[bookmark: _Hlk18501475]FedEx Executive Speaking Program – New event information
	1.
	Event name
	

	2.
	Event location
	

	3.
	Speaking date
	

	4.
	Speaking opportunity (i.e. keynote, breakout, panel, etc)
	

	5.
	Has a FedEx speaker participated in this event in the past?
	

	5.a.
	If so, who?
	

	6.
	Is a specific speaker from FedEx requested or required?
	

	7.
	What topics or themes should be addressed?
	

	8.
	Will there be any media attending the event or session?
	

	8.a.
		If so, what media outlets will be represented?
	

	9.
	Will there be speakers from other competing companies or organizations participating in the event?
	

	9.a.
		If so, what are they?
	

	10.
	Is a speaker agreement or participation agreement required?
	

	11.
	Will the audience be live and/or digital?
	

	11.a.
	How many individuals are expected to attend the session via each format?
	

	11.b.
	What is the expected makeup of the audience (i.e. general public, college students, industry, executives, etc.)?
	

	12.
	Will the session be recorded?
	

	12.a.
	If so, how will it be distributed?
	

	13.
	What sort of presentation materials are expected (i.e. speech, PowerPoint presentation, etc.)?
	

	14.
	Will a press release be issued about the event?
	

	15.
	Will event materials be created that will mention FedEx or need to include any FedEx logos?
	

	16.
	Is there a deadline to confirm participation by FedEx?
	

	17.
	Is a bio, photo, or other information for the speaker needed?
	

	18.
	Is there a cost to attend the event for the speaker?
	

	19.
	Are any additional passes to the event included for additional FedEx team members to attend?
	

	20.
	Will the speaker receive any other benefits or compensation relating to participating in the event?
	

	20.a.
	If yes, please describe.
	




