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SI Sponsored In-person DSW Retreat:  Flyer Information
(Contact the Education Coordinator, Rosemary Cox at 574-386-1962 or r.cox@sage-ing.org  Please email this completed document to Rosemary.)

What is the title of your in-person DSW?  (eg: “Aging with Spirit – New York”)

Provide a short description of your DSW. (Ask Ed Coord for examples if needed.)


Who are the facilitators?  Include short bios and head-shot photos of each facilitator. (Each 
bio should be a maximum of 60 words; include credentials such as “PhD, CSL, SCF”, etc., current 
involvements, and hometown.  The head-shot needs to be in .jpg format, minimum resolution 
300 pixels; a good “selfie” is acceptable.)

What are the dates and times for your DSW?  Please use eastern time. 

What are the fees for your DSW?  (Only one base fee?  Any discounts e.g., early bird fee – refer to Discount Policy document?  Consult with the Education Coordinator.  Your fees will be based on your expenses including a contribution to SI. If the budgeted revenue covers the expenses, up to 2 facilitators receive $600 each based on 10 participants.  For each participant over 10 up to 2 facilitators receive $50 each for each additional participant with a cap of $1000 per facilitator.)

Is there a deadline for registering? What is the minimum and maximum number of participants required? (Keep in mind that some people register even the week before an event.  If your DSW reaches capacity, we can close down registrations at that time.)

What is the name, street address, and zip code of the event location? Is there free parking close by?

Provide the name, email, & phone number for one contact person (usually a facilitator) to put on the flyer, so inquirers have someone to email or call if they have any questions.  (If there is a scholarship request, consult with the Education Coordinator.)

How will participants register for housing?  Are meals going to be provided? (Is the cost of housing and food included in the registration fee?  If participants have food issues, are there dietary options you want to offer them?  eg: vegetarian, gluten free, etc.)

Is there a co-sponsoring organization?  If so, what is their name and address?  Include their logo and ask for permission to use it in the SI flyer.  As a co-sponsor, the organization is also asked to market the event and include the SI logo.  (You may invite one person from the organization to attend for free if the organization is providing the room at no charge.)

Will the co-sponsoring organization market the webinar on their website and/or through email to their database?  (SI will provide a flyer and a live link to the event information, but the organization must have a secure URL.  Provide contact information for someone from the co-sponsoring organization.) 

Do you have a website?  Are you able to post your event on your website?  (SI will also include a link to your website on our flyer, but you need to have a secure URL.  Do you send a newsletter to your network, and are you able to tell your people about your event in your newsletter?  SI will provide a pdf of the flyer with a live link to more information and registration.) 

Will participants register via Sage-ing International’s online registration system?  (If participants will instead sign up via the co-sponsoring organization’s registration system, we need a secure URL link to include in your event flyer, on SI’s webpage, and in the BULLETIN, to re-direct inquirers to the co-sponsor’s flyer/registration system.)

When you have gathered this information, please send to Education Coordinator Rosemary Cox at r.cox@sage-ing.org  for review.  If you have questions, please call Rosemary at 574-386-1962 or email her.  
Thank you!
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