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BizVision Speaker Briefing & Background Form


Event Organiser Name:

Company:

Email:

Title of event

Date of event

Location of event

1. What are the top three challenges or Problems faced by those attending?
2. What, approximately, are the characteristics of your average attendee? (Age, job, location etc)
3. How many people will there be in the audience?
4. What three things do you think it’s most important that I know about your group before addressing them?
5. What professional speakers have you used in the recent past and what did they discuss?

6. Do the attendees know each other? Would they like to get to know each other more?
7. Please share with me any “Industry colour” you can think of relating to your organisation or industry (i.e. did the organisation president just get special recognition

8. Specifically, what are you trying to accomplish at this event?
9. What are your specific objectives for my session?
10. Are there any issues/ topics in particular that you think I should INCLUDE/discuss during the event?
11. Are there any issues/ topics that you think I should AVOID during the event?

12. What takes place immediately after the event (break/ another speaker/ nothing etc.?)

13. If other speakers are on the event with me, who are they and what are their topics?
14. What audio-visual equipment will be provided? Will there be sound lead to the laptop for playing audio and video? Will there be a tie-clip (lavaliere) mike and/or hand held mike?
15 Will there be opportunity for rehearsal? What time for access to the venue?
16. Have you any other suggestions to help us make this event your best ever?
Thank you for complete this briefing form. It has been designed to help us deliver a better event for you.

Pleas return, when completed, to Kim Gallagher at BizVision

e-mail  mailto:kim@bizvision.co.uk

