Pre-Presentation Questionnaire

Pre-Presentation Questionnaire

Instructions: Here are some questions that will help target the presentation to the intended audience. Complete the top portion of the questionnaire and use it to interview those who request a presentation from you. Also, ask to receive any printed background information, such as newsletters, brochures, mission statements, or other materials that will help you learn more about the group attending your presentation.

Topic:       
Presentation Date:     
 Start Time:            End Time:     
Organization Name:      
Contact Name:       
 Title:      
Phone:       
Email:      
1.   What is the purpose and/or theme of this meeting?       
2. 
Is this part of a larger conference or convention?      
3. 
If so, what are the dates of the conference?      
4. 
How many attendees will be in the audience?     
5. 
Audience profile: 
 




 % female        % male ​     



Average education level Age range      



Dress code      
6.   What do I want attendees to know, feel, or learn from my presentation?      
7. 
What is on the agenda/program just before my presentation?      
8. 
What is on the agenda/program just after my presentation?      
9. 
What are seating arrangement options?  (Consider the following questions:  Is there a preferred or customary way the room should be set?  Is it logistically possible to rearrange the seating?  What seating arrangement will best facilitate the achievement of your objectives?)

     
10.  Here is the list of audiovisual equipment I’ll need:      

11.  Are there any other facts, challenges, or concerns I should know about the group that would 
 help me prepare this presentation?      
12.  Are there any travel, lodging, parking, or other considerations we need to discuss?       
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