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          Speaking Event Worksheet

Contact Information

Name:

Phone Number: (W)      

(Cell)


(Fax) 

Email: 

Organization Information
Name:

Address: 
City, State, Zip Code: 

Event details

Location: 

Date(s) you would like Belinda for your event: 

Number of Days (including travel days): 

Number of Attendees: 

· For the presentation:    

· For the entire event:
Demographics of Attendees: 

Promotion:

· How is the event promoted?
· How many people are on your mailing list, i.e., receive the announcement of the event?
Budget
· What is your budget for the event? 
· What is your budget for the speaker? 

Product Table Opportunity 

· Is a product table allowed:

· If yes, is the table at the back of the speaking room or in a exhibition hall?

· Is there a fee?

· Does the event receive a percentage on the speaker’s event sales? 

· If “yes” what percentage? 

Presentation details

How did you hear about Belinda?
What is your key objective in having Belinda speak?
Type of presentation: (Keynote, Conference, Retreat, Banquet, Workshop, Panel, etc): 
Number of presentations needed and time length of each: 

Topic of presentation: 

Have you looked at our speaking page on our website for possible topics?
· (http://ownyourmoney.com/speaking/programs) 

Do you most of your speakers use powerpoint? 
Do you provide a projector for powerpoint?

Would you be able to provide copies of our presentation handouts?

Do you have someone who can video tape our presentation?

Would there be a volunteer that could assist Belinda with set-up and product purchases if necessary?
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