
1 Who is your specific audience?

Map out the common elements for the IDEAL AUDIENCE.

Describe why you are the one to serve this specific audience.

Describe why this audience inspires you.

Most people attempt to cast a 
big net and see what they get.  
Be clear in your ideal audience 
so you can develop a program 
to solve their problem.

2 What is their problem relative to your work?

Describe the real problem in depth.

List other approaches they have tried before that did not work.

Describe why this is important to your specific audience.

Describe the other symptoms of the problem.

Understand the core issue that 
they perceive as a problem.  
This will help you develop the 
program and the marketing 
elements to fill the event.

3 What will they get by attending the workshop?
Begin with 10 options (20 is better)

Refine the promises to select best three

Have conversations with your specific audience to validate it.

Select the promise that best fits.

Clarity and brevity is essential.  
Describe the main benefit of 
the experience.  Your promise 
is based on the people and 
problem.

People

4 Where should you hold your workshop?
Dates: Two or three dates for the event

Location: City Names (first events should be near your home)

Theme: what kind of event space to you see for workshop?

Compile at least three options.

Most people start here...it is 
fun.  Do the work on the 3 P’s 
first it is most important.

Budget:5
What experience do 

you want at your 
workshop?

Following up with your leads is 
the area for most 
improvement.  They already 
know you. Make it specific.

Event Space
Food
Audio/Visual

Video Recording  
Print
Marketing/Lead Generation

Most of this is optional as you 
can have the event in a 
conference room.  Decide in 
advance.

This is just a start to your workshop.  If you have questions about any of these, you have 
my permission to email me...gene@leadersinthetrenches.com (by the way you don’t 
need my permission to email me).

Use this before selecting 
venue selection, 

developing content, 
sending invitations, etc.

Problem

Event Options

Promise

WORKSHOP 
CHECKLIST

The “people” are the basis for everything else.
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