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Great Speech Writing Questionnaire for
 Anniversaries and Birthdays
If you would like me to write your speech on the back of this questionnaire (without a meeting) 
please include as much detail as possible. Feel free to call me at any time to discuss it.

PERSONAL DETAILS

	Name
	

	Telephone number
	

	Your preferred invoice address
	

	Email
	


THE EVENT
	When is it (time and date)?
	

	Where is being held? Anything noteworthy about the venue?
	

	Who is hosting it?
	


THE CONTEXT FOR YOUR SPEECH
	Who is speaking at the event?
	

	Will you be introduced, and if so by who?
	

	Will you be finishing with a toast and if so who to?
	

	Do you need to thank anyone? If so, who?
	

	Anyone else, other than the subject, who needs a mention?
	


YOUR SPEAKING STYLE

	What proportion of the speech would you like to be sincere and what proportion lighter?
	

	How nervous will you be when you stand up to speak?
	

	Do you have any experience of public speaking?
	

	How long would you like to speak for?
	


AUDIENCE

	How many people will be there?
	

	How many of them will know you?
	

	Do you expect it to be a relatively sedate or loud atmosphere?
	


ABOUT THE SUBJECT
	What’s his/their name and age?
	

	How do you know them? When did you meet them?
	

	What are your childhood memories of them?
	

	When were they born? 
	

	Do you have any amusing stories about them as a toddler/young child (include any bizarre hobbies and interests)?
	

	Where did they go to school (and university if relevant)?
	

	What was their first job?
	

	What do they do professionally?
	

	What are their main interests/hobbies?
	

	Can you describe their personality in three words?
	

	How would you describe them physically?
	

	How would their family and friends describe them?
	

	What are the key talking points when you’re together? 
	

	How have they changed over the years?
	

	What sincere sentiments would you like to get across?
	

	What humours sentiments are you keen to get across?
	

	Can you give an example of a great story or two that you’ve been involved in with them?
	

	If there was a theme to hold your description of them together, what would it be?
	

	Any other nostalgic stories of your relationship I can work in?
	


EXTRA INFO FOR AN ANNIVESARY SPEECH
	How did they meet?
	

	How many children/grandchildren do they have?
	

	How old were they when you were born?
	

	How do they most irritate each other?
	

	How do they complement each other?
	

	If they’re your parents, what have you inherited from each of them (for better or worse)?
	

	How often do you see them?
	

	Anything noteworthy about the proposal/wedding/honeymoon/previous anniversaries?
	

	How have they changed (for the better!) as a result of their marriage?
	


TABOO SUBJECTS
	What can’t we mention?
	


 

OTHER
	Are there subjects not covered above that you know will amuse / interest your audience?  Please give me as much detail as possible.
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