your input here is helpful to better understand the dynamics of your organization’s culture and the audience composition for the event.  It does not in any way affect the content of the session – it simply helps Dr. Meceda to better serve your specific audience.

16. Estimated number of attendees: 


17. Percentage of women:                      
 Percentage of men: 


18. Percentage of managers or supervisors: 


19. Percentage of senior or executive-level leaders:                      


20.  Group age range:


21. What are the primary job responsibilities of attendees at the session?




22. Are there others who may attend the event? (clients, spouses/partners, vendors, etc.)


23. What are the names and titles of your top leaders who will be attending the event? 



24. Is there any industry jargon or terminology Dr. Meceda should be familiar with or recognize?  If so, please provide a brief description/definition below:




About Your Organization
25. Describe your organization’s culture.




26. What are the greatest challenges that your organization is currently facing?




27. Who are your primary competitors? 



28. Is there anything else Dr. Meceda should be aware of with regard to your organization or to the overall event? 




Please let us know who completed this questionnaire:
Name:                                          


Date: 

E-mail:


Phone:


Please e-mail or fax this information to Dr. Meceda:
(e-mail): eve@lionsleapcoaching.com
(fax): 1-919-301-8160
If you have any questions, please do not hesitate to contact Dr. Meceda directly:
(e-mail): eve@lionsleapcoaching.com 
(phone): 1-919-840-8888
Thank you very much for your assistance.  Your valuable input will help to ensure the success of this session!
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