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Pre-Program Questionnaire 

 
We request this information to help Willie Jolley prepare his 
presentation/program(s) to meet your organization’s goals 
and needs. Please complete and return this form along with 
any additional material you believe will help us know you 
better!  
 
Send your questionnaire and related material via email to: 
info@williejolley.com  Fax: 202-722-1180.  Mail: P.O. Box 55459, 
Washington, DC  20040. 

Organization’s Official Name 

______________________________________________________________________________  
 
Website: www. ___________________________________________________________ 
 
Specific Division or Group: ________________________________________ 
 
Meeting Professional 
 
Name: __________________________________________________________________ 
Title: ______________________________________________________________________ 
Office Phone: _____ - __________________________ Ext: ______       
Cell Phone: _____ - ___________________________ 
Email: _______________________@___________________________ 
 
Meeting Logistics  
 
Program Day of the Week (please Check one):   
  
_Sun _  Mon  _Tue  _Wed  _Thu  _ Fri  _Sat  
Program Date: ___/__/____     Program Start Time: ____ am/pm 
 
Meeting Site  
Name: ___________________________________________________ 
Phone: _____ - ________________ Bus. Center Phone: ____ -_______________ 
Address: _________________________________________________ 
City/State/zip: ____________________________________________ 
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Mr. Jolley’s 1st Presentation/Program 
Start Time:  ____/am/pm      Total minutes  _____  
Meeting Room Name: _______________________Level/Floor: ___________ 
Topic/Title: __________________________________________________________________ 
 
If applicable… 
Mr. Jolley’s 2nd Presentation/program 
Start Time:  ____/am/pm   Total Minutes _____   
Meeting Room Name: _______________________Level/Floor:_________ 
Topic/Title: ________________________________________________________________ 
 
Program 
 
Meeting Theme: ____________________________________________________ 
__________________________________________________________________________ 
 
Meeting Purpose(s): _______________________________________________ 
____________________________________________________________________________ 
 
Meeting Goal(s): ____________________________________________________ 
____________________________________________________________________________ 
 
Specific goal(s) for Mr. Jolley’s presentation/program: 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
How will you know when Mr. Jolley has achieved your 
goal(s)?  What will it look like? 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
 
The Audience/Participants 
 
Demographics: 

Size of audience: ______  men%: ____   women%: _____ 
 

Age Range __to __   Spouses present: __ yes     __ no 
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Describe the profile of your organization. Who is your 
target market? Your customer? 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
What is your meeting attendee profile i.e. titles, nature 
of their work?  
________________________________________________________________________________ 
________________________________________________________________________________ 
_________________________________________________________________________________ 
 
List three (3) important things Mr. Jolley should know 
about this audience: 
a. _____________________________________________________________________________ 
b. _____________________________________________________________________________ 
c. _____________________________________________________________________________ 
 
State what you are most proud of as it relates to this 
audience:  
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
What are some specific examples of what your people  
(or you) do that go “beyond the call of duty” in the area 
Willie is discussing?  Please list any names I may use as 
examples:  
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
Who in the audience should Willie take special note of 
and why? 
________________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
Background 
 
What is the biggest frustration you face on your job  
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(or they face on their job) that relates to willie’s topic? 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
Discuss the biggest challenge facing this audience and 
this industry now: 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
What thoughts would you like conveyed by Mr. Jolley to 
your audience i.e. main concept, information, “how-to 
knowledge,” etc.?  And how do you want the attendees to 
feel after hearing his presentation?  
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
How will you evaluate the success of Mr. Jolley’s 
program?  
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
What happens before Mr. Jolley speaks? 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
  
After Mr. Jolley speaks?  
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
Are there additional activities you wish Mr. Jolley to 
participate in?  ____Yes  ____no 
 
 
If yes, details___________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
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_______________________________________________________________________________ 
 
 
Please provide contact information for individual who 
can discuss with Mr. Jolley issues, challenges, solutions 
and good news!  For example: CEO, VPs, HR Director, etc.    
(Name, Title, Email, Phone)  
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
Please list other outside presenters for this event: 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
Who were the speakers for the last two years?  What did 
you like most and least and why? 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
Additional Logistics 
 
Meeting Room Style: ___theatre  ___class room  
 ___ Other (Describe)  _________________________________________. 
 
Autograph Table Location: 
 
Name of Helper if needed: _______________________________________ 
 
Sound Check:  Date: ___/___/___ Time:   ____am/pm 
 
 
 
 
 
On-site meeting contact: 
 ______________________________________________________________________________ 
 
 
Cell: ____ - _________________ Office: ____ - ___________________ 
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Introducer: ____________________________________________________________ 
 
Cell: ____ - __________________ Office: ____ - _____________ 
 
 
 
On-site a/v contact: _______________________________________________ 
 
Cell: ____ - ___________________ Office: ____ - ___________________________  
 
On-site room setup contact: ___________________________________ 
 
Cell: ____ - __________________  Office: ____ -_____________________________ 
 
 
Travel Info 
 
Suggested Date for Willie Jolley’s arrival  
in the event city:  ____/____/____. 
 
 
Airport Willie Jolley flies  Into:  
Airport Name: ________________________________________________________ 
City/State: ____________________________________________________________ 
 
 
Person meeting Willie with a “Jolley” sign at airport: 
Name ________________________________________ Cell: ____ - ___________________ 
Car Service: ________________________________________________________________ 
Cell: ____ /_________________ 
Please check one:  
Pickup @: ___baggage claim ___  gate  __curb  __other 
Explain “Other” ______________________________________________________  

 

Hotel Lodging Information  

 
Please Bill Hotel To Your Master Account 
 



Willie Jolley Worldwide  

 
www.williejolley.com   info@ williejolley.com 

P.O. Box 55459 Washington, DC  20040 
202-723-8863 ** 800-487-8899 ** 202-722-1180 Fax  

 

8 

Hotel name where Willie Jolley stays: 
__________________________________________________________________________ 
Number of nights lodging: ____   
Check-in Date: ____/____/____ Check-out Date: ____/____/____ 
Confirmation #:  ______________________________________ 

 
Hotel Address: ____________________________________________________ 
City: ___________________________ State: ______________ Zip Code_____ 
Phone: _____ - _______________ 

 
Reminders: 
 

q Use of Willie Jolley’s likeness and materials for 
promotional purposes are encouraged after deposit is 
received! 

 
Audio Visual Needs 

 
q DVD introduction recommended for audiences over 

500 people (supplied) 
 

q Shure Wireless Lavaliere system, or public address 
system where Willie Jolley’s headset can plugged in.  
He brings his own headset to attach to the system! 
 

q A  sound check at least 45 minutes before audience is 
scheduled to arrive.  
 

q Call Willie Jolley’s office at 800-487-8899 or 202-
723-8863 with any requests or questions. Speak with 
Dee Taylor-Jolley or Cheryl Ragin.  
 

q  Provide a skirted autograph table for book signing. 
 

 
 

q Video or audio taping is allowed with the following 
stipulations: 

1. If archival only, 2 master copies provided to Willie 
Jolley (with name/email/phone of videographer, so 
that our office can follow up) 
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2. If for resale, 2 master copies provided to Willie 

Jolley (with name/email/phone of videographer, so 
that our office can follow up) and one time fee 
payment of $1500.00 for right to sale.  

 
q All information is held in the strictest of 

confidence! 
 
q SCHEDULE and have conversation with Willie Jolley, at 

least 5 business days before event to review 
questionnaire, your vision, goals, concerns and expected 
outcomes!   
     ### 
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