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Information Needed for your SI Sponsored Online Workshop
(Contact the Education Coordinator (EdCoord), Rosemary Cox at 574-386-1962 or r.cox@sage-ing.org Please send this completed document to Rosemary.)

What is the title of your online workshop? 	


What type of workshop is this?  Check one.
Online Single Event
Online Series   
Online Beyond the Basics Workshop
Provide a short description of your online workshop.

Who are the facilitators?  Include short bios for each person.  (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.  If your workshop is based on a book that you authored,
Include a picture of the book’s front cover, and information or a link where it can be purchased.)

What is the date and time for your workshop?  Please use eastern time.  If it is a series, list all of the dates, and if each session has its own subtitle, please provide the title for each.  (Date and time are set by facilitator and EdCoord.)  

What are the fees for your workshop?  (SI has established fees for workshops which the EdCoord will share with you.)

What do you need to facilitate your workshop?  Check all that apply to your event.  (EdCoord will meet with you when you begin to prepare your workshop.  Event Host and Tech Host will meet with you approximately 2 weeks before your event to review tech needs and process.  If PPT, video or music are being used, Tech Host needs this material 1 week in advance.  Do not use material that is copyrighted unless you have permission.)
PowerPoint
Materials Emailed to Participants Beforehand
Breakout Rooms
Polls
Video 
Music
Other

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

Is there a co-sponsoring organization?  If so, what is their name and address?  Include their logo and ask for permission to use it on 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.)

Will the co-sponsoring organization market the workshop 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 willing 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 willing 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.) 

[bookmark: _Hlk110195259]Since this is an online event, the EdCoord’s name will be the contact person on the flyer.  If there are specific questions regarding the workshop content, the email will be forwarded to you for a response.  

When you have gathered this information, please send to EdCoord 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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