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	RUBY'S PRE-TRAINING QUESTIONNAIRE

	

	  By taking the time to complete this questionnaire you will enable Ruby to fine-tune her training program to the exact needs of your group.  Feel free to skip over any questions which would merely duplicate answers to previous questions or that might be irrelevant due to the nature of this program. 

   If you feel you need to give Ruby more information or would like to visit personally with her regarding specific issues, we welcome your call. You may contact us at 303-933-9291.

THANKS!



	TRAINING SESSION INFORMATION

	
	Name of Person completing questionnaire:
	_____

	
	Email Address:
	_____

	
	Cell Phone Number:
	_____

	
	Title/Position:
	_____

	
	Department:
	_____

	
	Best Web page to learn more about your organization:
	

	
	Specific Name & complete address where training session(s) will be held:
	

	1
	What are some specific challenges currently experienced by your organization?
	_____

	
	
	

	2
	What are the top challenges faced by people who will be in the audience?
	_____

	
	
	

	3
	What is on the minds of the participants? What makes them lay awake at night when they are thinking about their job?
	_____

	
	
	

	4
	Are there any sensitive issues?  If so, what?
	_____

	
	
	

	
	Any controversial issues?  If so, what?
	_____

	
	
	

	
	Any topics / subjects NOT to be mentioned? If so, what?
	_____

	
	
	

	5
	What slogans / phrases / sayings do participants frequently use?
	_____

	
	
	

	6
	Please list any in-house or marketing specific language, jargon, phrases, or words applicable to your group that might be incorporated into Ruby's presentations:
	_____

	
	
	

	7
	Ruby likes to make sure she is using your specific terminology throughout the session. Please list specific departments that will be attending the session and include the titles of the employees that work in that department (no need for names other than department heads).

· Facility Operations Department –

· Department Head John Smith, 

· Title - Director of Facility Operations. 

Staff position titles in that department:

· Asst. Dir. Of Operations

· Maintenance Coordinator

· Service Repair Technician

· Set up Crew


	

	
	
	

	8
	What is this group particularly proud of accomplishing as an organization?
	_____

	
	
	

	9
	Specifically, what "local color" could Ruby use in her presentation?  This could be anything: new policy, an in-house buzzword, a favorite eating establishment, or achievement of a top official in your organization.
	_____

	
	
	

	10
	Let's assume that the training is over.  As you look back, what needs to happen for you to feel that it was successful and a good investment was made bringing Ruby in to provide training?
	_____

	Special Objectives

	
	
	

	1
	Are there any particular issues that you have been trying to get across to your staff that they aren’t responding to? If so what seeds would you like Ruby to plant?
	_____

	
	
	

	2
	If not answered in any other question, list the 3 most important things Ruby should know about your group.
	_____

	
	
	

	3
	What could Ruby do to add a special touch to the program(s)?  How could she go "the extra mile" for this audience?
	_____

	
	
	

	4
	Top performers from your department to recognize in the audience: (include name, title, reason)
	_____

	
	
	

	
	People to "poke fun” at: (include name, title, reason) Ruby will be gentle with this information.
	_____

	
	
	

	5
	Please list past trainers and indicate what topics they provided training on.
	_____

	
	What did the group like about each trainer?
	_____

	
	What did the group dislike about each?
	_____

	
	
	_____

	6
	Is there anything else Ruby should know that hasn’t been mentioned in any answer above?
	_____


	
	
	


	Thank you for completing the questionnaire. 
Please return it by e-mail to Ruby@RubySpeaks.com  

OR Fax it to 303.904.2966.
The more information you provide, the more Ruby can shine for you. Please send Ruby the following information so she can customize her program for your group:

Date Sent
_________
· Email your logos (preferably in jpg format) to Ruby@RubySpeaks.com so Ruby can use them in her PowerPoint presentation.


_________
· Email pictures of your staff in action (preferably in jpg format) to Ruby@RubySpeaks.com and she will use those pictures in her PowerPoint presentation.  If these are large files, please send them only a few at a time if you are emailing them.  If you would like to put them on a CD and time allows for Ruby to receive them by mail, please send the CD to the address below.


_________
· Send a copy of all memos, program announcements, invitation to training and other promotional materials relating to this presentation (this really helps Ruby be consistent with what you have told them)


_________
· Send any printed information you feel would best help Ruby understand your organization including annual reports, a company/organization newsletters, flyers or any key brochures.

Mail any supporting materials to:

Ruby Newell-Legner, CSP

RubySpeaks, Inc.

9148 W. Vandeventor Dr.

Littleton, CO 80128

Ruby@RubySpeaks.com 
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