
       Client 
          Pre-Program 

                              Questionnaire 

Name of Company or Group:  _________________________________________ 

Event Date:  _____________________________________________________ 

Event Coordinator’s Name: __________________________________________ 

Phone:  _________________________________________________________ 

Email: __________________________________________________________ 

This questionnaire is designed to help Howard tailor his presentation to the 
specific needs of your group. Feel free to skip over any questions which you 
feel would duplicate any answers given to other questions or which may be 
irrelevant due to the nature of your program.   

Special Request: 
Please send me as much information as possible to help me understand your 
organization, your people, your customers,  your products & services and your 
value proposition. This could include things like: 

� Meeting Agenda (Required) 
� Product Literature & Brochures 
� New Employee Orientation Kit 

� Annual Report 
� Website Links 
� Newsletters (Internal & External) 

The purpose of this questionnaire is not to create additional work for you, but 
to help us increase the value of the program for your people.  Thank you! 
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How To Complete And Submit This Form 
 
1. Fill out this form on your computer (type into the blank spaces) 
a. Save it to your desktop giving it a unique file name  

(for example: yourcompany_preprogramquestionnaire.pdf)  
b. Email it as an attachment to holsen@high-output.com   

2. Print out this questionnaire 
a. Complete it by hand or type into the form fields 
b. Mail it back to the attention of Howard Olsen at the address below: 

mailto:holsen@high-output.com�
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Pre-Program Questionnaire 

I. Logistics 

a.  If problems / emergencies arise en-route to the program who should Howard contact? 

Name________________ Cell or pager _______________  Business ______________ 

b.  Closest airport Howard should fly into:  _____________________________________ 

c.  Venue Name & Address: ________________________________________________ 

d.  Name of meeting room: _________________________________________________ 

e.  Distance from airport in miles: ________________ and minutes: ________________ 

f.  Howard’s hotel name & address: __________________________________________ 

g.  Confirmation number:  __________________________________________________ 

h.  Will someone meet Howard at the airport?      Yes         No     

      Who: ________________________ Where: ________________________________ 

i.  If No, How should Howard get to the event:  Taxi        Limo        Rent Car      

    Other:       ____________________________________________________________ 

II. The Audience 

a.  Number of  attendees:   ______         Are spouses invited?     Yes       No     

b.  Male / Female percentage (approximate):      Male  _______%   Female  _______% 

c.  Age range of attendees:  _______ yrs. old to  ______ yrs. old 

d.  Average age of majority of attendees (best guess): ___________________________ 

e.  General job description of audience: _______________________________________ 

f.   What is unique about your group / audience? 

     ____________________________________________________________________ 

III. Your Program 

a.  What is the meeting theme:  _____________________________________________ 

b.  What is the purpose of the meeting (annual meeting, awards ceremony, sales kickoff) 

     ____________________________________________________________________ 

c.  What programs / training has been successful & well received in the past?  

     ____________________________________________________________________ 

d.  What programs / training has been viewed as a less-than-successful  in the past? 

      ___________________________________________________________________ 
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Pre-Program Questionnaire 

IV. Howard’s Presentation 

a.  Howard’s starting time: _______________  Ending time: _______________________ 

b.  Who will introduce Howard to your group? __________________________________ 

c.  How will most of the audience be dressed? _________________________________ 

d.  How should Howard be dressed? _________________________________________ 

e.  What are your top 3 objectives for Howard’s presentation: 

     1. __________________________________________________________________ 

     2. __________________________________________________________________ 

     3. __________________________________________________________________  

f.  What issues would you like Howard to reinforce? 

     ____________________________________________________________________ 

g.  What sensitive issues, if any, should Howard avoid? 

     ____________________________________________________________________ 

V. Organization Background Information 

a.  What are 2 or 3 things your organization is most proud of?  

      1. _________________________________________________________________ 

      2. _________________________________________________________________ 

      3. _________________________________________________________________ 

b.  What are  some of the challenges your people / members face on a day to day basis? 

     ____________________________________________________________________ 

     ____________________________________________________________________ 

     ____________________________________________________________________ 

c.  What’s the biggest challenge your organization faces?  

     ____________________________________________________________________ 

     ____________________________________________________________________ 

d.  What are the most significant events that have affected your company / industry in the 

     last year (mergers, downsizing, etc.)? 

     ____________________________________________________________________ 

     ____________________________________________________________________ 
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Pre-Program Questionnaire 

V. Organization Background Information (Continued) 

e. What is your company’s mission statement?  

  _____________________________________________________________________ 

f. Who are your typical customers by type?  

    ____________________________________________________________________ 
g.  What is the primary product you offer? 

    ____________________________________________________________________ 
h.  What are the 3 most important benefits you offer  your customers? 

     1. __________________________________________________________________ 

     2. __________________________________________________________________ 

     3. __________________________________________________________________ 

i.  Who is your toughest competitor? _________________________________________ 

    Why? _______________________________________________________________ 

j.  What differentiates your company from the rest of your marketplace? 

    ____________________________________________________________________ 

k.  What other training programs have audience members been through? 

    ____________________________________________________________________ 

l. What is the ONE THING you want left uppermost in the minds of the audience? 

     ____________________________________________________________________ 

     ____________________________________________________________________ 

m.  Name 3 key people who will be at the program.  With permission, Howard may want 

     to speak with them to get some added information. 

               Name                  Telephone number          City Located 

    1. __________________________________________________________________ 

    2. __________________________________________________________________ 

    3. __________________________________________________________________ 

n.  How will you know if Howard was a hit?  

     ____________________________________________________________________ 

     ____________________________________________________________________ 

        Thank You for helping us help you! 



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text6: 
	Text7: 
	Text8: 
	Text5: 
	Text9: 
	Text10: 
	Check Box2: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box3: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text42: 
	Text43: 
	Text44: 
	Text45: 
	Text46: 
	Text47: 
	Text48: 
	Text49: 
	Text50: 
	Combo Box3: [Please Select One]
	Text58: 
	Text59: 
	Text60: 
	Text61: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Text66: 
	Text67: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text31: 
	Text32: 
	Text33: 
	Text36: 
	Text51: 
	Text52: 
	Text53: 
	Text54: 
	Text55: 
	Text56: 
	Text57: 
	Text30: 
	Text29: 
	Text28: 
	Text27: 
	Text26: 
	Text25: 
	Text18: 
	Text17: 
	Text16: 
	Text15: 
	Text14: 
	Text13: 
	Text12: 
	Text11: 


