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Audience & Data Audit Worksheet
1. Define Your Ideal Attendees
Use this section to build out your primary attendee personas. Think in terms of job title, industry, region, and motivations.
List 2–3 personas:
· Persona 1: ________________________________
· Persona 2: ________________________________
· Persona 3: ________________________________
Top job roles or titles to target:
· ________________________________________
· ________________________________________
· ________________________________________
· ________________________________________
What are their key motivations for attending your event?
· ________________________________________
· ________________________________________
· ________________________________________
· ________________________________________
2. Map Out Key Data Points
Decide what data you truly need to collect.
Core fields (required for all contacts):
· Name
· Email
· Opt-in status (Y/N)
Additional segmentation fields:
· Role: ___________________
· Industry: ________________
· Location: ________________
· Past Attendance: _________
3. Audit and Unify Existing Data
Where are your current contacts stored?
· CRM: ________________________
· Email tool: ___________________
· Excel files: ___________________
What % of contacts have full profile data? ________%
What % have valid, GDPR-compliant consent? ________%
Actions:
· Export and deduplicate all lists
· Tag data sources and consent origin
· Clean or remove inactive contacts
4. Set Goals and KPIs
· Growth Goal: Add __________ new, opted-in contacts by __________
· Quality Goal: At least _______% contacts with full profile
· Engagement Goal: Open rate above _______%, click-through rate above _______%
· Retention Goal: Increase return attendees by _______%
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