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Victoria Labalme Communications, LLC

56 7th Avenue, Suite 8C - New York, NY 10011 - 212.645.1101

Studio@VictoriaLabalme.com
Pre-Event Questionnaire – KEYNOTE PERFORMNACE™
The questionnaire below is designed to help me prepare the best possible customized presentation for your event. Your detailed responses will make all the difference. Please type your answers directly into the document and return the completed questionnaire to Studio@VictoriaLabalme.com as soon as possible. Thank you!

Organization:

Organization Website:

Title of Event:

Person completing this form:

Role/Title: 

Phone #:  
Email address:


Your Event

When will the event take place?
Event Time: 

Begin: 

End:

My Program:  

Begin:

End: 
Approximate number of people attending meeting:       ____
Approx percentage of female and males in audience: F  ____%     M  ____ %      

Approx agge range:    ____   -- _____
Are there any language or literacy barriers? 
    If so, what percentage?       
Who is in charge of providing AV and room-set up requirements?

Name:






Phone:





Email:


How will the room be set up? Rounds ___   Theater Style ___   Classroom Style ___
(Please note: Theater-style seating is preferred, if possible. Please avoid a wide center aisle which eliminates the best seats (“center orchestra”); two aisles down the sides is best. When possible, please minimize the distance between the stage and audience -- preferably less than 10’)

How would you prefer I dress?     Casual ___     Business Casual  ___     Business  ____

What is the Facebook page for your organization or event: 


What is the Twitter hashtag or Twitter handle for your event/organization:

Your Organization

· What is the official mission statement for your organization?

· What is the title of your conference or event?

· What is the theme of your conference or event?

· General job/organization responsibilities of attendees: 

· What would you like the attendees to be feeling, saying or thinking as they leave the room after my presentation?

· What are the key challenges currently experienced by your organization or industry?

· Who are your key competitors?

· What keeps the people in your audience up at night? What are their concerns/fears/sources of stress?

· What do people complain about? Items specific to your organization will produce humor (i.e. the data system is down again, the ongoing construction, the parking lot being too far away, the new ID badges, etc.) 
· What are the acronyms frequently used by the people in your organization? 

· What is the stereotype or cliché for your industry? (i.e. If you’re a nursing organization, people think you’re all women who wear white dresses and little white hats; if you’re an IT department, people think you’re all nerds with thick glasses and 5 computers.) What’s the mistaken public assumption, cliché or stereotype for your audience/industry/company?

· What is the “nobility” behind the work your people do? What is the difference your people feel they are making?
· At the end of my program, are there 2-3 specific individuals/departments/groups you would like me to thank from the platform? If so, please list:
Customized Comedy for Your Group
“A Day In the Life Of”   (aka – The Conveyor Belt) 
Please list (in order from morning to end of day) approximately 10 specific daily activities in the typical workday of your attendees. Examples are below.

10-15 specific “conveyor belt day” items for your group: 


HOSPITAL MANAGEMENT GROUP

Administrative Rounds, Meet w/ angry physicians, Meet w/ angry patients, Ground Breaking, Ribbon Cutting, Check email, Attend Webinar, Check census, Attend Month-End Call, Check Press Ganey scores, Deal with Surprise State Inspection

STARBUCKS

Check AIM, See accounts, Check TREO, Return email, “Customer touches”, Installs, “One with One” calls, Prepare Coffee tasting, Call Sysco MA, Call Sysco MA again, Call Sysco MA a 3rd time, TSM, RSM, ASM, ASR, Enter data into AIM, Make notes for PDP Goal

Listening Skills
For whom does your audience need to improve their listening skills? (Clients, customers, partners, dealers, managers, prospects, victim, vendors, etc.) Please list the specific terminology or titles.

What’s at stake if people on your team are not great listeners?

In what types of locations/environments do they meet with people? (Conference rooms, client/customer offices, homes, on site, auditoriums, board rooms, etc.)

Work Environment
What types of offices do people work in? Cubicles? Windowed spaces: Small offices?

Do they have the freedom to decorate their space as they wish?

Do they have to freedom to adjust lighting, plants, décor (paintings) in their foyer or lobby area? In their break room or training area?

Presentation Skills
What percentage of people at this event give presentations? 

Would it be helpful for me to briefly touch on key elements in giving a presentation (this is a tremendous specialty of mine so I am wondering if it would be of value to your team for me to touch on it)

If so, to what type of audience are they presenting? (large groups, 2-3 people, etc.) 

Do they use a lot of PowerPoint? Have to communicate a lot of dry data?  

Personal Guest to Watch
·      Is it all right for a personal guest of mine to watch my program? 

Resource Materials
Often attendees want to take a piece of the show home with them. To reinforce the impact of the presentation and guarantee an ongoing benefit for each participant, many organizations choose to present their attendees with one or more of my books, DVDs, or CD training programs. Special rates apply for bulk orders.  

*** SPECIAL NOTE:  I have a totally cool, wonderful amazing 4”x4” Mini Book (very fun!) that outlines all the main points of the keynote in a festive, easy to view, portable fun spiral book. The Mini Books extend the value of your investment dollars and continue the message and conference experience. ***
The Mini Book sells for as little as $5 - $10 per book depending on quantity. We can send you a sample. Clients LOVE the Mini Book. I usually make an announcement showing the book and then say to the audience, “Your company was so great that they bought you each one of these!” (huge applause).  “You can pick yours up on your way out today.”  

· Would you like to purchase either educational resources or gift books and DVDs for the participants at a discount rate?
· If not, I will bring a few of my special DVDs and books and set up a table in the back of the room. Would this be all right?

Thank you for your time. I look forward to helping you create a memorable event.











See you soon,












Victoria 

