Briefing Questionnaire - Bernard Salt
Presentation date: ——————————————————————————————
Company:  —————————————————————————————————

Function:  ___________________________________________________________________

Client contact:  —————————————  Client contact number :  ________________

This questionnaire helps Bernard to tailor his presentation to your needs.  Please fill out all applicable questions as fully as possible and return to Fiona Evans by fax 03 9288 5162 or email fmevans@kpmg.com.au.
Function
· What is the purpose of the function?  Is there a theme?


________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
· Type of event, ie:  keynote, plenary, lunch presentation, etc. 


________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
· What are your objectives for Bernard's presentation?


________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

· What specific topics/issues you wish Bernard to focus on, ie. what will your audience hope to gain from this presentation?


________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

· Timing for Bernard's presentation:


When do you want him to arrive? 



__________________________


When does his session start?  




__________________________


When does his session end?




__________________________


When is it appropriate for him to leave your event?

__________________________

Audience

· Number of attendees:


______________________________________________
· Average age:



______________________________________________
· Percentage of males/females:
______________________________________________
· Where are they from, ie. 
all over Australia?


______________________________________________
Staging requirements (refer to booking info sheet for preferences??)

· What layout will the room have?
______________________________________________
· Dress code: 



______________________________________________
Logistics

· Venue:


________________________________________________________________________
________________________________________________________________________
· Who should Bernard contact on arrival at the venue (please provide mobile number)?


________________________________________________________________________
________________________________________________________________________

· When will Bernard have an opportunity to check AV and sound equipment?


________________________________________________________________________
________________________________________________________________________

Could you please provide an agenda or run sheet for the function along with this questionnaire and don't hesitate to send any other information you feel would be useful, ie. brochures or other information.
Thank you.
