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                    RE:  KEYNOTE EVENT SPECIFICATIONS
Milo Shapiro, CEO  (Creative Energy Officer)

3620 Georgia St.  Suite #7  San Diego  CA 92103

improv@IMPROVentures.com     www.IMPROVentures.com

(619) 542-0761

I have compiled a list of the things we need to know before the date.  Here is my list for your group.  Please review it and fill in any gaps so we’ll know all bases are covered.  Thanks!

· date and time the meeting starts and what time speaker starts
2009-  at  
· Group event is for:
Contacts: 

Name
Phone
Title
Email


· Fee
· what the length of the speech would or could be (60 minutes is our basic, but it can be tailored)
· Name of location and exact directions from the where I live.  
· Fax number for contract:
· Mailing address to put on contract:
· whether a meal is included or if it is just a meeting (it’s a shame when I show up fed because I don’t want to impose and then they say, “Oh, of course you’re staying for dinner!” but I never expect it unless asked).
· seating arrangements (tables, rows, U-shape)   
· a typical turnout size 
· Do you have a lectern for notes and to stand behind?  If not, what can be improvised for the speaker(s)?  
· Am I at floor level or raised?   If raised, do I have easy physical access to the audience for the interactive portion?   (i.e. steps in front, side, jumping down, not at all…)

· If >50 people, amplification is HIGHLY recommended.  Clip-on mikes (lavalieres) greatly enhance the event because can act out his stories with both hands and so the speaker is free to speak while moving into the audience during activities.  Is this an option?
· Will you have everything ready with my Powerpoint presentation?   

Choose one:            

YES, send the file in advance so we’ll have everything ready to go, eliminating all “last minute” A/V stress!
NO, we’ll have the LCD set up but Milo must bring his own laptop to hook in.

      The program works best with remote powerpoint control.  Milo owns a remote control, but on rare occasion, it is not a fit for some PCs.  How should we handle this?

Choose one:            

1)   We already  have a remote mouse for our PC, so you’ll be all set
2)   Milo will need to bring this but we can put the PC on the lectern on the off chance the remote 
                         doesn’t work so he can manually advance the slides.


· Because his programs include a lot of stories and pictures, his programs come across far better if he can see PowerPoint in front of him, rather than having to look over his shoulder the whole time to see what the audience is seeing.  How can this be accommodated.
Choose one:            

1) We’ll have the PC he’s using in front of him so he can see slides as he advances them without looking back.

2) We can’t have the PC there because we use rear projection so the laptop will be elsewhere in the room, but we can arrange a “confidence monitor” so that Milo can see what’s behind him.

3) We need to discuss this because we’re not sure how we could make either option above happen.

· The speech includes a three-page handout – a double sider and a single sheet.  I can have them done at a cost to you of 18c each or I can send it for you to run off as a Word document.  Which way would you prefer to handle it?

Choose one:            

1)   We can run that off for you.
2)   We will reimburse you for at 18c each times the number of anticipated attendees.

· Who and where at the event will I be meeting a representative from the group?    Can we have a cell phone to reach this person or someone else in case of emergency?

· Will the general session already have started?  Will we have access to the room before we’re on stage?

· Who will do my introduction?
· if it would be okay for me to camcorder the event (and, if so, if someone would be willing to do it) 
· if I might bring a guest to run the camcorder 

· Sometimes, we get requests from meeting planners to see us in front of a live audience.  Would it be okay if we had a couple of people stand in the back to see us in action?
· What else should we know about this event/group?
