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Event Planner 

Client:   
 
Contact person:   
 
Events details: Date: Time: From:                            To:  
 
 Breaks:   
 
Location:   
 
Target audience:   
 

 
 
Number of attendees:   
 
Goals & Challenges: 
 

1. What changes would you like to see in participants? 
 

 

 

 
2. How would you like the future to be different to today? 

 

 

 

 
3. What are the specific changes the organisation desires/needs? 

 

 

 

 
4. How do you know these are the changes that need to be made? 

 

 

 

 
5. What else could we focus on to resolve these challenges? 

 

 

 

 
6. What triggered the desire to create change in these areas? 
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7. Why is this important to the organisation? 
 

 

 

 
8. How will the organisation know that the objectives have been met? 

 

 

 

 
9. What would be different / the benefits to the organisation, clients, employees (and other 

stakeholders) once the objectives are accomplished?  
Organisation: 

 

Clients: 

 

Employees: 

 

Others: 

 

 
10. Is there anything that would prevent participants to accomplish these changes? 

 

 

 

 
11. What resistance will there be from participants? 

 

 

 

 
Program Objectives:   
 
   
 
 
 
 
Identified Topics: 
 
 Behavioural change  Change Management  Critical thinking 
 Coaching & Mentoring  Communication Strategies  Confidence/Empowerment 
 Conflict Resolution  Customer Service  Difficult conversations 
 Emotional Intelligence  Goal Setting  Group Dynamics 
 Inspiration & Motivation  Interpersonal Skills  Personal Effectiveness 
 Problem Solving  Profiling  Relationships 
 Self-Leadership  Stress Management  Talent Development 
 Teamwork  Time Management  Work ethic 
 Others:    
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Room setup:   
 
 Theatre Style     Class room Style     U-shape with tables 
 
Catering:   
 
   
 
   
 
Networking opportunities:   
 
Equipment required:  

 Computer / Laptop 
 Data projector, White Screen & Clicker 
 Whiteboard & 2x Flip chart 
 Notepads and pens for participants 
 Other:  

 
Disclaimer/Consent form: 

  No      Yes 
 

 If yes: must be signed before event 
 Can be mailed to: (Name)    

email:   
 
Marketing tools:   No      Yes 

 If yes, please select: 
 Pull-up Banners   Flyers   Handouts  Business cards 
 Book (MASTER YOUR MIND - 

Blueprint for the inspirational and successful leader) 
 Leadership Journal 
 Follow up request form (Follow up session, free e-book, 

etc.) 
 Recording 

 
Gift(s) for participants:  

 Journal @ A$30     Book @ A$30     Bundle @ A$50     N/A  
 
Investment: $  
 
Duration Cost per workshop (up to 20 participants) Cost for additional participants 
6 hrs. $3,000 (Hourly rate: $25/participant) $80 pp. 
4 hrs. $2,400 (Hourly rate: $30/participant) $60 pp.  
2 hrs. $1,600 (Hourly rate: $40/participant) $40 pp. 
* Prices are exclusive GST 
** Prices include travelling allowance within Victoria 
*** Due to the organic nature of our content delivery, workshop content may be adjusted at the discretion of  
     the facilitator. 

 
Other comments:  
 
   
 
   
 
   
 
   


