
 
 

 
Presentation Date: __________________________   Time:  ___________________________ 
 
Presentation Location: _________________________________________________________ 
 

________________________________________________________________________________ 
 

So that we may be accurate in preparing our presentation strategy 
 please complete the following: 

 
1. How many attendees:_____________________________________________ 
 
2. Will the presentation space be provided:______________________________ 

 
3. In what type of venue will be presentation be held:   ________________________ 
 

 __________________________________________________________________________ 
 
 

4. Who is the target audience:   ______________________________________________  
 

_____________________________________________________________________________ 
 
 

5. What are the expectations for the presentation?  ___________________________ 
 

 __________________________________________________________________________       
 

 __________________________________________________________________________ 
 

 

6. What is the level of expertise of the audience:    Low    Medium      High 
  
  

7. Will you provide Audio-Visual equipment        Yes   No 
  
  

8. What are the key topics to be covered:  
 

 ____________________________________________________________ 
  

 ____________________________________________________________ 
  

 ____________________________________________________________ 
  

 ____________________________________________________________  
   ___________________________________________________ 
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