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- GROLE

WINNING WITH PEOPLE





THE EGAN GROUP, INC. 

CLIENT INFORMATION
Date of engagement: 

City: 
Organization:  

      

Website:

     
CONTACTS:

Contact 1:
Name:

 



Title:





Address:




Bus. Phone:




Alt. Phone:
Cell:     


Fax:





Email:




Assistant:
     
Contact 2: 
Name:

                                             



Title:

     


Address:
     


Bus. Phone:
     


Alt. Phone:
     


Fax:

     
Email:

     
Assistant:
     
MEETING PLACE INFORMATION:

Meeting Location: 
     


Meeting Room:
     
Meeting Address:
     
Meeting Phone:
     

Meeting fax:      
ORGANIZATION’S INFORMATION

What are your organization’s priorities?     
What are your organizations’ three most pressing challenges:     
What lines of business are you in?      
Who are your customers?      
AUDIENCE:

Estimated attendance:


     
Composition of audience (age, sex, occupation distribution):
     
Registration fee:


     
Recent speakers/topics?

     
Current issues?


     
“Touchy” subjects?

     
Influential/important attendees?
     
Other audience background information speaker should know?
     
PROGRAM INFORMATION:

Type:  

 FORMCHECKBOX 
Keynote
 FORMCHECKBOX 
Seminar    FORMCHECKBOX 
Moderated panel   FORMCHECKBOX 
Other:      


Event theme:
     
Type of program/ program objective:       

Speech Title: 
       

Chairman of event:      
Chairman email:     
Introducer:

     
Introducer email:
     
Note:  A tailored introduction will be provided to the introducer in advance of the event.
Time Frame:
 FORMCHECKBOX 
Breakfast  FORMCHECKBOX 
Luncheon  FORMCHECKBOX 
Dinner  FORMCHECKBOX 
Half Day   FORMCHECKBOX 
 Full Day

Length of presentation:       Start/finish times:      
Dress:
     
Other information, agenda, etc.:      
Note:  Please send us copies of brochures, mailings, etc., so that we know what the attendees have seen.

STAGING:

Room setup:   FORMCHECKBOX 
Head table   FORMCHECKBOX 
Theater Style   FORMCHECKBOX 
Classroom Style  

 FORMCHECKBOX 
Rounds:  Number at table:        FORMCHECKBOX 
Other:       
Microphone:   FORMCHECKBOX 
Lavalier mic   FORMCHECKBOX 
Wireless handheld

Audio Visual Aids:   FORMCHECKBOX 
Flip chart and markers   FORMCHECKBOX 
LCD    FORMCHECKBOX 
Laptop provided    FORMCHECKBOX 
Speaker provides laptop  FORMCHECKBOX 
Other____________________________
CONTENT:

Results desired from speech/seminar.  Describe what you want the audience to think, do or feel differently.       
What qualities are you looking for in a professional speaker?      
How will you know if I’ve been successful?:     
How are you planning to reinforce the ideas presented after the program is over?      
TRAVEL INFORMATION:

Driving directions:      
Hotel:       Address:       Phone:       Fax:      Web address:      
Distance from hotel to meeting location:
     



Best means of transportation:

     
Airline information: Closest airport: 
      
What airlines fly into this airport? 
     
When should I arrive?  


     
Distance to Site: 


     
Ground Transportation:  FORMCHECKBOX 
Own Car  FORMCHECKBOX 
Taxi  FORMCHECKBOX 
Limo  FORMCHECKBOX 
Rental Car Agency:      
 FORMCHECKBOX 
Personal Pick Up: To be met by:      Bus. Phone:        Home phone:      
HELPFUL INFORMATION FOR CLIENT:
Please visit http://marshaegan.com/meetingplanners.html for jpg photos, and publicity materials to help you promote this event.

MARSHA’S CONTACT INFORMATION:
Marsha Egan
THE EGAN GROUP, INC.
2 Seven Springs Dr.
Reading, PA 19607
TF:       
877-749-4036
Direct: 
610-777-3795
Fax: 
610-879-2073
Cell:     
610-780-1640
Email:  marsha@marshaegan.com
Web:   http://marshaegan.com http://EganEmailSolutions.com
Blog: http://InboxDetox.com
