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Scott Klososky Speaking Engagement 

Client Information, Travel, & Room Setup
	Client Information:

	Date of engagement:

	

	Client/Event Name:

	

	Client Contact name:

	

	Client Contact email/phone:

	

	Client Website URL:

	

	Speaker’s bureau and contact information (if applicable):

	

	Fee Amount:

	

	Location of speech:

	

	Speech Title:

	

	Start time, and duration:

	

	Theme:

	

	Meeting Objectives:

	

	Do you need a bio, picture, or speech description (bio can be found on Klososky.com under meeting planner tab)?

	

	Description of meeting (including what speaking slot Scott has):

	

	Number of people expected:

	

	Demographic information:


	Male/Female:
Average Age:

Description of job positions:



	Room setup:

	

	A/V setup: Scott will require a projector and screen with supporting sound capabilities. Note: Scott will use his own computer



	

	Who is doing the introduction, and what is their contact information?


	

	Do you need to set up a conference call with Scott to discuss details?


	

	Goals for the speech:

	

	Special Instructions:


	

	Travel Information:



	

	Hotel with contact information: (Please provide hotel information. Do you want Scott’s office to book hotel or will you be booking Scotts hotel?)



	Comments:


	Flights: Scott’s office will book flights and send the invoice for reimbursement.



	Comments:


	Ground transportation: Scott’s office will book ground transportation unless otherwise notified by client.



	Comments:
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