
  P r e - P r o g r a m  Q u e s t i o n n a i r e

To assist Linda in planning her travel, it is imperative that you complete this document and submit it as soon as 
possible. Each question is extremely important to ensure Linda arrives on time and understands the agenda.

EVENT
Date of event: ____________________________________   Client: _________________________________________________

event Reason:  ______________________________________________________________________________________________

WheRe DiD You heaR about linDa (pRoviDe Date if possible):  ______________________________________________________

oRganization’s soCial MeDia infoRMation:  _____________________________________________________________________

soMething unique about YouR oRganization: __________________________________________________________________

PRESENTATION

Topic:  m What Now? (Signature Keynote)       m Innovation—One Size Doesn’t Fit All 
 m Leadership—Keys to Success          m Blind Curves—How to Stay Resilient

speaking tiMe:  ____________________________________  RooM naMe:  ___________________________________________

speaking tiMe:  ____________________________________  RooM naMe:  ___________________________________________

a / v CheCk tiMe:  __________________________________  auDienCe size:  __________________________________________

peRson intRoDuCing linDa:  ___________________________________________________________________________________

is theRe anYone linDa shoulD ReCognize in this pResentation? (i.e., pResiDent, etC.)  ________________________________

VENUE
venue naMe: ________________________________________________________________________________________________

aDDRess: ____________________________________________________________________________________________________

CitY:  _____________________________________________  state: _______________  zip CoDe:  _______________________

phone:  ___________________________________________  fax:  ___________________________________________________

CONTACT INFORMATION 
*Please provide a mobile phone number in case of an emergency. 

pRiMaRY ContaCt:  _________________________________  title: ___________________________________________________

offiCe phone: _____________________________________  Mobile phone: __________________________________________

fax: ______________________________________________  eMail: __________________________________________________

aDDRess: ____________________________________________________________________________________________________

CitY:  _____________________________________________  state: _______________  zip CoDe:  _______________________
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GROUND TRANSPORTATION

m Please have Linda arrange her own ground transportation

m Client will arrange a professional car service for Linda to be picked up / returned to the airport 

CaR seRviCe naMe: _________________________________  DRiveR’s naMe: __________________________________________

DRiveR’s Mobile phone: _____________________________  ConfiRMation:  __________________________________________

piCkup loCation:  __________________________________  neaRest aiRpoRt:  ________________________________________

Miles fRoM aiRpoRt to venue:  ______________________

HOTEL
Hotel accommodations are to be made by client with the room, taxes, Internet and parking to be billed to 
client’s master account. A King Bed (non-smoking) room is required and must be guaranteed under Linda’s 
name. If you would like Linda to make her own reservation, please check the appropriate box. 

m Please have Linda make her own reservation       m Client will arrange for Linda’s hotel

Required and Guaranteed: Non-smoking room, King bed, room tax, Internet and parking (if applicable)

hotel: ______________________________________________________________________________________________________

CheCk-in Date: ____________________________________  CheCk-out Date:  ________________________________________

ConfiRMation nuMbeR: _______________________________________________________________________________________

phone: ___________________________________________  fax: ____________________________________________________

aDDRess: ____________________________________________________________________________________________________

CitY:  _____________________________________________  state: _______________  zip CoDe:  _______________________

Please complete this form and email it to amanda@allthingsspeaking.com

All Things Speaking
187 Northpointe Boulevard, Suite 118

Freeport, PA 16229 
855.841.9225  toll-fRee

724.540.5116  fax


